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insalaryduringthenextcycleshalldependuponthenextperformanceevaluation2AnyemployeereceivingtwoconsecutiveunsatisfactoryperformanceevaluationsmaybeterminatedforincompetencewithoutthenecessityoftheforegoingprocedurefLimitationofeffectNopercentagesalaryincreaseshallbegiventoanyemployeeafteranemployeereachesthemaximumsalaryinanypaygradeuntilsuchemployeebecomeseligibleforlongevityCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927413SalaryrateuponpromotionUponreceiptofapromotionthenewsalaryrateforthepromotedemployeeshallbethegreaterofaTheminimumsalaryofthenewpaygradeorbThatsalarywithinthenewpaygradewhichisatleast4abovetheformersalaryCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927414SalaryrateuponlateraltransferThesalaryofanemployeetransferredtoapositioninthesameclassortoapositioninadifferentclasswiththesamesalaryrangeshallnotbeloweredUndercertaincircumstancesatransferredemployeemayreceiveapayincreasewiththeapprovaloftheDirectorofHumanResourcesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927415SalaryrateupondemotionThesalaryofanemployeedemotedfordisciplinaryreasonstoapositioninaclasswithalowersalaryrangeshallbeadjustedtothemaximumofthenewrangeor10belowtheformersalarywhicheverreductioninsalaryislessAnyemployeewhoisplacedinthepositionofbeingovermaximumshallreceivenocostofIivingorotherpayincreaseuntilthepayscaleadvancestoapointwhichincorporatessuchsalarythroughperiodiccostoflivingpayincreasesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927416SalaryrateuponreclassificationaReclassificationtohigherpaygradeIntheeventthatanemployeeisreclassifiedtoapositionwhichisassignedtoahigherpaygradethanthatoccupiedbyanemployeesuchemployeecl1allontheeffectivedateofthereclassificationbeentitledtoreceiveanincreaseinhisorherratepaywithoutanadjustmenttotheanniversarydatewhichshallbecomputedasthegreaterof1Theminimumsalaryofthepaygradeofthepositiontowhichtheemployeehasbeenreclassifiedor



2Thatplacewithinthenewpaygradewhichequalsanincreasewhichisatleast4abovetheformersalarybReclassificationtoalowerpaygradeIntheeventthatanemployeeisreclassifiedtoapositionwhichisassignedtoalowerpaygradethanthatoccupiedbyanemployeefornondisciplinaryreasonstheemployeeshallbeplacedatasalarywithinthepayscalewhichislowerthantheamounttheemployeeformerlyearnedIfbyvirtueoftheassignmenttoalowerpaygradetheemployeeisovermaximumsalarytheemployeeshallreceivenocostoflivingorotherpayincreaseuntilthepayscaleadvancestoapointwhichincorporatessuchsalarythroughperiodiccostoflivingpayincreasesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927417SalaryrateuponreallocationofclassofworktoanotherpaygradeaReallocationofclassofworkwithhigherpaygradeIntheeventthattheclassofworkoccupiedbyanemployeeisreallocatedtoahigherpaygradethanthatpresentlyassignedtosuchclassofworkemployeesoccupyingsuchclassofworkshallreceivenopayincreaseexceptintheeventthatanysuchemployeessalarydoesnotequatetoatleasttheminimumsalaryofthenewpayscaleinwhichcasesuchemployeeshallreceiveasalaryincreaseinanamounttoplacehisorhersalaryattheminimumsalaryofthenewpaygradebReallocationofclassofworkwithlowerpaygradeIntheeventthattheclassofworkcupiedbyanemployeeisreallocatedtoalowerpaygradethanthatpresentlyassignedtosuchlassofworkemployeesoccupyingsuchclassofworkshallbeplacedatasalaryofthepayscalewhichisclosesttobutlowerthantheamounttheemployeeformerlyearnedIfbyvirtueoftheassignmenttoalowerpaygradetheemployeeisovermaximumsalarytheemployeeshallreceivenocostofIivingorotherpayincreaseuntilthepayscaleadvancestoapointwhichincorporatessuchsalarythroughperiodiccostoflivingpayincreasesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927418ChangeinassigneddutiesaEquivalentdutiesTherateofanemployeespayshallnotbeaffectedbyanyservicetemporarilyperformedinadditiontoordifferingfromtheusualdutiesorhisorherclassofworkprovidedthatsuchservice1Isgenerallyequivalenttothoseroutinelyperformedbytheemployeeorbyotheremployeeswhooccupypositionswhichareassignedtothesamepaygradeasthepositionoccupiedbytheemployee2Doesnotrequireadditionalknowledgeskillsorabilitiesotherthanthosenormallyrequiredoftheemployeeand3HasbeenproperlyassignedtoanemployeebyasupervisoryauthorityasaresultofachangeinworkvolumecharacterorotherconditionsbTemporarytransferpay



1Anemployeeshallbeentitledtoreceivetemporarytransferincreasedpayintheeventthatasupervisoryauthorityrequiresanemployeeforacontinuedworkperiodofmorethan15daysiToperformtheworkofapersonoccupyingafundedpositionwithinthecivilservicewhoforanyreasonisabsentfromworkiiToassumeallofthedutiesofanestablishedclassofworkwhichisassignedtoahigherpaygradethanthatoccupiedbyanemployeeandiiiTosuspendtheperformanceofotherregularlyassignedduties2TemporarytransferpayshallbeinanamountwhichshallbecomputedasthegreaterofiTheminimumsalaryofthepaygradeofthepositionthedutiesofwhichtheemployeeistemporarilyperformingisassignedoriiOnehundredandfivepercentofthesalarytowhichtheemployeeisnormallyentitledCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927419SalaryforhazardousdutyassignmentaEligibilityandamountAnemployeeshallbeentitledtoreceiveahazardousdutyallowancewhichshallamounttoanadditional5oftheemployeesregularsalaryorrateofpay1WhensuchemployeeisassignedtoperformtasksanddutieswhichexposehimorhertoanimmediateandsubstantialriskofharmasdeterminedbyadepartmentdirectorinconjunctionwiththeCountyAdministratorand2SuchdutiesarenotthosewhichareregularlyandroutinelyperformedbytheemployeebQualifyingperiodofworkSuchallowanceshallbepaidforanyworkdayorportionofaworkdayinwhichthetasksanddutiesinquestionareactuallyperformedbytheemployeeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927420OvertimeaAdherencetoFairLaborStandardsActFLSAThecountyabidesbyallapplicablesectionsoftheFairLaborStandardsActandtheFairLaborStandardsAmendmentsof1986ThecountywillproperlyrecordallapplicableovertimeaccruedforeachcoveredemployeeThisovertimepolicyisapplicableonlytoemployeesofQueenAnnesCountywhoarenonexemptundertheFairborStandardsActbWorkperiodEmployeesareexpectedtoworkduringallassignedperiodsexclusiveofbreaksormealtimes



1Employeesarenottoperformworkduringbreaksoratanytimethattheyarenotscheduledtoworkunlesstheyreceiveapprovalfromtheirimmediatesupervisorexceptincasesofemergency2AnemergencyexistsifaconditionarisesthatcouldreasonablyresultindamagetopropertyorpersonsorwhichrequiresimmediateattentionoftheemployeeEmployeeswhoworkexcesshoursduetoanemergencyshalladvisetheirimmediatesupervisoroftheovertimeworkedassoonaspracticalfollowingcompletionoftheworkcPermissiontoworkovertimerequiredExceptinthosecircumstancesinwhichitwouldposeanunreasonableriskofharmtoapersonorwhenitwouldposeanunreasonableriskofseriousdamagetopropertyorseriouslyunderminetheachievementoftheemployeesorganizationanemployeeshallsecurepermissionfromhisorhersupervisoryauthoritybeforeworkingovertimedEntitlementtoovertimecompensationPersonswhoaredeemednonexemptfromtheFLSAshallbepaidovertimecompensationforallovertimeworkedDesignationofnonexemptorexemptfromtheFLSAshallappearonalljobdescriptions1Overtimeworkedincludesthatwhichwasworkedwithexpresspermissionaswellasallworkwhichissufferedbythecountytobeperformedegallowinganemployeetoeatathisorherdeskwhileansweringthebusinesstelephoneemergencysituationsasdescribedaboveetc2OvertimeworkedincludesalltimeworkedforanysingledepartmentorcombinationofcountydepartmentsorunitswithinthosedepartmentseiEOC3ndlLS3OvertimeworkedshallnotincludeworkwhichisperformedonavolunteerbasisbyanemployeeforanyindependentfirecompanylocatedwithinoroutsideQueenAnnesCounty4EmployeessubjecttotheseprovisionsshallhavetherighttoreceiveiOvertimepaycomputedattherateof1timestheregularhourlyrateofpayforallhoursworkedinexcessof40inanyweekorinthecaseoflawenforcementemployeesforallhoursworkedinexcessof171hoursduringanestablishedtwentyeightdayworkperiodiiIntheeventthatthedepartmenttowhichanemployeeisassignedhasestablishedawrittenpolicyofawardingcompensatoryleavecompensatoryleaveaccruedattherateof1timesthehourfractionofanhourorhoursactuallyworkedforallhoursworkedinexcessof40inanyweekorinthecaseoflawenforcementemployeesforallhoursworkedinexcessof171hoursduringanestablishedtwentyeightdayworkperiodprovidedthat1Theelectionofwhethertoreceiveovertimepayorcompensatoryleaveisexclusivelythatoftheemployees2Publicsafetyemergencyresponseorseasonalemployeesmayaccrueuptoamaximumof480hoursofcompensatorytimeoffAllotherclassifiedemployeesmayaccrueuptoamaximumof240hoursofcompensatorytimeoff



3EarnedcompensatorytimeoffwillbeusedbyMarch31ofeachyearaslongastheusedoesnotdisrupttheoperationsofthedepartmentAfterMarch31theemployeewillbepaidasoutlinedin927803k2CompensatoryleaveEEligibilityforovertimecompensationTherighttoeceiveovertimecompensationonlyaccruestoemployeeswhoarenotexemptfromtheFLSAftertheyhaveactuallyworkedorhaveusedannualleavepersonalleaveorofficialleavewithinteregularworkweekasthathasbeendefinedbythecountyAccordinglyexceptinthecaseofcIIbackstoworkorotheremergenciesasdefinedbytheCountyAdministratorincomputingtheamuntofanentitlementtoovertimecompensationifanysickleavetakenduringtheperioduderconsiderationshallnotbecountedashoursworkedCountyOrd9817Aeffective111999amendedbyContyOrd9922effective12211999CountyOrd9922Aeffective1221199927421ShiftdifferentialpayAdepartmentofcountygovernmentwhichemploysworkersinaschedulewhichexceedsnormalbusinesshoursmaywiththeapprovaloftheCountyAdministratorallowpaymentofashiftdifferentialallowanceforworkoutsidesuchnormalbusinesshoursCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119997422CalloutpayAnemployeewhoisrequiredtoreturntoworkafteraregulartourofdutyshallbepaidthegreaterofthreehoursofovertimepayorthenumberofhoursactuallyworkedroundedtothenexthighest15minutestobecomputedbetweenthetimetheemployeeleaveshisorherhomeandreturnshomeCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927423LimitationofeffectaProhibitionagainstexceedingmaximumsalaryrateNosalaryincreaseasaresultofapromotionreclassificationorannualperformanceshallresultinasalaryrateabovethemaximumrateofthegradeforthepositionheldbNoincreaseinannualsalaryuponreachingthemaximumsalarypergradeintheClassifiedSalaryScheduleUponreachingthemaximumsalaryintheClassifiedEmployeesSalaryScaleanemployeeshallnotreceiveadditionalyearlyincreasesinsalaryasaresultofannualevaluationsuntilheorshebecomeseligibleforalongevityincreasecNopaybeyondmaximumsalaryamountExcludingovertimeandhazardousdutypaynorsonoccupyingapositionwithinanyclassofworkshallbepaidmorethanthemaximumamountpecifiedbythesalaryscheduletowhichsuchpositionisassignedwiththeexceptionofemployeeswhoonthedateofadoptionofaclassificationstudyweredeterminedtobeovermaximumsalaryCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999



agencyorofficialinconnectionwithanallegationoffraudabuseorwasteonthepartofanycountyemployeeorofficialJountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927718WeaponspolicyaNopersonemployedbythecountyeitherpaidorvolunteerotherthanlawenforcementcorrectionspersonnelandanimalcontrolofficersispermittedtopossessanyfirearmorotherdangerousweaponwhileperforminghisorherdutiesLawenforcementandcorrectionspersonnelemployeesmustfollowtheguidelinesestablishedbytheQueenAnnesCountySheriffandtheDirectorofCorrectionalServicesbTheforegoingpolicyincludespossessionofanyfirearmorotherdangerousweaponbyemployeesorvolunteerswhileinanycountybuildingorinanycountyownedvehiclecViolationofthispolicywillresultinmandatorydisciplinaryactionuptoandincludingdismissalforthefirstoffenseCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927719WorkweekaThestandardworkweekforallfulltimeemployeesofthevariousdepartmentsofthecountyshallbe40hoursperweekandbWorkscheduleswithintheworkweekshallbeestablishedbydepartmentdirectorsdependinguponthenatureoftheworktobeperformedandtheneedsoftheunitofcountygovernmentCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927720WorkplaceviolenceaQueenAnnesCountyiscommittedtodoingwhatitcantopreventviolenceintheworkplacebActsofviolencedirectedtowardanotheremployeemayresultinimmediatedismissalcThecountymayalsodischargeanemployeewhotakesactionwhichindicatesthatviolencemayfollowsuchasthreatsofbodilyharmorpropertydamagedEveryemployeeshallreportpossibleworkplaceviolenceproblemstothedepartmentdirectorortheDirectorofHumanResourcesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle8HolidaysandLeave27801PaidholidaysobservedGeneralConditions



aGeneracondftjonsExceptasotherwiseprovidedhereinleaveshallnotbetakenuntilithasaccruedbAdjustmentsinthetypeofleavetakenbyanemployeemayonlybemadewithinthepayperiodimmediatelyfollowingthatinwhichtheleavewastakenforgoodcauseandwiththewrittenapprovalsofthedirectorofthedepartmenttowhichtheemployeeisassignedFinanceandHumanResourcescLeavemaynotbeconvertedfromoneformtoanothertoavoidlossofleaveduetorestrictionsonyeartoyearcarryover27802ListofholicklysPaidHolidaysObservedAllfulltimeemployeesshallreceivearegulardayspayandshallnotberequiredtoreportfordutyonthosedaysdesignatedasthefollowingholidays1NewYearsDay2DrMartinLutherKingJrbirthday3PresidentsDay4GoodFriday5MemorialDay6IndependenceDay7LaborDay8ColumbusDay9ElectionDayinyearsinwhichageneralelectionisheld10VeteransDay11ThanksgivingDay12DayafterThanksgivingand13ChristmasDaycSaturdayorSundayholidaysAnyholidaythatfallsonSaturdayorSundayshallbeobservedontheprecedingFridayorthefollowingMondayasdeterminedbytheCountyAdministratordPaymentofemployeesrequiredtoworkonaholidayAnemployeewhoworksallorany1artofthedesignatedholidaysshallreceiveathisorheroptioninadditiontoonedayofholidayJayeither



1Attheemployeesoptioncompensatoryleaveattherateof1hoursofsuchleaveforeveryhouractuallyworkedorpayattherateoftimeandonehalftheemployeesnormalrateofpayforeveryhouractuallyworkedifthedepartmenttowhichtheemployeeisassignedhaselectedtousecompensatoryleaveor2PayattherateoftimeandonehalftheemployeesnormalrateofpayforeveryhouractuallyworkedCountyOrd98171effective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective122119992780227803AdverseweatherconditionsCountyofficesanddepartmentsshallremainopenforthefullscheduledworkdayunlessauthorizationforearlyclosingorotherdeviationisreceivedfromtheCountyAdministratorsofficeAlldepartmentsandofficeswillbegivensufficientadvancenoticeofanyauthorizedearlyclosingsviaappropriatepublicmediaandothermeansEmployeeswholeaveworkbeforeanofficialearlyclosingtimeaswellasthoseemployeeswhoreportforworklateordonotreportforworkatallwillberequiredtouseearnedvacationorleavewithoutpayfordaysorhourstakenCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective122119992780327804FormsofleaveaVacationleaveInrecognitionofthefactthatperiodsoftimeawayfromtheworkplacehancelongtermjobperformancethecountyshallprovideapaidvacationleavebenefittomployeesVacationleavemayalsobeusedforcertainqualifyingeventsorabsencesbutisprimarilyintendedtoprovideemployeeswithpaidnondutytimewithinwhichtopursueemployeeselectedrecreationalactivities1Fulltimeemployeesservingaprobationaryperiodfollowinginitialappointmentshallnotbepermittedtotakevacationleaveduringthefirstsixmonthsoftheprobationaryperiodunlessthedenialofsuchleavewillcreateanunduehardship2EachfulltimeemployeeshallearnvacationleaveonamonthlybasisinaccordancewiththefollowingscheduleoftotalserviceiLessthanfiveyears96hoursperyearWhileemployeesshallaccrueleaveinaccordancewiththisschedulefromdateofhiretheyshallnotbeentitledtotakeanyvacationleaveduringthefirstsixmonthsofemploymentiiFiveyearsbutlessthan10years120hoursperyeariiiTenyearsbutlessthan20years160hoursperyearivTwentyofmoreyears200hoursperyear3Nomorethan400hoursofvacationleavemaybecarriedforwardfromcalendaryeartocalendaryearbyanymemberoftheclassifiedorprofessionalandexecutiveservicesAttheendofeachcalendaryearemployeesshallforfeitallvacationleaveinexcessof400hoursofsuchleave



4Vacationleaveshallonlybetakenwiththepriorwrittenapprovaloftheemployeesappointingauthority5Anemployeewhoisseparatedshallbepaidforvacationleaveaccumulatedtothedateofseparationnottoexceedamaximumof400hoursAnyadvancedvacationleaveowedthecountyshallbedeductedfromtheemployeesfinalcompensation6Theestateofanemployeewhodieswhileemployedbythecountyshallbeentitledtopaymentforalloftheaccumulatedvacationleavecreditedtotheemployeesaccountnottoexceedamaximumof400hours7NoemployeeshalltakemorethantwoconsecutiveweeksofhisorhervacationatanyonetimeexceptbyapprovalofhisorherappointingauthoritybSickleaveThecountyshallprovideemployeeswithapaidleavebenefittobeusedwhensicknessotherdisablingconditionsormedicaltreatmentprecludeanemployeefromreportingtowork1RateofaccrualofsickleaveSickleaveshallbeprovidedtoallfulltimeemployeesofthecountyattherateof10hoursofleaveforeachfullcalendarmonthofserviceParttimeemployeesscheduledtoworkandactuallyworkingaminimumof1000hoursperyearshallearnsickleaveatarateoffivehourspermonth2SickleaveyearForthepurposeofearningandaccruingsickleavethetwelvecalendarmonthperiodbetweenJanuary1andDecember31isestablishedastheleaveyear3QualifyingconditionforuseofsickleaveEmployeesmaybegrantedsickleaveforabsenceduetothefollowingiSicknessorbodilyinjurythatpreventstheemployeefromperformingregulardutiesiiEmployeesmedicalordentalappointmentsiiiTheactualperiodoftemporarydisabilitycausedbyorcontributedtobypregnancymiscarriagechildbirthandrecoverytherefromAphysicianscertificateisrequiredtoverifytheemployeesperiodoftemporarydisabilityforthesereasonsivExposuretoacontagiousdiseasewhencontinuingworkmightjeopardizethehealthofothersvCareofspousedependentchildorparentnottoexceed80hoursinaleaveyear4PhysicianscertificateiSickleavemaybegrantedfulltimeandeligibleparttimeemployeesofthecountyforthreeconsecutivedayswithoutaphysicianscertificate



iiSickleaveinexcessofthreeconsecutivedaysshallrequireaphysicianscertificateRefusalorfailuretosupplyanadequatecertificateshallresultintheperiodofabsencebeingchargedagainstotheravailableleaveavailabletosuchemployeeorleavewithoutpayinthediscretionoftheemployeesappointingauthorityiiiUponreturntoworkanemployeewhohasbeenabsentfromworktocareforaspousedependentchildorparentshallprovideaphysicianscertificateThecertificateshallverifytheactualperiodthatthespousedependentchildorparentwasunderaphysicianscareAnemployeewhofailstoprovideacertificatefromaphysicianshallnotbegrantedsickleaveTheemployeemaybeallowedtouseaccruedvacationorleavewithoutpayivThedepartmentdirectorshallhavetherighttorequestaphysicianscertificateafteronedayofsickleaveifthisactionshallservethebestinterestofthecounty5PaymentforunusedsickleaveatseparationfromserviceAnemployeeshallnotbepaidforunusedsickleaveintheeventofterminationofemployment6NotificationofsupervisorEmployeesmustnotifytheirimmediatesupervisorofallrequestsforsickleavebeforetheleaveistakenornotlaterthantwohoursafterthebeginningofascheduledworkdayThedepartmentdirectormayrequirenotificationearlierthantwohoursafterthebeginningofascheduledworkdaySickleavemayonlybetakenwiththeapprovaloftheimmediatesupervisor7WorkerscompensationdisqualificationAsickleavebenefitshallnotbereceivedbyanemployeewhoisreceivingworkerscompensationdisabilitypayments8AdvancedsickleaveiAnyfulltimememberoftheclassifiedservicemayuponwrittenrequestbeadvancedsickleavewithinthediscretionandupontheapprovaloftheCountyAdministratoriiThewrittenrequestshallbesupportedbyaphysicianscertificateindicatingthattheadvancedsickleaveismedicallynecessaryfortheemployeeoramemberofhisorherimmediatefamilyandthattheemployeeshallbeabletoreturntoworkatareasonablefuturedateiiiIftheCountyAdministratorapprovestherequesttheemployeeandthecountyshallenterintoalegallybindingleaverepaymentagreementwhichshallprovidethat1Theadvancedsickleaveismedicallynecessaryfortheemployeeoramemberofhisorherimmediatefamily2Theemployeeshallbeabletoreturntoworkatareasonablefuturedate



ASickleavetobeadvancedmaynotexceedaperiodofmorethan15workdaysBWithregardtorepaymentofadvancedsickleaveiAftertheemployeereturnstoworkadvancedsickleavepreviouslyusedshallberepaidbyadeductionfromearnedsalaryorearnedsickleavetotheemployeetothecountyattherateof10hourspermonthuntilsuchtimetheadvancedleaveisrepaidinfulliiAnemployeewhohasreceivedadvancedsickleaveandsubsequentlyretiresorterminatesemploymentshallrepaythecountyforthevalueofthebalanceoftheadvancedsickleavetimeattherateofsalaryearnedbytheemployeeatthedatesuchleavewasgrantedfromanysalarytheemployeehasaccruedpriortothenoticeofterminationiiiIftheemployeegivesnonoticeortheaccruedsalaryduetheemployeeisinsufficienttorepaythecountyandtheemployeehasnotpaidthecountythevalueoftheoutstandingadvancedsickleavetheCountyAdministratormaydirecttheDirectorofHumanResourcestofileobtainajudgmentagainsttheemployeeandpursuealllegalremediestorecoupthebalancedueCIntheeventofdeathliabilitytothecountywillceasetoexistivAfteranadvancementisgrantedtheDirectorofHumanResourcesshallgrantthesickleaveinincrementsoffiveworkdaysandshallreviewthecircumstancesoftheindividualcasepriortograntinganadditionalfivedaystodeterminewhatportionoftheadvancedsickleavetimeisactuallyneeded9RetirementcreditforaccruedsickleaveSickleaveearnedmonthlyisallowedascreditableserviceatthetimeofretirementtoemployeeswhoaremembersoftheStateRetirementandPensionSystemofMaryland10TransferofsickleavecreditAfulltimeemployeemaytransferunusedsickleaveearnedfromanotherMarylandgovernmentalagencyandorentityasfollowsiThetotalnumberofdaysacceptedastransferredwillbeaddedtotherecordaftercompletionoftheoneyearprobationaryperiodiiVerificationofaccumulatedsickleavemustbereceivedinwritingfromthepreviousemployerandiiiThetransfermustbecompletedwithinthreeyearsfromtheemployeeslastworkdaywiththepreviousemployer



11DonationofsickleaveAnemployeemaywiththepermissionoftheBoardofCountyCommissionersdonatesickleavetoanothermemberoftheclassifiedorprofessionalandexecutiveserviceAnyunuseddonatedsickleavemaybereturnedtothedonorinaccordancewithpoliciesandproceduresadoptedbytheDepartmentofHumanResources12LossofsickleavecreditEmployeeswhoretireorresignandarenotreinstatedwiththecountywithinaoneyearperiodshallloseallsickleavecreditscInjuryLeaveApermanentprobationaryorlimitedtermemployeewhoistemporarilydisabledinthelineofdutyshallreceivefullpayfortheperiodoftheirdisabilitywithoutcharqeaqainsttheirannualorsickleavesubjecttothefollowinqconditions1ProvidedthatthedisabilityresultedfromaninjuryorillnesssustaineddirectlyintheperformanceoftheemployeesworkasprovidedintheStateWorkmensCompensationAct2IfincapacitatedfromtheirreqularemploymenttheemployeemaybeqivenotherdutieswiththeCountyGovernmentfortheperiodofrecuperationUnwillinqnesstoacceptsuchanassiqnmentasdirectedbytheAppointinqAuthorityortheDirectorofHumanResourceswillmaketheemployeeineliqibleforinjuryleavedurinqthetimeinvolved3AphysicianselectedbytheDirectorofHumanResourcesshalldeterminethephysicalabilityoftheemployeetocontinueworkinqortoreturntowork4Injuryleaveshallnotexceedninety90workdaysforanyoneinjury5Paymentofinjuryleaveisalsocontinqentupontheassiqnmentofworkmenscompensationchecksforthefirstninety90dayperiodtotheCounty6AtemporaryemployeewhoisdisabledinthelineofdutyshallnotreceiveinjuryleavebutshallbepaidinaccordancewiththeprovisionsoftheStateWorkmensCompensationActdBereavementleave1Bereavementleaveshallbegrantedforadeathinanemployeesimmediatefamilynottoexceedfourconsecutivedaysand2AdditionalleavetimeunderexceptionalcircumstancesmaybeauthorizedbytheCountyAdministratoreMilitaryleave1ApplicationAnemployeewhoisamemberoftheNationalGuardorArmedForcesReservewillbealloweduptothreecalendarweekspaidmilitarytrainingleaveannually



2RetentionofemploymentstatusEmployeeswhoareguardsmenandreservistshaveallapplicablejobrightsspecifiedintheVeteransReadjustmentAssistanceAct3LeaveofabsenceQueenAnnesCountyprovidesmilitaryleaveofabsenceforemployeeswhoaremembersoftheUniformedServicesinaccordancewiththeUniformedServicesEmploymentandReemploymentRiqhtsActof1994USERRAfCivilleave1ReceiptofsubpoenaorsummonstotestifyAnyemployeewhoreceivesasummonstojurydutyorasubpoenafromastateorfederalcourttoappearasawitnessshallbeentitledtoleavewithpayforsuchdutyinadditiontoanyfeesreceivedforsuchjuryduty2EmployeeinitiatedlitigationAnyemployeewhoinitiatescourtactionvolunteerstoappearasawitnessorisadefendantinanoncountyrelatedcasewillbeexcusedfromworkfornecessarycourtappearancesTheemployeeshallnotbeentitledtocivilleaveforsuchtimehoweverleavewithoutpayorvacationleavemaybegrantedforthispurposegEducationalandcommunityserviceleaveAleaveofabsenceatfullpaypartialpayorwithoutpayforaperiodnottoexceedninemonthsmaybegranteduponthecommendationoftheappointingauthoritywiththeapprovaloftheCountyAdministratorSuchleavemayonlybeusedtotakecoursesofstudythatwillbetterequiptheemployeetoperformdutiesforthecountyorforspecialworkwhichwillpermitthecountytoprofitbytheexperiencegainedortheworkperformedAnemployeeoneducationalorcommunityserviceleavewithfullpayshallcontinuetoearnleavecreditsandanyotherbenefitstowhichcountyemployeesareentitledhMaternitypaternityleave1UpontherecommendationoftheappointingauthorityandwiththeapprovaloftheCountyAdministratoranemployeemaybegrantedaleaveofabsencewithoutpayforaperiodnottoexceedsixmonthsforreasonsofmaternityorpaternityanduponreturningtodutyafterbeingonmaternityorpaternityleavetheemployeeshallbeguaranteedapositionofthesameclassificationseniorityandpay2Failuretoreportfordutyattheexpirationofthematernityorpaternityleaveunlessanextensionhasbeengrantedshallbeconsideredaresignation3LeavewithoutpaymaybegrantedduringthetimebeforeandafterchildbirthoradoptionwhennoactualdisabilityispresentWhenanactualdisabilitycausedorcontributedtobypregnancymiscarriagechildbirthandrecoveryexistsemployeeswilluseaccumulatedsickleaveiFamilyandmedicalleaveFamilyandmedicalleaveisunp3idleaveduringwhichallemployeebenefitscontinuetobeawardedandaccrue



1EligibilityforleaveEmployeesmustbeemployedatleastoneyearandhaveworkedatleast1250hoursduringthepast12monthstobeeligibleforfamilyandmedicalleave2PeriodofleaveFamilyandmedicalleaveshallbegrantedwithoutpayforaperiodnottoexceed12workweeksduringanytwelvemonthperiodiBecauseofthebirthofasonordaughteroftheemployeeandinordertocareforsuchsonordaughteriiBecauseoftheplacementofasonordaughterwiththeemployeeforadoptionorfostercareiiiInordertocareforthespousesondaughterorparentoftheemployeeifsuchspousesondaughterorparenthasaserioushealthconditionandivBecauseofaserioushealthconditionthatmakestheemployeeunabletoperformthefunctionsofthepositionofsuchemployee3ExpirationofentitlementTheentitlementtoleaveforbirthorchildplacementexpiresoneyearafterthedateofchildbirthorplacement4DurationofleaveChildbirthorplacementleaveistobetakeninoneblockoftimeupto12weeksIntermittentleaveorareducedleaveparttimescheduleisavailableifthedepartmentdirectorandemployeeagreetosucharrangement5NoticeofleaveTheemployeeshallgiveatleast30daysnoticeofplannedleavetothedepartmentdirectorwheneverpractical6PhysicianscertificateAphysicianscertificationisrequiredpriortotheapprovaloffamilyandmedicalleaveduetoaserioushealthconditionoftheemployeeorhisorherchildspouseorparentThecountyshallreservetherighttorequireasecondopinionfromanindependenthealthcareprovideratcountyexpenseIfthesecondopiniondiffersfromthefirstthecountycanobtainathirdopinionatitsexpenseThethirdopinionwillbebinding7RestorationofemploymentOnceanemployeesleaveendstheemployeeisentitledeithertoberestoredtothepositionheldpriortotheleaveortoanequivalentpositionwithequivalentbenefitspayandothertermsandconditionsofemploymentFailuretoreportfordutyattheexpirationofthefamilyandmedicalleavewithoutpayperiodshallbeconsideredaresignationULeavewithoutpay1AuthorizationLeavewithoutpaymaybegrantedtoanyemployeeuponapplicationtotheCountyAdministrator2PurposeLeavewithoutpaymaybegrantedforanypurpose



3AccrualofvacationandsickleaveVacationandsickleavecreditswillnotbeaccruedduringleavewithoutpaystatuswhichexceedstwoconsecutiveweekswiththeexceptionofmilitaryleave4PaymentofmedicalinsurancepremiumsPaymentfortheemployeesportionofindividualmedicalanddentalandvisioncoverageandthefullcostofdependentcoverageshallbetheresponsibilityoftheemployeewhileonleavewithoutpaystatusformorethantwoconsecutivecalendarweeks5CafeteriabenefitsAccesstochildcareandmedicalcareflexiblespendingaccountswillcontinuewhileonleavewithoutpaystatus6CessationofpayrolldeductionsOptionalpayrolldeductionsshallceaseduringleavewithoutpaystatusformorethantwoconsecutivecalendarweekskPersonalleave1Employeesshallaccrue40hoursofpersonalleaveannuallyNewemployeesshallaccruepersonalleaveinanamountwhichisproratedonthebasisofthedateoftheiremployment2PersonalleaveusageshallbecoordinatedwithanemployeessupervisorandshallbeusedinsegmentsofnotlessthanfourhoursInexigentcircumstancesasupervisormayseekauthorityfromtheCountyAdministratortodenyanemployeeuseofpersonalleavewhensuchleavewouldexposeanotherpersontoanunreasonableriskofharmwouldimposeseriousorcostlyhardshipsontheperformanceofacountyactivityorisbeingabusedbysuchemployee3PersonalleaveshallnotbecarriedoverfromonecalendaryeartothenextICompensatoryleave1Compensatoryleaveshallbeavailableasaformofovertimecompensationforthoseemployeesassignedtodepartmentsofcountygovernmentwhichhavedevelopedandmaintainawrittenpolicyauthorizingtheaccumulationanduseofsuchleave2AccruedcompensatoryleavemaybeusedbyemployeesbyMarch31ofeachyearorshallbeconvertedtoovertimepayandpaidtoemployeesonthenextregularlyissuedpaymGrouphealthvacationandsickleavebenefitswhileonleave1PaymentofanemployeesgrouphealthbenefitsshallcontinuewhileanemployeeisonapaidleavestatusorasdirectedbytheCountyCommissioners2RetentionofleavecreditAnemployeeoneducationalandcommunityserviceleavemilitaryleavematernityorleavewithoutpaystatusshallretainallunusedvacationandsickleave



3AccrualofleavewhileonleavestatusVacationandsickleavecreditswillaccrueduringpaidleavestatusonlyountyOrd9817Aeffective111999amendedbyCountyOrd9907effective7161999CountyOrd9907Aeffective7161999CountyOrd9922effective12211999CountyOrd9922Aeffective12211999Subtitle9EmployeeRecognition27901EmployeeAwardsCommitteeaEstablishmentAnEmployeeAwardsCommitteeisherebyestablishedbCompositionandappointmentTheEmployeeAwardsCommitteeshallconsistofthefollowingmembers1CountyAdministrator2DirectoroftheDepartmentofHumanResourceswhoshallserveasChairperson3TworesidentsofthecountywhoshallbeappointedbytheCountyCommissioners4TwoemployeeswhoshallbeselectedandappointedfromtheclassifiedservicebytheCountyAdministratorand5OneemployeewhoshallbeselectedandappointedfromtheprofessionalandexecutiveservicebytheCountyAdministratorcTermOtherthantheCountyAdministratorandtheDirectoroftheDepartmentofHumanResourcesEmployeeAwardsCommitteemembersshallservefortermsoftwoyearsdResponsibilitiesTheEmployeeAwardsCommitteeshallhavethefollowingresponsibilities1Performoversightforallcountyemployeeawards2MakerecommendationstotheCountyCommissionerstomoreeffectivelystructureandoperateawardsprograms3WithrespecttoemployeesuggestionsiReceiveandpreliminarilyevaluateeachsuggestioniiRefersuggestionstospecificcountydepartmentsfortechnicalevaluationinordertoestablishtheirmeritonthebasisofpracticalapplicationandamountofcostsavingsifanyassociatedwithsuchsuggestionsiiiReceiveandreviewtechnicalevaluationspreparedbycountydepartmentsivObtainindependenttechnicalevaluationsofsuggestionswhereappropriateandwiththeapprovaloftheCountyAdministrator



vIdentifyappropriatesuggestionsasqualifyingsuggestionsforpurposesofanemployeeawardAqualifyingsuggestionshallbeonewhich1Maybeimplementedbyusingtechnologyorequipmentinthecountysinventoryortechnologyorequipmentwhichisreadilyavailableonthemarket2WillhaveadirectandascertainablecostsavingimpactuponcurrentcountyoperationsInevaluatingcostsavingstheCommitteeshallexaminethecostofimplementingthesuggestionintermsofnewequipmentnewemployeestrainingandotherrelevantfactorsand3DoesnotreplicatecurrentcountyprocessesorequipmentorthosewhichthecountycandocumenthavebeenidentifiedpriortothefilingofthesuggestionbytheemployeeviMakeadeterminationoftheamountofanemployeeawardandreducesuchdeterminationtoarecommendationwhichshallbemadebytheCommitteetotheCountyCommissionersThetypeofawardshallbeconsistentwiththefollowingscaleAnnualCostSavingstoCounty0to10001001to50005001to1000010001to5000050001to100000100001to500000500001andmoreTypeofAwardPlaque501005001000500010000eMeetings1TheEmployeeAwardsCommitteeshallmeetduringthefirstweekofNovemberofeachyearandonasmanyotheroccasionsasisreasonablynecessarytoaccomplishitsassignedresponsibilities2FiveCommitteemembersshallconstituteaquorumforthetransactionofCommitteebusinessCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective1221199927902TypesofawardsaPerfectattendanceawardPerfectattendanceshallbedefinedastheuseofnodaysofsickleaveduringacalendaryearEmployeeswhohaveperfectattendanceduringacalendaryearshallreceiveacertificateandafiftydollarfacevalueUnitedStatessavingsbondatanawardsceremonyheldduringthemonthofJanuaryeveryyearbLengthofserviceawardEmployeeswiththespecifiedyearsofcontinuousservicewiththecountyasofDecember31shallreceivethefollowingrecognitionfromthecountyatanawardsceremonyheldduringthemonthofJanuaryeveryyear



1FiveyearscontinuousserviceaframedcertificatesignedbytheCountyCommissionersandCountyAdministrator2TenyearscontinuousserviceaplaquesignedattestingtotheservicebytheCountyCommissionersandCountyAdministrator3FifteenyearscontinuousserviceaplaquesignedattestingtotheservicebytheCountyCommissionersandCountyAdministrator4TwentyyearscontinuousserviceaplaquesignedattestingtotheservicebytheCountyCommissionersandCountyAdministrator5Twentyfiveyearscontinuousserviceawristwatchand6ThirtyyearscontinuousserviceaplaquesignedattestingtotheservicebytheCountyCommissionersandCountyAdministratorandanordergrantingtheemployeehisorherbirthdayasaholidaycEmployeesuggestionaward1Anemployeemaymakeasuggestionregardingmethodsbywhichcountyoperationsmaybemademoreefficient2SuggestionsshallbemadeusingtheformswhicharemaintainedbytheDepartmentofHumanResourcesforthatpurposeandshallbesubmittedtothatDepartment3EmployeesshallberecognizedandrewardedforqualifyingsuggestionswhicharereceivedbySeptember30atanawardsceremonyheldduringthemonthofJanuaryeveryyearTobeidentifiedasaqualifyingsuggestionasuggestionmustbereceivedandevaluatedbytheEmployeeAwardsCommitteeforanawardanddesignatedassuch4TechnicalevaluationofsuggestionsiEmployeesuggestionsshallbereferredtoappropriatedepartmentsandorexternaltechnicalconsultantsforreviewiiInreviewingsuchsuggestionsdepartmentsandorexternaltechnicalconsultantsshall1Considerthepracticalityofthesuggestionintermsofcostofimplementationincomparisontodirectvaluetothecountyofthebenefitwhichwillreasonablybederived2Determinewhetherthesuggestionreplicatesadocumentableactionwhichthecountywasplanningtotakebeforethesuggestionwassubmittedand3Valuethenetsavingstothecountyinspecifictermsifthesuggestionweretobeimplemented



iiiTechnicalevaluationsshallbecompletedandawrittenreportprovidedtotheEmployeeAwardsCommitteewithin30daysafterreceiptbyadepartmentorexternaltechnicalconsultantCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle10Benefits271001HealthinsurancebenefitsaThecountywillprovidebothindividualhospitalizationinsurancedentalreimbursementandlifeinsurancetoallfulltimeemployeesinaccordancewiththeprovisionsofthegroupplanHealthinsurancecoverageshallattheemployeesoptionandinaccordancewiththegroupplansrulesincludeaspouseorfamilybAnemployeeeligibleforhealthinsuranceplanparticipationshallpay10ofthecostofsuchcoverageandthecountyshallpay90ofthecostofsuchcoverageHowevertheCountywillalsoprovidetheemployeewithindividualdentalcoveraqeatnocosttotheemployeeTheemployeeisresponsibleforpavinqthedifferenceincostbetweenanyhiqherdentalcoveraqelevelhusbandwifeparentchildorfamilvandthecostoftheindividualcoveraqecDeductionsshallbeallowableattheoptionoftheemployeetoprovidehospitalizationdentalandlifecoveragefordependentsinaccordancewiththeprovisionsofthegroupplandRetiredcountyemployeesmaybeentitledtocontinuationofgrouphospitalizationanddentaleimbursementcoverageunderthefollowingconditions1DisabilityretireesmustnotbeeligibleforgroupinsuranceinanyotherplanorforMedicare2RetireehealthinsurancecoverageshallconformtotheHealthInsuranceProgramforRetiredCountyEmployeesadoptedbyresolutionoftheCountyCommissionersonSeptember1J1998CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271002WorkerscompensationinsuranceWorkerscompensationinsuranceshallbeprovidedtoallemployeesandadministeredinaccordancewiththelawoftheStateofMarylandandthepoliciesofthecarrierretainedbythecountytoprovidesuchcoverageCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271003UnemploymentcompensationinsuranceEmployeeswhoarelaidoffordismissedfromthecountyservicemayapplyforunemploymentJompensationthroughthelocalofficeoftheEmploymentSecurityCommissionEligibilityforunemploymentcompensationwillbedeterminedbytheEmploymentSecurityCommission



CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271004OldageandsurvivorsinsurancesocialsecurityThecountytotheextentofitslawfulauthorityandpowershallextendsocialsecuritybenefitstoitseligibleemployeesinaccordancewiththeprovisionsoftheSocialSecurityActThefederalSocialSecurityProgramprovidesmonthlybenefitsuponretirementwithfullbenefitsavailableatage65andreducedbenefitsavailableasearlyasage62CountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271005RetirementbenefitsaEligibilityforparticipationEachemployeeinabudgetedpositionwillbeenrolledintheStateRetirementandPensionSystemofMarylandbEligibilityandbenefitsshallbedeterminedbytherulesandregulationsoftheStateRetirementandPensionSystemofMarylandCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271006DeathbenefitIfanemployeedieswhilestillinactiveservicetheemployeesdesignatedbeneficiaryieswillreceiveadesignatedlumpsumpaymentoflifeinsuranceinanamountbaseduponthecounty1suranceprogramineffectonthedateofsuchemployeesdeathCountyOrd9817Aeffective111999amendedbyCountyOrd9901effective221999CountyOrd9922effective12211999CountyOrd9922Aeffective12211999271007ReimbursementforcareerdevelopmenttrainingexpenseWhenemployeesenterintoacareerdevelopmenttrainingprogramwiththepriorapprovalofthedepartmentdirectorandtheDirectorofHumanResourcestheymaybereimbursedforexpensessuchastuitionandbooksuponsuccessfulcompletionofthecoursewithinthelimitsestablishedbythecountysCareerDevelopmentReimbursementPolicyCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271008OptionalbenefitsAdditionalbenefitsmaybeallowedattheoptionoftheemployeeaSupplementallifeinsurance1Employeesshallbeentitledtopurchasetermlifeinsuranceatthesamerateasthatofferedtothecountyforthegrouplifeinsuranceofferedtoallemployees2Theamountofanysupplementallifeinsuranceavailabletoemployeesshallnotexceed100000



3UponterminationofcountyserviceforanyreasontheemployeemaycontinuesupplementallifeinsurancecoverageupondirectpaymentofallpremiumstothelifeinsurancecompanyissuingthetermpolicybUnitedStatessavingsbondsEmployeesshallbeeligibletopurchaseUnitedStatessavingsbondsthroughpayrolldeductioninsuchdenominationsastheyshallchoosecCreditunionEmployeesshallbeeligibletojoinandparticipateintheStateEmployeesCreditUnionSECUdDeferredcompensationplanThecountyhasestablishedandoperatesadeferredcompensationplanundertheprovisionsofSection457oftheInternalRevenueServiceCodeforthepurposeofenablingemployeestoobtainsupplementallongtermretirementincomeEmployeesmayelecttoparticipateinthevariousoptionsavailableundertheplaneFlexiblespendingaccountsFlexiblespendingaccountsareprovidedbythecountyunderSection125oftheInternalRevenueServiceCodeallowingemployeestospendpretaxdollarsoninsurancepremiumsanddeductiblesuncoveredhealthandmedicalexpensesanddependentchildcareexpensesCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999Subtitle11Discipline271101SuspensiondemotionanddismissalGeneral3memberofthecl3ssifiedservicem3Ybe1Suspendedwithoutpayfors3fetyviol3tionsInorderto3voidunduedisruptionofNorkortoprotectthes3fetyofpersonsorpropertythedep3rtmentdirectormayimmedi3telysuspend3memberofthecl3ssifiedservicewithoutP3Yfor3periodoftimenottoexceedtwoworkingd3Yspendingfurtherinvestig3tionor2Demotedordismissedby3n3ppointing3uthorityduetof3i1ureinperfrm3nCeofdufiesorfJflureinpersonJconductJSsotouthereinbNomomborofthocklssifiodservicoshJbooomotedordismissodwithouttheconcurronoeofthoCountyIdmfnistrJtorJndcAmemberofthoclassifiodsorlfcetowhomthoprolisionsofthoLJwEnforcomentOffICorsBillofRightsisJppifcJboshJboprovidodaUsuchprotectionsfaIntroductionAllemployeesareexpectedtoworkinasafeandefficientmannerWhenanemployeefailstoabidebytheCountysrulesandrequlationsitmaybenecessarytodisciplinetheemployeeDisciplinaryactionisintendedtoencouraqecompliancewiththeCountyspoliciesandproceduresDisciplinaryactionincludesbutisnotnecessarilylimitedtooralandwrittenreprimandsdemotionsuspensionwithoutpayorterminationTheCountyreservestheriQhttodeterminetheappropriatedisciplinaryactionUPtoterminationbaseduponthefreQuencyandseverityoftheoffenseoroffensesatissue



bBasisfordisciplinaryactionItisnotpossibletolisteveryconceivableformofconductthatisunacceptableHoweversetforthbelowisalistofexamplesofconductthatmayresultindisciplinaryactionuptoterminationThislistisnotintendedtobeexhaustiveandtheCountyreservestherighttodisciplineemployeesforotherconductwhichisnotlistedbutisconsideredinconsistentwiththesafeandeffectiveoperationofCountygovernmentcThefollowinqconductmayresultindisciplinaryactionuptoandincludinqtermination1Absencewithoutapprovedleave2Acceptanceofanyservicebenefitoritemofvaluesuchasaloanordiscountnotavailabletothegeneralpublicreceiveddirectlyorindirectlyfromanypersonfirmorcorporationfortheimpliedorperceivedexpectationoffavorableinfluenceorpreferentialtreatmentfromtheemployee3ActsduringoroutsideofdutyhourswhichareincompatiblewiththepublicserviceorwhichtendtobringtheCountyintodisrepute4CarelessneqliqentorimproperuseofCountypropertyorequipment5Committinqanactwhichamountstoaviolationoftheethicssection6Criminalconductthatisconvictionofacrimethepotentialsentenceforwhichincludesaperiodofincarcerationfor30daysormore7DisclosureofinformationwhichisrestrictedundertheMarylandPublicInformationLaw8Discourteoustreatmentofthepublicorotheremployees9EngaqementinanyprivateendeavorinconflictwithCountybusinessethicalpolicyoroperations10ExcessiveattentiontopersonalbusinessoraffairswhileondutyasaCountyemployee11Excessivelatenessorabsenteeismabsencefromworkplaceordutystationwithoutnoticeorabuseofleavebenefits12Habitualpatternoffailuretoreportfordutyattheassignedtimeandplace13EmplovmentfraudthatismakingafalserepresentationofamaterialfactonaiobapplicationordurinQtheselectionprocess14FalsificationorunauthorizeddestructionofCountyrecords15GeneralmisconductorboisterousordisruptiveactivitysuchasgamblingfiqhtinguseofabusiveorobscenelanquaQethreatening



violenceorcreatinqanuisanceordisturbancewhileondutyattheworkplaceorenqaqedinCountybusiness16Improperpoliticalactivityasdefinedinthistitle17InappropriateofficialorpersonalconductdeqradinqtoCountyclassifiedserviceorqeneralmisconductundermininqthetrustinpublicservice18InappropriateunlawfulorunauthorizedsolicitationorinfluenceforpoliticaloridealoqicalpurposesorpersonalqainincludinqticketsalespostinqofadvertisementscirculationofpetitionsdonationrequestswhileondutyorenqaqedinCountybusiness19Incompetenceinefficiencyorneqliqenceintheperformanceofduties20NeQliqentorwillfuldamaqeorwasteofCountyorclientownedpropertyvehiclesequipmentmaterialorsupplies21Offensivetreatmentofclientsthepublicorcoworkers22PossessionofunauthorizedordeadlyweaponsfirearmsorexplosiveswhileondutyorenQaqedinCountybusiness23Racialsexualorotherunlawfulorunwelcomeharassmentorfailuretoacttostopsuchconductintheworkplace24SmokinQinprohibitedareas25TheuseofalcoholorcontrolledsubstanceswhileondutyorthepresenceofalcoholorcontrolledsubstancesinthebodysystemsubiecttoconditionsoutlinedintheCountysAlcoholandControlledSubstancesTestinQpolicy26TheftorinappropriateuseremovalorpossessionofCountyproperty27UnauthorizedpersonaloriIIeqaluseoftelephonesthemailsystemcommunicationssystemsandequipmentandcomputersystemsandequipment28UnauthorizeduseofCountypropertyequipmentmaterialssuppliesvehiclesorresourcesforpersonalqain29Unauthorizeddisclosureofconfidentialinformation30UnauthorizedtransferofofficialidentificationorotherCountyproperty31UntruthfulstatementswillfulorneqliqentfalsificationoftimesheetsreportsrecordsorotherfraudulentbehaviordetrimentalorpotentiallydetrimentaltotheCountythepublicorcoworkers32Usepossessiondistributionsaleortransferoforimpairmentby



alcoholorcontrolledoriIIeqalsubstanceswhileondutyataCountyworkplaceenqaqedinCountybusinessoroperatinqCountyownedvehiclesorequipment33WillfulneqliqentorcriminalviolationofCountypersonnelpoliciesorfederalstateorlocallawsrequlationsordinancesstatutesorpoliciesineffect34Willfulorneqliqentviolationofsafetyorhealthrulesor35WillfulslanderormaliciousmischaracterizationofcoworkerssuperiorsclientsassociateselectedCountyofficialsorpubliccitizensCountyOrd9817Aeffective111999amendedbyCountyOrd9922effective12211999271102BasisfordisciplinaryactionaFulluminperformmceofdutfos1Anemployeewhohascompletedtheprobationaryperiodwhoseworkinunsatisfactoryoveraperiodoftimeshallbenotifiedbythesupervisorinwhatwayworkisdeficientandwhattheemployeemustdotoperformsatisf3ctoryNork2Anemployeewhoissuspendeddemotedordismissedforunsatisf3ctoryperformanceofdutiesshallnormallyreceivethreewarningsbeforedisciplinaryactionistakenbythedepartmentdirectoriFirstoneoralwarningfromtheemployeesimmedbtesupervisoriiSecondanoralNamingwithafollowuplettertotheemployeefromthesupervisorwhichsetsforththepointscoveredintheirdiscussionandHiThirdawrittenNamingfromthedepartmentdirectorservingnoticeupontheemployeethatcorrectedperformancemusttakeplaceimmediatelyinordertoavoiddisciplinaryactionuptoandincludingdism15SI13Thesupervisorshallrecordandretainthedatesofdiscussionswiththeemployeetheperformancedeficienciesdiscussedandthecorrectiveactionsrecommended1ThefollowingcausesrelatingtofailureintheperformanceofdutiesarerepresentativeofbutnotlimitedtothoseconsideredtobeadequategroundsforsuspensiondemotionordismissaliInefficiencynegligenceorincompetencyintheperformanceofdutiesiiCarelessnegligentorimproperuseofcountypropertyorequipmentiiiPhysicalormentalincapacitytoperformessentblduties



ivDiscourteoustreatmentofthepublicorotheremployeesvAbsencevithoutapprovedleaveviImproperuseofleaveprivilegesviiHabitualpatternoffailuretoreportfordutyattheassignedtimeandplaceviiiDisclosureofinformationwhichicrestrictedundertheMaryl3ndPublicinformationLawandixImproperpoliticalactivityasdefinedinthistitlebFailureinpersonalconductbcJflureinPorsonalConduct1Amemberofthecl3ssifiedservicemaybesuspendedwithoutpaydemotedordismissedforcausesrel3tingtopersonalconductdetrimentaltocountyserviceiInordertoavoidunduedisruptionoforkiiToprotectthesafetyofpersonsorpropertyoriiiForotherseriousreasons2ThefollmvingcausesrelatingtobilureinpersonalconductarerepresentativeofbutnotlimitedtothoseconsideredtobeadequategroundsforsuspensiondemotionordismissaliCommittinganactwhichamountstoaviolationoftheethicssectionofthistitIeiOiEmploymentfraudthatismakingablserepresentationofamaterialbctonajobapplicationorduringtheselectionprocess1EditorsNoteSeeSubtitle16CodeofEthicsHiInsubordinationthatisrefusingorbilingtoobeyaI3NfulorderorinstructionofasuperiororthroughverbalornonverbalmeanscommunicatinglAthasuperiorinadisrespectfulmannerivCriminalconductthatisconvictionofacrimethepotentialsentenceforwhichincludesaperiodofincarcerationfor30daysormoreIMisuseofcountyfundsforunauthorizedpurposesviFalsificationorunauthorizeddestructionofcountyrecordsviiIntimidationorthethreatofretributiontmvardanyNitnessinanyappealcourtoradministrativeproceeding


