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Re:

Kathi L. Coombes Minor Subdivision #19-07-0135
Legal Document Amended Open Space Easement
—

—

Please find attached an Amended Deed of Open Space Easement (“Easement”) document for the
Kathi L. Coombes minor subdivision owned by Kathi L. Coombes.
Lot 1 contains open space that was deed restricted to support a minor cluster subdivision which
created what is now known as Lot 3 (5.254 + ac.). This subdivision was approved by the
Department of Planning and Zoning on January 4, 2017 and recorded among the land records on
January 9, 2017.
The previous minor cluster subdivision that created Lot 3; utilized approximately 5.254 ± ac. of
net buildable area and reserved approximately 5.724 ± ac. of net buildable on the remaining Lot
1. Based on the cluster subdivision requirements, the 10.978 ± ac. of net buildable area between
Lots 1 & 3 necessitated 62.2 10 ± ac. of open space to be established on Lot 1 (see attachment I
for existing lot configuration).
The applicant is proposing to amend this open space by further subdividing the Lot 1 into two (2)
lots; Lots 1 and 4, utilizing the large lot subdivision technique (see attachment 2 for proposed
configuration). Large Lot 4 will consist of 32.773 ± ac. and will contain approximately 29.773 ±
ac. of deed restricted open space to support the 5.724 + ac. of net buildable area contained on Lot
3. Please see attached to this document the existing configuration of Lots 1 and 3 and the
proposed subdivision layout
Based on the large lot subdivision proposed the applicant would only need to provide 29.733 ±
ac. of open space to support this existing cluster lot (Lot 3). The provisions of Chapter 18 do not
require the establishment of open space when utilizing the large lot subdivision technique,
therefore, the applicant is requesting that the County Commissioners grant approval of the
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amended open space as described to provide the minimum open space necessary to support the
existing net buildable area for Lot 3 on what will be Lot 4.
Respectfully, Staff requests that the County Commissioners please review and sign this
Easement.

MOTION
I move that we approve this Amended Deed of Open Space Easement to restrict 29.773 ± ac. to
support the previously subdivided Lot 3 as part of a Large Lot and Cluster Subdivision of the
lands of Kathi L. Coombes intended to be recorded among the plat records of Queen Anne’s
County.

Attachments:
Attachment 1: Existing lot configuration (Lots I &3)
Attachment 2: Proposed subdivision to include Lot 4 and amended open space
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AMENDED DEED OF OPEN SPACE EASEMENT
THIS AMENDED DEED OF OPEN SPACE EASEMENT, made thisG. day of
OJ t*YJX , 2019, by and between KATHI LYNN COOMBES, hereinafter referred to
as “Grantor”, and THE COUNTY COMMISSIONERS OF QUEEN ANNE’S COUNTY, a
municipal corporation, hereinafter referred to as “Granted’.
RECITALS
Grantor is the owner of all that farm or tract of land situate, lying and being in the Sixth
Election District of Queen Anne’s County, State of Maryland, containing 67.934 acres, more or
less, by virtue of a deed from Kathi Lynn Coombes, Personal Representative of the Estate of
Betty Ann Satterfield, dated October 16, 2017, and recorded among the Land Records of Queen
Anne’s County in Liber S.M. No. 2819, folio 56 (hereinafter referred to as “Grantor’s Property”).
The Grantor’s predecessor in title previously subdivided a portion of the original tract of
land, containing 78.188 acres, to include one (1) cluster residential lot (5.254 acres&) which is
more particularly described as Lot 3 in a Deed of Easement, dated October 11, 2016, and
recorded among the Land Records of Queen Anne’s County in Liber S.M. No. 2630, Folio 142.
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Grantor now proposes subdividing the remaining 67.934 acre± parcel into two (2) large
lots and to specifically designate 29.773 acres, more or less, of open space to support previously
subdivided Lot 3, as set forth and shown on Sheet 2 of a set of plats, containing five (5) sheets,
entitled “LARGE LOT & CLUSTER SUBDIVISION OF THE LANDS OF KATHI L.
COOMBES”, dated May, 2019, by Kirby & Associates, Inc., and recorded or intended to be
recorded among the Plat Records of Queen Anne’s County simultaneous herewith (hereinafter
referred to as the “Plat(s)”).
The provisions of Chapter 18, Land Use and Development, Public Local Laws of Queen
Anne’s County (hereinafter “Chapter 18”), require a portion of the Grantor’s land to be
designated “open space” and restricted as to use in accordance with the provisions of Chapter 18,
including any subsequent amendment thereto. The provisions of this instrument are designed to
satisfy these requirements and are not to be construed as covenants or conditions which confer
any substantive rights and/or responsibilities on lot owner(s).
NOW, THEREFORE, TillS AMENDED DEED OF OPEN SPACE EASEMENT,
WITNESSETH, that for and in consideration of the sum of One Dollar ($1.00) and other good
and valuable consideration, the receipt of which is hereby acknowledged, the Grantor does
hereby grant and convey unto the Grantee, its successors and assigns, an easement in, on and
over the “open space” lands hereinafter described to the extent hereinafter set forth and does
further covenant and restrict the lands as follows:
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ARTICLE I
Definitions

1. “County Commissioners” means the County Commissioners of Queen Anne’s County,
Maryland, as now established, or any other legislative and/or executive authority hereinafter
authorized to approve and adopt a zoning ordinance.
2. “Grantor” refers to Kathi Lynn Coombes, her personal representatives, heirs and

assigns.
3. “Lot(sI’ means Lot 3 as referenced above.
4. “Lot Owner” means the person or persons shown on the Land Records of Queen
Anne’s County that own fee simple title to a lot at the time the identity of a lot owner is to be
determined for purposes of applying any provisions of these covenants. “Lot Owner” does not
include a mortgagee, trustee, or beneficiary under a deed of trust or other person who holds only
a lien or other security interest in a lot.
5. “Open Space” means undeveloped land required by the Queen Anne’s County Zoning
Ordinance (or any subsequent amendment thereto) to be restricted to resource protection or
recreational uses as hereinafter set forth.
6. “Plat(s)” means the aforementioned set of five (5) plats prepared by Kirby &
Associates, Inc. and recorded herewith.
7. “Zoning Ordinance” means (1) Chapter 18, Land Use and Development, Public Local
Laws of Queen Anne’s County and (2) any ordinance or law hereinafter adopted by the County
Commissioners under the authority of Article 66(b) of the Annotated Code of Maryland (or any
amendments to that article) or under the authority of any law or constitutional provision by
which the County Commissioners are authorized to regulate use of land throughout Queen
Anne’s County, Maryland, to the extent provided under the present provisions of Article 66(b).
ARTICLE II
General Provisions

1. Acknowledgement of Compensation. The Grantor hereby acknowledges that she has
been fully compensated for any restrictions or other provisions of this Amended Deed of Open
Space Easement which restrict or otherwise affect the subdivision of any other land to which any
of these covenants relate.
2. Binding Effect. The provisions of this easement: (a) are made by the Grantor for
herself and her personal representatives, heirs and assigns, (b) are binding upon the Grantor, her
personal representatives, heirs and assigns, and (c) shall run with and bind all land within the
subdivision.
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3. Enforcement. The provisions of this instrument may be enforced by the County
Commissioners, the Queen Anne’s County Planning Commission or the other department,
agency or other public body or person duly authorized by the County Commissioners. The
authority and rights contained in this paragraph are permissive only; and the County
Commissioners, the Planning Commission or other designee of the County Commissioners have
no affirmative duty at any time to enforce any provision contained herein.
4. Amendment. No provision of this Amended Deed of Open Space Easement may be
amended or changed in any manner without prior written approval of the Queen Anne’s County
Planning Commission or other agency or person duly authorized by the County Commissioners
to approve such change or amendment. Furthermore, such change or amendment shall not be
effective until such time as a written document acknowledging such change or amendment shall
have been executed by the County Commissioners of Queen Ann&s County and recorded among
the Land Records of Queen Anne’s County.
ARTICLE Ill
Specific Provisions
I. Area Designated “Open Space”. The “Open Space” shall consist of all that portion of
Lot 4 designated “29.773 Ac.± OF AG CLUSTER OPEN SPACE” on Sheet 2 of the Plat(s).
2. Specific Provision Relating to “Open Space” Area. The Queen Anne’s County Zoning
Ordinance requires that lands within the “open space” be restricted as to use in accordance with
its provisions, including any amendments thereto. The provisions of this Amended Deed of
Open Space Easement are designed to satisfy these requirements and are not to be construed as
covenants or conditions which confer any substantive rights andlor responsibilities on the lot
owners. The Grantor reserves the right to reduce the areal extent of the “open space” and the use
restrictions imposed hereunder to the extent the Zoning Ordinance permits additional subdivision
of the “open space”. Such reduction shall not occur until and unless the Grantor obtains final
subdivision approval for lands included in the ‘open space” and shall be no greater in area than
the lands subject to such subdivision approval.

ARTICLE IV
Use Restrictions
1. Permitted Uses.
(a) Except as permitted by subparagraph (c) or as prohibited by subparagraph (d),
the “Open Space” may be used only for the following purposes:
i. The maintenance and protection of natural resources in a manner and to
the extent required by Zoning Ordinances;
ii. Passive recreational uses which involve the maintenance of only
such uses including arboretums, hiking, nature areas, wildlife
surface,
negligible impervious
sanctuaries, public and private parks, garden plots and beaches;
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iii. Farming, dairying, pasturing, agriculture, horticulture, floriculture,
viticulture, animal and poultry husbandry, but not any packing, treating or storing of produce or
the business of garbage feeding of hogs or other animals, or the raising of such animals as rats,
mice, monkeys and the like for use in medical or other tests or experiments;
iv. Forestry, including commercial logging operations, clearing or
destruction of forested or woodland areas, selective cutting or clearing for commercial purposes,
clearing for agricultural or other prospective land uses and clearing of vegetation; provided,
however, that no such use shall be permitted which is inconsistent with (i) the Perpetual
Protective Agreement / Deed of Forest Conservation Easement, dated August 3, 2010, and
recorded among the Land Records of Queen Anne’s County in Liber S.M. No. 1972, folio 319 or
(ii) the Perpetual Protective Agreement / Deed of Forest Conservation Easement, dated even date
herewith, and recorded or intended to be recorded among the Land Records of Queen Anne’s
County simultaneous herewith;
v. Nurseries which involve the sale of plants grown on the Open Space, as
well as accessory items (but not power equipment such as gas or electric lawn mowers and farm
implements) directly related to the care and maintenance of such plants (including clay pots,
potting soil, fertilizers, insecticides, hanging baskets, rakes and shovels);
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(b) To the extent (if any) that a residential use is permitted in connection with any
use referred to in subparagraph (a), whether as an accessory use or otherwise, such residential
use shall not involve more than two (2) buildings designed or used in whole or part for
residential purposes and shall be occupied only by persons who are employed full time by the
Grantors in the operation of a permitted use.
(c) Subject to the provisions of subparagraph (d) and during any period when a
Zoning Ordinance expressly permits the use of Open Space other than that referred to in
subparagraph (a), the Grantor may authorize such other use of the Open Space. A use authorized
under this subparagraph may be maintained only to the extent and during such period as it is
expressly authorized both by a Zoning Ordinance and by the Grantors.
(d) No provision of subparagraphs (a), (b) and (c), shall be construed to enlarge,
limit, supersede or otherwise affect application to the Open Space area of any Zoning Ordinance
or any law, ordinance, rule or regulation of the Federal government, the State of Maiyland, or
Queen Anne’s County. In case of any conflict between these provisions and any other such law,
ordinance, rule or regulation, the more restrictive shall be applicable. Whether or not such is
referred to in subparagraph (a), nothing in this paragraph shall be construed to authorize or
permit the use of the Open Space for:
1. any activity which is not authorized by those provisions of a Zoning
Ordinance which relate to the use of Open Space;
ii. any activity for which special or conditional exception or other specific
approval is required under a Zoning Ordinance, unless such specific approval is given, or in a
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manner not authorized by such approval.
ARTICLE V
Rights of Inspection

The County Commissioners of Queen Anne’s County, the Queen Anne’s County Planning
Commission or other department, agency or other public body or person duly authorized by the
County Commissioners shall have the right to enter on the above-described “open space” lands
from time to time for the sole purpose of inspection and enforcement of the easement, covenants,
conditions, limitations and restrictions herein contained.
WITNESS the hands and seals of the Grantors as of the day and year first above written.

(SEAL)
Kathi Lynn oom es

0

Witness

“GRANTOR”

STATE OF

,

COUNTY OF

OQ&bto

,TO WIT:

I HEREBY CERTIFY, that on this day of .JLflhQ.( .2019, before me, the
, in and for the County aforesaid,
subscriber, a Notary Public of the State of
satisfactorily proven) to be the
(or
me
known
to
Coombes,
Lynn
Kathi
appeared
personally
acknowledged that she executed
and
instrument
within
the
person whose name is subscribed to
signed and sealed the same.
presence
the same for the purposes therein contained, and in my

fl-

WITNESS my hand and Notarial Seal.

ary ublic
My ommission Expires:
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Approved as to legal sufficiency.
/ ii z’o /1
Date

Attorney
Queen Anne’s County
Planning Commission

‘5uc

‘

1cj.o’7..OI55

This Amended Deed of Open Space Easement supersedes and replaces the former Deed
of Easement, dated October 11, 2016, and recorded among the Land Records of Queen Anne’s
County in Liber S.M. No. 2630, folio 142.
This Amended Deed of Open Space Easement is approved this
2019.

—

day of

The County Commissioners
of Queen Anne’s County

County Commissioner,
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President
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THE COUNTY COMMISSIONERS OF
QUEEN ANNE’S COUNTY

Queen
Anne’s
County

‘2-

Department of Human Resources
The Liberty Building
107 North Liberty Street
Centreville, MD 21617

LoUflty oinmisszoners.

James J. Moran, At Large
Jack N. Wilson Jr., District I
Stephen Wilson, Distnct 2
Philip L. Dumenil, District 3
Christopher M. Corchiarino, District 4

Telephone: (410) 758-4406
Fax:(410)758-6913
-

-

e-mail: q.iJqçog
www.qac.org

TO:

Queen Anne’s County Commissioners

FROM:

Beverly A. Churchill, Director, Hu’an Resources

DATE:

January 7, 2020

SUBJECT:

Draft Standard Operating Policy

ACTION ITEM

Attached are several revised policies for approval.
1.

CDL Drug and Alcohol Testing Policy FMCSA
This policy has been revised to incorporate the new clearinghouse requirements which were effective
January 6, 2020. The clearinghouse is an online database that provides employers and other authorized
users real-time information about commercial driver’s license and commercial learner’s permit holder’s
drug and alcohol program violations. Policy revisions are identified in red. In addition to the policy
revisions, there are two new forms which have been added with this provision.

2.

CDL Drug and Alcohol Testing Policy FTA policy has been updated to reflect required terminology
change; the term “opiates” has been replaced with the word opioids”. This is a requirement of the
Department of Transportation as the term opioids is more inclusive and supports drugs that are required
for testing. This change was made in March 2019 and we have been using an addendum to meet the
FTA requirements but are taking this opportunity to incorporate the required wording into the policy. In
addition to the policy revisions, there is one new form which has been added with this provision.

3.

Commercial Driver’s License Practices policy has been updated to incorporate the changes in procedure
with the clearinghouse.

3.

Risk Management/Safety Manual
This manual serves as a guide for our overall County safety program. The Safety Committee and Risk
Manager conducted a total review and upgrade of the Manual from 2010. This has also been reviewed
by our workers compensation carrier.

-

-

These policies have been reviewed by the department heads for any suggestions. If you wish to adopt these
revised policies, please make a motion similar to this:
I move that the Drug and Alcohol Testing Polices for FMCSA and FTA, Commercial Driver’s License and
Risk Management/Safety Manual be adopted as presented, to be effective in seven business days.

-

PLAYnes.com
UVE •WORK.visitqueenan
_
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things to do... places to go...ways to grow your business...scan for info
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SECTION:

300 Human Resources

POLICY TITLE:

CDL Drug and Alcohol Testing Policy-FMCSA

POLICY NUMBER:

300-602 (C)

APPROVAL:

Director of Human Resources

EFFECTIVE DATE:

January 17, 2018 (Original),

REVISION DATES:

January 7, 2020

REFERENCE(S):

49 CFR Part 655 as amended
49 CFR Part 40 as amended
49 CFR Part 29, The Drug-Free Workplace Act of 1988
Employee Assistance Policy
Family and Medical Leave Policy

FORM:

Reasonable Suspicion Checklist 300-602-Fl
Consent to Release Previous Testing Results (CDL) 300-602-F2 (C)
Post-Accident Testing Decision Form (CDL) 300-602-F3 (C)
Previous Pre-Employment Employee Alcohol & Drug Test
Statement (CDL) 300-602-F4 (C)
General Consent for Limited Queries of the Federal Motor Carrier
Safety Administration Drug and Alcohol Clearinghouse Form
(CDL) 300-602-F5 (C)

-

12

QUEEN ANNE’S COUNTY
STANDARD OPERATING POLICIES

TABLE OF CONTENTS
A.

PURPOSE

B.

APPLICABILITY AND AUTHORITY

C.

DEFINITIONS

D.

DESIGNATED CONTACT PERSON

E.

MEDICAL REVIEW OFFICER (MRO)

F.

EMPLOYEES SUBJECT TO TESTING

G.

TESTING LABORATORIES

H.

COLLECTION SITES AND PROTOCOLS

I.

ALCOHOL TESTING

i.

DRUG TESTING

K.

SELF REPORT

L.

EDUCATION & TRAINING REQUIREMENTS

M.

POLICIES & PROCEDURES
I.

GENERAL PROGRAM GUIDELINES & PROHIBITED BEHAVIORS

II.

PRE-EMPLOYMENT TESTING

III.

RANDOM TESTING

IV.

POST ACCIDENT TESTING

V.

REASONABLE SUSPICION TESTING

VI.

CONSEQUENCES OF A POSITIVE TEST

VII.

REFUSAL TO TEST

VIII.

OBSERVED COLLECTIONS

N.

INFORMATION DISCLOSURE

0.

SPECIMEN VALIDITY & MEDICAL EVALUATIONS

In some cases, Queen Anne’s County Government reserves the prerogative to utilize stricter policies or
procedures than the U. S. Department of Transportation when such are believed to be in the best interest of
the Queen Anne’s County Government residents and employees. Any provisions set forth in this policy that are
included under the sole authority of the Queen Anne’s County Government and are not provided under the
authority of the above- named Federal regulations are underlined indicating it is a requirement of Queen
Anne’s County Government for employment by that entity, and not required by the U. S. Department of
Transportation.
Underlined text

=

QUEEN ANNE’S COUNTY GOVERNMENT requirements
Regular text = FMCSA requirements
2
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Underlined text

=

QUEEN ANNE’S COUNTY GOVERNMENT requirements
Regular text = FMCSA requirements

A. STATEMENT OF PURPOSE:
Queen Anne’s County Government and the Queen Anne’s County Board of County Commissioners
believe that the use of alcohol or illicit drugs in the workplace is detrimental to public safety,
employee morale, and productivity. Additionally, designated employees come under the regulatory
auspices of the United States Department of Transportation (DOT) (49 CFR Part 40 as amended),
specifically the Federal Motor Carrier Safety Administration (FMCSA) (49 CFR Part 382). Queen
Anne’s County Government is required to comply with the regulations of this operating
administration within the U. S. Department of Transportation.
In some cases, Queen Anne’s County Government reserves the right to utilize stricter policies or
procedures than the U. S. Department of Transportation when such are believed to be in the best
interest of the general public and Queen Anne’s County Government employees. When a policy or
procedure is mandated by Queen Anne’s County Government, rather than the FMCSA (49 CFR Part
382), underlined text will appear indicating it is a requirement of Queen Anne’s County Government
for employment by that entity, and not required by the U. S. Department of Transportation.

B. APPLICABILITY:
The testing program applies to all employees and drivers who are required to hold a commercial
driver’s license (CDL), and operate a commercial motor vehicle for Queen Anne’s County
Government, even if they drive such vehicles only infrequently. The U. S Department of
Transportation 49 CFR Parts 40 and 382 as amended, requires mandatory testing for those employees
who must have a CDL driver’s license in order perform their respective job functions, and/or are
involved in maintaining the safety, and operation of commercially regulated vehicles.

AUTHORITY:
This program was adopted pursuant to, and is intended to comply with federal regulations
promulgated by the Department of Transportation 49 CFR Parts 40 and 382 as amended and
applicable state regulations. Unless otherwise indicated by underlined tet the testing provisions of
the program are required by federal regulations.

C. DEFINITIONS:
Clearinghouse: The Federal Motor Carrier Safety Association Commercial Driver’s License Drug and
Alcohol Clearinghouse is a secure, online database that provides employers and other authorized users
real-time information about commercial driver’s license (CDL) and commercial learner’s permit (CLP)
holder’s drug and alcohol program violations.
3
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C
Commercial Motor Vehicle: A motor vehicle or combination of motor vehicles used in commerce to

transport passengers or property if the vehicle:
• Has a gross combination weight rating of 26,001 or more pounds, inclusive of a towed
unit with a gross vehicle weight rating of more than 10,000 pounds, or;
• Has a gross vehicle weight rating of 26,001 pounds, or;
• Is designed to transport 16 or more passengers, including the driver, or;
• Is of any size, and is used in the transportation of materials found to be hazardous for
the purposes of the Hazardous Materials Act (49 U.S.C 5103(b)), and which require the
motor vehicle to be placarded under the Hazardous Materials Regulations (49 CFR Part
172, subpart F).
Performing Safety Sensitive Functions: A driver is considered to be performing a safety sensitive

function during any period in which he or she is actually performing, ready to perform, or immediately
available to perform any safety sensitive functions.
PostAccident Testing: All employees covered under this section of Queen Anne’s County Government’s

Drug & Alcohol Testing Policy, will be required to undergo drug and alcohol testing as soon as practical
following an accident involving a commercial vehicle operating on a public road, if as a result:
• A person dies;
• An individual suffers bodily injury and immediately receives medical treatment away
from the scene of the accident, and the driver of the commercial vehicle was issued a
citation.
• One or more vehicles incur disabling damage as the result of the accident, and are
transported away from the scene by a tow truck or other vehicle, and the driver of the
commercial vehicle was issued a citation.
Queen Anne’s County Government may require post-accident testing for any accident or incident
where there is damage to property, and/or where medical attention is rendered, and/or where the
determination is made that based on liability, it would be in the best interest of Queen Anne’s County
Government to require testing. All testing mandated by Queen Anne’s County Government is
performed under Queen Anne’s County Government policy, and will be collected utilizing NonFederal testing forms. Queen Anne’s County Government also reserves the right to perform
expanded panel testing for Non-Federal testing.
Refusal to Test: The following actions/criteria are considered a refusal to test and subject to the same

consequences as a positive test result:
Any employee deemed a refusal to test will be immediately terminated.
•

The employee fails to appear for any test (excluding pre-employment) within 2 hours
after being directed to do so.
4
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•
•
•
•

•

•
•

•

•
•
•

•
•

The employee fails to appear for a pre-employment test within 2 business days after
being directed to do so.
The employee fails to remain at the collection site until the testing process is
complete.
The employee refuses to provide a urine or breath specimen for any drug or alcohol
test required by Part 40 as amended or DOT agency regulations.
The employee fails to permit the observation or monitoring of the provision of a
specimen when the MRO had determined a direct observed or monitored specimen is
required by Part 40 as amended or DOT agency regulations.
The employee fails to provide a sufficient amount of urine, breath, or salvia when
directed, after it has been subsequently determined through a medical evaluation,
there is no adequate medical explanation for the failure to provide.
The employee fails or declines to take a second test after the DER or collector has
directed the employee to take such.
The employee fails to undergo a medical evaluation or examination, as directed by the
MRO or DER for Queen Anne’s County Government, as part of the verification process
after the employee has failed to provide a sufficient amount of urine, breath, or saliva
for testing.
The employee fails to cooperate with any portion of the testing process (e.g. refusal to
empty pockets when directed to do so by the collector, confrontational behavior
towards the collector that disrupts the collection process).
The employee submits a specimen that has been verified as “adulterated” or
“substituted” by the MRO.
The employee is found to possess or wear a prosthetic or other device that could be
used to interfere with the collection process.
The employee refuses to follow the collector’s instructions during an observed
collection process to raise and lower clothing as specified in the U.S. Department of
Transportation 49 CFR Part 40 as amended testing regulations.
The employee admits to the collector or MRO that he/she adulterated or substituted
the specimen.
The employee refuses to sign step 2 of the ATF (alcohol testing form).

Safety-Sensitive Functions: All time from the time a driver begins to 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 at an employer, terminal, facility, or other property or any public property,
waiting to be dispatched, unless the driver has been relieved from duty.
All time inspecting, servicing, or conditioning any commercial vehicle.
All time spent at the driving controls of a commercial motor vehicle in operation.
All time other than driving time, in or upon any commercial motor vehicle, except for
time spent resting in a sleeper berth that meets requirements of The U.S. Department
of Transportation.
5
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•
•
•
•

All time loading or unloading a vehicle, supervising or assisting in the loading or
unloading, attending a vehicle being loaded or unloaded.
All time remaining in readiness to operate a commercial motor vehicle.
All time spent giving or receiving receipts for shipments loaded or unloaded.
All time repairing, obtaining assistance, or remaining in attendance upon a disabled
vehicle.

Split Specimen: All urine samples collected from covered employees will be split into two aliquots for
transport to the lab. Each aliquot will be sealed with a tamper evident tape in the presence of the
donor. If the MRO reports a result other than negative, or negative dilute to the employer, the donor
has the right to have the second unopened aliquot retested at a second certified laboratory.

D.DESIGNATED EMPLOYER REPRESENTATIVE (DER)
Human Resources Department
Queen Anne’s County Government
107 North Liberty Street
Centreville, MD 21617
(410) 758-4406 telephone

E. MEDICAL REVIEW OFFICER (MRO):
The Medical Review Officer (MRO) is a licensed physician with knowledge of urine drug testing and
substance abuse disorders. The primary role of the MRO is to act as an independent, impartial
gatekeeper and advocate for the accuracy and integrity of the drug testing process. The MRO must
also provide a quality assurance review of the drug testing process for the specimens reviewed and
processed by said MRO. The MRO will perform all mandated duties, and make all decisions and
determinations in accordance with standard DOT procedures listed in 49 CFR Parts 40 & 382 as
amended.

F. EMPLOYEES SUBJECT TO TESTING:
All drivers, or potential drivers, of commercial motor vehicles in the employ of Queen Anne’s County
Government who are required to have a commercial driver’s license (CDL) in order to perform their
job duties, are subject to testing as required by the U S Department of Transportation 49 CFR Parts
40 & 382 as amended. The Federal Motor Carrier Safety Administration (FMCSA) requires the testing
of employees performing duties deemed to be safety-sensitive.

G.TESTING LABORATORIES:

6
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Queen Anne’s County Government retains the services of several DHHS (Department of Health and
Human Services) certified forensic laboratories for the purposes of urine drug screening and
confirmation testing. These laboratories have completed the certification program conducted by the
DHHS and administered by the National Institute of Drug Abuse (NIDA).
The laboratory must retain any specimen reported with positive, adulterated, substituted, or invalid
results, for a minimum of 1 (one) year. The MRO must offer the donor of any laboratory confirmed
positive test result, the opportunity to have “split specimen” testing performed. Laboratories testing
the “split specimen”, must also retain those specimens for 1 (one) year.

HICOLLECTION SITES AND PROTOCOL:
Specimens for pre-employment, random, post accident, reasonable suspicion, return to duty, and
follow up alcohol and drug testing will be collected at locations with properly trained and certified
personnel to act as collectors. These locations will also furnish all of the necessary equipment and
supplies for the purpose of collecting breath, saliva, and urine specimens for drug & alcohol testing.
All procedures used for collection, shipment, custody control, and accessioning of specimens are
performed within strict accordance of The U. S. Department of Transportation 49 CFR part 40 as
amended, and will be reviewed regularly by the administrative staff of Queen Anne’s County
Government’s Third-Party Administrator for compliance of these regulations.
DOT covered employees will utilize collection sites proximate to Queen Anne’s County Government.
Collection sites can be utilized for immediate collection upon notification of required testing;
Queen Anne’s County Government reserves the right to reciuire a designated supervisor escort any
employee who has been directed to test, to the collection site.

I. ALCOHOL TESTING:
For purposes of alcohol testing Queen Anne’s County Government utilizes only NHTSA-approved
Alcohol Screening Devices and Evidential Breath Testing Devices that appear on ODAPC’s website.
Any alcohol test registering an alcohol concentration above 0.02 must be confirmed after a 15
(fifteen) minute waiting period has elapsed, and the donor has been instructed not to eat, drink,
smoke, chew, or belch. The confirmation test must be completed within 30 (thirty) minutes of the
initial screening test result. If the confirmation test is not completed within the specified 30 (thirty)
minutes, the testing will be still be conducted, and the reason for the delay and amount of time that
has actually elapsed, are noted on the remarks line of the alcohol testing form. All federally
mandated alcohol tests are conducted according to 49 CFR Part 40 as amended. A DOT approved
alcohol testing form (ATF) is used to record the test results. All Queen Anne’s County Government
mandated alcohol tests are conducted following protocols set forth in 49 CFR Part 40 as amended. A
Non-DOT alcohol testing form is used to record the test results.

7
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All alcohol-testing technicians are certified by a DOT approved training program as Screening Test
Technicians (SU) and/or Breath Alcohol Technicians (BAT). They are also provided with continuing
education and training with regards to equipment and testing protocols, to keep in compliance with
Federal and State regulations. Training certifications and calibration information for equipment and
collectors utilized by Queen Anne’s County Government are maintained at Queen Anne’s County
Government’s Third-Party Administrator and can be inspected upon request.

J. DRUG TESTING:
Queen Anne’s County Government’s CDL Drug and Alcohol Testing Policy will adhere to The U.S.
Department of Transportation 49 CFR Part 40 regulations as amended for urine specimen collection,
transit, and laboratory analysis. The laboratory analysis of all specimens will include an initial screen
with confirmation by GC/MS at the cutoff thresholds for drugs and drug metabolites mandated by the
DOT 49 CFR Part 40 as amended. Any laboratory results will be forwarded directly to the MRO, at
which time the chain of custody and documentation concerning the specimen is examined in detail.
Both the laboratory and the MRO inspect each sample for “fatal flaws”. If any “fatal flaws” are
discovered, the test is cancelled. In situations where correctable flaws exist, they must be corrected
prior to the completion of MRO verification process.
After a thorough review of the collection procedure, chain of custody form, testing protocol and
laboratory results, negative results are verified and reported by the MRO to the employer. For non
negative results, the MRO will contact the employee and conduct a medical interview, focusing on
the individual’s medical history and/or any other relevant biomedical factors. The MRO shall examine
all alternative medical explanations for any positive test results. The MRO will also review all medical
records made available by the donor, when a confirmed positive test result could have resulted from
legally prescribed medications. Additionally, the MRO reserves the right to order additional
laboratory ancillary testing and/or specimen re-analysis and quantification of the specimen
submitted, in order to complete the verification process.
The MRO must offer the donor of any laboratory confirmed positive test result, the opportunity to
have “split specimen” testing performed. The donor must notify the MRO of their request for “split
specimen” testing within 72 (seventy-two) hours of the initial interview by the MRO. Split specimen
testing allows the donor to have the unopened specimen bottle, with the chain of custody and
tamper evident seal intact, sent to a second independent DHHS approved laboratory for
confirmation. The donor covered under 49 CFR Parts 40 & 382 cannot be denied a “split specimen”
test request based on his or her inability to pay. Donors not covered under these parts are financially
responsible for the cost of any “split specimen” test request.
The MRO will attempt to contact the donor a minimum of at least 3 (three) times during the first 24
(twenty-four) hours. If the MRO is unable to contact the donor after 24 (twenty-four) hours, the MRO
will request that Queen Anne’s County Government’s Designated Employer Representative (DER),
attempt to contact the donor. The DER, will instruct the donor to contact the MRO immediately. The
donor will be instructed that contact with the MRO must occur within 72 (seventy-two) hours. The
8
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DER must also advise the donor, that his or her failure to contact the MRO within 72 (seventy- two)

hours after being instructed to do so will result in the test being reported by the MRO as a refusal to
test which is considered a verified positive.
If after 10 (ten) days from the MRO’s receipt of the confirmed laboratory positive result, the MRO
and DER are still unable to contact the donor the test will be reported as verified positive. In the
event the donor expressly declines or refuses an interview with the MRO, the test will be reported as
verified positive. The MRO is permitted to release to Queen Anne’s County Government’s DER, or
any regulatory U.S. Department of Transportation agency the results of urine drug testing. The MRO
will not release individual test results to any other person, without first obtaining specific written
authorization from the donor.
All urine drug screens for employees covered under 49 CFR Parts 40 & 382, as amended, are collected
with strict adherence to U. S. Department of Transportation collection protocols outlined in 49 CFR
Part 40 as amended, utilizing only DOT approved “split” specimen collection kits. A federal chain of
custody form is initiated for each DOT urine sample, such that the integrity is documented for each
stage of transit. All employees subject to testing under Queen Anne’s County Government authority
will be collected following the protocols stated above, utilizing a Non-DOT chain of custody form.
Any corrupted samples or chain of custody forms that require cancellation based upon guidelines set
forth in The U. S. Department of Transportation 49 CFR Part 40 as amended will result in the
cancellation of the test by the MRO.
All collection officials have been trained and certified with regards to U. S. Department of
Transportation collection procedures outlined in 49 CFR Part 40 as amended. Each collector
participates in a quality assurance and continuing education program, which requires periodic
monitoring and proficiency demonstrations utilizing mock collections. Training certification
documentation for all collectors utilized is maintained by Queen Anne’s County Government’s ThirdParty Administrator.

K. SELF REPORT
Queen Anne’s County Government does not consider a request for assistance with a drug and/or
alcohol problem after an employee is required to report for testing as a “voluntary” or “self report”.
In this case, the employee would still be required to submit to any requested drug and/or alcohol
testing, and subsequent action taken if adverse results were received.
tf an employee has reason to believe he or she is unfit to perform safety sensitive functions and
vdntarily seeks assistance, due to a drug and/or alcohol problem, the employee must contact
qeen Anne’s County Government’s Drug & Alcohol Testing Program DER, and request a temporary
Iéth,e from duty. The employee may not return to the performance of safety sensitive functions until
a qualified drug and alcohol counselor has approved him or her to do so, after completing an
evaluation, and all recommended treatment/education. The employee must also submit a negative
9
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return to duty drug test and/or alcohol test, prior to the commencement of any safety-sensitive
functions.
While the employee may use leave if applicable, Queen Anne’s County Government cannot
guarantee a position will be available or “held” for the employee during and/or after treatment.
The employee remains subtect to all personnel policies, including those related to drugs and/or
alcohol while undergoing treatment. The employee is subject to termination if found to be violating
the Drug & Alcohol Testing Policy, notwithstanding the fact that he or she may be receiving
treatment.
The cost of any treatment, education, as well as follow up and return to duty testing, will be the
employee’s financial responsibility.

L. EDUCATION & TRAINING REQUIREMENTS
All covered employees must acknowledge receiving a copy of the Queen Anne’s County Government
Drug & Alcohol Testing Policy and detailed information concerning the effects of alcohol and
controlled substance use on an individual’s health, work, and personal life; signs and symptoms of an
alcohol or controlled substance problem; and available methods of intervening when a problem is
suspected.
All supervisors, particularly those who might conceivably be involved in reasonable suspicion
determination, must receive at least 60 (sixty) minutes of training on alcohol misuse and an
additional 60 (sixty) minutes of training on controlled substances use. This training includes the
physical, behavioral, speech, and performance indicators of probable alcohol misuse and the use of
controlled substances.

M.
I.

POLICIES & PROCEDURES
General Program Guidelines & Prohibited Behaviors

Employees are prohibited from performing safety sensitive functions while under the influence of
alcohol and/or illegally prescribed or illegally used controlled substances.
Any employee deemed a refusal to test will be immediately terminated.
Driver’s with a CDL license using prescription medication should obtain confirmation the usage does
not pose any safety concerns from the prescribing physician, or the National Medical Examiner
performing the DOT physical. If a medically legitimate prescription, that would preclude or inhibit the
performance of job duties, is dispensed to an employee, he or she will be placed on leave until the
cessation of the prescribed medication is indicated.
10
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MRO Safety Concerns: During the MRO verification process, a donor may disclose medication that
requires the MRO to report the result as negative, but also to generate a “safety concern” letter. If
the MRO issues a “safety concern” letter subsequent to an MRO interview, the donor will be required
to undergo a “fitness for duty” exam. Drivers will be required to return to the certified medical
examiner that performed the most recent DOT physical on the driver. Information concerning
medication usage, including but not limited to consultation with the MRO will be provided to the
medical examiner performing the exam.
Prohibited substances addressed by this policy include the following:
Controlled Substances and Illicit Drugs: Illegally used controlled substances, or drugs under the DrugFree Workplace Act of 1988, any drug or any substance identified in Schedules I thru V of Section 202
of the Controlled Substances Act (21 U.S.C. 812), and as further defined by 21 CFR 1300.11 thru
1300.15 is prohibited at all times in the workplace unless a legal prescription has been written for the
substance. This includes but is not limited to: marijuana, amphetamines, opiates, phencyclidine
(PCP), and cocaine, as well as any drug not approved for medical use by the U. S. Drug Enforcement
Administration or the U. S. Food and Drug Administration. Illegal use includes usage of any illegal
drug, misuse of legally prescribed drugs, and use of illegally obtained prescription drugs. The medical
use of marijuana, or the use of hemp related products, which cause drug or drug metabolites to be
present in the body above the minimum thresholds is a violation of this policy. Federal Motor Carrier
Safety Administration (FMCSA) drug testing regulations 49 CFR Parts 40 and 382, as amended require
that all covered employees be tested for: controlled substances outlined in those regulations, on a
pre-employment, post accident, reasonable suspicion, return to duty, follow up, and random basis as
required in 49 CFR Parts 40 and 382 as amended. Illegal use of these substances is prohibited at all
times, and thus covered employees may be tested for these drugs anytime that they are on duty.
Medical Marijuana: Marijuana is listed as a Schedule I drug by the DEA, drivers and employees with a
CDL driver’s license are prohibited from using marijuana. The MRO is prohibited from accepting
medical marijuana as a legitimate medical explanation during the verification process of any
laboratory positive test results.
Queen Anne’s County Government is required to abide by the Drug Free Workplace Act of 1988.
Marijuana is listed as a Schedule I drug by the DEA, driver’s and employees with a CDL driver’s license
who are tested under Queen Anne’s County Government policy are prohibited from using marijuana
at all times.
Hemp Products: The MRO is prohibited as accepting hemp product use as a legitimate medical
explanation during the verification process of any laboratory positive test results. This would include
CBD oils and other hemp derivatives.
Mate de Coca: The MRO is prohibited as accepting mate de coca product use as a legitimate medical
explanation during the verification process of any laboratory positive test results.

11
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Alcohol: The use of beverages containing alcohol (including any mouthwash, medication, food, candy)
or any other substances such that alcohol is present in the body while performing safety-sensitive job
functions is prohibited. An alcohol test can be performed on a covered employee under 49 CFR Parts
40 and 382, as amended just before, during, or just after the performance of safety-sensitive job
functions.
On-call employees are prohibited from performing safety sensitive duties if they have consumed
alcohol within 4 (four) hours of reporting for duty. On-call employees, who have consumed alcohol,
must advise a supervisor of the alcohol use prior to reporting for duty. Queen Anne’s County
Government reserves the right to perform an alcohol screen to determine a driver’s fitness to
perform on-call duties.
Queen Anne’s County Government considers the following behaviors prohibited, and will result in
immediate removal from safety sensitive, and termination of employment;
•
•
•
•
•
•
•

•

On duty use or possession of alcohol.
Pre-duty use of alcohol within 4 (four) hours of reporting for duty.
Use of alcohol within 8 (eight) hours of a reportable accident, or until post accident
alcohol testing has been conducted.
Refusal to submit to a required alcohol or controlled substances test. Any employee
deemed a refusal to test will be immediately terminated.
Possessing, using, selling, transferring, or exchanging controlled substances, whether
on or off duty.
Illegal use and/or impairment while on duty of any prescription medication, which may
affect work performance or pose a danger to the safety of the employee or others.
Possessing, using, selling, transferring, or exchanging controlled substances in the
workplace, on or in Queen Anne’s County Government property, including but not
limited to; facilities, parking lots, equipment, and vehicles.
Possessing, using, selling, transferring, or exchanging substances, and/or products,
including but not limited to prosthetic devices used to carry clean urine, and/or any
other attempt to evade drug detection, and/or adulterate or substitute a specimen
sample.

Queen Anne’s County Government reserves the right to search, at any time Queen Anne’s County
Government property used by employees, i.e. desks, work areas, motor vehicles, lockers, etc. for the
presence of controlled substances and/or alcohol.
Drug/DUI/DWI Arrests and Convictions:
All employees are required to notify Queen Anne’s County Government’s DER of any criminal drug
statute and/or DUI/DWI arrest/conviction within 5 (five) days after such arrest or conviction. Failure
to comply with this provision shall result in immediate termination of employment.
II.

Pre-Employment Testing
12
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All applicants for employment requiring a CDL license to perform duties, will be notified at the time of
their application that as a condition of employment, they will be required to submit a urine drug
screen within 2 business days of notification. Queen Anne’s County Government must receive a
negative result, prior to the performance of any duties considered safety sensitive by 49 CFR Parts 40
and/or 382 as amended, and the Queen Anne’s County Government Drug & Alcohol Testing Policy.
This testing will be conducted utilizing a Federal chain of custody form.
The specimen collector will collect the specimen, following protocols set forth in 49 CFR Part 40 as
amended. A negative test result is required, and cancelled tests must be repeated before any safety
sensitive functions can be performed.
Additional employees subject to pre-employment testing, are those who were hired before the
requirement for pre-employment testing was introduced, and are under consideration for transfer to
a position which 49 CFR Part 40 as amended, requires a negative pre-employment test result, prior to
the commencement of safety sensitive functions.
An employee who has, for reasons of disability, leave of absence, or any other reason, been excluded
from the random testing pool of employees, for 30 (thirty) or more preceding days, will be required
to take a pre-employment urine drug screen prior to performing any safety sensitive duties.
In the event of a negative, but “dilute” specimen, the donor must immediately submit another
sample for testing.
If any pre-employment drug test is verified positive, the applicant will be notified his or her candidacy
will not receive further consideration. If any pre-employment test is cancelled, the applicant will be
instructed to repeat the test immediately.
Upon consideration of a job offer, Queen Anne’s County Government is responsible for directing
applicants to the collection site for a urine drug screen. No applicant shall be allowed to begin the
performance of duties until Queen Anne’s County Government receives a negative urine drug screen
result.
All DOT covered employees will be asked to complete and sign a statement concerning prior positive
pre-employment test results, and sign a release form. This release form allows Queen Anne’s County
Government to obtain from prior employers, a record of the applicant’s results and participation in a
previous drug & alcohol-screening program. So as to avoid delays in employment, applicants will be
permitted to begin performance of duties prior to receipt of this requested information. PLEASE
NOTE: Queen Anne’s County Government reserves the right to reverse any employment decision, if
adverse information is received from a previous employer.
III.

Random Testing

All DOT employees are subject to random unannounced alcohol and drug testing. The frequency is
determined by the Department of Transportation (FMCSA 49 CFR Part 382 as amended) on an annual
13
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basis. Random testing will occur at intervals spaced equally throughout the year, equally throughout
all shifts, and equally throughout all days of the week.
All employees are tested following protocols set forth in 49 CFR Parts 40, & 382 as amended. All
employees are tested just prior to, during, or immediately after performance of duties. All
employees are to report directly to the collection site upon notification any of required testing.
Failure to report for testing within 2 hours after notification is considered a refusal to test, and
grounds for immediate dismissal.
In the event of a negative, but “dilute” specimen, the donor must immediately submit another
sample for testing.

IV.

Post Accident Testing

If the involved employee is considered safety sensitive and the following circumstances apply, the
urine drug testing must be performed in accordance with 49 CFR Parts 40 & 382 as amended, using
Federal drug testing form (CCF):
•
•
•

Any accident involving a fatality.
Any accident in which any vehicle was towed from the scene, and the Queen
Anne’s County Government employee was issued a citation within 32 hours.
Any accident in which any person was taken from the scene via ambulance, and/or
received medical attention, and the Queen Anne’s County Government employee
was issued a citation within 32 hours.

If the involved employee is considered safety sensitive and the following circumstances apply, the
alcohol testing must be performed in accordance with 49 CFR Parts 40 & 382 as amended, using
Federal alcohol testing form (ATF):
•
•
•

Any accident involving a fatality.
Any accident in which any vehicle was towed from the scene, and the Queen
Anne’s County Government employee was issued a citation within 8 hours.
Any accident ri which any person was taken from the scene via ambulance, and/or
received medical attention, and the Queen Anne’s County Government employee
was issued a citation within 8 hours.

Post accident testing should be performed immediately. Employees must remain readily available
and refrain from any alcohol use until the testing has been performed. If an employee subject to post
accident testing does not remain readily available for testing, including notifying Queen Anne’s
County Government of his or her location if he or she leaves the scene of the accident prior to
submitting to testing, he or she may be deemed to have refused testing.

14
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Alcohol testing should occur within 2 (two) hours of the accident. If not promptly administered,
Queen Anne’s County Government will prepare and maintain on file, a record stating the reasons for
not administering the test. If a post accident alcohol test is not administered within 8 (eight) hours
following an accident, Queen Anne’s County Government shall cease attempts to administer the test,
and prepare and maintain the same explanatory record. Urine drug testing should also occur
immediately following an accident, but must be performed no more than 32 hours after the accident.
At no time shall any employee be delayed or denied medical attention or be prohibited from leaving
the scene of an accident, for the period necessary, to obtain assistance in responding to the accident,
or to obtain necessary emergency medical care. If an employee cannot participate in the collection
process due to injury or state of consciousness, the employer may accept test results performed by
Federal, State, or Local officials, if the results are released. If the results are not released, or testing is
not performed, Queen Anne’s County Government will prepare and maintain an explanatory record.
If an employee subject to post accident testing does not remain readily available for testing, including
notifying Queen Anne’s County Government of his or her location if he or she leaves the scene of the
accident prior to post accident testing, he or she may be deemed to have refused testing.
Queen Anne’s County Government may require post-accident testing for any accident or incident
where there is damage to property, and/or where medical attention is rendered, and/or where the
determination is made that based on liability; it would be in the best interest of Queen Anne’s County
Government to require testing. All testing mandated by Queen Anne’s County Government is
performed under Queen Anne’s County Government policy, and will be collected utilizing NonFederal testing forms. Queen Anne’s County Government also reserves the right to perform
expanded panel testing for Non-Federal testing.

V.

Reasonable Suspicion

Any employee exhibiting behavior or conduct that has been observed by at least one supervisor who
has received 2 (two) hours of training for drug & alcohol awareness, gives reasonable suspicion to
suspect drug or alcohol use, he or she must submit to reasonable suspicion drug & alcohol testing.
The trained supervisor must document the observed behavior and/or conduct within 24 (twentyfour) hours of the observation. The employee will be removed from duty and requested to submit to
reasonable suspicion drug & alcohol testing. A refusal to submit to testing will be treated as a
positive result, and grounds for immediate termination. The supervisor will escort the employee
directly to the collection site for drug & alcohol testing. Under no circumstances will an employee
who requires reasonable suspicion drug & alcohol testing be permitted to drive his or herself to the
collection site.

VI.

Consequences of a POSITIVE Test Result

15
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Any employee with a confirmed (Blood Alcohol Concentration) or BrAC (Breath Alcohol
Concentration) greater than 0.02 but less than 0.04 will be IMMEDIATELY removed from duty for a
period of no less than 24 (twenty-four) hours. Repeated occurrences of alcohol concentrations
between 0.02-.039 will result in disciplinary action which may include termination.
Any employee with a confirmed positive drug test will be IMMEDIATELY removed from duty and
terminated.
Any employee who refuses to submit to any drug and/or alcohol test will be considered positive and
immediately terminated.
Any DOT covered employee with a confirmed positive drug test, confirmed alcohol test of 0.04 or
greater, a refusal to test, or any other drug/alcohol policy violation of 49 CFR Parts 40 & 382 as
amended, will be immediately terminated and referred to a substance abuse professional.
Each person holding a commercial driver’s license and subject to the DOT controlled substances and
alcohol testing requirements of 49 CFR Parts 40 & 382, who has violated any alcohol and/or
controlled substances prohibitions during the course of employment in any position covered under
any DOT agency subject to adherence to 49 CFR Part 40 or any subparts; must notify Queen Anne’s
County Government in writing before the end of the business day, following the day the employee
received notice of the violation, or prior to performing any safety-sensitive functions, whichever
comes first. Failure to comply with this requirement is grounds for immediate termination.
VII.

Refusal to Test

Any employee deemed a refusal to test will be immediately terminated. The following behaviors are
considered a refusal to test, carry the same consequence as a positive test result, and will result in
immediate removal from safety sensitive duties;
•
•
•
•
•
•
•
•
•
•

Failure to appear for any test (except pre-employment) within 2 hours after being notified to
do so.
Failure to appear for a pre-employment test within 2 business days after being notified to do
so.
Failure to remain at the testing site until the testing process is complete.
Failure to provide a specimen for any drug or alcohol test required by DOT/FMCSA rules.
Refusal to allow the observation or monitoring of a specimen collection when it is required.
Failure to provide a sufficient urine or breath sample without an adequate medical
explanation for the failure.
Failure to take a second test that the employer or collector has directed the employee to take.
Failure to undergo a medical exam as directed by the employer or the MRO as part of the
verification process, or “shy bladder” or “shy lung” procedures.
Failure to cooperate with the testing process (Examples: refusal to empty pockets when
requested, behaving in a confrontational manner that disrupts the process, or failure to wash
hands after being directed to do so by the collector).
For a direct observation collection; failure to follow the observer’s instructions to raise
clothing above the waist, lower clothing and underpants to mid-thigh, and to turn around to
16
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•
•
•
•
•

VIII.

allow the observer to see if employee is wearing a prosthetic or similar device that could be
used to interfere with the collection process.
Possession or wearing of a device or product intended to help the employee pass the drug
test.
Admitting adulteration or substitution of the specimen to the collector or the MRO.
If the MRO reports a verified adulterated or substituted test result.
In alcohol testing, refusal to sign Step 2 of the Alcohol Testing Form.
An employee who is subject to post accident testing who fails to remain readily available for
such testing, including notifying Queen Anne’s County Government of his or her location if he
or she leaves the scene of the accident prior to submission to a test.
Observed Collections

Consistent with The Department of Transportation 49 CFR Part 40 as amended, collection under
direct observation (by a person of the same gender) with no advance notice will occur if:
a. The laboratory reports to the MRO that a specimen is invalid, and the MRO reports
there was not a valid medical explanation for the result; or
b. The MRO reports the original positive, adulterated, or substituted specimen had to be
cancelled because the test of the split specimen could not be performed.
c. The collector observes materials brought to the collection site or the employee’s
conduct clearly indicates an attempt to tamper with a specimen; or
d. The temperature of the original specimen was out of range; or
e. The laboratory reports to the MRO, validity testing revealed an invalid “dilute”
specimen with a creatinine of less than or equal to 5mg/dL and the specific gravity is
less than or equal to 1.001 or greater than or equal to 1.020.
f. A return to duty or follow-up test is required.
During observed collections, observers will check for items such as prosthetic devices designed to
carry clean urine, with both male and female donors. The observer will follow procedures outlined in
49 CFR Part 40 as amended, which includes have the donor raise and lower clothing, then put them
back into place for the observed collection.

N.CONFIDENTIALITY AND RECORDKEEPING
Confidentiality will be maintained to the fullest extent possible with regards to drug and alcohol
testing. All correspondence written or verbal, between Queen Anne’s County Government’s DER,
TPA, the MRO, is further protected from breeches in confidentiality by utilization of a password,
known only to these individuals, prior to the exchange of any information.
The traditional doctor/patient relationship does not exist when the MRO is acting within the scope of
duties assigned under Queen Anne’s County Government’s CDL Drug & Alcohol Testing Policy.
Individuals are advised, information provided to the MRO during the verification process of a
confirmed laboratory positive test result, may be disclosed to third parties. No testing information
will be furnished to a third party, without express written consent provided by the employee/donor.
17
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Test results will not be disclosed by the DER, the MRO, the TPA, or the testing laboratory, to anyone
outside of Queen Anne’s County Government, including law enforcement agencies except when the
following circumstances occur:
a. The Department of Transportation regulations require such disclosure.
b. A proceeding initiated by the employee or on behalf of the employee, including
but not limited to the decision maker in a lawsuit, grievance, worker’s
compensation claim, unemployment compensation claim, or any other
proceeding relating to a benefit sought by the employee require such.
c. As a requirement of any Federal, State, or Local regulation or statute.
d. When results are requested by a potential employer and the appropriate
authorization form signed by the employee or applicant has been provided.

O.SPECIMEN VALIDITY TESTING AND MEDICAL EVALUATIONS
All DHHS certified laboratories are required to perform validity and adulteration testing of all
samples. Validity testing is conducted to insure the sample is consistent with human urine, and
adulterants, substitutions, and dilutions have not been utilized in an attempt to corrupt the testing
process and/or results. For specimens deemed invalid due to adulteration or substitution, the result
will be treated as a positive, and the employee subsequently terminated. If the urine is reported as
“dilute”, it is still a valid test, either positive or negative.

0

In the event of a negative, but “dilute” specimen (for any test except post accident and reasonable
suspicion), the donor must immediately submit another sample for testing. If the second test is a
negative but “dilute” specimen it will be treated as a negative.
In the event an employee is unable to produce a sufficient amount of specimen urine, breath, and/or
saliva, the MRO will arrange for a medical evaluation to determine if a medical condition is a
legitimate medical explanation for such. In the absence of a medical condition or legitimate medical
explanation, insufficient samples will be treated as a refusal to test, which carries the same
consequence as a positive test result.

P. REGISTRATION, CONSENT AND QUERIES OF THE FMCSA
CLEARINGHOUSE
Any applicant for a position with Queen Anne’s County Government that requires a commercial
driver’s license or commercial learner’s permit (CDL) or (CLP) must register with the FMCSA
Clearinghouse and approve Queen Anne’s County Government’s electronic request for a full query
within 2 business days of the request, or the applicant will no longer be considered forthe position.
18
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Queen Anne’s County Government must not employ a driver subject to drug and alcohol testing
under 49 CFR Parts 40 & 382 as amended without first conducting a pre-employment full query of
the FMCSA Clearinghouse to obtain information about whether the driver has a verified positive,
adulterated, or substituted controlled substance test result; has an alcohol confirmation test with a
concentration of 0.04 or higher; has refused to submit to a test in violation of §382.211; or that an
employer has reported actual knowledge as defined in §382.107; that the driver used alcohol on
duty in violation of §382.205; used alcohol before duty in violation of §382.207; used alcohol
following an accident in violation of §382.209; or used a controlled substance in violation of
§382.213.
Any current employee of Queen Anne’s County Government in a position that requires a
commercial driver’s license (CDL) is required to sign a consent form authorizing Queen Anne’s
County Government to perform a limited query in the FMCSA Clearinghouse for the duration of
their employment with Queen Anne’s County Government in a position requiring a CDL.
Employees who refuse to sign the consent form authorizing a limited query are not eligible to
perform safety sensitive functions and will be removed from duty. Limited queries will be
conducted at least once annually. Limited queries that return information exists will require Queen
Anne’s County Government to perform a full query. Employees will be notified if a limited query
returns information and full query is required, and instructed to register in the FMCSA
Clearinghouse in order for Queen Anne’s County Government to conduct the require full query.
Any employee who does not register within 24 hours will be prohibited from performing any safety
sensitive functions until a full query is conducted and Queen Anne’s County Government confirms
the driver’s Clearinghouse record contains prohibitions as defined in §382.701 (d).
Current employees who obtain their commercial driver’s license learner’s permit (CLP) are not
permitted to drive or perform any safety sensitive functions including driving a CDL vehicle until the
completion of a full query in the FMCSA Clearinghouse and the receipt of a negative urine drug
screen.

Information reported to the FMCSA Clearinghouse

Queen Anne’s County Government and/or it’s designated MRO and/or TPA, is required to report
personal information collected and maintained to the FMCSA Clearinghouse concerning the
following drug and alcohol program violations;
• A verified positive, adulterated, or substituted drug test result;
•

An alcohol concentration test with a concentration of 0.04 or higher;

•

A refusal to submit to any test required under 49 CFR 382 Subpart C;

•

An employer’s report of actual knowledge, as defined in §382.107;

•

On duty alcohol use pursuant to §382.205;

•

Pre-duty alcohol use pursuant to §382.207;
19

30

QUEEN ANNE’S COUNTY
STANDARD OPERATING POLICIES
•

Alcohol use following an accident pursuant to §382.209; and

•

Controlled substance usage pursuant to §382.213;

•

Report of a successful completion of the return-to-duty process by a qualified
Substance Abuse Professional (SAP);

•

A negative return-to-duty test; and

•

An employer’s report that the employee has successfully completed a follow-up
testing plan as prescribed by the qualified Substance Abuse Professional (SAP).

C
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Attachment A
Safety-Sensitive Positions

•

All drivers who possess a CDL license
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Attachment B
Alcohol Fact Sheet
Alcohol is a socially acceptable drug that has been consumed throughout the world for centuries. It is
considered a recreational beverage when consumed in moderation for enjoyment and relaxation
during social gatherings. However, when consumed primarily for its physical and mood-altering
effects, it is a substance of abuse. As a depressant, it slows down physical responses and
progressively impairs mental functions.
Signs and Symptoms of Use

• Dulled mental processes
• Lack of coordination
• Odor of alcohol on breath
• Possible constricted pupils
• Sleepy or stuporous condition
• Slowed reaction rate
• Slurred speech
(Note: Except for the odor, these are general signs and symptoms of any depressant substance.)
Health Effects

The chronic consumption of alcohol (average of three servings per day of beer [12 ounces], whiskey
[1 ounce], or wine [6-ounce glass]) over time may result in the following health hazards:
•
•
•
•
•
•
•
•
•

Decreased sexual functioning
Dependency (up to 10 percent of all people who drink alcohol become physically and/or
mentally dependent on alcohol and can be termed alcoholics’)
Fatal liver diseases
Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast, and
malignant melanoma
Kidney disease
Pancreatitis
Spontaneous abortion and neonatal mortality
Ulcers
Birth defects (up to 54 percent of all birth defects are alcohol related).

Social Issues

•
•
•
•
•
•

Two-thirds of all homicides are committed by people who drink prior to the crime.
Two-thirds of all Americans will be involved in an alcohol-related vehicle accident during their
lifetimes
Two to three percent of the driving population is legally drunk at any one time. This rate is
doubled at night and on weekends.
The rate of separation and divorce in families with alcohol dependency problems is 7 times
the average.
Forty percent of family court cases are alcohol problem related.
Alcoholics are 15 times more likely to commit suicide than are other segments of the
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population.
•

More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76
percent of private aircraft accidents are alcohol related.

The Annual Toll

•
•
•
•
•
•

24,000 people will die on the highway due to the legally impaired driver.
12,000 more will die on the highway due to the alcohol-affected driver.
15,800 will die in non-highway accidents.
30,000 will die due to alcohol-caused liver disease.
10,000 will die due to alcohol-induced brain disease or suicide.
Up to another 125,000 will die due to alcohol-related conditions or accidents.

Workplace Issues

•
•
•

It takes one hour for the average person (150 pounds) to process one serving of an
alcoholic beverage from the body.
Impairment in coordination and judgment can be objectively measured with as little as
two drinks in the body.
A person who is legally intoxicated is 6 times more likely to have an accident than a sober
person.
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Attachment C
Drugs of Abuse
Cannabinoids: (Marijuana, Hashish)
Effects: Euphoria, slowed thinking and reaction time confusion, impaired balance and

coordination impaired memory, increased heart rate, and anxiety
Depressants: (Barbiturates, Benzodiazepines)
Effects: Reduced anxiety, feeling of well being, lowered inhibitions, slowed pulse, poor
concentration, impaired coordination, memory loss, addiction
Opiolds: (Codeine, Morphine, Heroin, Opium, 1-lydrocodone, Hydromorphone, Oxycodone, Oxymorphone)
Effects: Euphoria, drowsiness, nausea, vertigo, confusion, sedation, addiction, coma, increased
tolerance, respiratory depression and arrest.

Stimulants (Amphetamine, Methamphetamine, Cocaine)
Effects: Increased heart rate, blood pressure, metabolism euphoria, reduced concentration,
rapid irregular, heart rate, weight loss, decreased appetite, heart failure.
Dissociative Anesthetics: (PCP)
Effects: Increased heart rate, impaired motor function, psychotic behavior, numbness, nausea,

memory loss, catatonia, lethargy, flashbacks

C
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Attachment D
Substance Abuse Resources

Employee Assistance Program

Director of Human Resources, Queen Anne’s County Government

Queen Anne’s County Health Department;
Substance Abuse Services
After-Hours
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C
Policy Receipt Acknowledgement

I acknowledge I have been provided with a copy of Queen Anne’s County
Government’s CDL Drug & Alcohol Testing Policy. Ifurther acknowledge I
have also been provided with contact information for the person or
persons who can answer any questions I may have concerning any
components, aspects, or consequences contained in this policy.

Employee Signature

Date

0
Employee Printed Name

0
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____________________State: ________________Zip:

PREVIOUS PRE-EMPLOYMENT EMPLOYEE
ALCOHOL & DRUG TEST STATEMENT
To be completed by ALL new hires prior to commencement of safety sensitive duties.
49 CFR Part 40.25(j)
As the employer, you MUST also ask the employee whether he or she has tested positive,
or refused to test, on any pre-employment drug and/or alcohol test administered by an
employer to which the employee applied for, but did not obtain, safety-sensitive
transportation work covered by DOT agency drug and alcohol testing rules during the
past 2 (two) years. If the employee admits that he or she had a positive test result, you
MUST NOT use the employee to perform safety-sensitive functions for you, until and
unless the employee documents successful completion of the return to duty process as
outlined in Subpart 0 of the drug and alcohol testing regulations.

Company Name:
Address:
City:
Employee ID/SS#
The prospective employee is required by 49 CFR Part 40.25(j) to respond to the
following questions:
1. Have you tested positive, or refused to test, on ANY pre-employment drug and/or
alcohol test administered by an employer to which you applied for, but did not
obtain, safety sensitive transportation employment covered by U S DOT agency
drug and alcohol testing rules during the past 2 (two) years?
Llyes

Lino

2. If you answered yes, can you provide/obtain proof that you have successfully
completed the DOT return to duty requirement?

yes

Prospective Employee Signature

Lino

Date
300-602-F4 (C)
January 2020
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General Consent for Limited Queries of the Federal
Motor Carrier Safety Administration (FMCSA)
Drug and Alcohol Clearinghouse
I,
hereby provide consent to Queen Anne’s County
Government (QACG) for the purpose of conducting limited queries of the FMCSA Commercial Driver’s
License Drug and Alcohol Clearinghouse (Clearinghouse) to determine whether drug or alcohol violation
information about me exists in the Clearinghouse. This authorization is valid for the duration of my
employment. This authorization allows QACG to conduct at least one limited query annually, but QACG
may perform additional limited queries during a calendar year. I understand that if the limited query
conducted by QACG indicates that drug or alcohol violation information about me exists in the
Clearinghouse, the FMCSA will not disclose that information to QACG without first obtaining a specific
electronic consent from me to conduct a full query. I understand I will be required to register with the
Clearinghouse in order to grant electronic consent for any full query. I further understand that if I refuse
to provide consent for QACG to conduct a limited or full query (when a limited query reports that
information exists) of the Clearinghouse, QACG must prohibit me from performing safety-sensitive
functions, including driving a commercial motor vehicle, as required by FMCSA’s drug and alcohol
program regulations.

Signature

Date

Printed Name

Date of Birth

Driver’s License Number

State of Issue

300-602-F5 (C)
January 2020
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SECTION:

300 Human Resources

POLICY TITLE:

CDL Drug and Alcohol Testing Policy FTA
(As Mandated by the authority of the Federal Transportation
Administration)

POLICY NUMBER:

300-602 (B)

APPROVAL:

Director of Human Resources

EFFECTIVE DATE:

10/01/1995 (Original)

REVISION DATE(S):

March 31, 2016, January 17, 2019, January 7, 2020

REFERENCE(S):

49 CFR Part 655 as amended
49 CFR Part 40 as amended
49 CFR Part 29, The Drug-Free Workplace Act of 1988
Employee Assistance Policy
Family and Medical Leave Policy

FORM:

Reasonable Suspicion Checklist 300-602-Fl
Consent to Release Previous Testing Results (FTA) 300-602-F2 (B)
Post-Accident Testing Decision Form (FTA) 300-602-F3 (B)
Previous Pre-Employment Employee Alcohol and Drug Test Statement
(FTA) 300-602-F4 (B)

-

-
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QUEEN ANNE’S COUNTY GOVERNMENT
DRUG AND ALCOHOL TESTING POLICY
Underlined text

A.

=

Queen Anne’s County Government requirements
Regular text = FTA requirements

PURPOSE

As public providers of transportation, we must consider the impact of this service on the residents
of the County utilizing public transportation. Our goal is to provide transportation that is more
reliable, cost effective, and safer than what other private and public providers can deliver. To this
end, we must eliminate drug use and alcohol misuse in the work place. Not only is this a best
business practice it is the right thing to do. As conscientious, transportation professionals, we must
all do our part to provide a product that everyone can be proud of. In keeping with this mission,
Queen Anne’s County Government declares that the unlawful manufacture, distribution, dispense,
possession, or use of controlled substances or misuse of alcohol is prohibited for all employees.
Additionally, the purpose of this policy is to establish guidelines to maintain a drug and alcohol- free
workplace in compliance with the Drug-Free Workplace Act of 1988, and the Omnibus
Transportation Employee Testing Act of 1991. This policy is intended to comply with all applicable
Federal regulations governing workplace anti-drug and alcohol programs in the transit industry.
Specifically, the Federal Transit Administration (FTA) of the U.S. Department of Transportation has
published 49 CFR Part 655, as amended, that mandates urine drug testing and breath alcohol
testing for safety-sensitive positions, and prohibits performance of safety- sensitive functions when
there is a positive test result. The U. S. Department of Transportation (USDOT) has also published
49 CFR Part 40, as amended, that sets standards for the collection and testing of urine and breath
specimens.
Queen Anne’s County Government is dedicated to assuring fair and equitable application of this
substance abuse policy. Therefore, supervisors/managers are required to use and apply all aspects
of this policy in an unbiased and impartial manner. Any supervisor/manager who knowingly
disregards the requirements of this policy, or who is found to deliberately misuse the policy in
regard to subordinates, shall be subject to disciplinary action, up to and including termination.

B.

APPLICABILITY

This Drug and Alcohol Testing Policy applies to all safety-sensitive employees (full-time part-time,
contractual) when performing any transit-related business. A safety-sensitive function is any duty
related to the safe operation of public transportation service including the operation of a revenue
service vehicle (whether or not the vehicle is in revenue service), maintenance of a revenue service
vehicle or equipment used in revenue service, security personnel who carry firearms, dispatchers or
person controlling the movement of revenue service vehicles and any other transit employee who
is required to hold a Commercial Driver’s License. Maintenance functions include the repair,
overhaul, and rebuild of engines, vehicles and/or equipment used in revenue service. A list of
safety-sensitive positions that perform one or more of the above-mentioned duties is provided in
AttachmentA. Supervisors are only safety sensitive if they perform one of the above functions.

C
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(,C.

DEFINITIONS

Accident, means an occurrence associated with the operation of a revenue service vehicleeven
when not in revenue service or which requires a Commercial Driver’s License to operate, if as a
result—
(1) A person dies,
(2) An individual suffers a bodily injury and immediately receives medical treatment away
from the scene of the accident, or
(3) One or more vehicles incurs disabling damage as the result of the occurrence and is
transported away from the scene by a tow truck or other vehicle. For purposes of this
definition, disabling damage means damage that precludes departure of any vehicle from
the scene of the occurrence in its usual manner in daylight after simple repairs. Disabling
damage includes damage to vehicles that could have been operated but would have been
further damaged if so operated, but does not include damage which can be remedied
temporarily at the scene of the occurrence without special tools or parts, tire disablement
without other damage even if no spare tire is available, or damage to headlights,taillights,
turn signals, horn, mirrors or windshield wipers that makes them inoperative.
This definition represents the FTA thresholds for an accident that would require post- accident
drug and alcohol testing. Under its own authority, Queen Anne’s County Government may test
covered employees under County authority if the accident fails to meet FTA thresholds.
For accidents that do not meet the FTA thresholds, Queen Anne’s County Government will use
non-DOT testing forms and procedures.
Adulterated specimen: A specimen that contains a substance that is not expected to be present in
human urine, or contains a substance expected to be present but is at a concentration that it is not
consistent with human urine. An adulterated specimen is considered a refusal to test, and subject
to the same consequences as a positive test result.
Alcohol means the intoxicating agent in beverage alcohol, ethyl alcohol, or other low molecular
weight alcohols contained in any beverage, mixture, mouthwash, candy, food, preparation or
medication.
Alcohol Concentration is expressed in terms of grams of alcohol per 210 liters of breath as
measured by an evidential breath testing device (EBT).
Alcohol Salvia Device (ASD): A device listed on ODAPC’s website is used to test the alcohol
concentration in a saliva sample. Please note ASD testing can be used for screening purposes only.
All positive alcohol saliva test results must be confirmed with an approved evidential breathtesting device within 30 minutes of the initial screening test result.
Cancelled Test: A drug test that has been declared invalid by a Medical Review Officer. A
cancelled test is neither positive nor negative.
Covered Employee: An employee who performs a safety-sensitive function including an
applicant or transferee who is being considered for hire into a safety-sensitive function (See
Attachment A for a list of Queen Anne’s County Government covered employees).
Designated Employer Representative (DER): An employee authorized by the employer to take
5
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immediate action to remove employees from safety-sensitive duties and to make required
decisions in testing. The DER also receives test results and other communications for the
employer, consistent with the requirements of 49 CFR Parts 40 and 655.
Department of Transportation (DOT): Department of the federal government which includes the US
Coast Guard, Federal Transit Administration, Federal Railroad Administration, Federal Highway
Administration, Federal Motor Carrier Safety Administration, Research and Special Programs, and
the Office of the Secretary of Transportation.
Dilute specimen. A specimen with creatinine and specific gravity values that is lower than
expected for human urine.
Disabling damage means damage that precludes departure of any vehicle from the scene of the
occurrence in its usual manner in daylight after simple repairs. Disabling damage includes damage to
vehicles that could have been operated, but would have been further damaged if so operated, but
does not include damage which can be remedied temporarily at the scene of the occurrence without
special tools or parts, tire disablement without other damage even if no spare tire is available, or
damage to headlights, taillights, turn signals, horn, mirrors or windshield wipers, that makes them
inoperative.
Evidentiary Breath Testing Device (EBT) A Device approved by the NHTSA for the evidential testing
of breath at the 0.02 and the 0.04 alcohol concentrations. Approved devices are listed on
ODAPC’s website list of “Approved Evidential Breath Measurement Devices.
Medical Review Officer (MRO) means a licensed physician (medical doctor or doctor of osteopathy)
responsible for receiving laboratory results generated by the drug testing program who has
knowledge of substance abuse disorders, and has appropriate medical training to interpret and
evaluate an individuals confirmed positive test result, together with his/her medical history, and
any other relevant biomedical information.
Negative Dilute is a drug test result that is negative for the five drug/drug metabolites but has a specific
gravity value lower than expected for human urine.
Opioids defined by this final rule makes minor technical corrections to the OST, FAA, FTA, and PHMSA
regulations governing drug testing for safety-sensitive employees to ensure consistency with the recent
amendments made to the Department of Transportation’s regulation, “Procedures for Transportation
Workplace Drug and Alcohol Testing Programs,’ which added requirements to test for oxycodone,
oxymorphone, hydrocodone, and hydromorphone to DOT-regulated drug testing programs. The changes
to the Department’s regulation make it necessary to refer to these substances, as well as the previously
covered drugs morphine, 6-acetylmorphine, and codeine, by the more inclusive term “opioids,” rather
than “opiates.” This rule amends the term in the FAA, FTA, and PHMSA regulations to ensure that all DOT
drug testing rules are consistent with one another and with the Mandatory Guidelines for Federal
Workplace Drug Testing Programs. In addition, this rule makes a conforming amendment to include the
term ‘opioids” in the wording of the Department’s annual information collection requirement and
clarifications to section 40.26 and Appendix H regarding the requirement for employers to follow the
Department’s instructions for the annual information collection.
—

Negative test result for a drug test means a verified presence of the identified drug or its
metabolite below the minimum levels specified in 49 CFR Part 40, as amended. An alcohol
concentration of less than 0.02 for breath of saliva samples is a negative test result.
Non-negative test result is a test result found to be adulterated, substitute, invalid, or positive for
drug/drug metabolites.
6
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Performing (a safety-sensitive function) means a covered employee is considered to be
performing a safety-sensitive function and includes any period in which he or she is actually
performing, ready to perform, or immediately available to perform such functions.
Positive test result for a drug test means a verified presence of the identified drug or its metabolite
at or above the minimum levels specified in 49 CFR Part 40, as amended. A positive alcohol test
result means a confirmed alcohol concentration of 0.04 BAC or greater.
Prohibited drug means marijuana, cocaine, opioids, amphetamines, or phencyclidine at levels
above the minimum thresholds specified in 49 CFR Part 40, as amended.
Revenue Service Vehicles include all transit vehicles that are used for passenger transportation
service or that require a CDL to operate including ancillary vehicles used in support of the
transit system.
Safety-sensitive functions include (a) the operation of a transit revenue service vehicle even when
the vehicle is not in revenue service; (b) the operation of a non-revenue service vehicle by an
employee when the operation of such a vehicle requires the driver to hold a Commercial Driver’s
License (CDL); (c) maintaining a revenue service vehicle or equipment used in revenue service; (d)
controlling the movement of a revenue service vehicle; and (e) carrying a firearm for security
purposes.
Substance Abuse Professional (SAP) means a licensed physician (medical doctor or doctor of
osteopathy) or a licensed or certified social worker; or a licensed or certified psychologist; or a
licensed or certified employee assistance professional; or a state-licensed or certified marriage
and family therapist; or an alcohol and drug abuse counselor certified bythe National Association
of Alcoholism and Drug Abuse Counselors Certification Commission or by the International
Certification Reciprocity Consortium/Alcohol and other Drug Abuse with knowledge of, and
clinical experience in the diagnosis and treatment of drug and alcohol related disorders,
knowledgeable about the SAP function as it relates to employer interests in safety-sensitive
duties, and knowledgeable about U.S. DOT 49 CFR Part 40, and the DOT agency regulations
applicable to employers for whom evaluations occur, as well as the DOT Guidelines. The SAP
must also receive qualification training, successfully complete an exam, and continuing education
requirements as stated in 40.281
Substituted specimen. A specimen with creatinine and specific gravity values that are so
diminished that they are not consistent with normal human urine.
Test Refusal The following circumstances are considered a refusal to test;
1. The employee fails to appear for any test (excluding pre-employment) within 2 hours after
being directed to do so.
2. The employee fails to appear for a pre-employment test within 2 business days after being
directed to do so.
3. Failure to remain at the testing site until the testing process is complete.
4. Failure to provide a specimen for any drug or alcohol test required by DOT/FTA rules.
5. Refusal to allow the observation or monitoring of a specimen collection when it is
required.
6. Failure to provide a sufficient urine or breath sample without an adequate
medical explanation for the failure.
7. Failure to take a second test that the employer or collector has directed the employee to
7
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8.
9.
10.

11.
12.
13.
14.
15.

take.
Failure to undergo a medical exam as directed by the employer or the MRO as partof the
verification process, or “shy bladder” or “shy lung” procedures.
Failure to cooperate with the testing process (Examples: refusal to empty pockets when
requested, behaving in a confrontational manner that disrupts the process, or failure to wash
hands after being directed to do so by the collector).
For a direct observation collection; failure to follow the observer’s instructions to raise
clothing above the waist, lower clothing and underpants to mid-thigh, and to turn around to
allow the observer to see if employee is wearing a prosthetic or similar device that could be
used to interfere with the collection process.
Possession or wearing of a device as described above intended to help the employee
pass the drug test.
Admitting adulteration or substitution of the specimen to the collector or the MRO.
If the MRO reports a verified adulterated or substituted test result.
In alcohol testing, refusal to sign Step 2 of the Alcohol Testing Form.
An employee who is subject to post accident testing who fails to remain readily available for
such testing, including notifying Queen Anne’s County Government of his or her location if
he or she leaves the scene of the accident prior to submission to a test may be deemed a
refusal.

Verified negative test.’ A drug test result reviewed by a medical review officer and determined to have
no evidence of prohibited drug use above the minimum cutoff levels established by the Department
of Health and Human Services (HHS).
Verified positive test: A drug test result reviewed by a medical review officer and determined to have
evidence of prohibited drug use above the minimum cutoff levels specified in 49 CFR Part 40 as
revised.
Validity testing: The evaluation of the specimen to determine if it is consistent with normal human
urine. The purpose of validity testing is to determine whether certain adulterants or foreign
substances were added to the urine, if the urine was diluted, or if the specimen was substituted.
Specimen validity testing will be conducted on all urine specimens provided for testing under DOT
authority.

D.

DESIGNATED CONTACTS

Any questions regarding this policy or any other aspect of the substance abuse policy should be directed
to the following individual(s):
Department of Human Resources
Queen Anne’s County Government
107 North Liberty Street
Centreville, MD 21617
(410) 758-4406

8
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E.

PROHIBITED SUBSTANCES

Prohibited substances addressed by this policy include the following;
Illegally Used Controlled Substance or Drugs: Under the Drug-Free Workplace Act of 1988
any drug or any substance identified in Schedule I through V of Section 202 of the Controlled
Substance Act (21 U.S.C. 812), and as further defined by 21 CFR 1300.11 through 1300.15 is
prohibited at all times in the workplace unless a legal prescription has been written for the
substance. This includes, but is not limited to: marijuana, amphetamines, opioids,
phencyclidine (PCP), and cocaine, as well as any drug not approved for medical use by the
U.S. Drug Enforcement Administration or the U.S. Food and Drug Administration. Illegal use
includes use of any illegal drug, misuse of legally prescribed drugs, and use of illegally
obtained prescription drugs. Also, the medical use of marijuana, or the use of hemp related
products, as which cause drug or drug metabolites to be present in the body above the
minimum thresholds is a violation of this policy.

Federal Transit Administration drug testing regulations (49 CFR Part 655) require that all
covered employees be tested for marijuana, cocaine, amphetamines, opioids, and
phencyclidine as described in Section M of this policy. Illegal use of these five drugs is
prohibited at all times, and thus covered employees may be tested for these drugs anytime
that they are on duty.
Under certain conditions, when licit and/or other drug usage is suspected, Queen Anne’s
County Government maintains the right to perform an expanded drug-testing panel to
include other substances. This testing will be conducted exclusively under the auspices of
Queen Anne’s County Government’s Drug & Alcohol Testing Policy, and the specimen would
be collected using a non-Federal chain of custody form.
(1)

Legal Drugs: The appropriate use of legally prescribed drugs and non-prescription
medications is not prohibited. However, under Queen Anne’s County Government’s
authority, an employee must inform any physician prescribing medication, that the
employee is enrolled in a drug free workplace program. Further, any employee covered
under this policy (AttachmentA), must inform any physician prescribing medication, prior
to actually using any medication, that the employee’s duties include the performance of
safety-sensitive functions. Any prescribed medication and possible safety concerns
surrounding the usage of these medications, the employee must obtain written
confirmation the usage does not pose any significant safety concern, prior to using the
medication while on duty. If a medically legitimate prescription, that would preclude or
inhibit the performance of safety sensitive functions is dispensed to an employee, he or
she will be placed on leave until the cessation of the prescribed medication is indicated.

(2)

Alcohol: The use of beverages containing alcohol (including any mouthwash, medication,
food, candy) or any other substances such that alcohol is present in the body while
performing safety-sensitive job functions is prohibited. An alcohol test can be performed on
a covered employee under 49 CFR Part 655 just before, during, or just after theperformance
of safety-sensitive job functions. Under Queen Anne’s County Government authority, an
alcohol test can be performed any time a covered employee is on duty if reasonable
9
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suspicion exists.
(3)

Medical Marijuana: Marijuana is listed as a Schedule I drug by the DEA, drivers and
employees with a CDL driver’s license are prohibited from using marijuana. The MRO is
prohibited from accepting medical marijuana as a legitimate medical explanation during the
verification process of any laboratory positive test results.

(4)

Queen Anne’s County Government is required to abide by the Drug Free Workplace Act of
1988. Marijuana is listed as a Schedule I drug by the DEA, driver’s and employees with a CDL
driver’s license who are tested under Queen Anne’s County Government policy are
prohibited from using marijuana at all times.

(5)

Hemp Products: The MRO is prohibited as accepting hemp product use as a legitimate
medical explanation during the verification process of any laboratory positive test results.
This would include CBD oils and other hemp derivatives.

(6)

Mate de Coca: The MRO is prohibited as accepting mate de coca product use as a legitimate medical
explanation during the verification process of any laboratory positive test results.

F.

PRE-EMPLOYMENT TESTING

All applicants for covered transit positions shall undergo urine drug testing prior to performance of
a safety-sensitive function.
(1) All offers of employment for covered positions shall be extended conditional upon
the applicant passing a drug test. An applicant shall not be hired into a covered
position unless the applicant takes a drug test with verified negative results.
(2) When a covered employee or applicant has previously failed or refused a pre
employment drug test administered under this part, the employee; must provide
Queen Anne’s County Government or the DER proof of having successfully completed a
referral, evaluation and treatment plan as described in 49 CFR Section 655.62 and Part
40 Subpart 0 as amended. Under no circumstances will an employee be reinstated or
an applicant hired to the conduct of safety-sensitive job functions prior to completion
of the treatment plan set forth by the SAP. The cost for assessment and any subsequent
treatment will be the sole responsibility of the employee.
(3) A non-covered employee shall not be placed, transferred or promoted into a
covered position until the employee takes a drug test and Queen Anne’s County
Government receives a verified negative result.
(4) If an applicant fails a pre-employment drug or alcohol test, the conditional offer of
employment shall be rescinded. Failure of a pre-employment drug testwill
disqualify an applicant for employment for a period of at least two years. Evidence of
completion of the requirements outlined in 49 CFR Part 40 Subpart 0, as amended and a
negative pre employment drug test will be required prior to further consideration for
10
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(5)

(6)

(7)
(8)

employment.
If a pre-employment/pre-transfer test is canceled, Queen Anne’s County Government
will require the applicant to take and complete another pre-employment drug test with
a verified negative result.
In instances where a covered employee is on extended leave regardless of reason, orout
of the random testing pool, for a period of 90 days or more the employee will be
required to take a drug test under 49 CFR Part 655, as amended and have negative test
results prior to the performance of safety-sensitive job functions.
An applicant with a dilute negative test result will be required to retest. In such
cases, the employment decision will be based on the results of the second test.
Applicants are required to consent for Queen Anne’s County Government to obtain
previous DOT covered employer drug and alcohol test results consistent with 49 CFR
Part 40.25. Employees must also report (40.25j) any positive results or refusals to test
on any pre-employment drug and/or alcohol tests administered by an employer to
perform safety sensitive duties, for which the employee applied, but did not actually
perform safety sensitive work. Failure to do so will result employment offer being
rescinded.

REASONABLE SUSPICION TESTING

G.

All Queen Anne’s County Government covered employees will be subject to a reasonable suspicion
drug and/or alcohol test when there are reasons to believe that drug or alcohol use is impacting job
performance and safety. Reasonable suspicion shall mean that there is objective evidence, based
upon specific, contemporaneous, articulable observations of the employee’s appearance, behavior,
speech or body odor that are consistent with possible drug use and/or alcohol misuse.
1.

Reasonable suspicion referrals must be made by one supervisor who is trained to detectthe signs
and symptoms of drug and alcohol use, and who reasonably concludes that an employee may be adversely
affected or impaired in his/her work performance due to possible prohibited substance abuse or alcohol
misuse. Under FTA authority, a reasonable suspicion alcohol test can only be conducted just before, during,
or just after the performance of a safety-sensitive job function. However, under Queen Anne’s County
Government’s authority, a reasonable suspicion alcohol test may be performed any time the covered
employee is on duty utilizing a Non-DOT ATE. A reasonable suspicion drug test can be performed any time
the covered employee is on duty.

2. Queen Anne’s County Government shall be responsible for transporting the employee to
the testing facility. Supervisors should avoid placing themselves and/or others in a situation
that might endanger the physical safety of those present. Queen Anne’s County reserves
the right to perform expanded panel testing under County authority. The employee shall
be placed on leave pending the results of company authority testing. An employee who
refuses an instruction to submit to a drug/alcohol test shall not be permitted to finish his or
her shift and shall be immediately removed from duty, referred to a Substance Abuse
Professional and terminated.
3. A written record of the observations that led to a drug/alcohol test based on reasonable
suspicion shall be prepared and signed by the supervisor making the observation prior tothe
release of the test results. This written record shall be submitted to Queen Anne’s County
11
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Government’s DER and the DAPM shall be attached to the forms reporting the test results.
4. When there are no specific, contemporaneous, articulable obiective facts that indicate current drug
or alcohol use or, but the employee (who is not already a participant in a treatment program)
admits the use or abuse of alcohol or other substances to a supervisor, the employee shall be
immediately removed from duty, referred to the EAP for an assessment. Queen Anne’s County
Government shall place the employee on leave (if applicable) in accordance with the provisions set
forth under Section P of this policy. Testing in this circumstance would be performed under the
direct authority of Queen Anne’s County Government. Since the employee self-referred to
management, testing under this circumstance would not be considered a violation of this policy or
a positive test result under Federal authority. However, self-referral does not exempt the covered
employee from testing under Federal authority as specified in Sections F through K of this policy or
the associated consequences as specified in Section P.

H.

POST-ACCIDENT TESTING

All covered employees will be required to undergo drug and alcohol testing if they are involved in
an accident with a transit revenue service vehicle regardless of whether or not the vehicle is in
revenue service if the accident results in a fatality. This includes all surviving covered employees
that are operating the vehicle at the time of the accident and any other whose performance cannot
be completely discounted as a contributing factor to the accident.
In addition, a post-accident test will be conducted if an accident results in injuries requiring
medical treatment away from the scene; or one or more vehicles incurs disabling damage,
unless the operator’s performance can be completely discounted as a contributing factor to the
accident.
The above testing represents the FTA thresholds for an accident that would require post-accident drug and
alcohol testing. Under its own authority, Queen Anne’s County Government may test covered employees
under County authority if the accident fails to meet FTA thresholds. For accidents that do not meet the ETA
thresholds, Queen Anne’s County Government will use non-DOT testing forms and procedures.
Post-accident testing procedures include the following:
(1)

(2)

As soon as practicable following an accident, as defined in this policy, the transit
supervisor investigating the accident will notify the transit employee operating
the transit vehicle and all other covered employees whose performance could
have contributed to the accident of the need for the test. The supervisor will
make the determination using the best information available at the time of the
decision.
The appropriate transit supervisor shall ensure that an employee, required to be tested
under this section, is tested as soon as practicable, but no longer than eight (8) hours of the
accident for alcohol, and within 32 hours for drugs. If an alcohol test is notperformed within
two hours of the accident, the Supervisor will document the reason(s) for the delay. If the
alcohol test is not conducted within (8) eight hours, or the drug test within 32 hours,
attempts to conduct the test must cease and the reasons for the failure to test documented.
12
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(3)
(4)

(5)

I.

Any covered employee involved in an accident must refrain from alcohol use for eight
(8) hours following the accident, or until he/she undergoes a post-accident alcohol test.
An employee who is subject to post-accident testing who fails to remain readily available for
such testing, including notifying a supervisor of his or her location if he or she leaves the
scene of the accident prior to submission to such test, may be deemed to have refused to
submit to testing. Nothing in this section shall be construed to require the delay of
necessary medical attention for the injured following an accident, or to prohibit an
employee from leaving the scene of an accident for the period necessary to obtain
assistance in responding to the accident, or to obtain necessary emergency medical care.
In the rare event that Queen Anne’s County Government is unable to perform an FTA drug
and alcohol test (i.e., employee is unconscious, employee is detained by law enforcement
agency), Queen Anne’s County Government may use drug and alcohol post- accident test
results administered by local law enforcement officials in lieu of the FTA test. The local law
enforcement officials must have independent authority for the test and the employer must
obtain the results in conformance with local law.

RETURN-TO-DUTY TESTING

Queen Anne’s County Government has a ZERO tolerance policy concerning any refusal or verified
positive drug tests, as well as any alcohol confirmation tests with a result of 0.04 or greater, or any
other drug/alcohol violations of 49 CFR Parts 40 & 655, as amended. The ZERO tolerance policy
means immediate removal from duty and termination.
Employees who self-report a substance abuse problem will be immediately removed from duty.
The employee will be subject to a return to work agreement. Failure to execute, or remain
compliant with the return-to-work agreement shall result in termination from Queen Anne’s
County Government employment. Compliance with the return-to- work agreement means that
the employee has submitted to a drug/alcohol test immediately prior to returning to work; the
result of that test is negative; in the judgment of the EAP the employee is cooperating with
his/her EAP recommended treatment program; and, the employee has agreed to periodic
unannounced follow-up testing. The cost of this treatment and testing will be the employee’s
financial responsibility.
Queen Anne’s County Government cannot “hold” a position for an employee who is receiving
treatment and cannot guarantee any position will be available.

J.

FOLLOW-UP TESTING

Queen Anne’s County Government has a ZERO tolerance policy concerning any refusal or verified
positive drug tests, as well as any alcohol confirmation tests with a result of 0.04 or greater, or any
other drug/alcohol violations of 49 CFR Parts 40 & 655, as amended. The ZERO tolerance policy
means immediate removal from duty and termination

-

Employees who self-report a substance abuse problem will be immediately removed from duty.
The_employee_will_be subject to a return to work agreement. Failure to execute, or remain
compliant with the return-to-work agreement shall result in termination from Queen Anne’s
13
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County Government employment. Compliance with the return-to- work agreement meajisthat
the employee has submitted to a drug/alcohol test immediately prior to returning to w&k, the
result of that test is negative in the iudgment of the EAP the employee is cooperating with
his/her EAP recommended treatment program; and, the employee has agreed to periodiE
unannounced follow-up testing. The cost of this treatment and testing will be the employee’s
financial responsibility.

K.

RANDOM TESTING

All covered employees will be subjected to random, unannounced testing. The selection of
employees shall be made by a scientifically valid method of randomly generating an employee
identifier from the appropriate pool of safety-sensitive employees.
(1)

(2)

(3)

(4)

(5)

(6)

The dates for administering unannounced testing of randomly selected employeesshall be
spread reasonably throughout the calendar year, days of the week, and hours that safety sensitive
functions are performed.
The number of employees randomly selected for drug/alcohol testing during the calendar
year shall be not less than the percentage rates established by Federal regulations for those
safety-sensitive employees subject to random testing by Federal regulations. Queen Anne’s
County Government combines safety sensitive employees of more than one agency intothe
eligible pool of safety sensitive employees. The testing percentage rates are conducted at
the highest percentage rate established by agencies for which the employees included in
the pool are subiect to.
Each covered employee shall be in a pool from which the random selection is made. Each
covered employee in the pool shall have an equal chance of selection each time the
selections are made. Employees will remain in the pool and subject to selection, whether
or not the employee has been previously tested. There is no discretion on the part of
management in the selection and notification of the individuals who are to betested.
Covered transit employees who fall under the Federal Transit Administration regulationswill
be included in one random pooi maintained separately from the testing pool of employees
that are included solely under Queen Anne’s County Government’s authority.
Random tests can be conducted at any time during an employee’s shift for drug testing.
Alcohol random tests can be performed just before, during, or just after the performanceof
a safety sensitive duty. Testing can occur during the beginning, middle, or end of an
employee’s shift.
Employees are required to proceed immediately to the collection site upon notification of
their random selection. Employees who fail to report within 2 hours of being notified will
be considered a refusal to test. Queen Anne’s County Government reserves the right to
have a supervisor transport the employee to and from the collection site.

L.

PROHIBITED BEHAVIOR

(1)

All covered employees are prohibited from reporting for duty or remaining on duty any
14
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(2)

(3)

(4)

(5)

(6)
(7)
(8)

(9)

(10)

M.

time there is a quantifiable presence of a prohibited drug in the body above the minimum
thresholds defined in 49 CFR PART 40, as amended.
Each covered employee is prohibited from consuming alcohol while performing safetysensitive job functions or while on-call to perform safety-sensitive job functions. If an
on-call employee has consumed alcohol, they must acknowledge the use of alcohol at the
time that they are called to report for duty. The covered employee will subsequently be
relieved of his/her on-call responsibilities and subject to discipline.
Queen Anne’s County Government shall not permit any covered employee to perform or
continue to perform safety-sensitive functions if it has actual knowledge that the employee
is using alcohol.
Each covered employee is prohibited from reporting to work or remaining onduty
requiring the performance of safety-sensitive functions while having an alcohol
concentration of 0.04 or greater regardless of when the alcohol was consumed.
No covered employee shall consume alcohol for eight (8) hours following involvement man
accident or until he/she submits to the post-accident drug/alcohol test, whichever occurs
first.
No covered employee shall consume alcohol within four (4) hours prior to the
performance of safety-sensitive job functions.
Queen Anne’s County Government, under its own authority also prohibits the consumption
of alcohol all times employee is on duty, or anytime the employee is in uniform.
Consistent with the Drug-Free Workplace Act of 1988, all Queen Anne’s County
Government employees are prohibited from engaging in the unlawful manufacture,
distribution, dispensing, possession, or use of prohibited substances in the work place
including Queen Anne’s County Government premises, transit vehicles, while in uniformor
while on Queen Anne’s County Government business.
If an employee has reason to believe he or she is unfit to perform safety sensitive
functions and voluntarily seeks assistance, due to a drug and/or alcohol problem, the
employee must contact one of Queen Anne’s County Government’s Drug & Alcohol Program
Managers or the Designated Employer Representative, and request a temporary leave from the
performance of safety sensitive functions. The employee may be reassigned to non-safety
sensitive functions (if a position is available) while under treatment. The employee will be tested
prior to returning to duty after completion of the Employee Assistance Professional’s
recommended treatment program and subsequent release to duty. Queen Anne’s County
Government will not consider a request for assistance with a drug and/or alcohol problem, after an
employee is notified or required to report for testing as a “voluntary” or “self-report. In any
case, the employee would still be required to submit to any requested drug and/or alcohol
testing, and subsequently be terminated if adverse results are received.
Consistent with the Drug Free Workplace Act of 1998, failure to notify Queen Anne’s
County Government management of any criminal drug statute conviction for a violation
occurring in the workplace within five days after such conviction. Failure to report this
information will result in termination.

TESTING METHODS

Drug Testing Procedure:

Testing shall be conducted in a manner to assure a high degree of accuracy and reliability and using
15
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techniques, equipment, and laboratory facilities that have been approved by the US. Department
of Health and Human Service (HHS). All testing will be conducted consistent with the procedures
set forth in 49 CFR Part 40, as amended. The procedures will be performed in a private, confidential
manner and every effort will be made to protect the employee, the integrity of the drug testing
procedure, and the validity of the test result.
The drugs that will be tested for are established in 49 CFR Part 40 as amended, and include
marijuana, cocaine, opioids, amphetamines, and phencyclidine. After the identity of the donor is
checked using picture identification, a urine specimen will be collected using the split specimen
collection method described in 49 CFR Part 40, as amended. Each specimen will be accompanied by
a DOT Chain of Custody and Control Form and identified using a unique identification number that
attributes the specimen to the correct individual. The specimen analysis will be conducted at an
HHS certified laboratory. An initial drug screen and specimen validity testing will be conducted on
the primary urine specimen. For those specimens that are non-negative, a confirmatory test such
as Gas Chromatography/Mass Spectrometry (GC/MS) will be performed. The test will be
considered laboratory positive if the amounts of the drug(s) and/or its metabolites identified by
the GC/MS test are above the minimum thresholds established in 49 CFR Part 40, as amended.
Following a negative dilute test result, employees will be required to undergo another test. This
test will not be collected under direct observations unless there is a separate reason to conduct
an observed test. If the second test result is also negative dilute, the test will be considered
negative and not additional testing will be required unless directed by the MRO.
Under certain conditions, when ilicit and/or other drug usage is suspected, Queen Anne’s County
Government maintains the right to perform an expanded drug-testing panel to include other
substances. This testing will be conducted exclusively under the auspices of Queen Anne’s County
Government’s Drug & Alcohol Testing Policy, and the specimen would be collected using a nonFederal chain of custody form.
The test results from the HHS certified laboratory will be reported to a Medical Review Officer
(MRO). The MRO is a licensed physician with detailed knowledge of substance abuse disorders and
drug testing. The MRO will review the test results to ensure the scientific validity of the test and to
determine whether there is a legitimate medical explanation for a confirmed positive, substitute, or
adulterated test result. The MRO will attempt to contact the employee to notify the employee of
the non-negative laboratory result, and provide the employee with an opportunity to explain the
confirmed laboratory test result. The MRO will subsequently review the employee’s medical
history/medical records as appropriate to determine whether there is a legitimate medical
explanation for a non-negative laboratory result. If no legitimate medical explanation is found, the
test will be verified positive or refusal to test and reported to Queen Anne’s County Government’s
Drug and Alcohol Program Manager (DAPM). If a legitimate explanation is found, the MRO will
report the test result as negative to the DAPM and no further action will be taken. If the test is
invalid without a medical explanation, a retest will be conducted under direct observation.
Any covered employee who questions the results of a required drug test under Sections F through L
of this policy may request that the split sample be tested. The split sample test must be conducted
at a second HHS-certified laboratory. The test must be conducted on the split sample that was
provided by the employee at the same time as the primary sample. The method of collecting,
storing, and testing the split sample will be consistent with the procedures set forth in 49 CFR Part
40, as amended. The employee’s request for a split sample test must be made to the Medical
Review Officer within 72 hours of notice of the original sample verified test result. Requests after 72
hours will only be accepted at the discretion of the MRO if the delay was due to documentable facts
16
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that were beyond the control of the employee. Queen Anne’s County Government will ensure that
the cost for the split specimen testing is covered in order for a timely analysis of the sample.
Employees will not have access to a test of their split specimen following an invalid test. Queen
Anne’s County Government will seek reimbursement for the split sample test from the employee.
While the employee is responsible for paying the cost of split specimen testing, they will not be
denied a split sample re-test based on inability to pay for the testing.
If the split specimen is not able to be analyzed, or if the results of the split specimen are not
scientifically adequate, the MRO will declare the original test to be canceled and will direct Queen
Anne’s County Government to retest the employee under direct observation.
The split specimen will be stored at the initial laboratory until the analysis of the primary specimen is
completed. If the primary specimen is negative, the split will be discarded. If the primary is positive,
the split will be retained for testing if such is requested by the employee through the Medical
Review Officer. If the primary specimen is positive, it will be retained in frozen storage for one year
and the split specimen will also be retained for one year.
Direct Observation Collections:

Consistent with 49 CFR Part 40, as amended, collection under direct observation (by a person of
the same gender) with no advance notice will occur if:
•

•
•
•

The laboratory reports to the MRO that a specimen is invalid, and the MRO
reports to Queen Anne’s County Government that there was not an adequate
medical explanation for the result. The MRO reports to Queen Anne’s County
Government that the original positive, adulterated, or substituted test result had
to be cancelled because the test of the split specimen could not be performed.
The collector observes materials brought to the collection site orthe
employee’s conduct clearly indicates an attempt to tamper with a specimen.
The collector observes that the original specimen appears to have beentampered
with. The temperature on the original specimen was out of range.
Any return to duty and follow-up testing conducted after the employee violates
drug and alcohol testing regulations outlined in Part 40, as amended.

Alcohol Testing Procedure:

Tests for breath alcohol concentration will be conducted utilizing a device on the ODAPC website
list of “Approved Evidential Breath Measurement Devices” operated by a trained Breath Alcohol
Technician (BAT). Alcohol screening tests may be performed using a non- evidential testing device
which is listed on ODAPC website list of “Approved Screening Devices to Measure Alcohol in Body
Fluids”. This testing will be performed by a trained Screening Test Technician (Sn).
If the initial test indicates an alcohol concentration of 0.02 or greater, a second test will be
performed to confirm the results of the initial test. The confirmatory test must occur on an EBT. The
confirmatory test will be conducted at least fifteen minutes after the completion of the initial test.
The confirmatory test will be performed using an ODAPC listed EBT operated by a trained BAT. The
EBT will identify each test by a unique sequential identification number. This test result, test
number, time, and unit identifier will be provided on each EBT printout in triplicate. The EBT
printout, along with an approved alcohol testing form, will be used to document the test, the
17
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subsequent results, and to attribute the test to the correct employee. The test will be performed in
a private, confidential manner as required by 49 CFR Part 40, as amended. The procedure will be
followed as prescribed to protect the employee and to maintain the integrity of the alcohol testing
procedures and validity of the test result.
An alcohol test result of 0.02 to 0.039 BAC shall result in the removal of the employeeuntil the
employee has a test result less than 0.02 BAC. QACG requires removal from duty for a period of 24
hours. The employee will not be allowed to return to safety-sensitive dutyor their next shift until
he/she submits an alcohol test result of less than 0.02 BAC. If the employee has an alcohol test
result of 0.02 to 0.039 BAC two or more times within a six- month period, the employee will be
removed from duty and terminated.
An alcohol concentration of less than 0.02 will be considered a negative test.
An employee who has a confirmed alcohol concentration of 0.04 or greater will be considered a
positive alcohol test and in violation of this policy. The consequences of a positive alcohol test are
described in Section P of this policy.
Queen Anne’s County Government affirms the need to protect individual dignity, privacy, and
confidentiality throughout the testing process. If at any time the integrity of the testing procedures
or the validity of the test results is compromised, the test will be canceled. Minor inconsistencies or
procedural flaws that do not impact the test result will not result in a cancelled test.
The alcohol testing form (ATF) required by 49 CFR Part 40 as amended, shall be used for all FTA
required testing. Failure of an employee to sign step 2 of the ATF will be considered a refusal to submit
to testing.

N.

TESTING REQUIREMENTS

All covered employees (AttachmentA) are required to submit to drug and alcohol tests as a
condition of employment in accordance with 49 CFR Part 655.

REFUSALTOTEST

0.

The following circumstances are considered a refusal to test;
1.
2.
3.

4.
5.
6.
7.

Failure to appear for any test (except pre-employment) within 2 hours after being
notified to do so.
Failure to appear for a pre-employment test within 2 business days after being
notified to do so.
Failure to remain at the testing site until the testing process is complete (provided that an
employee who leaves the testing site before the testing process commences (selection ofa
collection kit) for a pre-employment test, is not deemed a refusal to test).
Failure to provide a specimen for any drug or alcohol test required by DOT/FTArules.
Refusal to allow the observation or monitoring of a specimen collection when it is
required.
Failure to provide a sufficient urine or breath sample without an adequate medical
explanation for the failure.
Failure to take a second test that the employer or collector has directed the employee to
take.
18
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8. Failure to undergo a medical exam as directed by the employer or the MRO as partof the
verification process, or “shy bladder” or “shy lung” procedures.
9. Failure to cooperate with the testing process (Examples: refusal to empty pockets when
requested, behaving in a confrontational manner that disrupts the process, or failure to wash
hands after being directed to do so by the collector).
10. For a direct observation collection; failure to follow the observer’s instructions to raise
clothing above the waist, lower clothing and underpants to mid-thigh, and to turn around to
allow the observer to see if employee is wearing a prosthetic or similar device that could be
used to interfere with the collection process.
11. Possession or wearing of a device as described above intended to help the employee
pass the drug test.
12. Admitting adulteration or substitution of the specimen to the collector or the MRO.
13. If the MRO reports a verified adulterated or substituted test result.
14. In alcohol testing, refusal to sign Step 2 of the Alcohol Testing Form.
15. An employee who is subject to post-accident testing who fails to remain readily available
for such testing, including notifying a supervisor of his or her location if he or
she leaves the scene of the accident prior to submission to such test, may be deemed to have
refused to submit to testing.

P.

CONSEQUENCES OF A POSITIVE TEST OR SELF REPORT

Queen Anne’s County Government has a ZERO tolerance policy concerning any refusal or verified
positive drug test, as well as any alcohol confirmation test with a result of 0.04 or greater, or any
other drug/alcohol violations of 49 CFR Parts 40 & 655, as amended. The ZERO tolerance policy
éans immediate removal from duty and termination.
Positive Test or Alcohol Test Greater than .02

(1) An alcohol test result of 0.02 to 0.039 BAC shall result in the removal of the employeeuntil
the employee has a test result less than 0.02 BAC. QACG requires removal from duty for a
period of 24 hours. The employee will not be allowed to return to safety-sensitive dutyor
their next shift until he/she submits an alcohol test result of less than 0.02 BAC. If the
employee has an alcohol test result of 0.02 to 0.039 BAC two or more times within a sixmonth period, the employee will be removed from duty and terminated.
(2) Any employee with a confirmed positive drug test will be IMMEDIATELY removed from duty
and immediately terminated.
(3) Any employee who refuses to submit to any drug and/or alcohol test will be treated in the
same manner as a positive test result and immediatelyterminated.
(4) Any DOT covered employee with a confirmed positive drug test, confirmed alcohol test of
0.04 or greater, a refusal to test, or any other drug/alcohol policy violation of 49 CFR Parts40 & 655 as
amended, will be immediately terminated and referred to a substance abuse professional.
Self-Report

In the instance of a self-referral, disciplinary action against the employee shall include:
(a) Immediate removal from duty and a mandatory referral to a Employee Assistance
Professional (EAP) for assessment, formulation of a treatment plan, and execution of a
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return to work agreement;
(b) Failure to execute or remain compliant with the return-to-work agreement shall result in
termination from Queen Anne’s County Government employment Compliance withahe
return to work agreement means that the employee has submitted to a drug7alcohjfl test
immediately prior to returning to work the result of that test is negative in the iudThent
of the_EAP_the_employee is cooperating with his/her EAP recommended treatmeiit’fl
program; and, the employee has agreed to periodic unannounced follow-up testing
defined in Section P of this policy;
(c) Refusal to submit to a periodic unannounced follow-up drug/alcohol test shall be
considered a direct act of insubordination and shall result in termination.
(d) A self-referral to the EAP that was not precipitated by a positive test result does not
constitute a violation of the Federal regulations and will not be considered as a positive test
result.
unannounced follow-up drug/alcohol test conducted as a result of a selfPeriodic
(e)
referral which results in a verified positive shall be considered a positive test and a
violation of the return to work agreement.
(f) A Voluntary Referral does not shield an employee from disciplinary action or guarantee
employment with Queen Anne’s County Government.
(g) A Voluntary Referral does not shield an employee from the requirement to comply with
drug and alcohol testing.
(h) The cost of any treatment and testing will be the financial responsibility of the
employee.
(i) Queen Anne’s County Government cannot “hold” or guarantee a position will be
available when the employee completes treatment and is eligible to return to work.

Q. EDUCATION AND TRAINING
Every covered employee will receive a copy of this policy and will have ready access to the
corresponding federal regulations including 49 CFR Parts 655 and 40, as amended. In addition, all
covered employees will undergo a minimum of 60 minutes of training on the signs and symptoms of
drug use including the effects and consequences of drug use on personal health, safety, and the
work environment. The training also includes manifestations and behavioral cues that may indicate
prohibited drug use. This training will be conducted when practical prior to the employees
performance of safety sensitive duties, or within 30 days of commencing such.
All supervisory personnel or company officials who are in a position to determine employee fitness
for duty will receive 60 minutes of reasonable suspicion training on the physical, behavioral, and
performance indicators of probable drug use and 60 minutes of additional reasonable suspicion
training on the physical, behavioral, speech, and performance indicators of probable alcohol
misuse. This training is required prior to making any decision regarding fitness for duty or
reasonable suspicion testing determination. This training is conducted onsite throughout the year.
All supervisors are required to have initial and/or refresher training periodically. Information on
the signs, symptoms, health effects, and consequences of alcohol misuse is presented in
Attachment B and Attachment C of this policy.

R. INFORMATION DISCLOSURE
Drug/alcohol testing records shall be maintained by Queen Anne’s County Government’s Drug and
Alcohol Program Manager and, except as provided below or by law, the results of any drug/alcohol
20
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test shall not be disclosed without express written consent of the tested employee.
(1)

(2)

(3)
(4)

(5)
(6)
(7)
(8)
(9)

The employee, upon written request, is entitled to obtain copies of any records
pertaining to their use of prohibited drugs or misuse of alcohol including any drugor
alcohol testing records. Covered employees have the right to gain access to any
pertinent records such as equipment calibration records, and records of laboratory
certifications. Employees may not have access to SAP follow-up testingplans.
Records of a verified positive drug/alcohol test result shall be released to the Drug and
Alcohol Program Manager, Department Supervisor and Personnel Manager on a need to
know basis.
Records will be released to a subsequent employer only upon receipt of awritten
request from the employee.
Records of an employe&s drug/alcohol tests shall be released to the adjudicator in a
grievance, lawsuit, or other proceeding initiated by or on behalf of the tested individual
arising from the results of the drug/alcohol test. The records will be released to thedecision
maker in the preceding. The information will only be released with binding stipulation from
the decision maker will make it available only to parties in the preceding.
Records will be released to the National Transportation Safety Board duringan accident
investigation.
Records will be released to the DOT or any DOT agency with regulatory authority over the
employer or any of its employees.
Records will be released if requested by a Federal, state or local safety agencywith
regulatory authority over Queen Anne’s County Government or the employee.
If a party seeks a court order to release a specimen or part of a specimen contrary to any
provision of Part 40 as amended necessary legal steps to contest the issuance ofthe order
will be taken.
In cases of a contractor or sub-recipient of a state department of transportation, records will
be released when requested by such agencies that must certify compliance with the regulation
to the FTA.
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Attach,nent A
Safety-Sensitive Positions

o
o
o
o

Commuter Bus Operator/Driver (regular or substitute)
Commuter Bus Mechanics
Commuter Bus Dispatchers
Commuter Bus Supervisors that perform post-accident investigations, dispatching,
and driving when necessary.

0
*

C
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Attachment B
Alcohol Fact Sheet
Alcohol is a socially acceptable drug that has been consumed throughout the world for centuries. It is
considered a recreational beverage when consumed in moderation for enjoyment and relaxation
during social gatherings. However, when consumed primarily for its physical and mood-altering
effects, it is a substance of abuse. As a depressant, it slows down physical responses and
progressively impairs mental functions.
Signs and Symptoms of Use
Dulled mental processes
Lack of coordination
Odor of alcohol on breath
Possible constricted pupils
Sleepy or stupor us condition
Slowed reaction rate
Slurred speech
Two-thirds of all Americans will be involved in an alcohol-related vehicle accident
during their lifetimes.
(Note: Except for the odor, these are general signs and symptoms of any depressant substance.)
•
•
•
•
•
•
•
•

Health Effects

,

The chronic consumption of alcohol (average of three servings per day of beer [12 ounces], whiskey [1
ounce], or wine [6 ounce glass]) over time may result in the following health hazards:
•
•
•
•
•
•
•
•
•

Decreased sexual functioning
Dependency (up to 10 percent of all people who drink alcohol become physically
and/or mentally dependent on alcohol and can be termed ‘alcoholics)
Fatal liver diseases
Increased cancers of the mouth, tongue, pharynx, esophagus, rectum, breast, and
malignant melanoma
Kidney disease
Pancreatitis
Spontaneous abortion and neonatal mortality
Ulcers
Birth defects (up to 54 percent of all birth defects are alcohol related).

Social Issues
Two-thirds of all homicides are committed by people who drink prior to the crime.
Two to three percent of the driving population is legally drunk at any one time. This rate is
doubled at night and on weekends.
The rate of separation and divorce in families with alcohol dependency problems is 7
times the average.
Forty percent of family court cases are alcohol problem related.
Alcoholics are 15 times more likely to commit suicide.
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More than 60 percent of burns, 40 percent of falls, 69 percent of boating accidents, and 76
percent of private aircraft accidents are alcohol related.
The Annual Toll
•
•
•
•
•
•

24,000 people will die on the highway due to the legally impaired driver.
12,000 more will die on the highway due to the alcohol-affected driver.
15,800 will die in non-highway accidents.
30,000 will die due to alcohol-caused liver disease.
10,000 will die due to alcohol-induced brain disease or suicide.
Up to another 125,000 will die due to alcohol-related conditions or accidents.

Work1lace Issues

•
•
•

It takes one hour for the average person (150 pounds) to process one serving of an
alcoholic beverage from the body.
Impairment in coordination and judgment can be objectively measured with as little as
two drinks in the body.
A person who is legally intoxicated is 6 times more likely to have an accident than a
sober person.

to
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Attachment C
Drugs ofAbuse
Cannabinoids: (Marijuana, Hashish)
Effects: Euphoria, slowed thinking and reaction time confusion, impaired balance and coordination
impaired memory, increased heart rate, and anxiety

Depressants: (Barbiturates, Benzodiazepines)
Effects: Reduced anxiety, feeling of well-being, lowered inhibitions, slowed pulse, poor
concentration, impaired coordination, memory loss, addiction
Opioids: (Codeine, Morphine, Heroin, Hydrocodone, Hydromorphone, Oxycodone, Oxymorphone)
Effects: Euphoria, drowsiness, nausea, vertigo, confusion, sedation, addiction, coma,
increased tolerance, respiratory depression and arrest.
Stimulants (Amphetamine, Cocaine)
Effects: Increased heart rate, blood pressure, metabolism euphoria, reduced concentration,
rapid irregular, heart rate, weight loss, decreased appetite, heart failure.
Dissociative Anesthetics: (PCP)
Effects: Increased heart rate, impaired motor function, psychotic behavior, numbness, nausea,
memory loss, catatonia, lethargy, flashbacks
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Attachment D
Substance Abuse Counseling, Treatment and Rehabilitation Providers

> NSAPN-National Substance Abuse Professionals Network
(800) 879-6428
>

ASAP-American Substance Abuse Professionals Network
(888)792-2727

0
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Policy Acknowledgement and Receipt
I certify that I have been provided with a copy of my company’s drug
& alcohol testing policy. I further acknowledge that I have also been
provided with contact information for the person or persons who can
answer any questions I may have concerning any components,
aspects, or consequences contained in the company’s drug & alcohol
testing policy.

Employee Signature

Date

Employee Printed Name
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______________________________State: _______________Zip:

PREVIOUS PRE-EMPLOYMENT EMPLOYEE
ALCOHOL & DRUG TEST STATEMENT
To be completed by ALL new hires prior to commencement of safety sensitive duties.
49 CFR Part 40.25(j)
As the employer, you MUST also ask the employee whether he or she has tested positive,
or refused to test, on any pre-employment drug and/or alcohol test administered by an
employer to which the employee applied for, but did not obtain, safety-sensitive
transportation work covered by DOT agency drug and alcohol testing rules during the
past 2 (two) years. If the employee admits that he or she had a positive test result, you
MUST NOT use the employee to perform safety-sensitive functions for you, until and
unless the employee documents successful completion of the return to duty process as
outlined in Subpart 0 of the drug and alcohol testing regulations.

Company Name:

-

Address:
City:
Employee ID/SS#
The prospective employee is required by 49 CFR Part 4025(j) to respond to the
following questions:
1. Have you tested positive, or refused to test, on ANY pre-employment drug and/or
alcohol test administered by an employer to which you applied for, but did not
obtain, safety sensitive transportation employment covered by U S DOT agency
drug and alcohol testing rules during the past 2 (two) years?
Dyes

Lino

2. If you answered yes, can you provide/obtain proof that you have successfully
completed the DOT return to duty requirement?

Dyes

Prospective Employee Signature

Lino

Date

300-602-F4 (B)
January 2020
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SECTION:

300 Human Resources

POLICY TITLE:

Commercial Driver’s License Reimbursements Practices

POLICY NUMBER:

300-120

APPROVAL:

Director of Human Resources

EFFECTIVE DATE:

February 2,2017

REVISION DATES:

February 5, 2019, July 5, 2019, January 2020

REFERENCES:

CDL Drug & Alcohol Testing Policy
CDL Drug & Alcohol Testing Policy

-

—

—

FTA 300-602 (B)
FMCSA 300-602 (C)

1.

PURPOSE: To establish procedures regarding the reimbursement practices for a
Commercial Driver’s License.

2.

APPLICABILITY/ELIGIBILITY: County Employees required to obtain/maintain a
Commercial Driver’s License.

3. PROCEDURE:
3.1 Commercial Driving Licenses
3. 1.1 The County will reimburse the cost of the Commercial Driving License test,
and any required endorsements, for which the employee receives a passing
grade.
3. 1.2

The County will pay the cost of Commercial Driving license renewals
above what is typically charged for a Class “C” (passenger car) license
renewal.

3. 1.3

Human Resources will capture CDL driver’s license information for new
hires as part of the DOT requirements. Departments will send a copy of the
CDL license to Human Resources for any employee who obtains their CDL
after the initial hire date. In addition, Human Resources will need a copy of
any CDL license updated due to a name change.

#300-120
Page 1 of 2
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3.1.3.1 Employees currently holding or obtaining their CDL(including a
learners permit) after the initial hire date will be required to obtain a-the
appropriate drug test and register for the Federal Motor Carrier Safety
Association (FMCSA) clearinghouse as required. Human Resources will
conduct a full query on any new CDL employee in the FMCSA
Clearinghouse.
3.1.3.2 Employees who may have a CDL that is not required to perform
their job duties shall NOT operate any County vehicle which requires a
CDL license until the employee has completed the items in section 3.1.3.1.
3.2

Department of Transportation Physicals
3.2.1 The County will offer an allowance for the required Department of
Transportation physical. The current amount of the allowance is up to
$100.00. Physical costs exceeding this allowance will be the
responsibility of the employee.
3.2.2

The County has arrangements with the following providers. Employees
may go to these providers for the Department of Transportation physical.
(employees must identify themselves as working for Queen Anne’s
County Government):
A. Eric Ciganek, MD
B. Health Enhancement
C. Your Doe’s In

3.3.1

Employees are to provide a current copy of the Medical Examiner’s Certificate to
their respective supervisor. Employees are also responsible for submitting such
documentation to the Maryland Motor Vehicle Administration to retain their CDL
license. Employees are not permitted to drive a vehicle which reQuires a CDL
license without an current, valid Medical Certification.

#300- 120
Page 2 of 2
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1.0 OBJECTIVE. SCOPE AND DEFINITIONS

The County has a sincere concern for the welfare and safety of employees and the public we
serve. We acknowledge our obligation, as an employer, to provide the safest possible
working conditions for employees and, as a government services organization, to provide a
safe environment for the public. Most accidents are preventable and no part of the service
we render should ever become so important that it will endanger the life of an employee or
jeopardize the safety of the general public. It is with this conviction that we are instituting
the “Queen Anne’s County Risk Management and Safety Manual’ and directing department
heads and supervisors to assist the Risk Manager in implementing the procedures set forth
in this manual, as well as, developing and administering an effective safety program. To be
successful, management and supervisory personnel must provide informed leadership and
adequate supervision, job training and safety instructions, secure prompt medical care if an
injury occurs, and safeguard the physical and mental welfare of employees. Employees are
charged with the responsibility of cooperating with and supporting safety program
activities.
1.01 Purpose

The purpose of establishing a defined Risk Management and Safety Manual is to prevent
and/or substantially decrease all types of occupational accidents and illnesses. It is the
goal of Queen Anne’s County and its employees to increase productivity by securing a work
environment free of safety hazards which in turn will reduce losses incurred by the County
and its taxpayers.
The occupational safe work practices outlined in this document are applicable to
employees of Queen Anne’s County. Every job is designed to serve the public, and, in the
performance of this service, the safety of employees and the public is paramount.
Employees are expected to familiarize themselves with, and abide by, job procedures and
safety guidelines specific to their respective departments.
1.02 Policy Statement

It is the policy of Queen Anne’s County to administer its programs so that employees work
under safe and healthy conditions, seek out and correct unsafe conditions, eliminate unsafe
acts, and make accident prevention their primary responsibility. Therefore, risk
management and accident prevention is not separate from, nor is it in addition to, normal
job procedures. It is the combination of safe work procedures, safe conditions and
equipment, and a total commitment to safety that is an integral part of County operations.
This manual should be reviewed periodically and updated as necessary to address changes
in the County’s safety program.
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2.0 RESPONSIBILITIES
2.01 Responsibility of the Individual Employee
It is the responsibility of County employees to provide:
A. Safety for yourself
B. Safety for your co-workers
C. Safety for the public
D. Protection of County property, and
E. Protection of private property.
It is the duty of each employee to know and follow regulations which pertain to any work
the employee might perform. This includes the application of regulations outlined in this
manual supplemented by regulations which pertain to individual job assignments and the
use of common sense in all situations. If an employee feels for any reason that they are
unable to do assigned work, the supervisor in charge is to be advised and informed of the
reasons.
When an employee considers that the work being done is in violation of the provisions of
this manual, or that sufficient safeguards are not being used, or that the work is not being
performed in a safe manner, the employee should immediately bring the matter to the
attention of the supervisor. Everyone has the responsibility to see that new employees are
given time and attention regarding the County safety regulations. It is only through
constant effort that we can obtain a high degree of job proficiency and a low accident rate.
It is common knowledge that a safe worker is most likely to perform a quality job.
Employees must promptly report all injuries, no matter how slight, to the person in charge
so that necessary first aid can be provided and information regarding the accident may be
obtained so that the required accident report can be completed.
Employees shall attend and take an active part in safety meetings and special job training
classes required by the County.
It shall be understood by employees that we operate under the rules and regulations of the
Maryland Occupational Safety and Health Administration (MOSHA) and the Occupational
Safety and Health Act (OSHA).
Immediately report the suspension, revocation, and/or expiration of licenses required in
job performance.
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Employees violating safety rules, procedures or standards, or acting in a manner which
endangers their own or another’s personal safety, may be subject to disciplinary action.
2.02 Management’s Responsibility for Safety
Management shall have the same responsibility for safety as for any other part of the
operation.
Management shall select qualified persons as supervisors who shall be responsible for the
safety of those they supervise. Department Heads shall require supervisors to observe and
enforce Safety Rules and Work Practices.
A written record of training and meetings shall be maintained according to those guidelines
outlined in Section 12.06, Job Safety Training.
Management shall conduct safety meetings periodically, provide for necessary on-the-job
training and implement a safety program for employees.
Management has the authority to, and total responsibility for, maintaining safe working
conditions within their jurisdiction. Although personal exposure to hazards varies widely
from division to division, it is expected that an unrelenting effort will be directed toward
controlling injuries, accidents, liabilities and waste of materials.
Therefore, Management may:
A. Ensure that the policies and procedures set forth herein are complied with by
personnel under their direction.
B. Provide the leadership and positive direction essential in maintaining County loss
prevention policies as a prime consideration in operations.
C. Ensure that planning for construction and remodeling of facilities fully
implements appropriate refinements as specified in MOSHA standards.
D. Call upon the Risk Manager for any assistance needed in promoting aggressive
and effective loss control.
E. Hold each department head accountable for any investigation of injuries,
accidents and liabilities incurred by their employees. An excessive number is an
indication that some management policies and practices need corrective action.
F. Ensure that on-the-job injuries and accident reporting procedures are followed.
G. Be aware of the status of employees who are off work due to on-the-job injuries
or accidents and make light duty assignments where applicable.
4 Pu g
01142020

72

H. Receive training as needed to enable them to discharge their responsibilities and
provide leadership, direction, and support for the Risk Management and Safety
Program by means of the following:
1. Set a good example.
2. Make periodic visits to establishments and work sites to observe safety
practices.
3. Be familiar with, evaluate, and ensure compliance with the program.
4. Be aware of the primary causes of accidents.
S. Provide opportunities and facilities for safety training and meetings.
Demonstrate commitment to the program by attending safety meetings.
6. Ensure that speedy corrective action is taken on known safety hazards.
7. Support safety enforcement activities of employees.
8. Ensure that employees are permitted to report safety hazards without
fear of reprisal.
9. Recommend revisions in this manual to address changing County needs
and new developments in the field of Occupational Safety and Health.
2.03 Responsibilities of Supervisors
All levels of supervision, including employees directly in charge of a job, are responsible for
safe, properly planned work and safe work performances. The following are the
responsibilities of a supervisor:
A. Maintain safe work conditions.
B. Ensure personnel are provided with the proper safety gear/equipment needed to
perform their task in a safe manner and reinforce the need for each employee to use
the personal protective equipment given to them.
C. Oversee responsibility for maintaining tools and equipment in good working
order.
D. Enforce safety regulations.
E. Assign jobs only to those qualified to execute them safely.
F. Act immediately and decisively to correct any violation of safety regulations.
5IPage

01142020

73

G. Ensure employees at all levels are instructed in the proper and safe method of
executing assigned tasks.
H. Investigate incidents immediately for accurate reporting and preventive action.
I. Ensure that employees are trained and, when necessary as specified by current
OSHA regulations, retrained in the accepted way each hazardous job must be
accomplished. Ensure workers understand directions and can perform given
assignments. If there is doubt, or if special hazards are involved in the performance
of a task, discuss the assignment and work methods with the worker. The
supervisor of a job shall make every effort to ensure safe job performance.

J. Carefully monitor accident reports to ensure they are timely and contain unbiased
and thorough evaluations of each accident and prepare appropriate reports.
K. Receive formal training annually, as needed.
L. Assist in the thorough investigation of accidents.
Supervisors are required to evaluate employee safety records and safe work habits as part
of the employees Performance Evaluations. An employee who causes accidents has specific
performance deficiencies that must be recognized, itemized and corrected. To ignore the
deficiency and reward substandard performance is a disservice to the individual, co
workers and the public, and is detrimental to management efforts.
Report through the appropriate chain of command any instance where an employee under
their supervision is not able to perform duties with or without a reasonable
accommodation. Identify the problem and provide facts as soon as the supervisor is aware
of the situation.
2.04 Risk Manager Responsibilities

Act as the central liaison official for accident prevention and safety programs throughout
the County.
Assist Departments in the establishment of an effective and on-going safety awareness and
education programs.
Provide coordination throughout the County on matters relating to loss prevention and on
the-job safety.
Ensure that on-the-job injury and vehicle accident reporting procedures are kept current.
Assist in the investigation of accidents or reported hazards.
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Perform field inspections and investigations in cooperation with appropriate department
personnel utilizing the specialized knowledge of appropriate members of the Safety
Committee.
Maintain objectivity and independence in carrying out the County’s safety responsibilities.
Establish procedures for handling suggestions and recommendations on safety issues.
Provide and update information to management, supervisors and first-line employees on
safe working methods and practices.
Recommend changes or additions to improve personal protective clothing and equipment
for the elimination of hazards.
Recommend or revise standard operating procedures to comply with current safety
standards.
Promote safety and first aid training for employees.
Participate in safety promotion programs.
Cooperate with and assist in the investigation of accidents, along with any other employees
who may be called upon to identify correctable causes and to prevent recurrence.
Monitor for thoroughness, uniformity, fairness and trends and develop policy and
procedures to attain management’s goals.
Conduct a safety audit and inspections in accordance with specifications. Documented
results will be shared with the respective Department Head for any appropriate corrective
action.
2.05 Safety Suggestions
Suggestions by employees are always welcome and helpful in preventing accidents. Please
pass ideas along to the supervisor, department’s safety committee representative, or the
County’s Safety Committee representative. Safety suggestions shall explain the potential
problem or hazard and give any possible solutions to correcting the matter. The supervisor
is responsible for implementing any new procedures deemed necessary.
2.06 Safety Committee
Purpose Given the full support of management, the Safety Committee can give every
employee who serves on it a sense of responsibility and safety awareness that can be
communicated to fellow workers. A properly run Safety Committee can be used for a
variety of issues, ranging from job safety, to saving time, to quality improvement. The cost
-
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of insurance and worker’s compensation may also be lowered as a result of the
Committee’s work.
The work of a Safety Committee is a participatory decision-making process.
Management shall provide the Committee with its direction, goals and limits.
The Committee’s function is strictly advisory.
Structure The County Safety Committee shall consist of members representing various
departments/divisions of the County. The Risk Manager will chair the Safety Committee
and a Vice Chairman and a Secretary shall be appointed by vote taken the first meeting of
each year. Each elected position will serve for a term of one year. Should a vacancy come
about during a term, then a vote will be taken at the next meeting to fill this vacancy and
this person will fill the remaining term.
-

Functions of the Committee

-

A. Conduct regularly scheduled meetings every other month starting in January to
discuss accident and illness prevention methods, safety promotion, hazards noted
on inspections, on-the-job injuries and other pertinent subjects.
B. Review circumstances and causes of accidents.
C. Participate in safety promotion programs.
Meetings The Secretary of the Committee shall:
-

A. Provide each member with a notice of the meeting and a copy of the minutes of
the last meeting.
B. With the advice of the Chair, compile an agenda. In most cases, meetings shall not
last more than an hour. A typical meeting might include revision of minutes from
the previous meeting, reports on past assignments and any new business that needs
to be addressed and a round table discussion to address any departmental concerns.
C. Specific duties shall be assigned and accepted, with deadlines noted in the
mi flutes.
3.0 GENERAL SAFE WORK PRACTICES
3.01 Knowledge of Safe Work Practices
Copies of this manual will be available in both paper and electronic format.
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Employees shall know and observe the safety rules and work practices stated in this
manual. These rules and safe work practices will be enforced and ignorance of them will
not be accepted as an excuse for their violation.
3.02 Rules Governing Safe Work Practices
Most accidents and injuries can be avoided by the application of caution and common sense
under all working situations. Make safety the first consideration in every situation.
Employees must take every precaution to prevent accidents involving the general public,
fellow employees and themselves. Employees shall follow instructions and obey and apply
safety rules and practices at all times.
Report accidents, injuries, or safety hazards to the supervisor immediately.
Whenever personal protective equipment (vehicle seat belts, hard hats, safety glasses, high
visibility vests, respirators, etc.) is provided for protection. Using this equipment is a
requirement.
Know the job and be fully acquainted with the tools, machinery, chemicals and equipment
to be used.
Be familiar with safety requirements.
Only authorized and properly trained personnel shall operate equipment.
Practical joking, fighting, harassment, bullying, verbal abuse and other forms of
inappropriate behavior are prohibited.
Smoking and/or cell phone use are prohibited when refueling equipment or handling
gasoline or other volatile materials such as paint thinners.
Chemicals shall be properly labeled.
Promptly store flammable materials in approved containers to prevent fires.
Keep work areas clean and orderly at all times, free of trash and unnecessary equipment.
Straighten up work areas daily and dispose of hazardous materials.
Use passageways and aisles as directed. Office furniture and equipment shall be arranged
to allow easy traffic flow and to minimize tripping hazards.
Walk up and down stairs. Take one step at a time and use the handrail.
Always be alert and aware of slipping/tripping hazards and overhead projections.
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Ensure that construction sites conform to applicable regulations.
Keep out of restricted areas.
Do not operate switches or valves unless authorized to do so.
Never use chairs, desks, tables, boxes, file cabinets, etc. for ladders.
Do not jump from elevated structures.
When climbing down from vehicles, ladders or platforms always use available hand-holds.
Always hand materials or tools to other employees. Do not toss or drop materials/tools to
co-workers. Immediately remove or replace defective tools or unsafe equipment.
Exercise caution when working in extreme temperatures.
Electrical devices, power tools, etc., must be properly grounded at all times.
A. Do not attempt repairs on any electrical equipment, unless working as an
authorized electrician. Notify a supervisor immediately.
B. Take care to avoid contact with above-ground power lines.
C. Use of extension cords or other electrical service extenders shall be used only as
directed by a manufacturer. Keep cords clean and free from exposure to heat which
can damage insulation.
D. Treat electrical wires as live wires.
E. Do not drag cords over sharp edges or run cables across aisles where they are
subject to damage.
F. Pull the plug; do not yank the cord. Never remove a cord if it is in use. Unplug
electric cords on power tools not in use.
G. Electrical shock is a sign that something is wrong. Any equipment which shocks
when used shall immediately be disconnected, and reported to a supervisor, and
replaced or repaired as necessary.
Do not walk or run in front of or behind moving equipment.
Equipment shall not be left unattended with the motor running.
Never leave an unsafe condition unguarded or unmarked—even temporarily.
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First-aid kits shall be available (see Section 10.01).
No attempt shall be made to lift an object beyond his/her physical ability.
Don’t wear loose jewelry or loose clothing (neckties, loose headbands, and shirt tails) when
working around or operating rotating machinery or tools.
Discard junked light bulbs, fluorescent tubes, glass, metal scraps and other sharp objects in
approved containers, not wastebaskets. Wrap the sharp pieces in a protective cover, when
possible.
County vehicles and property shall not be for personal use.
3.03 Interpretation of Safe Work Practices
When a difference of opinion arises with respect to the meaning or application of these Safe
Work Practices or the steps necessary to execute them, the decision of the person
supervising the work shall be accepted.
3.04 Cooperation Among Staff
Close and respectful cooperation between employees and supervisors results in fewer
accidents and better service.
The County expects no employee to undertake work they are not qualified to do. Work
which requires a high degree of training and skill must be carefully directed by the
supervisor or designee.
3.05 Exercise of Care
Self-preservation is the first principle of safety. Its importance exceeds all efforts practiced
by others to guarantee physical safety. Careful planning by the supervisor and employees
and a clear understanding of the work are essential.
3.06 Procedures in Case of Accident/Injury
Accidents and/or injuries shall be reported to a supervisor as soon as possible. Use good
judgment so the injured employee may receive prompt medical attention. A written report
on the Employee/Supervisor Report of Injury form shall be completed as specified in
Section 11 of this manual.
A. Know the location of first aid kits.
B. Do not move the victim more than is absolutely necessary.
C. Keep onlookers away from the victim.
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D. Report injuries, no matter how slight, to a supervisor.
E. If possible, an employee at the accident scene shall accompany the injured
employee to the hospital.
F. A member of management may go to the hospital to coordinate County
responsibilities if necessary.
G. If the accident is serious enough to warrant immediate investigation at the scene,
the Risk Manager shall be notified and included in the investigation.
H. If the accident is serious, the supervisor shall immediately notifi the Risk
Manager and Department Head.
3.07 Emergencies

Unforeseen emergencies may arise which are not covered by this manual. In such cases
employees must be relied upon to make decisions; however, an emergency is not
justification for employees to circumvent safety procedures.
3.08 Protection of the General Public

-

Visitors

Protection of the general public and public property is the duty of every employee. It is
each employee’s responsibility to recognize the types of risks affecting each operation and
to take proper action to prevent property damage and/or the loss of life.

0

A. Keep work areas compact with adequate protection for employees.
B. Make every effort to protect and minimize inconveniences to the public while
executing County responsibilities.
C. Use certified flagmen, signs, tapes, barricades, and other warning devices in
accordance with State Highway Administration and Maryland Uniform Traffic
Control Devices regulations. High voltage areas shall be properly marked.
D. Arrange tools and equipment neatly within work areas. Promptly clear away
excess materials and equipment.
E. Ensure work sites present no unmarked hazards or inconveniences to the public.
3.09 Laws, Ordinances and Regulations

It is impractical to include all laws, rules and ordinances affecting safe County operations.
Supervisors and employees should become familiar with Federal, State and County law
(specifically OSHA and MOSHA) covering working environments.
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3.10 Use of or Impairment by Intoxicating Liquids or Drugs While on Duty
It is the County’s intent and obligation to provide an alcohol/drug-free, healthful, safe and
secure work environment. Employees are required to report for work free of controlled
substances or alcohol which could adversely affect an employee’s job performance,
jeopardize the safety of others, or cause unsafe operation of equipment. On-the-job
impairment is grounds for disciplinary action as outlined in the County’s Human Resources
Ordinance and Policy.
The unlawful manufacture, distribution, dispensation, possession or use of a controlled
substance on County property, or while conducting County business, or operating a County
vehicle is prohibited. Violations will result in disciplinary action, up to and including
termination, and may also have legal consequences. Employees are expected and required
to report to work fit for duty and remain able to perform their job duties throughout the
day.
Employees who are impaired by the use of a substance, including over the counter
medications, or who are in possession of a controlled dangerous substance without a
prescription, on the job, have the potential for interfering with their own, as well as their
co-workers’ safe and efficient job performance. Any employee at work impaired by alcohol
or drugs, or in the possession of controlled dangerous substances without a prescription,
will be subject to dismissal per the Human Resources Ordinance and Policy.
Employees required to use drugs prescribed by a licensed healthcare provider are
responsible for being aware of any potential side effects such drugs may have on the
performance of their duties. Employees shall report the use of prescribed medication with
known adverse side effects which could affect performance to their supervisors before
commencing work.
A. Employee’s Assistance Program (EAP) The County recognizes drug dependency
as an illness and a major health, safety and security problem. Employees needing
help in dealing with such problems are encouraged to use the County’s EAP and
health insurance plans, as appropriate. Conscientious efforts to seek such help will
not jeopardize any employee’s job in accordance with County policy.
-

B. The Drug Free Work Place Act of 1988 As mandated by the Drug Free Work
Place Act of 1988, employees must, as a condition of employment, abide by these
terms and report any conviction under a criminal drug statute for violations
occurring on or off County property while conducting County business. A report of
conviction must be made to the Human Resources Office within five (5) days after
conviction.
-

C. Identifying Problems To determine whether there is a substance abuse problem
or the potential for developing one, a supervisor can take the following steps:
-
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1. Identify substandard performance, such as increases in accidents, theft and
property losses, security breaches, benefits utilization, absenteeism, lateness,
training costs and workers compensation claims. (NOTE: These criteria are
not limited to a substance abuse problem, but may be caused by other
factors).
2. Gather employee views to determine if drug abuse is prevalent and
whether it is undermining health, safety, security or other aspects of County
work activities.
D. Alcohol/Drug Testing Policy: Whenever any employee’s observed behavior
raises a reasonable suspicion that the employee is impaired, urine or breath
samples may be taken and screened by an authorized laboratory for the presence of
alcohol and/or controlled dangerous substances. “Reasonable Suspicion” means
belief that the employee has violated the alcohol or controlled substances
prohibitions, based upon specific, contemporaneous, articulated observations
concerning appearance, behavior, speech, or body odors of the employee. Refer to
the County Policy.
3.11 Use of Firearms or Other Types of Weapons
It is forbidden to bring firearms, weapons or explosives into any County building or have
them in your possession while on duty, as defined by County Policy, except as required by
the job description such as for the Department of Corrections.
3.12 Enforcement
Safety procedures cannot be effective unless provisions are made for enforcing them.
A. Department Heads and supervisors must be familiar with and enforce safety
procedures.
13. In preparing performance evaluations, supervisors and management will
consider employee performance in safety related matters.
3.13 Disciplinary Action
The Risk Manager, supervisors, and or managers shall identify safety hazards, authorize
and enforce corrective action. When an employee willfully disobeys safety procedures or is
involved in an accident deemed to be the result of a disregard for safety, the employee may
be subject to disciplinary action as set forth in the Human Resources Ordinance.
3.14 Work in Other Departments
Required safety equipment, such as hard hats, safety goggles, warning signs, etc., shall be
used as specified by the department responsible for the work area.
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3.15 Loan and Use of Equipment

County-owned equipment shall not be loaned to or used by any company or individual for
purposes other than County business.
4.0 FIRE PREVENTION AND EXTINGUISHERS

Employees shall be on the alert for fires and fire hazards. They shall eliminate such
hazards if possible and in any event report them to supervisors. Extinguishers are a first
line of defense for the control of fire, but should there be any doubt that any fire cannot be
controlled with extinguishers, call 911. Call 911 at any time for any emergency situation.
4.01 Fire Classification and Equipment

Fire protection equipment or devices shall not be tampered with, rendered inoperative, or
used for any purpose other than fire protection. Fire extinguishers of the appropriate type
shall be placed where they are highly visible and easily accessible. They shall be
prominently marked with their type, directions for their use, and date of last inspection.
Fire extinguishers shall be inspected on a regular schedule. Each shall carry a tag on which
is recorded the inspection dates.
Department Heads or their designees shall be responsible for monthly inspections of fire
extinguishers. Fires are grouped into four general classifications, each of which can be
extinguished by a particular agent. Because all types of extinguishing agents cannot be
used on all types of fires, this classification makes it possible to determine and use the type
of extinguisher best suited for fighting a particular type of fire.
CLASS A. Fires occurring in wood, paper, and rags are termed Class A fires. Fires in this
classification will be effectively and safely extinguished by water or solutions containing
water. This classification is primarily concerned with cooling or quenching the fire as
water does. Multipurpose ABC or water-containing extinguishers should be used on these
fires. Please note that electrocution may be possible if a Class A extinguisher is mistakenly
used on an electrical fire.
CLASS B. Fires occurring in flammable liquids such as gasoline, oil, solvents, grease and
similar substances are termed Class B fires. The agents required for extinguishing this type
of fire are those which eliminate or dilute air by exclusion or blanketing, thereby creating a
smothering effect, such as CO or ABC.
CLASS C. Those fires occurring in electrical equipment and facilities such as motors,
transformers, switches, etc., are termed Class C fires. The extinguishers used on Class C
fires must be nonconductors of electricity and have a smothering effect such as CO or ABC.
ABC fire extinguishers are your best defense against most fires. NOTE: Fire extinguishers
should be the first choice for protection of all delicate, sensitive and expensive computers,
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electrical equipment, tapes and films. The discharged vapor rapidly blankets a fire and
quickly penetrates difficult to see and hard to reach places.
CLASS D. Those fires where the fuel is combustible metal such as magnesium, sodium,
zirconium, potassium and titanium are considered Class D fires. The extinguishers used
must be the application of special powders such as Dry Graphite or Dry Sand.
4.02 Portable Fire Extinguishers

Portable fire extinguishers are primarily of value for immediate use on small fires. They
have a limited quantity of extinguishing material and therefore must be used properly so
this material is not wasted. Extinguishers are mechanical devices. In most cases they are
high pressure vessels and must be treated with respect and handled with care. Fire
extinguishers will be kept in their designated locations.
4.03 Inspection and Maintenance of Equipment

Have fire extinguishers recharged as soon as possible after use, and on a regular schedule
as indicated on the extinguisher. Maintenance requires a thorough check of the
extinguisher. It includes hydrostatic testing (every five years), a thorough examination and
necessary repair, recharging or replacement. Maintenance is conducted at intervals of one
year or less or when the need is indicated by an inspection or after discharge. Department
Heads or their designees shall be responsible for monthly inspections of fire extinguishers.
Any fire extinguisher not fully charged or appearing to have some malfunction will be taken
out of service immediately and replaced by an extinguisher of the same type. Outdoor fire
extinguishers shall be encased or have a weatherproof tag.
4.04 Training

Supervisors shall know the following information and encourage employees to be aware of:
A. How to sound the fire alarm.
B. Employees shall learn the location of the nearest extinguisher to their work area.
C. Location of the nearest exit to their work station.
4.05 Fire Alarms and Emergency Procedures

The first act upon discovery of flame, excess heat, or smoke in a building shall be to activate
the fire alarm. The sounding of a fire alarm shall be treated as an extreme emergency and
complete evacuation of the building is required. Notify 9-1-1. During any real or practice
emergency evacuation, operation of elevators is prohibited.
4.06 Fire Plan

Each department shall possess a written fire emergency plan accessible to employees.
Each establishment shall conduct fire drills in accordance with local codes, and often
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enough to ensure familiarity with the procedures. Procedures in case of fire (please refer
to Emergency Operations Plan):
A. Activate the fire alarm at once. Turn off electrical equipment and secure doors
and windows.
B. Walk, do not run, to the nearest exit, as in the fire drill.
C. If there is a delay in getting through the exit, DO NOT shove or crowd. Wait in
turn.
D. Keep calm. Do not shout.
E. Do not delay leaving the building. Do not return to the building until authorized
to do so.
F. In order to account for all employees after an emergency evacuation has been
completed, office monitors shall designate an area to meet. A diagram of the
building showing fire exits rna be developed and placed in each office area under
the direction of Department Heads.
4.07 Fire Prevention Housekeeping

Good housekeeping is essential to prevent fires. Combustible waste material such as paper,
wood, cardboard boxes, oil-soaked rags, paint covered rags, packing materials, rubbish, etc.
shall not be allowed to accumulate but shall be disposed of promptly. Oil and paint rags
shall be kept in metal containers with self-closing lids and emptied regularly. Carelessness
in the disposal of matches and cigarettes is one of the major causes of fires. Particular care
shall be exercised when near flammable materials and in vehicles.
A. Do not leave fires or open flame devices unattended.
B. Grounds shall be kept clear of weeds and underbrush.
C. No spark producing machinery, open flames, or heating element shall be used
within 20 feet of paint spraying operations.
D. Do not use flammable liquids to start a fire.
E. Work with flammable liquids only outdoors or in an area that is provided with
forced ventilation via enclosed electrical fixtures.
F. Flammable liquids shall be stored in OSHA approved containers.
H. Flammable liquids that are stored indoors are to be in OSHA approved cabinets
with adequate ventilation.
A well planned and supervised program of housekeeping, combined with careful
maintenance of equipment, will do much to reduce the fire incidence rate. One of the most
important life safety features of any multi-story building is the closing off of vertical
openings, as at stairways. The vertical opening enclosures serve to delay the spread of fire
and are vital in preventing the rapid flow of smoke, deadly gases, and super heated air
throughout the building. Such doors and fire doors shall not be blocked or wedged in the
open position.
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4.08 Emergency Exits
To ensure timely evacuation of buildings in the event of an emergency, interior and
exterior exits shall be marked and exit signs illuminated at all times. Exterior exit doors
must open out, contain panic hardware, and be in proper operating order at all times.
Landings and stairs must be equipped with hand rails maintained in good condition. Exit
routes must be adequately lighted. Floor surfaces, especially in hallways, must be kept
clean, in good repair, and cleared of items that may prove hazardous. Keep fire doors and
exits free from obstructions and closed at all times. Corridors in buildings are not to be
considered as spaces available to department for expansion or storage.
4.09 Smoking/Tobacco
Smoking/tobacco is prohibited in County buildings and on County property. Refer to the
County Policy.
Smoking/tobacco is prohibited in ll County Vehicles.
Do not smoke in areas where flammable or combustible materials are stored.
SMOKING” signs should be prominently displayed in such areas.

“NO

4.10 Appliances
Heavy load appliances, including refrigerators, coffee makers, etc., should be connected

directly to permanent outlets by the service cord attached to the appliance. Use of
extension cords are subject to Risk Manager’s approval.

0

4.11 Flammable Liquid Storage and Handling
Commercial cleaning fluids may present some fire or health hazards unless proper
precautions are taken. Only those solvents which have been approved and recommended
for use shall be used for cleaning purposes. Gasoline, kerosene, or carbon tetrachioride are
not approved for use as a cleaning agent. Flammable solvents shall be handled only in
approved safety containers. Cleaning fluids shall not be used in confined areas unless
adequate forced ventilation is provided. Only OSHA approved safety cans of not more than
a five-gallon capacity, having a flash arresting screen, spring closing lid, spout cover, and so
designed that it will safely relieve internal pressure when subjected to fire exposure,
should be used for storing and transporting gasoline or other flammable liquids. Metallic
contact shall be maintained when transferring gasoline or other flammable liquids from
one metal container to another via grounding cables or other suitable apparatus.
No smoking or open flames shall be allowed where flammable liquids are being used.
Adequate fire extinguishing equipment shall be readily available when using flammable
liquids.

Q
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Avoid, to the extent possible, contact of cleaning fluids and solvents with the skin. Clothing
contaminated by spillage of any cleaning fluid shall be removed promptly. Protective
gloves of nonporous material shall be used in cases of excessive exposure and where skin
sensitivity is noted. Skin protecting creams are also of value. All parts cleaners shall be
equipped with fusible plugs, so lids will close in the event of a fire.
5.0 MATERIAL HANDLING AND STORAGE
5.01 Rules for Lifting and Carrying
Employees should not stand or pass under loads of materials suspended by ropes, chains or
cables. Anyone working in surrounding areas shall exercise caution. Elevated loads must
be securely blocked before any work is started on or under them. Heavy timbers, steel
beams, poles and other heavy objects, shall be lowered to place and not dropped. Gloves or
hand pads shall be used when handling sheet metal and objects with rough surfaces or
edges.
Never carry any object which obstructs the vision without securing help. Secure help when
carrying long objects and use caution when approaching or turning corners or when
approaching doorways. In the vicinity of energized equipment use at least two people, one
on each end, and carry below shoulder height. When ascending or descending stairs, use
caution, proceed slowly and be sure of footing.
Nail points, ends of loops or tie wires, etc., shall not be left exposed when packing and
unpacking boxes, crates, kegs, barrels, etc. Nails should be removed from loose lumber or
the points should be bent down. Such nails and lumber should be disposed of in a location
where they will not become a hazard. Sharp or pointed articles shall be stored as to
prevent persons coming in contact with the sharp edges or points.
When packing or unpacking porcelain, glassware, and other fragile objects, it should be
kept in mind that they have sharp edges when broken and necessary precautions need to
be taken.
When handling loads with mobile equipment, extreme care must be taken to avoid contact
with electric lines or equipment. When working near such facilities, a watchman (spotter)
is required.
Size up the load first. Do not attempt to lift it alone if it cannot be done safely. Secure help.
Wipe off wet, greasy, or slippery objects before lifting, and make sure hands are free of oil
and grease.
Use mechanical equipment whenever possible to lessen the danger of handling heavy loads.
Maintain a rigid inspection of mechanical lifting and hoisting equipment.
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When team lifting and carrying, let one person take command and call the signals. Make
sure before starting that the signals are understood by everyone.
Adjust the load so that each person carries an equal weight. Make test lifts before the
actual lifting if necessary.
In lifting boxes, cartons, or bags, the best grip is usually by diagonal top and bottom
corners.
When carrying sheet glass, wear leather gloves with gauntlets that cover wrists and
forearms. Wear shoes that cover feet and ankles. Carry one sheet at a time unless the
panes are very small.
5.02 Proper Lifting and Carrying Techniques
Size up the load. Do not attempt to lift it alone if there is any doubt to do so.
Make sure footing is secure.
Get a proper balance. This means feet fairly close together (10 to 12 inches apart).
Place feet close to base of the object to be lifted. Placement of feet is important because this
prevents the back muscles from taking the entire load.
Bend the knees and squat. Don’t stoop. Keep the back straight and as nearly vertical as
possible. If necessary, spread the knees or lower one knee to get closer to the object.
Now start pushing with legs, thereby using the strongest set of muscles and keeping the
load close to the body when moving up.
Lift objects to the carrying position. If it is necessary to change direction when in the
upright position, be careful not to twist the body. Turn the body with changes of foot
positions.
In putting the load down to the floor surface from a waist-high position, bend the knees and
with a straight back, lower the load with the arm and leg muscles.
To place an object in a tight space, it is safer to slide it into place with hands in the clear,
than to try to lift it and set it down.
If the load is deposited on a bench, table, truck, etc., place it on the edge so the landing point
takes part of the load, and then push forward with arms or if necessary with part of the
body in a forward motion.
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5.03 Pulling and Prying
When pulling or prying objects, be sure you are properly positioned, balanced and in the
clear so as not to be caught between or thrown off balance if the pry slips or the piece
suddenly gives. Wear proper protective equipment, i.e., gloves, eye protection (if needed).
5.04 Falling Objects
While in construction sites, shafts and tunnels, be constantly alert for falling objects; stay
clear of other material being hoisted. Exercise extreme caution while in such areas. Hard
hats are required to be worn in these areas.
5.05 Storage and Handling
Stack bagged materials in tiers that are blocked, interlocked, and limited to a height that
can be comfortably reached.
When removing sand and gravel from a pile; do not create an overhang.
Stack pipe and block it to prevent spreading or rolling. Place each pipe in position. Do not
drop in place.
When stacking barrels and drums on their sides, make a pyramid and block the bottom tier;
when stacking on end, put planks between the rows, and block the end of each row.
When stacking or removing lumber, always use tie strips, keep the tops of the stacks level.
Whenever possible, avoid carrying materials by hand. Use mechanical devices such as
trucks, dollies or skids.
When operating hand trucks, do not hurry. No running or shortcuts. Approach corners
and blind intersections with caution. Be prepared to stop suddenly.
Inspect hand trucks and dollies and turn defective ones over to the supervisor for removal
from service.
Push hand trucks when traveling on level ground or downhill. Pull trucks uphill.
Do not load hand trucks so high that the view is obstructed.
When loading two-wheel hand trucks, keep the load close to the truck and to the wheels to
prevent toppling. Never bear the weight of the load, only balance, steer, and push or pull
the truck.
Storerooms must be neatly arranged and have aisles for adequate ventilation.
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Nothing should be stacked near an exit or in such a manner that the exit would be blocked
should the stack topple. Fire aisles must be maintained in warehouse storage to allow
room to extinguish fires.
Long-term storage shall be on pallets and secured properly. Using pallets prevents water
damage, allows better ventilation, facilitates housekeeping, and allows more effective pest
and rodent control. Remove defective pallets from service.
Never stack items any closer than 36 inches to ceiling lights.
Never stack any items within 18 inches to a sprinkler head.
Heavy and bulky items shall be stored on lower shelves. Materials must not be piled on top
of places not designated for storage.
Provide adequate clearance between stacks and piles of materials. Store materials and
supplies in an orderly manner to prevent falling or spreading and to eliminate tripping
hazards. Stairways, aisles, exits, roadways, walkways and material storage areas shall be
kept reasonably free from obstructions, depressions and debris.
6.0 HOUSEKEEPING

Good housekeeping is recognized as being fundamental to safety. It is a very definite factor
in the reduction of hazards, in the elimination of accidents and the prevention of fires.
Good housekeeping requires “a place for everything and everything in its place.”
601 Safe Housekeeping Practices

Do not allow waste to accumulate on benches, tables, or floors. Deposit trash and refuse
into proper containers.
Remove and dispose of trash on a regular basis.
Do not allow trash to accumulate in lockers, on desks, floors, or other work areas.
Pick up broken glass with a brush and dust pan, not bare hands.
When disposing of broken glass, wrap up the pieces in thick paper and identify the package.
Clean dust from overhead fixtures regularly.
Turn wastebaskets upside down to empty, or use trash bags. Do not reach into the
wastebasket.
When cleaning floors, follow these steps:
A. Clean when traffic is light.
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B. Wet a small area and allow to dry at once.
C. Mark wet and/or slippery areas with proper signs.
D. Clean one side of the hallway or aisle at a time.
E. Do not leave mops, brooms and other cleaning supplies/equipment in hallways.
Floors and stairways are to be kept clean. Pick up paper clips, pencils, thumb tacks and
other objects immediately. Wipe up spilled liquids promptly.
Loose cords and wires shall not be placed in pedestrian areas or walkways.
Extension cords and telephone cords shall not restrict traffic.
Paper cutters, scissors and other cutting instruments shall be in a locked position
whenever they are not immediately in use.
Areas having carpet covering will be routinely surveyed for rips, tears or other defects that
could cause slip, trip and fall hazards.
Sweeping of debris from County mobile equipment in parking areas or dumping of debris
from private vehicles into County parking areas is prohibited.
Broken light bulbs, fluorescent tubes, glass, metal scraps and other sharp objects shall be
given special handling.
Walks, aisles, stairways, exits and other passageways shall be kept clear of obstructions.
Tools, materials, and office supplies shall not be placed where they may cause tripping or
stumbling hazards or where they may fall and strike anyone below.
Truck beds and compartments shall be kept neat and in safe condition. Tools which are not
being used shall be kept in compartments or convenient racks or otherwise stored where
they will not create a hazard.
Cooperate in keeping breakrooms, bathrooms, drinking facilities and areas containing first
aid equipment in a clean, dry and sanitary condition. They are provided for employee’s
convenience and health.
Remove snow, ice, fallen branches on steps and walks as soon as possible.
Report safety hazards, if they cannot be fixed on the spot, such as:
A. Any broken or loose wire.
B. Any loose flooring, or ripped carpeting.
C. Tables or chairs needing repair or removal.
D. Any loose or broken concrete in walkways.
E. Broken windows or glass of any kind.
F. Water pipes or fixtures that are broken.
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G. Wet and/or damaged ceiling tiles.
H. Any strange smells (Example: gas leak in kitchen).
PERSONAL PROTECTIVE EQUIPMENT SHALL ALWAYS BE USED.
7.0 BUILDING. OFFICE AND CLERICAL SAFE WORKING PRACTICES
7.01 General Rules for Safety

Tripping hazards such as chairs, waste baskets, cords, etc., shall not be left in aisles.
Desk drawers, file cabinet drawers, and cabinet doors shall not be left open while
unattended. To prevent tipping, not more than one drawer in a filing cabinet shall be open
at a time.
Care shall be used when passing through or closing doors, particularly those with glass
panels. Caution shall be used when entering an area marked “Wet Floors.”
Extension cords, telephone lines, etc., shall not be placed across traveled areas unless
covered with an approved device.
Employees shall limit the number of horizontally stacked publications and materials, on
book shelves: corrective action includes reviewing the materials, discarding the unneeded,
and safely stacking retained materials.
Planters shall not be hung on overhead lights.
Boxes and materials stored on the floor increases the chances of tripping or loss of balance.
Remove such material from areas of circulation, storing until shelves are mounted.
Plants, pictures or any other ornaments placed on top of room dividers or walls shall be
anchored securely.
Utilization of extension cords shall be minimized to be used only as a temporary cord to
avoid electrical fires and/or tripping hazards.
Adequate lighting shall be provided for desks and work areas.
Permanent wiring such as wall switches, convenience outlets, etc., shall be kept in good
repair. Notify a supervisor immediately when such outlets are broken or worn.
Approved type of ladders, step stools or other safe supports shall be used to reach material
on high shelves or at other elevations. (Ladders must meet the requirements set forth in
OSHA 29 CFR 1926.1050.)
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Worn and defective cords and plugs on electrical equipment shall be repaired promptly.
Notify a supervisor when repairs are needed.
Pens, pencils, pins, paper clips, etc., shall not be put in the mouth or left lying on floors.
Employees not physically capable, shall not lift or carry heavy office equipment/supplies
such as computers systems, cabinets or large quantities of paper. Moving carts and tables
shall be used and assistance requested as necessary.
Space heaters are generally prohibited from use. Refer to Queen Anne’s County Standard
Operating Policy 300-607 Space Heater Policy.
—

Plants shall have a second pot placed around its base so as to prevent any leakage. When
watering plants do not over water and promptly dry any spilled water. Do not allow plant
over growth. Plants need to be properly pruned so that they do not reach to the floor or
extend up any walls.
7.02 Chairs
Extreme care shall be taken by persons tilting back in swivel chairs to which they are not
accustomed.
The seats on swivel chairs shall not be raised so high as to contribute to overbalancing.
Spring tension bolts shall be checked regularly. Weak bolts on swivel chairs can break and
cause a person to be thrown with considerable force.
When sitting in chairs, all of the chair legs shall be kept in contact with the floor.
7.03 Fans
Check fans regularly to make sure that the guards are not defective and that blades are
secure.
Fans shall not be placed on low tables, boxes, chairs, etc., or in any location where
individuals might catch their clothing or hands in them.
Accessible fans shall be cover-guarded to prevent injury. There may be loss of ventilating
capacity, but this will be compensated for by eliminating the major cause of fan accidents.
Floor fans shall not be placed in locations where they will present tripping hazards.
Fans shall not be handled until power is turned off and the blades have stopped completely.
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7.04 File Cabinets

Filing cabinets shall be filled from the bottom drawer up or bolted at the back to prevent
overbalance. Filing drawers must be closed unless in immediate use to prevent falling over
an open drawer or lifting on&s head and striking a sharp corner. Desk drawers shall also
be kept closed to eliminate accidents. Heavy materials shall be put in the bottom drawers,
lighter materials in the top drawers.
File cabinets shall be checked periodically for burrs and sharp edges.
File cabinets shall be located so that drawers do not open into aisles.
7.05 Doors and Windows

Every glass door shall have some conspicuous design in paint or decal, about 4
above the floor and centered on the door so that people will not walk into it.

1/2

feet

Solid doors present a hazard when being approached from both sides at the same time,
because one person can be struck when the door opens. Employees shall be aware of this
hazard and approach a solid door in the proper manner, that is, out away from the path of
an opening door. Any door that opens directly into the path of traffic shall be opened
slowly.
Operable windows must open and close freely. Do not force open if window is stuck.

0

8.0 PROTECTIVE EQUIPMENT AND SAFE WORKING PRACTICES

An employee may be injured through absorption, inhalation, injection, noise, or physical
contact. Therefore, the County shall provide protective equipment for the eyes, face, head,
ears and extremities wherever a hazard exists.
Employees shall use personal protective equipment (PPE) whenever a hazard exists or
when directed to do so by a supervisor. When the use of personal protective equipment
has been specified for hazardous work, its use is mandatory as a condition of employment.
Supervisors will be held accountable for employees allowed to work without compliance.
Enforcement can be made easier by educating employees on the reasons for using or
wearing the protective equipment and the possible injuries that can result when the need is
ignored. This equipment shall not be substituted for engineering controls that can
eliminate or minimize hazards.
8.01 Safety Practices

The supervisor shall see that necessary safety equipment, precautionary devices, flags,
signs, barricades and other safety items deemed pertinent to a particular task are available
and in use at all times. Equipment will be operated in a safe manner with regard to
operator safety, employee safety and public safety.
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Any personal protective equipment needed to operate equipment shall be worn such as
hard hats, ear plugs, goggles, shin guards, steel toe shoes, gloves, etc.
Supervisors and foreman will instruct employees in the proper use and operation of
equipment before any employee operates such equipment. Equipment use shall conform to
that stated in the equipment’s Operators Manual.
Any employee operating fuel type equipment will ensure that the proper fuel and/or the
proper mixture of fuel is being used for that specific type of equipment.
Equipment to be used in the field will be started to ensure its proper operation before
leaving the maintenance yard.
Clean equipment; assure it is in proper working condition before each use, after each use
and before storage.
Every employee shall be constantly on the alert to help locate and report any defects or
hazards in connection with County property. Every employee shall report immediately to
the supervisor unsafe conditions found on such premises which involve either our service
or the safety of our employees. Any equipment which appears defective or unsafe shall be
removed from service at once and not used until tested, repaired or replaced.
8.02 Personal Clothing and Accessories While On Duty
Personal clothing of synthetic materials shall not be worn around welding areas or areas
where a flash or spark could ignite such materials. Loose or flapping clothing, including
neckties, scarves and/or jewelry shall not be worn in the proximity of machinery, motors,
engines, etc.
Employees who work with or around electrical circuits which are energized or moving
machinery shall not wear jewelry (i.e. wrist watches, bands, chains, rings, etc.).
Employees shall wear suitable shoes and, in some assignments, safety shoes are required.
Shoes with hard soles shall be used for field work and shop work.
It is the policy of the County to provide approved protective equipment. It is the
responsibility of both supervisors and employees to see that this equipment receives
proper care, is kept available, tested periodically and used when required.
Protective equipment procured and/or used shall fully comply with MOSHA/OSHA
standards.
8.03 Protective Clothing
Individual employees are responsible for wearing clothing that will adequately meet the
safety requirements for the general type of work and conditions assigned. Appropriate
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clothing is required to afford protection from exposure to sun, toxic plants, materials,
weather, bruises and abrasions, etc.
Long trousers are required for operations, maintenance and production work. Sunglasses
are prohibited inside shop areas or poorly illuminated spaces. Wear a life jacket when
working over or near water where safety rails are not provided and the danger of
drowning exists. Employees shall wear clothing suitable to weather conditions and the
work being done. Long shirt sleeves shall be worn rolled down and buttoned at the cuff
when working on or near hazardous equipment.
8.04 Head Protection

Head protective equipment (hard hats) must be worn in areas where there is a possible
danger of head injuries from impact.
Only approved and issued hard hats shall be worn in accordance with MOSHA/OSHA
standards, which states that hard hats must be replaced within the manufacture date
stamped on bill of hat.
Before each use, the wearer shall inspect the hard hat/helmet/headgear for cracks or
punctures which can reduce the degree of protection provided by the equipment.
Protective headgear shall be immediately removed from service and disposed of if found
defective. Protective headgear shall be clearly marked or stamped with the manufacturer’s
name.
The wearer shall inspect the suspension system for evidence of material cracking, tearing,
fraying, or other signs of deterioration, and replace the suspension system immediately if
any of these signs are observed. Suspension systems shall be adjusted so that there is 1 to
1 1/4 inches between the top of the wearer’s head and the helmet. Other hats/caps shall
not be worn under hardhats.
The wearer shall wash a soiled helmet in a cleaner recommended by the manufacturer or in
warm, soapy water.
I-lard hats shall not be painted or defaced in any manner.
Protective caps shall not be reversed with the exception of welders who may reverse their
caps in order to use a welding shield.
8.05 Foot Protection

Employees must wear suitable shoes as required by MOSHA/OSHA standards.
Shoes with loose or excessively worn soles or heels are prohibited.
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Safety shoes have reinforced toes with a cap. The type of protection needed will determine
whether the reinforced toes are made of steel, reinforced plastics, or hard rubber. The
safety shoe can insulate the wearer from heat and cold, be waterproof or chemical
resistant, or provide puncture and instep protection.
Rubber sole shoes or boots do not always provide adequate protection when working on
electrical equipment in wet conditions. The equipment must be de-energized.
8.06 Eye Protection
Goggles, face shields, or safety glasses are required when there is a potential danger from
flying particles, flying objects, heavy dust conditions, extreme glare, or the presence of
gases, fumes and splashing of hazardous liquids.
Eye and face protection used by County employees shall:
A.
B.
C.
D.
E.

Provide adequate protection against the particular hazards for which they
are designed.
Be comfortable, fit properly, and not interfere with the movements of the
wearer.
Be durable.
Be cleaned and disinfected easily.
Be clearly marked to identify the manufacturer.

An employee who wears corrective lenses for normal vision and needs to wear eye
protection must wear spectacles with protective lenses that provide optical correction,
goggles worn over spectacles that do not disturb the way the spectacles fit, or goggles that
have corrective lenses mounted behind the protective lenses.
Safety glasses provide eye protection from flying objects and particles encountered in such
jobs as carpentry, woodworking and grinding. Glasses shall resist impact and have side
shields for additional protection.
Goggles provide adequate protection from hazards such as sparks, dusts, chemical
splashes, and flying objects. They can be worn over corrective lenses or spectacles as long
as they do not disturb the way the spectacles fit.
The face shield protects against chemical or molten metal splashes, heat radiation, light
impact and other hazards. A face shield shall be worn during operations when the entire
face needs protection. If the shield becomes warped or scratched to the point that it
impairs vision, it must be replaced. For increased protection from chemical splashes,
goggles shall be worn under a face shield.
Wearing goggles under a helmet or shield is required to provide maximum protection from
flying particles.
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It is important that goggles and other eye protective safety equipment fit properly and be
kept clean.

(ID

Cracked or broken lenses should be replaced promptly.
8.07 Respiratory Protection
Respiratory equipment protects employees from toxic and abnormal atmospheric
conditions by giving them clean air to breathe. Respirators shall be worn where hazardous
fumes, vapors, and gases are evident or suspected, or when oxygen may be insufficient.
The proper selection of a respiratory device depends on the type of substance encountered
or being used and the current condition of the air. The Self-Contained Breathing Apparatus
(SCBA) allows the user to carry a portable air supply, usually in a compressed air cylinder,
on his back and provides 30 60 minutes of protection. This type of respirator is used
where the atmosphere is immediately dangerous to life or health. The SCBA provides the
highest level of protection when protection is needed for a short time. Self-contained
breathing apparatus should be provided and use is required when such equipment is
necessary to protect the health of the employees from poisonous and suffocating gases.
-

Supervisors must ensure that the respirator provided is suitable for the purpose intended.
Employees required to wear respiratory protection must be fitted properly and must have
passed the required medical evaluation.
Dust masks shall be worn for protection from such airborne particles as dust. For extreme
cases where employees are exposed to large amounts of dust, dirt, paint spray or
chemicals, a cartridge respirator shall be used with the proper cartridge. Respirators shall
be stored in an area accessible to employees that is clean and sanitary to protect the
respirators from heat, sunlight, extreme cold, excessive moisture, and damaging chemicals.

0

8.08 Hand Protection
The type of gloves an employee needs will be determined by the type of work he does. For
light work, a canvas or cotton glove can be used. Leather or leather-reinforced gloves with
metal stitching are required for employees who handle rough or abrasive materials.
Employees must wear rubber, neoprene, or vinyl gloves when handling chemicals or
working around electricity.
Employees shall wear approved work gloves on jobs where gloves will help prevent hand
injuries.
Appropriate hand protection shall be worn when dealing with hazardous or infectious
conditions or substances.
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8.09 Hearing Conservation
Exposure to excessive noise levels can result in hearing loss or damage. The loudness and
the duration of sound determine whether the noise is harmful. Working daily in an area
where there is steady noise greater than 90 decibels (dB) is considered hazardous, and
hearing protection must be worn. Earplugs or earmuffs must be worn by employees who
work at the maximum allowable exposure time and at the maximum sound level. Earplugs,
if properly fitted, inserted, and used, may reduce the noise reaching the ear by 25 30 dB in
the higher, more harmful frequencies. Earplugs have several advantages. They are small,
comfortable when worn for a long time, and suppress noise equally at all frequencies.
Earplugs made of substances other than rubber or plastic shall not be used because they
tend to lose their effectiveness during the workday.
-

Earmuffs surround the entire external ear with a shell to provide a barrier to the sound.
The effectiveness varies with the size, shape, seal, material, shell mass, and the suspension
of the muff. When properly fitted, earmuffs can lower noise by an additional 10 15 dB
more than the earplugs, making them effective against sound levels of 130 135 dB.
Earmuffs are easy to use and may be used by more than one person if the earmuffs are
properly cleaned after each use.
-

-

Protection against the effects of noise exposure should be provided when the sound levels
exceed those shown in the chart below. A detailed explanation and the specific regulations
can be found by referring to the Code of Federal Regulations (29 CFR Ch. XVII Section
1910.95). The Risk Manager shall be consulted when any issue regarding hearing
conservation is in question.
-

PERMISSIBLE NOISE EXPOSURES
Duration Per Day (Hours)
8
6
4
3
2
1½
1
½

Sound Level dBA
Slow Response
90
92
95
97
100
102
105
110

8.10 High Visibility Vest
Reflective vests, brightly colored jackets or shirts shall be provided and worn by signalmen
and others engaged in operations along roadways and/or other hazardous areas.
Reflective vests shall be worn by employees when they are working along the roadways,
around other moving equipment, at the transfer stations and during any hazardous jobs
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where increased visibility may reduce the risk of injury. The supervisor may request them
to be worn at any time.
If you are not sure if you should wear the reflective vest then the vest should be worn.
8.11 Chemicals and Pesticides
Each department will obtain and maintain a Safety Data Sheet (SDS) for each hazardous
chemical substance at the facility of use. Each department must maintain a SDS file. Each
chemical information list and SDS shall be in English and be maintained and made available
according to the guidelines stated in the access to information about hazardous and toxic
substances.
Refer to Section 8.17 Employees Right—To—Know on SDS, chemical information lists and
training.
Personnel assigned to spray pesticides/chemicals will:
A. Receive a training program in respirator use, personal protective equipment
required, pesticide spraying, and a briefing on plant and pest identification.
B. Wear personal protective equipment necessary in their daily pesticide spraying.

8.12 Working Around Machines
Protect long hair by a hat, cap, net, etc.
Use rubber or other nonskid material on the floor around machines.
Be familiar with the machine and its safety precautions before operation.
Operate machinery according to instructions.
Make sure guards are in place before starting the machine.
Never reach through, over, around, or under a machine in motion.
When stopping a machine, never attempt to brake it by hand or use any makeshift braking
device.
Turn off defective machines at once, and report them to a supervisor. Do not try to operate
them.
Do not try to repair any machine unless qualified and authorized to do so.
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Never try to repair any machine unless it is turned off and either locked or disconnected
from its power source.
Use only designated safety solvent to clean machine parts.
8.13 Mowing
Employees using mowers shall wear steel-toed safety shoes, safety goggles and hearing
protection. Centrifugal type mowers shall be equipped with effective guards both front and
back. In using the mowers employees shall:
A. Prior to mowing, remove, to the extent possible, pieces of stone, brick, iron, blocks of
wood, metal cans, glass or other objects which may damage the mower when in use or
cause injury either to the operator or a bystander if struck by a flying object. Keep
unauthorized people well away when operating mower.
B. Use care in mowing around slopes so that the mower will not overturn. Keep hands and
feet away from rotating blades. Do not pull mower backward to cut grass.
C. When inspecting or maintaining this equipment make sure the mower has stopped
rotating completely and take necessary precautions to prevent restarting. Use a sharp
well-balanced cutting blade and tighten parts as necessary. Inspect regularly and lubricate
as necessary. Do not refuel when running mower and use caution when motor is hot.
8.14 Hand and Power Tool Safety
The use of hand and power tools increases the potential number and types of hazards to an
employee. Misusing or using damaged tools may result in disabling injuries such as loss of
sight, severed fingers, broken bones, puncture wounds, or electrical shocks. When working
with hand and power tools, the following safety procedures shall be followed:
Tools must be of good grade, maintained in proper working condition and subject to
inspection at any time. Responsibility for the maintenance of a high safety standard of tools
and equipment rests with the supervisor directly in charge.
Each employee shall use the correct tool suitable for the job. Employees shall use hand
tools properly and should avoid awkward positions which may cause strain or possible
injury.
Tools must be kept in a proper place when not in use (on tool boards, racks or in boxes).
They must not be placed on ladders or elevated places where they might fall.
When using wrenches or other hand tools, pull towards you whenever possible, as opposed
to pushing the tool.
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Before use, inspect tools to ensure that wooden handles are not cracked or splintered, that
tools are properly oiled, if necessary, and are in good operating condition.
While in the field, store tools not in use so as to prevent tripping hazards and to prevent
leaving the tool on the job site.
Inspect tools after use for possible damage, clean and store properly.
Do not try to work with cutting tools that are dull.
Make sure that the heads of hammers, axes, and picks are tight.
Do not hammer chisels and bits that have mushroomed. Have the end reshaped.
Carry axes at the side of the body, edge facing out. Do not carry on the shoulder.
When doing overhead work, secure tools that are not in use.
Do not throw or drop tools to other employees.
Wear shatterproof clear goggles when using chisels, punches and wedges. Be sure the area
is cleared of other persons before using such a tool.
ELECTRIC TOOLS AND SHOP MACHINERY shall not be used until employee has received
careful instructions in their safe, proper use. It is the duty of each employee to see that the
tools and equipment used are maintained in a safe operating condition.
Portable power tools must be properly grounded. Grounding shall be accomplished by use
of a separate ground conductor attached to the equipment frame and then to a polarized
plug and receptacle, or the equipment housing shall be double insulated by the
manufacturer. Portable electric drills, grinders, saws, etc., shall not be handed to another
employee until the equipment has stopped rotating.
Power tools must conform to the National Electric Code which states that:
Ground-Fault Circuit-Interrupters (GFCI)—125-volt, single-phase, 15- and 20-ampere
receptacle outlets that are not a part of the permanent wiring of the building or structure
and that are in use by personnel should have ground-fault circuit-interrupter protection for
personnel. If a receptacle or receptacles are installed as a part of the permanent wiring of
the building or structure and used for temporary electric power, GFCI protection for
personnel should be provided.
No electrical equipment will be used where a potential shock hazard exists, specifically,
around standing water or wet grass.
PNEUMATIC POWER TOOLS shall be attached to the hose or whip by some positive means
to prevent the tools from becoming accidentally disconnected. Safety clips or retainers
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shall be securely installed and maintained on pneumatic impact (percussion) tools to
prevent attachments from being accidentally expelled. The use of hoses for hoisting or
lowering tools is prohibited. Hoses exceeding 1/2 inch inside diameter shall have a safety
device at the source of supply or branch line to reduce pressure in case of hose failure.
When changing or adjusting air tools shut off the air.
8.15 Ladders
Do not use anything but OSHA approved ladders for climbing.
Set up ladders so that the distance from the feet to the wall is approximately a quarter the
height of the ladder.
Extend ladders at least three feet beyond the object they are resting upon.
Do not work above the third rung from the top of a straight ladder or the second step from
the top of a step ladder.
Do not try to work at more than an arm’s length from each side of the ladder; relocate the
ladder.
In climbing up or down ladders, always face the ladder and grasp the rails or the rungs
firmly.
Do not place ladders in blind corners or in front of unlocked and unguarded closed doors.
Do not use metal ladders near electric wires or equipment.
Ladders must be inspected regularly for defects (broken or bent steps, rungs, or rails). If a
ladder is dropped, it must be inspected at once, and if defective, taken out of service, and
either repaired at once or destroyed, as the supervisor decides. DO NOT USE.
Do not paint wooden ladders. Paint may hide defects.
Supply firm footing for the ladder.
Only one employee shall work on a ladder at one time, with the following exception:
Two employees may work on a ladder if it is placed in a vertical position and is
properly secured, and both employees do not stand on the same rung.
8.16 Scaffolds
Scaffolds must conform to OSHA 1926.451. Refer to this section for the most current
regulations.

V
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Inspect the scaffold before mounting. It shall be sturdy, free of knotty or defective planks,
level and solidly positioned.

(D

Keep the scaffold free of scraps, loose tools, or tangled lines.
Follow the manufacturer’s instructions when assembling.
Lock and block wheels before climbing. Never ride a rolling scaffold.
Prior to use, check pulleys, blocks, hooks, fittings, and ropes on swinging scaffolds to
ensure proper operating conditions.
8.17 Employees Right To Know

Maryland Occupational Safety and Health (MOSH) in conjunction with the federal Occupational
Safety & Health Administration (OSHA) requires public employers to provide their employees
with information regarding hazardous chemicals to which employees may be exposed in their
workplace. For more information in these requirements, refer to the County’s Hazard
Communication Program Policy.
8.18 Cold Weather Guidelines

Cold Weather Safety
Cold weather safety should be of concern to those who work outdoors during the winter
months. According to the National Safety Council, knowing how to recognize, prevent and
field treat frostbite and hypothermia might protect an employee’s well-being over winter.
Frostbite is the actual freezing of a part of the body due to exposure to temperatures below
freezing. It is common on the face, hands and feet, and its onset may be signaled by a
tingling sensation in the affected area. The first external sign is the appearance of white
waxy spots on the face. Early detection of these spots can minimize tissue damage. The
hands and feet present a more difficult problem, but, if hands and feet have been feeling the
effects of the cold and then suddenly stop hurting—investigate. Chances are it is frostbite.
Frostbite can be prevented by implementing some easy safety measures. The National
Safety Council suggests face and head protection with a wool stocking cap pulled down to
cover ears and the nape of the neck. Since wool is not windproof, additional head and face
protection, such as a face mask, is necessary on extremely cold windy days. In dry cold,
wear windproof leather or nylon mittens or gloves, and, in wet cold, use waterproof
insulated vinyl-coated gloves. Always carry a spare pair of gloves. Do not let hands get wet
with gasoline, kerosene, alcohol or any other fluid which freezes below 300 F. These fluids
will cause instant frostbite in sub-zero temperatures. Also, remember to wear boots that
are roomy enough to permit movement of toes with no feeling of tightness. If light frostbite
is suspected, there are immediate measures that can be taken:

C

A) Cover face with warm hands until the pain returns.
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B) Fingers are best heated by placing them under the opposite armpit next to bare
skin.
C) Place bare feet under the clothing of a friend. Do not try massaging, exposure to
open fires, heat from vehicle mufflers, cold water soaks, immersion in petroleum
liquids or rubbing with snow.
For treatment of deep frostbite, try to get to a medical facility as soon as possible instead of
treating it in the field. Thawing of deep frostbite in the field increases pain, invites infection
and, possibly, the onset of gangrene.
Hypothermia is a subtle, insidious killer: the loss of heat from the body’s vital inner core.
The condition results when the loss of body heat is greater than body heat production. The
National Safety Council points out that people can lose body heat in many ways, including:
A) Sitting on snow or on cold vehicles or becoming wet from rain or sweat;
B) Uncovered areas of the skin surface, especially the head and neck, can suffer heat
loss;
C) A certain amount of heat is lost through the evaporation of sweat from the skin.
Hypothermia can be prevented by wearing protective clothing. Eat three well balanced
meals a day, drink plenty of fluids, and work at a slow but steady pace.
Symptoms of hypothermia may include mild depression, lack of enthusiasm for simple
tasks, inability to concentrate, fatigue, difficulty in walking, violent shivering, staggering
and falling. To treat hypothermia in the field, try to reduce heat loss by replacing wet
clothing, drinking warm, non-alcoholic beverages, and seeking shelter from wind, wetness
and cold. Working safely during winter is possible if by taking precautions against the cold,
wind and snow.
Winter Weather Warnings:
Being familiar with terminology used by the Weather Service to help know what to expect
when weather warnings are issued. The following terms are used frequently in winter
weather releases:
A) Freezing Rain: Rain that freezes when it hits the ground, creating a coating of ice on
roads, walkways, trees and power lines.
B) Sleet: Rain that turns to ice pellets before reaching the ground. Sleet also causes
moisture on roads to freeze and become slippery.
C) Wind Chill: Windchill is the temperature it “feels like” when you are outside. The
NWS provides a Windchill Chart to show the difference between air temperature and the
perceived temperature and the amount of time until frostbite occurs. For more
ii S .iia. \ kItl/\\ lidciu I.
information, visit: \:\\
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D) Winter Weather: Winter weather conditions are expected to cause significant
inconveniences and may be hazardous. When caution is used, these situations should not
be life threatening. The NWS issues a winter weather advisory when conditions are
expected to cause significant inconveniences that may be hazardous. If caution is used,
these situations should not be life-threatening.
E) Winter Storm Warning: A winter storm is occurring or will soon occur in your area.
F) Frost/Freeze Warning: Below freezing temperatures are expected.
G) Winter Storm Watch: A winter storm is possible in your area. Tune in to NOAA
Weather Radio, commercial radio, or television for more information. The NWS issues a
winter storm watch when severe winter conditions, such as heavy snow and/or ice, may
affect your area but the location and timing are still uncertain. A winter storm watch is
issued 12 to 36 hours in advance of a potential severe storm. Tune in to NOAA Weather
Radio, local radio, TV, or other news sources for more information. Monitor alerts, check
your emergency supplies, and gather any items you may need if you lose power.
H) Blizzard Warning: Sustained winds or frequent gusts to 35 miles per hour or greater
and considerable amounts of falling or blowing snow (reducing visibility to less than a
quarter mile) are expected to prevail for a period of three hours or longer.
8.19 Heat Stress Management
Supervisors of employees should be responsible for initiating a Heat Stress Management
Program for their respective employees where work is performed in temperatures above
80 °F or where impermeable protective clothing (e.g. Tyvek coveralls) is worn in
temperatures above 50° F.
The Heat Stress Management Program should include the following:
A) Training for those employees affected which, at a minimum, will include a review
of the symptoms, methods of prevention, and appropriate first aid for the various
types of heat stress.
B) Exposed employees will have a sufficient quantity of potable water available for
drinking. Employees who do not have a fixed drinking water source in near
proximity to their work place must have potable drinking water.
1) An employee may require replacement of as much as two gallons of water
per eight-hour shift.
2) Sport liquids, such as Gatorade, or other equivalent replacement liquids,
can also be made available as a supplement to water for heat exposed
employees.
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C) The supervisor must provide for new employees or not previously exposed
employees to acclimate gradually to working in ‘hot environments.H
1) Most methods of acclimatization require that employees be exposed
gradually to greater periods of time in the heat.
2) Unacclimated employees should not be expected to complete their
assigned duties in the same period or at the same rate as those who have
“adjusted” to the heat. Allowance for this reduction will increase with both
temperature and humidity.
3) One alternative to the reduced capacity/rate of unacclimated workers is to
increase the number of people assigned to the job until the employees have
acclimated or heat stress is reduced.
D) The supervisor must develop a method of scheduling sufficient breaks between
work periods.
1) Acclimated employees in hot environments will require periodic rest
periods to prevent heat stress. Scheduled breaks will ensure that employees
do not lose track of cooling periods and are able to take time to replace lost
water.
2) Generally, acclimated employees working at temperatures above 80° F, or
50° F for employees wearing impermeable protective clothing will be able to
continue their normal work schedule, taking breaks as experience dictates.
3) When temperatures exceed 90° F, employees’ awareness of the risks of
heat stress should be increased. Daily reminders should be implemented to
ensure that employees are taking appropriate precautions.
F) Familiarize yourself with these terms to help identify an extreme heat hazard:
•
•

•

•

Heat Wave Prolonged period of excessive heat, often combined with excessive
humidity.
Heat Index A number in degrees Fahrenheit (F) that tells how hot it feels when relative
humidity is added to the air temperature. Exposure to full sunshine can increase the heat
index by 15 degrees.
Heat Cramps Muscular pains and spasms due to heavy exertion. Although heat cramps
are the least severe, they are often the first signal that the body is having trouble with the
heat.
Heat Exhaustion Typically occurs when people exercise heavily or work in a hot,
humid place where body fluids are lost through heavy sweating. Blood flow to the skin
increases, causing blood flow to decrease to the vital organs. This results in a form of
mild shock. If not treated, the victim’s condition will worsen. Body temperature will keep
rising and the victim may suffer heat stroke.
-

-

-

-
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•

•
•
•
•

Heat Stroke A life-threatening condition. The victims temperature control system,
which produces sweating to cool the body, stops working. The body temperature can rise
so high that brain damage and death may result if the body is not cooled quickly.
Sun Stroke Another term for heat stroke.
Excessive Heat Watch Conditions are favorable for an excessive heat event to meet or
exceed local Excessive Heat Warning criteria in the next 24 to 72 hours.
Excessive Heat Warning Heat Index values are forecast to meet or exceed locally
defined warning criteria for at least 2 days (daytime highs=105-1 100 Fahrenheit).
Heat Advisory Heat Index values are forecast to meet locally defined advisory criteria
for ito 2 days (daytime highs=l00-105° Fahrenheit).
-

-

-

-

-

9.0 VEHICLE AND DRIVER POLICY
9.01 Objective, Scope and Responsibilities
The County Commissioners have a sincere concern for the welfare and safety of County

employees and the public it serves. We acknowledge our obligation, as an employer, to
provide the safest possible working conditions for employees and as a government service
organization, to provide a safe environment for the public that we serve.
To reach the goal of a vehicle accident-free work force, County management and
supervisory personnel must provide leadership and adequate supervision, job training,
vehicle safety instructions, vehicle maintenance and inspection, and secure prompt medical
care if the need arises. Most accidents are preventable. Employees are expected to
cooperate, develop and maintain an effective vehicle safety program within their respective
departments.
Employees of Queen Anne’s County are charged with the responsibility of cooperating with
and supporting vehicle safety awareness.
9.02 Administration and Coordination

The overall administration and coordination of the Vehicle Use Policy will be the
responsibility of the Risk Manager.
A) The Risk Manger will periodically review the Vehicle Use Policy and make
recommendations to the Director of Human Resources. This report should consist
of accidents with personal injuries; accidents without personal injuries; awards
program, defensive driver program; alcohol and drug testing, including cost,
training, etc.; and any other information deemed pertinent.
B) Maintenance and inspection programs are the responsibility of the Department
of Public Works and the Department of Parks & Recreation.

C
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C) Records of vehicles relating to inspections, safety equipment, maintenance,
mileage, etc., is the responsibility of the Department of Public Works and the
Department of Parks & Recreation.
D) The Department of Human Resources is responsible for maintaining copies of
employee records relating to awards, counseling, training, disciplinary actions, and
any other information deemed appropriate.
9.03 Information Requirements
County departments/agencies are required to maintain the following with regard to the
County Vehicle Use Policy:
A) List of approved operators and the equipment which they are approved to
operate.
B) Number and type of vehicle accidents and moving violations.
C) Vehicle assignment and purchase of vehicles.
D) Names of employees who have completed the Defensive Driving Training.
9.04 Marking of County Vehicles
A) Demarcation of vehicles will be in accordance with the Vehicle and Equipment
Identification Policy.
B) Employees shall not modify County vehicles in any manner.
C) Regular and routine maintenance will be the responsibility of the using
department/agency.
9.05 Disciplinary Actions
A) Notification of violations, convictions, incidents or accidents by the employee or
through the Computerized Flagging System will be handled by the Department of
Human Resources and the respective Department based on the severity of the
violations, convictions, incidents or accidents in accordance with the Queen Anne’s
County Human Resource Ordinance disciplinary procedures. The Department may
refer violations, incidents or accidents to Risk Manager or Safety Committee to
determine preventable or non-preventable.
B) An unacceptable driving record may result in termination for those positions
requiring a valid driver’s license. The Director of Human Resources should insure
that any discipline is consistently applied throughout the County based on the
nature and circumstances of the driving infraction and the employee’s past
performance.
C) The authorization to operate a motor vehicle is subject to management approval
by Queen Anne’s County. The possession of an acceptable motor vehicle
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record/accident history does not constitute a guarantee of continued vehicle
operator status/employment.
9.06 Driver’s Safety Training and Education
A) Annual Safe Driving Course
1) It is in the best interest of employees to complete a Defensive Driving
Course within one (1) year or at the first time the County offers such training.
2) Employees required to maintain a valid drivers license, may be asked to
attend a Defensive Driving Course every three (3) years.
9.07 Motor Vehicle and Safety Work Practices
General Safety Rules
Employees driving County vehicles are responsible for the safe use of the
vehicle. Employees must operate vehicles in a safe, courteous manner to
prevent property damage and injury to themselves and others. Department
Heads are responsible for enforcing the general safety rules.
Seat Belt Rules
A. Occupants of County-owned vehicles, or any vehicle used on County
business, must wear seat belts, when provided. “County business” means any
job-related duty while being paid or reimbursed by Queen Anne’s County.
This includes business travel during non-work hours.
B. Wearing seat belts means properly using the complete safety belt system
available in the vehicle which includes tractors.
C. County vehicles with defective safety belt systems may not be used until
repaired. Employees must report defective vehicles to their supervisor.
General Rules and Principles Applying To Vehicle Operators
Employees Must:
A. Concentrate while driving.
B. Stay Alert
C. Keep informed of current State motor vehicle laws and be personally
responsible for complying with the laws.
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D. Drive defensively.
E. When involved in an accident, notify the police, insist that a police accident
report be filed and immediately notify a supervisor of the accident, no matter
how minor.
F. Any operator charged with a traffic law violation while driving any County
vehicle shall notify his/her supervisor immediately.
G. Ensure the safety of passengers. This includes boarding and leaving the
vehicles.
H. If an employee feels fatigued or incapable of safely operating a motor
vehicle, he/she must request relief from a supervisor.
I. DO NOT OPERATE COUNTY VEHICLES UNDER THE INFLUENCE OF
ALCOHOL, ILLEGAL DRUGS, OR MISUSED PRESCRIPTION DRUGS. THIS IS
STRICTLY FORBIDDEN AND WILL RESULT IN TERMINATION.

J. Employees must ride only on the vehicle seats provided and not ride on
loose materials or equipment carried on trucks. Riding on truck tailgates is
also prohibited.
K. Ignition systems must be turned off and no smoking/no cell phone use is
permitted while refueling.
L. Follow the County’s preventive maintenance schedule.
M. Avoid conditions or practices that interfere with the normal skill and
judgment as a driver.
N. Observe traffic conditions before opening vehicle doors.
0. Drivers must see that required flags, placards, and lights are properly
placed on loads.
P. No mobile equipment shall be towed by County vehicles without the use of
an approved tow bar and safety chains. This will not apply to the towing of a
disabled power-driven vehicle to clear a street or highway. The tow bar on
rear of trucks must not be used as a step.

Q. Smoking/tobacco use in County vehicles is prohibited at all times.
R. Operators of any vehicle one ton or larger will complete and document a
pre-trip inspection in a driver’s vehicle inspection report, at the beginning of
each shift.
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S. Operators of equipment will complete and document a pre-trip inspection
in a driver’s vehicle inspection report, at the beginning of each shift as
specified by federal codes 392.7, 396.11 and 396.13. Equipment is defined as,
but not limited to; tractors, bobcats, backhoes, self propelled mowers, dozers,
loaders, excavators, graders, gradalls, forklifts, etc.
T. Supervisors should perform a regular inspection of equipment using a
single driver’s vehicle inspection report for trucks and for equipment within
their realm of supervision.
U. The Department of Public Works and Department of Parks & Recreation as
applicable will be solely responsible for complying with federal motor carrier
regulations 49 CFR 396. This regulation mandates a documented annual
vehicle inspection report for vehicles weighing 10,001 lbs or more.
Car and Truck Operation
A. When leaving a vehicle, the operator shall follow these procedures:
1. Stop the engine and remove the ignition keys.
2. Turn off the lights.
3. Lock doors and roll up windows when leaving vehicle unattended.
B. The driver of a vehicle shall be courteous towards other operators and
pedestrians. Employees shall operate vehicles in a safe manner and shall
yield the right-of-way to pedestrians and other vehicles when failure to do so
might endanger any person or another vehicle.
C. The driver shall stay a sufficient distance behind when following another
vehicle utilizing the “second rule” as dictated by the National Safety Council’s
defensive driving course, so he/she can safely stop the vehicle in the clear
distance ahead. He/she shall reduce speed on corners and curves so that the
vehicle can be brought to a safe stop within the range of vision.
Stopping On Highway
If possible stopping on the highway shall be avoided. When it is absolutely
necessary to stop on the highway, extreme caution shall be used. Warning
lights, head lights and emergency signals shall be activated.
1. Rotating beacon shall be used, if vehicle is so equipped.
2. Head lights, tail lights and emergency flashers shall be used.
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3. Pull completely to the right side of the paved portion of the
roadway or completely over as close to ditch line as possible.
Visibility
While driving, it is recommended to have the driving lights on County
vehicles.
During periods of poor visibility, employees operating County owned
vehicles shall operate vehicles with the vehicle headlights on.
When the driver has to activate the windshield wipers, he should also turn on
the headlights.
9.10 Safety Equipment
The following safety equipment should be maintained in each County vehicle:
A. One (1) fire extinguisher in trucks & emergency vehicles
B. One (1) first aid kit
C. One (1) reflector kit consisting of three (3) triangles will be carried in trucks
D. One (1) Accident Reporting Kit (LGIT)
E. Vehicle registration
F. LGIT Self-Insurance Certificate
It is the responsibility of the Department to which the vehicle is assigned to
purchase the recommended equipment.
It is the responsibility of the operator to make sure that the above items are in the
vehicle and they should make sure that the equipment is in working order.
It is the responsibility of the Department that has ownership of the vehicle to
replace any missing or defective items.
9.11 Vehicle Accident Reporting Procedures
Accidents/injuries must be immediately documented on a Vehicle Accident Report form
by the close of the business day and should be signed by the Director of that department. A
copy of the Vehicle Accident Report must be provided to the Risk Manager.
A) Personal Injury
1) Following any accident which occurs while driving a County-owned vehicle, drivers are
required to notify:
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a) Their immediate Supervisor. The supervisor will notify the Department Head and
shall ensure that the Risk Manager is notified. The Supervisor/designee shall report
to the scene as soon as notifications have been made.
b) Contact law enforcement to report the accident and complete an accident report.
2) Ifa driver alleges an injury and is unable to call, his immediate supervisor will be
responsible for completing accident reports.
3) An individual of supervisory capacity shall immediately contact the Department of
Human Resources at 410-758-4406 and speak with the Risk Manager or the Director of
Human Resources. If the accident occurs after normal business hours the Risk Manager
shall be notified by his cell phone or any other means necessary for prompt notification.
c) Reports should be reviewed by the respective department or designee prior to
forwarding on to:
Queen Anne’s County
Department of Human Resources
Attn: Risk Manger
107 North Liberty Street
Centreville, MD 21617
4) The Risk Manager/designee shall be informed of all serious personal injury accidents
immediately and other personal injury accidents as soon as possible but no later than 24
hours. The Risk Manager shall be informed of property damage accidents as soon as
possible but no later than 48 hours. Vehicle Accident Reports may be faxed or emailed to
the Department of Human Resources Attn: Risk Manager at 410-758-6913 or by email.
5) The Risk Manager shall notify LGIT as soon as the Accident Report has been received.
B) Property Damage
1) Following any accident which occurs while driving a County-owned vehicle,
drivers are required to notify law enforcement and request they respond to the
scene.
2) PRINT or type the required information on the Vehicle Accident Report form
3) In cases involving property damage, the applicable General Liability form should
be completed.
C) Vehicle Accident Reporting Kit
A Vehicle Accident Reporting Kit will be in County vehicles and will consist of the
fol 1 owing:
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Vehicle Accident Report forms and General Liability Report Accident site
diagrams
10.0 FIRST AID
10.01 First Aid Kits
Adequate first aid materials must be available within work locations and vehicles.
Department Directors, Managers and Supervisors are responsible for ensuring
adequate first aid kits are available and maintained in proper condition at all times.
When determining the adequacy of a first aid kit, such factors as job tasks
performed by employees, the number of persons in a work area, visiting members of
the public, the location the first aid kit serves, as well as other relevant factors
should be considered.
10.02 First Aid Training
Employees are encouraged to be trained in first aid. Training should be conducted by
certified Instructor for American Heart Association, American Red Cross, or American
Safety and Health Institute in accordance with current standards.
10.03 Cardiopulmonary Resuscitation (CPR) Training
Employees are encouraged to be trained in CPR. Training should be held by certified
American Heart Association, American Red Cross or American Safety and Health Institute
in accordance with current standards.
10.04 Administering First Aid
Because accidents and sudden illnesses are common and often extremely serious,
employees should immediately contact 9-1-1 for emergency medical personnel to respond
to the scene. Employees, during life threatening situations, should attempt to render aid if,
under the circumstances, the employee determines, that the employee is able to render
such aid in a reasonably prudent manner as noted below.
Maryland’s Good Samaritan Law.
MARYLAND’S GOOD SAMARITAN LAW
ARTICLE 43 SECTION 132
ANNOTATED CODE OF MARYLAND
FOR THE PURPOSE OF PROVIDING FOR CERTAIN IMMUNITY FROM CIVIL DAMAGES, THE PHYSICIANS, NURSES,
MEMBERS OF FIRE DEPARTMENTS OR AMBULANCE AND RESCUE SQUADS, LAW ENFORCEMENT OFFICERS, AND
OTHER PERSONS AND ORGANIZATIONS
PROVIDING EMERGENCY MEDICAL SERVICE OR CARE. (A) A PERSON LICENSED BY THE STATE OF MARYLAND TO
PROVIDE MEDICAL CARE, WHO RENDERS MEDICAL CARE, OR ASSISTANCE FOR WHICH HE CHARGES NO FEE OR
COMPENSATION: (1) IN TRANSIT TO MEDICAL FACILITIES; OR (2) THROUGH COMMUNICATIONS WITH PERSONNEL
RENDERING EMERGENCY ASSISTANCE IS NOT LIABLE FOR ANY CIVIL DAMAGES AS THE RESULT OF ANY
PROFESSIONAL ACT OR OMISSION BY HIM NOT AMOUNTING TO GROSS NEGLIGENCE. (B) A MEMBER OF ANY STATE,
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COUNTY, MUNICIPAL OR VOLUNTEER FIRE DEPARTMENT, AMBULANCE AND RESCUE SQUAD, OR THE NATIONAL SKI
PATROL SYSTEM, OR LAW ENFORCEMENT AGENCY WHO HAS COMPLETED AN AMERICAN RED CROSS COURSE IN
ADVANCED FIRST AID OR ITS EQUIVALENT AND POSSESSES A CURRENT CARD INDICATING THAT STATUS AS
DETERMINED BY THE SECRETARY OF HEALTH AND MENTAL HYGIENE, OR IS CERTIFIED BY THE STATE OF MARYLAND
AS AN EMERGENCY MEDICAL TECHNICIAN HAS THE SAME IMMUNITY PROVIDED IN SUBSECTION (A). A VOLUNTEER
FIRE DEPARTMENT OR AMBULANCE AND RESCUE SQUAD HAS THE SAME IMMUNITY AS ITS MEMBERS. (C) MEMBERS
AND EMPLOYEES OF FEDERAL, STATE, COUNTY, OR CITY GOVERNMENTS, HOSPITALS, EMERGENCY MEDICAL SERVICE
COUNCILS AND AGENCIES WHICH OPERATE AS NONPROFIT GROUPS THAT PROVIDE SUPPORT TO THE EMERGENCY
MEDICAL SYSTEM THROUGH THE PROVISION OF CARE, EQUIPMENT, FACILITIES, OR CONSULTANT SUPPORT WITHOUT
CHARGING THE EMERGENCY VICTIM A FEE FOR THE SERVICE PROVIDED ARE NOT LIABLE FOR ANY CIVIL DAMAGES
RESULTING FROM ACTS OR OMISSIONS NOT AMOUNTING TO GROSS NEGLIGENCE, (D) A PERSON NOT INCLUDED IN
THE ABOVE CATEGORIES, WHO WITHOUT COMPENSATION RENDERS EMERGENCY ASSISTANCE AT THE SCENE OF AN
EMERGENCY, IS NOT LIABLE FOR ACTS COMMITTED OR OMITTED, PROVIDED THE PERSON RENDERING THE AID ACTS
IN A REASONABLY PRUDENT MANNER AND RELINQUISHES DIRECTION OF CARE OF THE INJURED PERSON WHEN A
PERSON LICENSED OR CERTIFIED BY THE STATE OF MARYLAND TO PROVIDE MEDICAL CARE OR SERVICES IS IN A
POSITION TO ASSUME RESPONSIBILITY FOR CARE OF THE INJURED PERSON.

11.0 ACCIDENT REPORTS
11.01 Job Related Injury

In the event of an on-the-job accident with personal injury, supervisors and/or coworkers
will obtain prompt medical treatment. Supervisors will conduct an investigation
immediately. The following forms must be filled out and submitted to the Risk Manager
according to the procedures outlined in the Work Related Injury or Illness Policy. Employee
Injury or Illness Report and the Supervisors Investigation Report to be completed by the
injured employee and respective supervisor.
11.02 Vehicular Accident Report
Vehicle accidents must be reported on the Vehicle Accident Report form. The report must
be filled out completely by the individual(s) involved and their immediate supervisor. It is
important that employees follow vehicular accident reporting directions outlined in section
9.11 Vehicle Accident Reporting Procedures.
11.03 General Liability Accident Report

Every actual or potential general liability accident must be reported to the Risk Manager
who will report it to the Local Government Insurance Trust (LGIT) immediately after the
incident occurs or is made known. The General Liability Accident Report form should be
used for both personal (bodily) injury and property damage claims. To report general
liability accidents, employees must follow guidelines as outlined below and reflected on the
back of the General Liability Accident Report form.
General Liability Reporting Procedures: non-vehicular occurrences resulting in property
damage, personal injury to non-employees, claims against public officials or Office of the
Sheriff should be reported on the General Liability Report. When completing the report, be
certain to use the word “alleges” when not sure of the validity of the claim. Reports should
be complete, reviewed by the respective Department Head or designee and submitted
within 24 hours to the Risk Manager. (Note: the Entity Name is Queen Anne’s County, the
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report must be signed by a County employee and any statements or signatures from
claimants should be on an attached separate sheet of paper.)
12.0 INSPECTIONS
In order for the Risk Management and Safety Program to be effective, it must provide for
the regular inspection of work sites. It is the responsibility of the Risk Manager to conduct
safety inspections of County work sites. Inspections are important as they serve to:
A. Identify safety and health hazards before accidents occur.
B. Stimulate interest and encourage active participation in the Risk Management
and Safety Program through personal contact between the inspector and individuals
on the job. Employees are frequently able to point out unsafe conditions that might
otherwise go uncorrected.
C. Determine necessary changes in the Program, e.g., revisions to procedures,
changes in the training program, and improvement in supervisory practices.
12.01 Types of Inspections
The following inspections are carried out under the Risk Management and Safety Program.
A. Safety Audit: Regular inspections that are to be conducted according to Section
2.04, by the Risk Manager at work sites. There purpose is to determine whether the
County is providing a safe and healthful place of employment in compliance with the
MOSHA Law, and the Risk Management and Safety Manual, and whether County
employees are performing their duties in a safe manner.
B. General Inspections: It is the responsibility of the Department Head or designee,
to perform regular inspections and document unresolved safety hazards and
develop a plan of corrective action.
C. Special Inspections: Special inspections are limited in scope, and conducted for a
special purpose, or in special areas. Examples of situations requiring special
inspections are: Changes in working conditions, e.g., occupancy of new buildings,
use of new or different equipment, and assignment of new activities; in response to
a report of a safety or health hazard; as a part of special campaign such as Fire
Prevention Week; in the course of an accident investigation; and as a follow-up to a
previous inspection. Special inspections may be conducted by the Risk Manager,
supervisors, and representatives of management.
D. In the event of a safety hazard, an employee shall immediately notify both the
individual in charge and any employees whom they consider to be in imminent
danger, and shall request that they be removed from the area. The Risk Manager, if
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necessary, shall have the authority either to remove employees or suspend
operations.
E. Employees shall assist in eliminating the danger, although the ultimate
responsibility for this lies with the Department Head/designee.
F. The employee shall remain at the establishment or area until the danger has been
eliminated, either by removal of the hazard or suspension of operations. When the
Risk Manager or a supervisor notes an imminent danger violation at a construction
or maintenance site manned by a private contractor, they shall call it to the
attention of the nearest construction supervisor and request that the work be
suspended until the alleged violation has been corrected. If the supervisor refuses,
the Risk Manager shall inform the Department Head of the alleged violation. The
following action shall be taken:
1. Review the alleged violation, and, if they concur, again request the
contractor’s supervisor to suspend operations until the hazard has been
eliminated.
2. If the supervisor again refuses, the Department Head or the Risk Manager
shall report the alleged violation to the Human Resources Director, who may
contact the appropriate Regional Office of the Division of Labor and Industry
(MOSHA), which will dispatch an agent to the site.
12.02 Safety Inspection Guidelines

Safety inspections shall be performed on a schedule that will be convenient to the
Department Head. Individuals within the department shall fully cooperate with the
inspection to ensure that all areas are covered and hazards are itemized. Those conducting
a safety inspection shall utilize check lists appropriate for each area being inspected and
emphasis shall be placed on standards established by the department.
Emphasis will be placed upon the condition of the facility. Equipment and machines as well
as implementation of the overall safety program such as:
A. Good housekeeping.
B. Use of personal protective equipment.
C. Compliance with safety rules and regulations.
D. Qualification of drivers and condition of vehicles.
E. Condition of ground ladders.
F. Proper maintenance of electrical equipment.
G. Proper guarding of open pits, ditches, tanks, etc.
H. Proper storage of fluids
I. Fire extinguisher, first aid kits and emergency lighting.
J. Condition of power and hand tools.
K. Proper guarding of power equipment and machines.
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L. Excessive noise levels.
M. Excessive dust levels.
Supervisors shall inform employees of any unsafe conditions that cannot be immediately
corrected and ensure that necessary precautions are taken to prevent accidents.
Corrections requiring special monetary funds or those beyond control of the department
should be presented to the Department Head for resolution.
NOTE: The Risk Manager is charged with the responsibility to note any deficiencies that
exist, document those deficiencies, and recommend the necessary corrective action. Should
a situation arise whereby the Department Head determines that the corrective action is not
warranted, not cost effective, or funding is not available, the final determination will be
made by the County Administrator.
12.03 Record keeping
Upon completion of an inspection, a brief memorandum reporting the inspection arid any
pertinent information shall be forwarded to the Risk Manager.
Inspection reports shall show the following:
A. Date of inspection.
B. Inspector’s name(s).
C. List of deficiencies discovered.
D. Recommendations for correction of deficiencies.
A copy of the report is sent to the Department Head.
12.04 Notice of Safety Violation
The Risk Manager, making inspections under the Risk Management and Safety Program,
reports inspections with a brief memo to the Department Head. Notices shall be used to
EDUCATE and EVALUATE County personnel.
12.05 Job Safety Analysis for Hazardous Work
To eliminate accidents in high hazard areas, it is mandatory that each supervisor
thoroughly checkout his workers on the hazards that exist and ensure that they understand
the methods of doing each job safely when such hazards cannot be eliminated. Relying on
memory alone during the instruction of an employee is assurance that some important
items will be overlooked. It is therefore essential that the supervisor use published work
rules which define the correct work procedures. This enables the employee to attain a
consistent quality of instruction that instills confidence in his capabilities and those of
management. By providing a copy of the work rules after instruction, the employee has a
ready reference for review. Procedures for job safety training are as follows:
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A. The job is broken down into basic steps. These steps describe what is to be done
in sequence.
B. Each step is analyzed for possible hazards that could cause an accident. The
purpose is to identify as many hazards as possible whether created by the
environment or connected with the mechanics of the job.
When the hazards and potential accidents associated with each step are identified and their
causes understood, ways of eliminating them shall be developed. There are four ways in
which this can be handled:
A. Eliminate the process or operation, or provide a substitute which can be done
without the hazard, or
B. Isolate the process or operation so as to eliminate or minimize the hazard, or
C. Provide guards or automatic devices to eliminate or minimize the hazard, or
D. Provide personal protective equipment and enforce its use to eliminate the
possibility of injury.
By using the information gathered, department work rules shall be written, made available
to employees and maintained on file for periodic review. This becomes a document to
assist the supervisor in instructing employees in a safe method of performing their jobs
and what protective equipment will be required.
12.06 Job Safety Training
Supervisors must not assume that a newly hired, newly assigned or reassigned employee
thoroughly knows safe job procedures. The employee must be trained. The four-point
method of job instruction has been found to work best: preparation, presentation,
performance, and follow-up.

A. Preparation
1.
2.
3.
4.

Put the employee at ease.
Define the job and find out what the employee already knows about it.
Get the employee interested in learning the job.
Place the employee in the correct position to do the job.

B. Presentation
1. Tell, show and demonstrate one important step at a time.
2. Stress each key point.
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3. Instruct clearly, completely and patiently, but cover no more than the
employee can master each time.
C. Performance
1.
2.
3.
4.

Have the employee do the job, coach the employee while working.
Have the employee explain each key point while performing the job.
Make sure the employee understands safe job/work procedures.
Continue until the employee knows the job.

D. Follow-up
1. Put the employee to work on his/her own.
2. Designate whom the employee goes to for help.
3. It is the responsibility of the supervisor to frequently check the employee’s
safe work procedures and to continuously encourage safe work practices.
Document the employee’s attendance at training programs which ideally should include
the employee’s signature, date, and shall detail the safety training topic(s),
presenter/instructor, length of training or meeting, and any audio/visual aids used. This
documentation may be forwarded to Human Resources for placement in the employee’s
personnel file.
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QUICK REFERENCE CONTACT INFORMATION

Human Resources

410-758-4406

Risk Manager

410-758-4406

Cell #410-490-2388

Director of Human Resources

410-758-4406

CelI# 410-708-0604
Home# 410-778-3770

Fax or email Accident claims to:
Fax

410-758-6913

Email

deiiibeii (jjic.org

Alternate hl1urchill@cLac.or

C

C
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Queen
Anne’s
County

QUEEN ANNE’S COUNTY
ECONOMIC DEVELOPMENT

County omwissioners:

•

James 3. Moran. At Large
Jack N. Wilson, Jr., District I
Stephen Wilson, Dktrict2
Philip 1.. Dunienil. District 3
Christopher M. Corchiarino. District 4

Jean E. Fahi, Economic Development Manager
425 Piney Narrows Road
Chester, Ml) 21619
Telephone: (410) 604-2100
County Cell: (410)490-4695
Fa\ (410) 604-2101

MEMORANDUM

O

TO:

Board of County Commissioners
Todd R. Mohn, County Administrator

FROM:

Jean E. Fabi, Economic Deveh

CC:

Heather Ti nel ii, Director
Jonathan Seeman, Director, Department of Finance and Information
Technology
Douglas A Cooper, Manager SHA Grasonville LLC

DATE:

January 22, 2020

SUBJECT:

Commercial Real Property Tax Credit Request
Queenstown Assisted Living

ACTION ITEM

—

SHA Grasonville, LLC for

Background:
Pursuant to County Ordinances ll-24,as amended, and 13-08,
it is the discretion of the County
Commissioners to grant a real property tax credit for certain
businesses making significant real
property impovements
which, when complete, increases the full fait’ market value
of a
property, as determined by the Department of Assessments and
Taxation, by at least $25,000 and
which is owned or occupied by a business which [sic] establi
shes to the satisfaction of the
Department of Economic Development that it will create minim
a
um of twelve (12) new full
time positions with thirty-six (36) months of completion of
construction [Sect 5-104 of the
Code of Public Laws of Queen Anne’s County and Sect. 9-3
19(d) of the Tax Property Article,
Annotated Code of Maryand]. The tax credit is applied to the
increase in the assessed value and
is prorated over five (5) years (80% the first taxable year;
60% the second; 40% the third; 20%
the fourth,

and 0% the fifth).

Request:
The Department of Economic and Tourism Development has
received and evaluated a request
for a commercial real property tax credit for the project known
as Queenstown Assisted Living.
The project is on property owned by SFIA Grasonville, LLC
located atl2O Shore Way Drive,
Grasonville, MD. The project will be c6nstructed in two
phases. Phase 1 consists of fifty-one
(51) units with a total square footage of 43,373. Phase TI is
an additional 24,000 square feet
consisting of twenty-four (24) units. Construction of Phase
I commenced under Building Permit
BC 19-10-0079 and is estimated to be completed by Novem
ber, 2020. The applicant has provided
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information projecting the number and types of jobs to be created over the course
of five (5)
years.
The Department recommends approval of the Commercial Real Property Tax Credit
for the
Queenstown Assisted Living project based on the following:
1. The project is proposing to create twenty (20) new full-time jobs within thirty-six (36)
months of
completion of the Phase I, which complies with the minimum of twelve (12) required by
code,
In addition, several full-time equivalent jobs will also he created consistent with the operation
of
a healthcare facility.
2. Phase 1 has an estimated cost of $16.5 million, which exceeds the minimum increase required
by
the Ordinance of $25,000. The current base value of the property according to SDAT records
is
$675,000.

:1

This property is not within the designated Queen Anne’s County Enterprise Zone, and therefore
is not eligible for the commercial real property tax credit under that program. Should the
tax
credit be approved, the Department will monitor the project for compliance with job creation
requirements through annual employment reports.
SUGGESTED MOTION:
I motion to approve the request for a Commercial Real Property Tax Credit for Queenstown
Assisted Living project located on property owned by SHA Grasonville, LLC, at 120 Shore Way
Drive, Grasonville, Maryland.

JEF
AlT: Application for Commercial Property Tax Credit

—

SHA Grasonville, LLC
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Queen
Anne’s
County

QUEEN ANNE’S COUNTY
ECONOMIC DEVEIOPMENT

County CaininLcsion,w:
James J. Moran. At Large
Jack N. Wilson. Jr.. Dtrict I
Stephen Wilson, District 2

Jean B. Fabi. Economic Development Manager
425 Piney Narrows Road
Chester, MD 21619
Telephonc: c4iO) 604-2100
County Ce!]: (410)490-4695
Fax: (410) 604-2101

Phiflip Dumenil. District 3
Chris CorchJrino, District 4

APPLICATION FOMM
-cPERr TAX RED1T
In Ac
th,iU end CE) 13-18

.-

1.

2.

3
3.

Federal Employer Identification Number of the Business:

4.

Real Property Account Number:

5.

Date new or expanded premises was acquired or renovations completed:

6

Building Permit Number and/or Use Permit Number

7.

Occupation date for new permanent full-time employees:

8.

Identify the nature of the new
premises in detail (for
building constructed
increase in the
18):

*4

i./4it —tV79

renovatIons,
)0O s.f. at 123 Main Sir
Note: in order to
or more (Reference C

of the
or new 10,000 s.f.
x credit, the
end. 1 and CO-13,

-

.

-

-

S
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____________________

Commercial Real Property Tax Credit
Application
9. Number of New Perm
resufting from tL
Maryland. No1
with CO 13-

-

ted over the course of thirty-six (36) months
:ornmercial property in Queen Anne’s County,
requirement is twelve (12) (in accordance

-

10, Has the business oranol$yer received a tax credit or exemption for the new or improved
premises during the same taxableyear by any other state or county law? (Note Properties within the
Enterprise Zone are not eligible JJ.jis tax credit)
No
Yes

Detail

11. Have you
hA.
Assessed
11B.
Attach a

L does not apply until reassessed.
Taxation Assessment Certification.

Owner must secure
the increased value (#8
on application)
of the ret property due to the fl’ñbJjnts made to the property This information can be obtained
from the State Department of Assessmenfs and Tacation, 6 St Paul Street, Baltimore MD For addrtLonl
information please contact SDAT at the following
Phone (410) 767 8250
Fax (410) 333-4626
The property owner/leasee must apply to the Depaftmeht *f?1ñhce for a tax credit within 90 days of
receipt of an assessment notice reflecting the eligible assessment The property owner must certify the
date on which he/she receives the assessment notice and the Department of Finance must receive the
application within 90 days of that date. This 90 day time frame is NOT flexible and is strictly applied.
hereby certify that am authorized to act on behalf of the above applicant and attest that the information
provided herein is true and accurate. 1 understand that the applicant must submit documentation reasonably
necessary to verify the above
:luding, but not limited to, payroll records and employee timesheets
and such other documentat
verify the above information for the taxable year for which the
credit is sought and for the I
nths following the last year in which the tax credit is granted. I
further understand that sub
or fraudulent application or the withholding of information to
obtain a tax credit isa Class
and further subjects the applicant to repayment of all taxes vrth interest
and penalties and court costs and expenses in the event a civil action for collection is filed
I

1otJa$ A’
hoed Offl1aignature)
Mail completed application and attachments to:

Date
Jean Fabi, Economic Development Manager
Queen Anne’s County
Department of Economic and Tourism Development
425 Piney Narrows Road
Chester, MD 21619

Rev. 04/19
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OFFICE OF BUDGET, FINANCE AND
INFORMATION TECHNOLOGY

Queen
)lnne ‘S
County

The Liberty Building
107 North Liberty Street
Centreville, Maryland 21617

Telephone: (410) 758-4064
Fax: (410) 758-3036

County Commi5sioners:
James J. Moran, At Large
Jack N. Wilson Jr., District 1
Stephen Wilson, District 2
Philip L. Dumenil, District 3
Christopher M. Corchiarino, District 4

County Administrator: Todd R. Mohn
Director, Budget, Finance and IT: Jonathan R. Seeman
Chief Treasuiy Officer: Jeffrey A. Rank
Information Technology Manager: Megan DelGaudio

ACTION ITEM
MEMORANDUM

DATE:

January 28, 2020

TO:

County Commissioners

CC:

Todd Mohn, County Administrator

Jonathan R. Seeman, Director, Budget, Finance and IT
FROM:

County Staff and Broadband Advisory Committee (BAC)

RE:

More State funding available for Bulle Rock/Grove Creek Broadband

County staff received a call from Kenrick Gordon from the Governor’s Office of Rural Broadband regarding
the State’s interest in offering another $ 100k of funding towards the BulIe Rock/Grove Creek project. The
County had applied for funding for this project last April. Initially the State had agreed to contribute $1 00K to
this project and $100K to an additional (Colby) project. To refresh your memory the Grove Creek project was
the smaller of the two noted in the attached memo dated 7/23/19.
Mr. Gordon asked if the County could move this smaller project forward if an additional $ lOOK were available
for a total of a $200k contribution towards the $312k project. Atlantic Broadband will contribute $72K with the
additional (not to exceed) $40k requested from the County.
Atlantic Broadband has confirmed that the numbers provided for this request are still accurate and they still
have interest in working with the County to move this project forward.
The County’s Broadband Feasibility study consultant has written the attached memo in support of this request.
The State needs an answer by the end of January and if approved they would revise the original MOU to allow
for this funding.

MOTION:
I move that we approve the recommendation of County Staff to partner with ABB to provide broadband to
Grove Creek/Bulle Rock at a cost not to exceed $40K. Funding for this project will come from the County
IT Fiber project.
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OFFICE OF BUDGET, FINANCE AND
IN FORMATION TECHNOLOGY

Queen
,-nne S
Count
-‘

The LiberLy Building
107 North Liberty Street
Centreville, Maryland 21617

Telephone: (410) 758-4064
Fax: (410) 758-3036

County Commissioners:
James J. Moran, At Large
Jack N. Wilson Jr., District 1
Stephen Wilson, District 2
Philip L. Dumenil, District 3
Christopher M. Corchiarino, District 4

County Administrator: Todd R. Mohn
Director, Budget, Finance and IT: Jonathan R. Seem an
Chief TreasuiT Office,: Jeffrey A. Rank
Manager: Megan DelGaudio
Technology
InJbrmation

ACTION ITEM
MEMORANDUM
DATE:

Ju1y23,2019

TO:

County Commissioners

CC:

Todd Mohn, County Administrator
Jonathan R. Seeman, Director, Budget, Finance and IT

FROM:

Megan DelGaudlo and Broadband Advisory Committee (BAC)

RE:

Broadband Pilot Projects

County staff and the BAC responded to a Request for Information (RFI) issued by the State’s Office of Rural
Broadband regarding grants of 50% of project cost or up to $100,000 for areas of proposed broadband
expansion with a current provider funded through the Department of Housing and Community
Development (DHCD). County staff and a BAC representative presented the RFI and response to the
Commissioners on April 9, 2019 where it was approved to move forward to see if the State would approve
grant funding.
Two projects summarized in the response to the State are referred as Colby/Willow Branch located
centrally in the north eastern part of the County and the Bulle Rock/Grove Creek just northwest of
Centreville see attached. Following is a brief summary of the costs associated (as well as the cost per
household) with each project based on figures provided from Atlantic Broadband (ABB) who is the
primary current wired broadband provider in Queen Anne’s County. ABB is also contributing to the cost of
these projects and is committed to the continued maintenance, repair, and support of the added
locations.
—

Colby/Willow Branch —Total project cost $1 .712M
250 potential homes served
ABB contribution Capital expenses not to exceed $900K
Total cost to County not to exceed $812K $JOOK (State contribution)
$2,848 County contribution/household if all were to connect
—

—

-

-

Grove Creek/Bulle Rock Total project cost $397K
31 potential homes served
ABB Contribution Capital expenses not to exceed $1 57K
Total cost to County not to exceed $240K $1 00K (State contribution)
$4.51 6 County contribution/household if all were to connect

=

$712K

=

$140K

-

-

—

—

-

-
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There is tremendous benefit to having a service provider take ownershipof the network. Continued
maintenance, repair, major repairs due to weather related events, upgrades and customer service will be
provided by Atlantic Broadband so this is a one time County subsidy for each project Users in these areas
will have the means to connect to a network for:
•
•
•
•

Educational purposes (research, testing, training, job search, and use of Chrome Books provided
from school, etc)
Healthcare platforms (online doctor visits, issuance of claims, plan review, etc.)
Forming (ability to remotely adjust form feedlines, temperature, evaluate water levels and be
alerted when something is not working).
Citizens who are able can work remotely (could be impacts on decreased traffic or increase of
small businesses)

Regarding funds for the Bulle Rock project, please consider the use of County IT Fiber capital budget
funds that can be reimbursed once the solar personal property taxes are collected. It is anticipated that
about $500K in solar personal taxes will be collected in FY20. Also please cautiously consider that a
special assessment tax to areas where broadband expansion is targeted could be imposed, though a
special assessment would require approval from the General Assembly.
We are also required to have a partnership with ABB for which our Franchise Agreement is sufficient.
MOTION:
I move that we approve the recommendation of County Staff and the Broadband Advisory Committee to
partner with ABB to provide broadband to Grove Creek/Bulle Rock at a cost to the County of 5140K.
Funding for this project will come from the County IT Fiber project and will be reimbursed by the solar
personal property tax.
No funding source has been identified for the Colby/Willow Branch project.
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ctc tecpy & energy
To:

Megan DelGaudio

From:

Ziggy Rivkin-Fish, Principal Analyst, CTC Technology & Energy

Re:

Atlantic Broadband Grove Creek/Bulle Rock

Date:

January 16, 2020

As you know, CTC has been engaged by the County to conduct a broadband feasibility project for the County,
to identify areas that are unserved with broadband, to develop cost estimates to reach unserved homes,
and to develop a grant strategy that can support extending broadband to unserved areas.
Queen Anne’s County has identified lack of broadband as a significant challenge to the County, with the
digital divide forming a significant barrier for economic development and quality of life. While there are no
silver bullets that can easily solve the rural broadband challenge, the state of Maryland and the County
recognize that state, local, and federal governments can work in coordination with the private sector to
address some of these issues.
While CTC is still in the process of conducting its analysis, we have learned from the County that Atlantic
Broadband is willing to build in one unserved area with a combination of state, County, and company funds.
We further understand that the effective contribution of the County for this project would be $40,000 to
build infrastructure to approximately 30 residences. Given an overall project cost of $312,000, the required
County contribution is lower than the typical County contribution for these kind of projects, which can
frequently reach 25 to 50 percent or more of total costs to incentivize incumbent providers to build in an
area where the economics otherwise do not enough return to justify the costs.
Our analysis thus confirms this as a reasonable initiative that, while small in scope, will be very impactful for
the residents of the County who will benefit. CTC’s forthcoming report will incorporate a multi-phase, multipartner strategy for addressing the broadband need in Queen Anne’s County, and this project is consistent
with that approach.
Regards,
Ziggy Rivkin-Fish,
Principal Analyst

Columbia Telecommunications Corporation
10613 Concord Street

•

Kensington, MD 20895

•

Tel: 301-933-1488

•

Fax: 301-933-3340

•

www.ctcnet.us

DEPARTMENT OF BUDGET, FINANCE AND IT
FY 2020

Approved FY 2020

-

-

IT INFRASTRUCTURE CAPITAL BUDGET
$721,208.37
$78.00

Project 400675 Capital Budget

Total Available Funds
Total Cost
Expenditures

$312,000.00
$40,000.00
$200,000.00
$72,000.00

Bulle Rock Grove Creek Broadband
County contribution
State (match) contribution
Atlantic Broadband contribution
Remaining Balance

$68t208.37

