THURMONT TOWN MEETING
MARCH 6, 2018 AT 7:00 P.M.
THURMONT MUNICIPAL OFFICE
MEETING ROOM

AGENDA TOPICS

1.

PLEDGE OF ALLEGIANCE

APPROVAL OF 2/27/18 TOWN MEETING MINUTES
PUBLIC HEARING - ORDINANCE 2018-02- INFRASTRUCTURE BOND — NORTH CHURCH
STREET WATER/SEWER REPLACEMENT

ADOPTION OF ORDINANCE 2018-02

BID APPROVAL - EAST END PARK ADA RESTROOMS
WORKSHOP SESSION - EMPLOYEE POLICIES MANUAL
COMMISSIONERS? COMMENTS

a. Commissioner Buehrer

b. Commissioner Hooper

¢. Commissioner Hamrick

d. Commissioner Burns

e. Mayor Kinnaird

f. Jim Humerick

8. PUBLIC COMMENTS

WD

= Sl

UPCOMING MEETINGS/EVENTS:

3/8/18 — TAC MEETING — THURMONT MUNICIPAL OFFICE -6:30 P.M.

3/10/18 — MAIN STREET MATINEE — “MAD MAD MAD MAD WORLD” -2 P.M.

3/10/18 — YARD WASTE DROP OFF

3/14/18 — GREEN TEAM MEETING - THURMONT MUNICIPAL OFFICE- 6:30 P.M.

3/22/18 — PLANNING & ZONING MEETING -7 P.M.

3/30/18 — TOWN OFFICE CLOSED — GOOD FRIDAY

4/7/18 — HUNTING CREEK CLEAN UP (GREEN TEAM EVENT) — 8:30 A.M.

4/13/18 — 4/22/18 — RESTAURANT WEEK — A TASTE OF THURMONT

4/14/18 — YARD WASTE DROP OFF

4/14/18 — BULK TRASH PICK UP

4/21/18 — THURMONT GREEN FEST — THURMONT REGIONAL LIBRARY — 10A.M. -2 P.M.
4/28/18 — THURMONT BUSINESS SHOWCASE — SOMETHING FOR EVERBODY — 11 —2P.M.
4/28/18 - THURMONT POLICE COMMISSION SHRED EVENT- 8 A.M.

5/11/18 = THURMONT MAIN STREET SPRING ART & WINE STROLL

5/19/18 — GREEN TEAM PLANT SWAP — THURMONT REGIONAL LIBRARY

6/2/18 — FARMERS MARKET BEGINS




Minutes from March 6, 2018 Town Meeting

A Town Meeting of the Thurmont Board of Commissioners was held on Tuesday, March 6, 2018 at 7
p.m. The following were present: Mayor Kinnaird; Commissioner Buehrer, Hooper, Hamrick, and Burns;
CAO, Jim Humerick; Sr. Administrative Assistant, Becky Long; CFO, Linda Joyce; TPD, Chief Gregory Eyler;
Town Attorney, Leslie Powell; Samantha Hogan (FNP), Viktor Kraenbring, Dick Lee, Elliot Jones, and
Carlie Day {DHCD).

Mayor Kinnaird welcomed everyone to the meeting and led the Pledge of Allegiance.

Approval of 2/27/18 Town Meeting Minutes

Motion — Commissioner Hamrick said “I make the motion to approve the 2/27/18 Town Meeting
Minutes as they were presented to us.” Commissioner Burns second. Vote —4-0-1, motion carried.
Commissioner Hooper abstained, he was not present at that meeting.

Public Hearing ~ Ordinance 2018-02 — Infrastructure Bond — North Church Street
Water/Sewer Replacement

Mayor Kinnaird asked Mr. Charles Day from the state of Maryland to us what’s going on.

Mr. Day from the Department of Housing and Community Development, “I'm primarily responsible for
administering the state’s Local Government Infrastructure Finance Program, which is a loan program
that the state legislature created back in 1985 and we did our first financing in 1988... The legislature
determined that local governments across the state of Maryland needed access to capital at reasonable
rates and reasonable terms in orderto fund infrastructure projects, so they created this program”. He
explained the types of projects that are funded, how these projects qualify, who has used the program,
and how it works, the process.

Mayor Kinnaird thanked Mr. Day for coming to the meeting and explaining this to our residents and
helping us with this. There was a brief discussion over interest rates. The Mayor said “we’re going to
open a public hearing on Ordinance 2018-02 — Infrastructure Bond — North Church Street Water/Sewer
Replacement. I'm going to read the first page, which | think covers everything on this, then we'll open it
to public comment” {see attached).

There were nao public comments.

Commissioner Burns reminded everyone that we have had these types of bonds for the last 20, 30, or
more years and use them for these types of projects.

Mavyor Kinnaird thanked the state of Maryland for allowing us to participate in this program. He asked
one more time for any public comment. “Seeing none the public comment portion of this hearing is
now closed.”

Adoption of Ordinance 2018-02

Mayor Kinnaird said “next item on the agenda is the Adoption of Ordinance 2018-02, which | read,
anybody want me to read it again?” There was no further discussion before moving on to a motion.




Mation — Commissioner Hamrick said “I make the motion to adopt Ordinance 2018-02, The Town of
Thurmont Infrastructure Bonds, 2018, Series A for the amount of $2,945,000.00”. Commissioner
Hooper second. Vote — 5-0-0, motion carried.

Mavyor Kinnaird thanked Jim and Linda for all of their hard work on this.

Bid Approval — East End Park ADA Restrooms

Mr. Humerick said “our goal for some time has been to provide accessible restrooms near our inclusive
playground that was constructed last year. We had solicited a request to Program Open Space (POS) for
some funding for this project, which we were thankfully awarded, in the amount of $27,814.00. So, with
that in mind we solicited bids from construction companies to renovate a current unused building that's
in the park right now. 1t used to be used as a concession stand and hasn’t been used in many years as
that and its proximity to the playground and the other amenities in the park it makes perfect sense to be
able to renovate that existing building into the restrooms we’re looking for. So, the RFPs went out, we
received three bids back from contractors.” He then went over the 8id Comparison sheet (see
attached). “Based upon these bids and the funding we have available from POS we’re recommending
that we move forward with the low bidder, which is Blue Line Construction from Emmitsburg. We've
worked with Blue Line before on several construction projects here in Town, they’ve always done an
exceptional job for us and | might add that the other two companies have as well.” “As you see on your
bid comparison sheet there the grant funding is approximately $5,200 less than the bid price. I met with
Linda and Linda believes that if you choose to approve the complete bid tonight to include the Add/Ait.
with Blue Line Construction, that we can absorb the additional $5,286 out of the Parks Department line
operating budget.” Ms. Joyce explained that in projecting out thru the year-end there should be a
surplus of at least $5,000 to cover this and towards the end of the year would look at it again and do a
budget amendment.

Motion — Commissioner Buehrer said “I make a motion that we extend contract to Blue Line
Construction Emmitsburg, MD for the amount of $33,100 to entirely renovate the East End Park
Accessible Restrooms”.. Commissioner Hooper second. Vote —5-0-0, motion carried.

Workshop Session — Employee Policies Manual

Mayor Kinnaird stated that they were going into a workshop session and there would be no public input
during this part of the meeting.

. The discussion began with Policy 606 (see attached Draft I Manual). After many comments,

suggestions, and discussions they.completed the review of the manual. Ms. Powellis going to finish the
revisions, look again at the drug policy and the communications policy, and get back to the Board on
some questions they had.

Mayor Kinnaird thanked everyone for their input for this document.

Commissioner Comments

Commissioner Buehrer:
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e Catoctin High School again had a State Wrestling Champion, Zach Bryant at 138 [bs. with a 38-1
record for his senior year, he is a 2x State Champion. Josh Small at 160 Ibs. was 37-7 and he
took 3" place. Ethan Fuss at 126 Ibs. he qualified for the State Tournament but he lost.

s Reminder —Seniors there is a Tax Credit available. You can go to any Seniors Center in Frederick
County, Department of Aging, or call the office here and we’ll put you in contact with the right
people.

Commissioner Hooper:
* Had nothing this evening.
Commissioner Hamrick:

e Main Street Matinees, Saturday, March 10" — It's a Mad Mad Mad Mad World and on March
31% — Dunkirk. Matinees are held the 2™ & 4™ Saturday of each month, but March’s will be held
the 2" & 5% Saturday.

s Restaurant Week — A Taste of Thurmont will be commg Apr:l 13 22'ui

¢ Thurmont Business Showcase “Something for Everyone” will be held Saturday, April 28" from 11
a.m. —2 p.m. and the Thurmont Ambulance will be sefling food for the event.

s The flyer that was in the electric bill this past week talks about the Thurmont Fagade
Improvement. 1t's provided by the Maryland Department of Housing and Community
Development for facade improvements to qualifying commercial properties within the
Designated Main Street. If you are interested contact Vickie Grinder.

» Farmers Market starts Saturday, June 2" and will run every Saturday from 9 a.m. — noon thru
September 22™, If you are a vendor and are interested in a space please contact Vickie Grinder.
Also this year non-profits can participate in the Farmers Market any Saturday at no charge, you
must email verinder@thurmontstaff.com a week in advance of the Saturday you want to
participate. '

s _Rhonda Brown, proprietor of Images of U Hair Studios, has opened and the official ribbon
cutting is corming up March 31 at 3 p.m.

Commissioner Burns:

». There is a benefit breakfast for the Terry A. Coblentz family at Trinity UCC, 101 E. Main St. in
Thurmont on Saturday, March 24" from 6 — 11 a.m., adults $8.50, ages 5-10 $5 and under 5 eat
free. It's sponsored by the Trinity UCC and the Lions Club. _

¢ “Allin the Family” learn that addiction is a family disease, Iea}rn‘ how to.identify if your loved one .
has a problem, learn what you can do to help your family. On Thursda\’f,_fi\/!arch 15" at 6:30 p.m.
at the Thurmont Carnival Ground Activities Bldg. there will be a guest speaker, a Ms. Rena _

- Larkin, sponsored by the Thurmont Addiction Commission {TAC). We all need to get involved as
a community, “I'm encouraging you to go and find out”. “The Thurmont Addiction Commission
has these different events and they're very, very informative and I'd rather you go out now and
learn than to find out your child is addicted or has died because of it and you didn’t know
anything about it”. He also asked about a few things for TAC.

¢ There is a phone scam going on saying there is a warrant out for you arrest and they are using
and posing as a Frederick County Sheriff's Deputy. They never solicit money, they never
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threaten over the phone. They are asking you to go out and buy bank.cards and then give them
the number and they won't come and arrest you. It's a scam.

Jim Humerick:

e On our storm last week, we were pretty busy Thursday night, Friday, and most of the day
Saturday. We had 51 calls for service that day, 1 know that because Becky did a terrific job
keeping the log of al the calls she took that day. Those 51 calls resulted in 26 responses from
our Electric Department to go out, no major problems. A terrific job by Public Works Staff, our
Office here was closed because we lost power, we’re not on Thurmont power we have another
provider. When our phones shut down everything rolls to one cell phone and Becky was the
holder of the phone that day and she took over 75 calls all day long and all night fong and | got
the phone from here at 8:30 Saturday morning and the power came back on here at 9:00
Saturday morning, so it was timed perfectly. But everyone did a great job, especially Becky and |
want to thank everyone for their efforts.

Mayor Kinnaird:

¢ The storm on Friday, | want to thank all our Staff and Crew for the hard work they did, but t also
want to thank the residents for their understanding.

e There is a little trophy here and | want to thank Main Street Manager, Vickie Grinder, our CAOQ,
Jim Humerick, Dick Lee and all the others that worked on the “Tour Thurmont Walk, Bike, and
Drive” brochure. The brochure was recently recoghized by the Maryland Regional Park
Association as the best activity guide for municipalities with a population under 50,000. Vickie
and Jim attended the awards ceremony last week and accepted this amazing recognition for a
job well done. The brochure provides a Thurmont walking tour and a Thurmont driving tour,
each featuring points of local interest. There are also walking, biking, and driving tours that
extend into the county and include our three local covered bridges. The brochure was made
possible by the Town of Thurmont, Criswell Chevrolet, Frederick County, and Bicycle Escape.
This brochure is a great resource for visitors to Thurmont and to our residents who may not be
aware of all Thurmont hasto offer. Copies of the brochure are available at the Main Street
Center on Water Street. Congratulations to Vickie, a lot of hard work went into this. Also
another thing lim gave me a folder that Vickie has had created for handing out information to
new residents, new businesses, also to distribute them to some real estate companies so that
they can give them a folder with the Town of Thurmont information on it, beautiful folder and |
thank her for that too. '

Public Comments

Dick Lee, 13 Jermae, commented the best part about the speaker series for TAC is they will take all of
your questions when they are done their speech. Anything that they have talked about that you don’t
understand or know about, they will explain it and sit down and take their time. He also commented on
time off without pay that was discussed during the workshop for the employee policies manual.

Mavyor Kinnaird commented on trucks making illegal turns at the square and that it is due to following
directions on GPS and asked if there was any way to get this corrected,
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Motion — Mayor Kinnaird said “do we need a motion to adjourn”? Commissioner Hooper second.
Vote — 5-0-0, motion carried.

Without further discussion the meeting adjourned at 9:58 p.m.
Respectfully submitted,

R

Robin Clem
Recording Secretary
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BID COMPARISONS

East End Park Accessible Restrooms — renovate current unused concession building into accessible
restrooms to accommodate users who are visiting the East End Inclusive Playground and other
amenities in East End Park. :

Vendor Bid Amount Comments
Blue Line Construction $30,100 base bid (includes | Low bidder; high quality
Emmitsburg, MD. - new roof) performance and timely delivery

“of services in previous contracts
Add/Alt. for concrete
floors = $3,000 Recommended Vendor

Total = $33,100
Lonestar Builders, Inc. $43,778 base bid
Hagerstown, MD.

Add/Alt for new roof =
$3,500

Add/Alt for concrete
floors = $1,575

Total = $48,853
Catoctin Custom Builders 548,990 bhase bid
Thurmont, MD.

Add/Alt for new roof =
$2,200

Add/Alt for concrete
floors = $5,470

Total = $56,660

Note — Program Open Space Grant funding totals $27,814.00 for this project. If approved by BOC, 55,286
to be identified by CFO to fully fund project.
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Cover Page

PROPERTY OF THE TOWN OF THURMONT

Copy No.

I (employee), acknowledge rece1pt of the Thurmont
Employment (“Manual”) and that {am respons1ble for reading and understanding it§’ i
it updated. I understand that this Manual is Town pioperty that must be re
Administrative Officer when 1 leave the Town’s employment.

to the Chief

I further understand that my employment is at will and hat this Manual does not creaté a contract
with the Town for any purpose and that the provisions of tb.IS Manual may be modified or eliminated at any
time.

I understand that it is my responsibility to comply- with the policiés-contained in this Manual and any
revisions made to it. I further understand that failure”

result in disciplinary action.

Issued To:

Signed:

2/20/18



MAYOR’S LETTER

(Date)

To: All Supervisors, Department Heads, and Employees

Re: Personnel Policies

This Manual has been prepared as a guide for all employees as well as plbviding a reféience for éinployee
‘management at all levels of supervisory responsibility. The Manual has been adopted by the Mayor and Board of
Commissioners.

We believe that it is in the best interest of the Town and our emplo_yecs to have written persommel policies to
prevent misunderstandings and problems, and to ensure that ail employees know what is expected of them. It is
essential that ali supervisors understand the role of these pohcles in meeting the Town s objectives and in limiting
our legal exposure. : :

Any policy, however, is only as good as its -ig_npl_ementatign_.: -Supervisors whb are in direct contact with, and
responsible for, a group of employees are essential to”effective policy implementation. Supervisors must translate
these ideas and principles into action. We depend upon the supervisors and employees for the successful
development of a productive, legal, and harmonious working environment.

Accordingly, T require that you thoroughly familiarize yoiirself with the contents of this Manual so that all
personnel policies of the Town may be admlmstered approprlateiy Thank you for your continued efforts on behalf
of the Town of Thurmont. w

Mayor John Kinnaird '

2/20/18



Page 7
POLICY 101 FUNCTIONS OF THIS MANUAL

Policy:

It is the policy of the Town that this Manual sets forth the basic personnel policies, practices, and procedures,
The Manual is not intended to and does not alter the employment-at-will relationship between the Town and
its employees in any way. (See Policy 106, EMPLOYMENT-AT-WILL.) ‘

Explanation:

(1)  This Manual contains general statements of Town policy. This Manual should not be interpreted as
forming an express or implied contract or promise that the policies discussed in it will be applied in all cases. The
Town may add to, revoke or modify the policies in the Manual from time to time with or without notice.. The Mayor
and Board of Commissioners will try to keep the Manual current, but there may be times when policy-will change
before this material can be revised. S fG

(2)  The Chief Administrative Officer is responsible for distribution of the Manuals té':"i:iapgrtment heads
and supervisors who, in turn, are responsible for distributing them to gémployees along with any approved changes.

(3) The Board of Commissioners will review and a};thélfize"éhanges to the Town’s personnel policies.
Department heads and supervisors are encouraged to recommend changes or new policies. The Chief
Administrative Officer is responsible for disseminating new policy information.”:

(4) Department heads and supervisors should refer to the Manual whenever questions of policy
interpretation or implementation arise. owever, issues needing clarification should be referred to the Chief
Administrative Officer who shall forward it to the Mayor. and Board of Commissioners for clarification.

{5)  Asused in the Manual:

{a) The masculine geﬂdé_f_éhgi;l__d;bf? interpreféd;t_g_ :_include the feminine gender and vice versa;

(b)  “Supervisor” means an-individual
two or more subordinates;and

/ith the aﬁfﬁ‘ority to assign, direct, and review the work of

() Inunedlatefam,tly” meaﬁé_';-iﬁé'employce’s spouse, brother, sister, parent, grandparent, child,
foster’ ¢hild, grandehild, stepchild, father-in-law, mother-in-law, sister-in-law, brother-in-law,
d&j__ufghter—hl-law; ' _§,bn-in—1aw',' bf_; domestic partner.

2/20/18
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POLICY 102 EMPLOYEE SUPERVISION
Policy:

It is the.policy of the Town that the work of all employees will be assigned, directed, and reviewed by
supervisory personnel. Employees ordinarily will have only one supervisor to whom they report.

Fxplanation:

(1) A primary role of each supervisor is to provide a link between The Chief Administrative Officer and
Town employees Accordingly, supervisors are expected to communicate the policies of the Town fo the employees
they supervise. They are expected to communicate to the Chief Administrative Ofﬁcrﬂ the attltudes suggestions,
and complaints of their employees. ‘

(2)  In addition to mastering the technical skills needed in their work unit, supervisors should be able to
lead and motivate their employees to do their best work.

(3)  Supervisors are responsible for ensuring that the Town’s goals for employee conduct and performance
are achieved and that the personnel policies established by this Manual are implemented,

(4) Supervisors will conduct annual employee perforinance evaluations which shall be documented and
placed in the employse’s persomnel file. (See Policy 302, PERFORMANCE' APPRAISALS) All personnel files are
confidential and will not be disclosed other than to the empioyee upon the employee’s request, their immediate
supervigor on an official with an employment-related n_er_ad.to -know basis. (See Policy 301, PERSONNEL RECORDS).

2/20/18
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POLICY 103  CHIEF ADMINISTRATIVE OFFICER

Policy:

It is the policy of the Town that the Chief Administrative Officer is 1esp0ns1bie for the day to day operations
of the Town and reports to the Mayor. The Chief Administrative Officer takes direction from the Mayor and is
responsible for carrying out the policies approved by the Board of Commissioners in the pe1 formance of his duties.

Explanation:

(I) The Chief Administrative Officer is the operations manager of the Town. ..

(2) The Chief Administrative Officer is responsible for reviewing the Town’ human resoiirces function
and, in that capacity, serves as a senior consultant to department heads and stipers -all matters
concerning human resource management. In addition, the Chief Administrative O'ﬁcer provides staff
assistance to supervisors and department heads in developing, cominitinicating, and camymg out the Town’s
policies. :

(3) The Chief Administrative Officer’s responsibilities inclui

(a) Planning and formulating general personnel pé 1éies, incl ding workforce planning;
(b)

() Overseeing recruiting, mterwe i
employees;

ate, and local empib nient laws and regulations;

election, placement, and orientation of new

(d) Implementing special education, counseling, ttaining, and development programs;

(&) Coordinating the appraisal, transfer, promiotion, layoff, recall, demotion, and termination of
employees

()

(2

)i P_erformin such other duties as may be assigned by the Mayor.

2/20/18



POLICY 104

Pdlicy:

Page 10

CHIEF FINANCIAL OFFICER

It is the policy of the Town that the Chief Financial Officer shall be responsible for all the financial duties of
the Town and shall be accountable to the Mayor,

Explanation:

(1) The Chief Financial Officer acts as the Town Administrator of benefits and pengion plans.

(2)  The Chief Financial Officer shall have the authority, and shall be required to:

(@)
(®)
(c)

(@
(e}
)
(&
0y
(®
()
(k)
o8

(m)

2/20/18

Assist the Mayor in the preparation of the ammual budget for subr_mssmn to_the Board of
Commissioners; :

Supervise and be responsibie for the disbursement of all monies and supervlsmn of all
expenditures to assure that budget appropriations are not exceeded;

Maintain a general accounting system for the Town in such form as the Board of Commissioners
may approve, according to State law; :

Submit a complete financial report at the end of each fiscal year to the Board of Commissioners;
Ascertain that ail taxable real property Wiﬂlm the Town is curféﬁtly assessed for taxation;

Arrange for collection of ali taxes, spec1al assessments, license fees liens, and all other revenues
{(including utility revenues) of the Town and any other revenues for which collection the Town is
responsible;

Supervise the financial affalrs and the admmlstratlon of the budget as adopted by the Board of
Commissioners B .

Have custody of all pubiij(ﬁ__ _moniés _B:e'_iér_i_gipg o br under the control of the Town, except funds in
the control of trustees, and have custody of all bonds and notes of the Town,;

Perform any othf_ duties in’ ,r__éla’tion to the fiscal or financial affairs of the Town as the Mayor or
Board of Commissioners may require, or as may be required elsewhere in the Charter;

Méi:mahl separaté accounts for all enterprise funds;
Administer c_bmpensa’{ion"pfogfalns for both exempt and nonexempt employees

Administer émployee benefit plans and programs and the disclosure of information concerning
benefits to employees; and

Assist th’eéTovm’.s' auditors in performing their annual andit of the Town.
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POLICY 105 CODE OY EMPLOYER-EMPLOYEE RELATIONS

Policy:

It is the policy of the Town to attempt to implement effective personnel policies and to require all employees
to support the Town’s best interests.

Explanation:

mployees. Thus, the

(1) The Town is committed to a mutually rewarding and direct 1elat10nsh1p with it
Town is committed to: : :

(a) Provide equal employment opportunity and treatment regardless of race, rehglon color, sex, -
gender identity, marital status, sexual orientation, genetic inform on, age, national origin,
disability unrelated to the performance of the employment, or military. status, “or
characteristic protected by applicable federal or state law. (See Policy 201; EQUAL EMPLOYMENT
OPPORTUNITY); :

{b) Provide compensation and benefits commensurate
PRACTICES),

1th the work performed (See 'Pf)"licy 301, Pay

(c) Establish reasonable hours of work based on the Town’s needs {See Policy 207, HOURS OF

WORK);

(&) Monitor and comply with applicabl federal, state, and local a
employee safety (See Policy 601.

ys and regulations concerning

(e) Offer training opportunities for all empj as appropriate (See Policy 202B, ORIENTATION AND

TRAINING);

(f) Be receptive to consfructiy
policies; and

Provide appropriate mean

“all empio / _es to:

| __ntractors_ and vendors in a professional manner (See Policy 803, CUSTOMER

F ol_Lgﬁft:-tﬁe policies adopted by the Town.

(3} The Town retains the sole discretion to exercise all managerial functions, including the rights to:
(a) Dismiss, assign, supervise, and discipline employees;
(b) Determine and change starting times, quitting times, and shifts;
(c) Transfer employees within departments or into other departments and other classifications;
(d) Determine and change the size and qualifications of the workforce;

(e) Determine and change methods by which its operations are to be carried out;

2/20/18
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Page 12
Determine and change the nature of the services of the Town, and continued operation of
programs and benefits; and

Assign duties to employees in accordance with the Town’s needs and requirements and to carry
out all ordinary administrative and management functions.
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POLICY 106 EMPLOYMENT-AT-WILL
Policy:

It is the policy of the Town that all employees who do not have a written employment contract with the Town
for a specific, fixed term of employment are employed at the will of the Town for an indefinite period. This policy
is modified for Police Officers to the extent that law enforcement persommel are governed and protected by the Law
Enforcement Officers’ Bill of Rights (LEOBR) and are subject to the policies and procedures duly established by the
Chief of Police and adopted by the Board of Commissioners.

Explanation:

(1)  Employees who do not have an individualized written employment confract are emp yed at the will of
the Town and are subject to termination at any time, for any reason, with or without cause or n0t1ce At the same
time, these employees may terminate their employment at any time and for any Teason th or without cause or
notice, 7 -,

(2)  Supervisors and department heads will not make any representahons to employees. or applicants
concerning the terms or conditions of employment with the 'Iown 1at are inconsistent with Town policies. No
statements made in pre-hire interviews or discussions, or in rect ials of any kind, alter the at-will nature
of employment or imply that discharge will occur only “for caus

(3)  This policy may not be modified by any statefents contained iy this Manual or any other employee
handbooks, employment applications, Town recruitin ' _or other materials provided to
applicants and employees in connection with their ginployment. None of these documents whether singularly or
combined, create an express or implied contract or a definite period, or an express or implied
contract copcerning any terms or conditions of employm Hnllarly, Town policies and practices with respect to
any. matter will not be considered as creatmg any contrac ligation on the Town’s part or as stating in any way
that termination will occur only “for causé,”. Statements of sp 1ﬁc grounds for termination set forth in this Manual
or in any other Town documents are examples .not all-in ve and are not intended to restrict the Town’s
right to texminate at-will. ' :

(4) . At the time of hiring, employees are-fequired “sign a written statement acknowledging that they are
employed at the will of the ToWn and are sub]e “to termination at any time, for any reason, with or without notice,
and with or without caus :

(5) Completion of a probatzonary period or attainment of regular status does not change an employee’s
status as an at-will empl yee or, : ict'the Town’s right to terminate the employee or changs the terms
or conditions of empioy (See Policy 207; PROBATIONARY PERIOD.)

2/20/18




Page 14
POLICY 107 WORK FOR HIRE

Policy:

All intellectual property developed by Employees of the Town developed during an employee’s work day and
or in which the Town’s resources or equipment are used constifute works for hire and are Town property unless
otherwise expressly agreed in writing by the Town. This includes patents, inventions, a:nd copyrightable works
created by employees.

Explanation:

(1)  For example, if an employee’s job includes preparing advertising and plomotmna} matenais for the
Town, those materials are Town property and the Town holds all rights in such property mcludmg the right to create
any “derivative works” which are works based upon the advertising or marketmg material.

(2)  For example, if an employee develops a new mechamcal system for certain work whﬂe performing
services to the Town, the Town has all rights in such a system. .=
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POLICY 201 EQUAL EMPLOYMENT OPPORTUNITY
Policy:

1t is the policy of the Town to provide equal employment opportunity to all employees and applicants for
employment. No person will be discriminated against in employment because of race, religion, color, sex, gender
identity, marital status, sexual orientation, genetic information, age, national origin, disability unrelated to the
performance of the employment, or military status, or any other characteristic protected by applicable federal or
state law,

Explanation:
(1) This policy applies to all terms, conditions, and privileges of employment At

(2} The Chief Administrative Officer, who reports divectly to the Mayor and Board of Com
responsible for formulating, implementing, coordinating, and monitoring all efforts in the af -of equal employment
opportunity. The Chief Administrative Officer’s duties include:

(a) Assisting supervisors and department heads in collecting and analyzing employuient data;

(b) Developing policy statements, and recruitment techniques designed to comply with the equal

employment policies of the Town; :

(¢) Complying with federal and state statuto
related statutes and regunlations;

(d)
®

Assisting supervisory personnel i

&)

Keeping supervisors &
developments.

loymerit, an employee, a government agency, or an
attorney concerning any equal employm er should be referred to the Chief Administrative

Officer who will notify the Town Attorney.

(5) While overall.4 :
effective equal employment opportt
and employees at all leyels. Any €l

r implementing this policy is assigned to the Chief Administrative Officer, an
ity program-cannot be achieved without the support of supervisory personnel
sloyees who believe they have suffered from discrimination should report this
inistrative Officer,

imination will be handled and investigated under the Town’s dispute resolution

RESOLUTION PROCEDURE). All complaints of discrimination will be investigated
al and ‘confidential manner. A timely resolution of each complaint will be reached and
s involved. The Town prohibits any form of retaliation against employees for bringing
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POLICY 202 PROFESSIONAL WORK ENVIRONMENT
Policy:

1t is the policy of the Town to promote a productive work environment and not to tolerate verbal or physical
conduct by any employee that harasses, disrupts, or interferes with another’s work performance or that creates an
mtimidating, offensive, or hostile work environment.

Explanation:

(1) Employees are expected to conduct themselves in a professional manner and méintain a productive work
environment that is free from harassing or disruptive activity. No form of harassment will be tolerated, including
harassment for the following reasons: race, religion, color, sex, gender identity, marital status, seXual orientation,
genetic information, age, national origin, disability unrelated to the performance of the ernpioyment or mﬂltary
status, Special attention should be paid to the prohibition of sexual harassment. ;

(2) Each supervisor has a responsibility to keep the workplace free of any form of ha1 assment, and in
particular, sexual harassment. No employee is to threaten or insinuate, either explicitly or implicitly, that an
employee’s refusal or willingness to submyit to sexual advances wﬁl affect the employee’s terms or conditions of
employment.

(3) Other sexually harassing or offensive conduct in the'kaplace' Whethm committed by supervisors,
managers, nonsupervisory employees, non—employees or members of the pubho is prohlblted This conduct
includes:

{a) Unwanted physical contact or comduct of any kifid; including sexual flirtations, touching,
advances, or propositions; :

(b) Verbal harassment of a sexual nature, such as lewd comments, sexual jokes or references, and
offensive personal references S

(c) Demeanmg, msu}tmg, mtirmda‘ung, or sexually suggestwe comments about an individual;

(d)

pictures, or photographs

{e) Demeamng, msultmg, mtunldatmg, or sexually suggestive written, recorded, or electronically
ttansmltted messages (such as emaﬂ instant messaging, and Internet materials).

Any of the above conduct or other offens,we conduct directed at individuals because of their race, religion, color,
sex, gender identity, marital status, sexual orientation, genstic information, age, national origin, disability unrelated
to the performance of the employment or military status is prohibited.

4y Any employee who beligves that a supervisor’s, manager’s, other employee’s, or non-employee’s
actions or words constitute unwelcome harassment has a responmblhty to report the situation as soon as possible.
The Teport should be made 1o the employee’s supervisor; or to the department head or Chief Administrative Officer
if the coinplamt involves the supervisor or department head.

(5) Comp]amts of harassment will be handled and investigated under the Town’s dispute resolution policy
(see Policy 902; DISPUTE RESOLUTION PROCEDURE). All complaints of harassment will be investigated pr omptly and
in an impartial and confidential manmer, Employees are required to cooperate in any investigation. A timely
resolution of each complaint will be reached and communicated to the parties involved.

(6) Any employee, supervisor, or department head who, after investigation, is found to have violated the
harassment policy or has engaged in behavior creating a hostile work environment will be subject to appropriate
disciplinary action, up to and including termination. (See Policy 807, DISCIPLINARY PROCEDURES,) The Town
prohibits any form of retaliation against employees for bringing bona fide complaints or providing information about
harassment.
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POLICY 203 HIRING
Policy:

It is the policy of the Town to be an equal opportunity employer and to hire individuals on the basis of their
qualifications and ability to do the job. Unless otherwise provided in an employment contract, employment with the
Town is considered to be at will, so that either party may terminate the relationship at any time and for any lawful
reason. (See Policy 106, EMPLOYMENT-AT-WILL)

Explanation:

(1)  Supervisors and department heads who need to fill a job opening or want to ‘ail. a new job position
should submit a request to the Chicf Administrative Officer who will discuss it with the:Mayor for-approval.

(2)  The Town will attempt to fill job openings by hiring from within, if quallﬁE '
available. In addition, the Town will normally give consideration to any known qualified:
TayofT status before recruiting applicants from outside the organization. e

internal --gpplicants are
iduals whe are on

(3)  If candidates from within the Town are to be considerei ¢ job openings, the Chié'f%'jﬂdmmistrative
Officer will post the openings in accordance with procedures et ned in Policy 206, PROMOTION. Cuwirent
employee candidates for the openings will be considered and processed a8 cutlined in Policy 205, TRANSFER.

(4)  If candidates from outside the Town are to bgi_’_cj:oﬁsidered for job openings, the Chief Administrative

Officer and the supervisor will be responsible for recruiting the candidates and should use the recruitment methods
and sources he considers appropriate to fill the openings:

(3) During the recruitment, hiring, and™
permanent or guaranteed employment; and no docur
employment agreement has been approved by the Mayor. and Board of Comrmissioners, (See Policy 204,
EMPLOYMENT AGREEMENTS.) All employees of the Town should be aware that employment with the Town is at-
will and should not make any representations othetwise. (See Policy 106, EMPLOYMENT-AT-WILL.)

(6) When candidates from outsi
procedures should be implemented:

(a)

sesses the bona fide occupational qualifications for the job opening, the

inistrative Officer with the advice of the Town Attorney will consider requests for

- fation of disabilities and religious beliefs and will determine what, if any, reasonable
accommaodation can be made.

(®)

cants dets rmined to be qualified for consideration for available job openings will be
d by the Chief Administrative Officer and the Supervisor of that particular
ment, another department or Commissioner at the discretion of the Mayor.

If the Chlef Administrative Officer determines that the applicant is qualified for employment, a
second interview may be arranged at the discretion of the Chief Administrative Officer.

Thie Chief Administrative Officer has the responsibility to determine whether an applicant is
technically qualified for the open position and meets the other job-related criteria necessary to
perform the job. The decision whether to hire the applicant is to be made by the Chief
Administrative Officer with approval of the Mayor for all departments except the Police
Department. The technical qualifications and decision to hire Police Department employees
rests with the Chief of Police with the approval of the Mayor.

(f)  Following a decision to hire the applicant, and with approval from the Mayor, the Chief
Administrative Officer will make a written offer of employment which should include any
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necessary contingencies or disclaimers. The Chief Administrative Officer will then determine
whether the applicant has the legal right to work in the United States and, where appropriate,
conduct credif, personal reference, driving record, and criminal background checks. A prior
conviction, taken by itself, will not necessarily disqualify an applicant. If the applicant accepts
the offer and a medical examination and drug/alcohol screening is required, the Chief
Administrative Officer will arrange it. (See Policy 206, MEDICAL PROCEDURES)

{g)  If the background, medical, ding/alcohol, or any other subsequent investigation discloses any
misrepresentation on the application form or information indicating that the individual is not
qualified for employment with the Town, the applicant will be refused empioyment or, if
already employed may be terminated.

(h)

employees and the processing of their employment forms; the super\usm is 1esp

I gible for any
necessary job training. (See Policy 205, ORIENTATION AND TRAINING) e

(7) A member of an employee’s immediate family (as defined i Pohcy 101¢5){(c)} wili:be con51de1ed for
employment by the Town, with the Mayor’s knowledge and consent, if the applicant possesses all the qualifications
for employment. An immediate family member may not be hired, ho_ fer, if the employment would:

(a)  Create either a direct or indirect superv1sor/subordmat ationship with a family member; or

(b)  Create the appearance of, or actuai conﬂtct of mtetes
INTEREST)

©.(See Policy 806, CONFLICTS OF

These criteria will be considered when assigning, tra'ﬁéferring, or, p‘ﬁimoting an employee.

(8}  Employees who marry or become members of th 'same household may continue employment as long
as there is not:

y ubordinate r ationship between the employees; or

(@) A direct or indirect s

(b}  An actual conflict of:

interest or'the appearance of a conflict of interest. (See Policy 806,
CONFLICTS OF INTEREST)

Should one of the above situations occur, the Town witl attempt to find a suitable position within the Town to which
one of the affected employees may:transfer. If accommodatlons of this nature are not feasible, the employees will
be permitied to determme which of them will re31gn

(9) The Town encour ages employment and advancement in employment to gualified disabled veterans and
qualified disabled individuals. The Town éncourages employment and advancement in employment to qualified
individuals without. 1ega1d to: race religion, color, sex, gender identity, marital status, sexnal orientation, genetic
mfonnation age, National ougm, disability unrelated to the performance of the employment, or military status, or
any other ¢haracteristic proteeted by apphcable federal or state faw.

: (_.1_.0) Former employees who left the Town in good standing may be considered for reemployment. Former
employees . who resigned’ without written notice or who were dismissed for disciplinary reasons may not be
considered-for. reemployment. (See Policy 214, TERMINATION OF EMPLOYMENT) A former employee who is
reemployed will be considered a new employee from the date of reemployment unless the break in service is less
than ninety days, in which case the employee may be eligible to retain the same compensation level as the employee
held prior to termination. Length of service for the purposes of benefits is governed by the terms of each beneft
plan. Employees who retire may be eligible, in certain circumstances, to be considered for rehire. (See Policy 215,
RETIREMENT.)
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POLICY 204 EMPLOYMENT AGREEMENTS
Policy:

It is the policy of the Town that it may execute written employment agreements with certain employees.
Employees who do not have a written employment agreement containing a specified duration of employment are
considered at-will employees. (See Policy 106, EMPLOYMENT-AT-WILL.)

Explanation:

(1)  The Mayor, with the approval of the Board of Commissioners, or his speé:-'iﬁ@:.:‘@esignec is the only
Town representatives authorized to enter into a written employment agreement on behalf of the Town with any
employee. e

(2)  Written employment agreements normally will set out the significant tetms. and conditions of an
individual’s employment. These terms and conditions often include: _ e
(a)  The length of time that the agreement will last and how,lf at all, it can be r'éﬁcia'vggl;

(b)  The job title, duties, and description, reserving

flie Town the right to change the employee’s
duties as the Town’s interests require; o

(¢)  The employee’s salary;

(dy Any other forms of compensatio

u'ch' as health insuranc
perquisites; and ' s

pension, incentive plans, or

(e)  Provisions for the termination of employme

(3) Employment agreements covered by this

icy may include any or all of the following elements,
depending on individual circumstances: ' ‘

(a) Patents, Inventions, and Cop : The agreement should specify who owns the rights to any
patents, inventions, and ‘copyrights obtajned by the employee during employment, or as a result
of work done while employed, and any royalties or other payments resulting from these iterns.
Unless Twise expressh eed in writing, these items are considered a “work for hire” and

are Tov roperty The eiﬁﬁ]ﬁyee shall assign all rights therein to the Town.
(b) Cp}iﬁc’iential Da
information
CONFIDENT]

All empi’c:_)'y@es with access to confidential data are required to safeguard that
t. disclose it except as specifically authorized.  (See Policy 806,

(€)= Conflicts: of Interest: The Town’s Ethics Ordinance must be adhered to and any agreements
* " shall reaffirm that employees may not accept gratuities or other improper compensation. (See
Po Lq‘ 805, CONFLICTS OF INTEREST)

[ Training and Education: Employees who are selected for an extended period of training

cation paid for by the Town will be required to retum to work for the Town at the
conclusion of the program. Employees who do not return to work or who retum but terminate
- employment voluntarily within two years of course completion, will be required to reimburse
’the Town for the costs of the training or education. ‘

(e) Mediation: The Town and the employee may agree to submit any dispute over the terms,
conditions, or termination of employment to nonbinding mediation.

(4)  Prospective employees are encouraged to review carefully any employment agreement and to consult
with their own legal counsel to review the terms of any agreement.
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POLICY 205 ORIENTATION AND TRAINING
Policy:

It is the policy of the Town to provide, conduct or support training programs that it determines to be
appropriate.

Explanation:

(1) Supervisors are responsibie for 1ecommending employees for special training programs, for providing
on-the-job training, and for arranging outside trainers. Training will normally be conductéd durmg regular working
hours.

(3) The Chief Administrative Officer may approve employee partxc1pat10n in. contmumg education and
training programs when that instruction is regarded as beneficial or considered necessary for safisfactory job
performance. Tn some cases, employees may be required to enroll in and complete the prograris satisfactorily.

(4) The Chief Administrative Officer will coordinate employée participation in extenal and in-house
programs dealing with supervisory, professional, or management development cost reduction; quality improvement;
and compliance with govermment regulations. :

(5) The Town may consider the feasibility of sponsdring or conduetlng special programs for groups of
employees when continuing education and in-service programs are required for licensing or for recertification of a
license. Under those circumstances, it will apply for approval by the licensing authomy and will attempt to comply
with all requirements estabiished by that authonty However it may at its discretion cancel, modify, or withdraw
from any certification or program. - .

(6) The Town will provide special tlammg programs explammg its antidiscrimination and harassment
policies and for safety and health matters, when considered DEcessary or as required by government regulation.

(7) Town-sponsored or conducted orientauon and ‘rrammg programs may be reviewed periodically to
evaluate the quality of the instruction, the Content; and the results. “The Chief Administrative Officer will administer
the evaluation, which may involve the testmg of partlclpants

(8) Employees may receive cemﬁcates of completlon “for successfully finishing Town-approved or Town-
sponsored training and eduéational programs. The Chief Administrative Officer will maintain records of all fraining
programs completed by gach employes.
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POLICY 206 MEDICAL PROCEDURES
Policy:

_ It is the policy of the Town that applicants to whom a conditional offer of employment has been extended and
current employees may be required to undergo medical tests, procedures, or examinations whenever the Town
determines that these are necessary for the safe performance of the employee’s duties.

Explanation:

(1)  Successful applicants for employment may be required as a condition of employment to take a medical
examination to establish their fitness to perform the jobs for which they have applied without ‘endangering the health
and safety of themselves or others. If a department head determines that an ekamination is: i
particular position, all applicants for the job to whom a conditional offer of employment as been '
examined.

(2) Employees may be required to have a medical examination
job-related and consistent with business necessity. For example, a met
employee Is exposed to toxic or unhealthful conditions, requests
questionable ability to perform current job duties or the duties
considered. :

accommodation for a dlsaolilty, or has a
he job for which the employee is being

(3) Employees are encouraged, but not required;
employment and to participate in wellness programs. .

(4) Medical examinations required by the
or licensed medical facility designated or approved b
property of the Town, and the examination records will'h
However, records of specific exammano

2d as confidential and kept in separate medical files.
regulation, will be made available to the employee,

employee’s doctor.

(5) Employees who need to use preseriptio _
requirement to the Chief Admi if the use m ght 1 1mpa1r their ablhty to perform the job safely and
effectively. Depending on 1
tasks, or prohibited from orking if they are determined to be unable to perform their jobs safely and properly while
13, (See Policy 808, DRUGS, NARCOTICS, AN'DALCOHOL)

{(6) The Town I
or injury that requires an

yee to be absent from scheduled work. (See Policy 503, Sick LEAVE; and Policy 703,
he Town may require a second and, if necessary, third medical opinion regarding
illness or injury. Any required additional opinions will be paid for by the Town.

'uming from a disability leave or an absence caused by health problems may be required
.a doctor’s certifigation of their ability to perform their regular work satisfactorily without endangering
i their fellowemployees. (See Policy 503, SICK LEAVE; and Policy 703, FAMILY MEDICAL LEAVE ACT)

who become ill on the job or suffer any work-connected injury, no matter how minor, must
report unmedlately' o their supervisors. Supervisors will arrange referral for examination, treatment, and recor ding
of the incident as necessary. Time spent by an employee waiting for and receiving this medical attention will be
considered hours worked for pay purposes.

(9)  An injured employee’s supervisor or department head, or medical petsonnel are authorized to have the
employee transferred to a medical facility for treatment. The Department Heads are responsible for developing and
administering programs concerning employee health and safety. (See Policy 601, EMPLOYEE SAFETY)

(10) The Town may require job applicants and current employees to take a test to determine the presence of
drugs, narcotics, or aleohol. .(See Notice to Applicants and Employees of Controlled Dangerous Substance and
Alcohol Testing Policy.)
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POLICY 207 PROBATIONARY PERIOD
Policy:

It is the policy of the Town that all new employees and all present employees transferred or promoted to a
new job should be carefully monitored and evaluated for an initial probationary period. After satisfactory
completion of this period, those employees will be evaluated as provided in Policy 302, PERFORMANCE APPRAISALS,

FExplanation:

(1) Normally, the probationary period should last at least six months, : _Superﬁ's:é_r's_; should observe
carefully the performance of each employee in a new job position. When appropriafe,’: weaknesses in performance,
behavior, or development should be brought to the employee’s attention for correction, s

{(2)  Supervisors should prepare a written evaluation of the employee’s job performance by the 6fid of the
first six months on the new job. (See Policy 302, PERFORMANCE APPRAISALS.) The evaluation should include a

recommendation whether the employee should continue in the pogition. Copies of the evaluation should be
forwarded to the Chief Administrative Officer for inclusion in the employee’s personnel file.

(3} Employees generally will be allowed to continiié in their héw positions if they are given both a
satisfactory evaluation by the end of their initial six month eﬁipioyment period, a_x_:_;d their supervisor’s endorsement to
continue in the job. Employees who do not receive 4 sat
additional time ir 30-day increments to demonstrate thei 'abahty to do the job, if the superv;sor feels additional time
is warranted in order to achieve acceptable job perfermanee o

(4)  Supervisors may recommend the te
recorunendation for termination should be submitted in wrltlﬁg to the Chief Administrative Officer for review and
should include an evaluation and a list of s actions taken to d§sist the employee. (See also Policy 211, TERMINATION
OF EMPLOYMENT.) Action to terminate will be. at. the dlSCletan of the Mayor after consultation with the Chief
Administrative Officer and legal staff.  ~2: e, =

(5) Newly hired employees are elig'ib_le_f@i emplt)yee' benefits as they are earned, except health insurance
which is available the first-day of the month' following the employee’s date of hire. Transferred or promoted
employees, although evaluated accordmg to this: policy, remain eligible for all benefits while demonstrating their
ability to perform theif néw jobs. The mtroduetory period will be extended by the number of work days missed
because of an excuséd Ieave of absence o

(6) Atthe dlscretlon of the depa1 rif:'head and/or Chief Administrative Officer, transferred or promoted
employees who are unable to perfoma satisfactorily in their new jobs may be returned to their original jobs, if a
vacancy exists; or may: be terminated. Promoted employees who return to their original positions will not retain any
salaly mcrease obtamed as a result «of the promotion,

(7) At all times mcludmg after successful completion of the infroductory period, employment with the
Town is considered to be ¥at-will,” and the employment relationship may be terminated at any time for any lawful
reason by elthel party. (See Policy 106, EMPLOYMENT-AT-WILL, Policy.)

(8) For the purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
of Rights (LEOBR) and the policy and procedures of the Thurmont Police Department.
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POLICY 208 TRANSIER
Policy:

Tt is the policy of the Town that it may at its discretion initiate or approve employee job transfers from one
job to another or from one department to another.

Explanation:

(1) The Town may require employees to make a temporary job transfer in order to accommodate the
Town’s needs. e

employees must
ionths, have a

(2) Employees may request a voluntary job transfer. To be eligible for a volyntary trans
meet the requirements of the new position, have held their current position for ‘at least six*1
satisfactory performance record, and have no disciplinary actions during the same period:

(3) For the purposes of this section, police officers will be covered by the Law Enforéement Officer’s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Poli > Department. :

(4) Transferred or promoted employees shall be subject fo the same introductory period in their new
position as new employees. (See Policy 207, INTRODUCTORY PERIOD.) Although evaluated according to this policy,
transferred employees remain eligible for all benefits while demonstrating their ability to perform their new jobs.
At the discretion of the department head and Chief Administrative Officer, transferred employees who are unable to
perform satisfactorily in their new jobs may be returnéd-to their original jobs,:if a vacancy exists, or may be
terminated.
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POLICY 209 PROMOTION
Policy:

It is the policy of the Town to offer employees promotions to higher level positions when appropriate. The
Town prefers to promote from within and may first consider current employees with the necessary qualifications and
skills to fill vacancies, unless outside recruitment is considered to be in the Town’s best interest.

Explanation:

(1) All employees are encouraged to seek advancement opportunities and to obtam plomotlon and career
guidance from their supervisor, department head, and the Chief Administrative Ofﬁcer :

(2) Employees eligibility for promotion will be determined by the reqmrsments of the new _]Ob In addition,
to be considered, employees must have held their current position for at least six months have: a satisfactory
performance record, and have no disciplinary actions during the same petiod. o

(3) Job openings and promotions for which the Town solicits candidates from w1th1n the Town normally
will be posted on the bulletin board in the town office. However, as it considers appropriate, the Town may fill job
openings or make promotions without posting notices. When job openings or promotion opportunities are posted:

(a) Interested employees must initiate a written request 16 the Chief Administrative Officer prior to
the cut-off date specified in the posting;

(b} Supervisors and department heads may initiate the procedure w1thm the same time period and
propose employees for the position;-and L

{c} The Supervisor, Department Head and/or Cluef AdmmlSti‘aﬂVS Officer may, at its discretion,
solicit outside candidates. S

(4) Employee candidates for promotion will nonnéally be screened and selected on the basis of attendance
and work records, performance appraisals, and-job-related qualifications including, in some instances, aptitude or
achievement tests. Seniority will be considered if two or more candidates are judged to be equally qualified based
on merit, work record, and other quahﬁcatmns In addltion ; employees seeking promotion may be required to have
a medical examination and/or drug/ alcohol screening as may be appropriate. (See Policy 206, MEDICAL
PROCEDURES, Policy 203; and Notlce to Apphcauts and Employees of Controlled Dangerous Substance and Alcohol
Testing Policy) ' A

{5} Promoted empioyees wﬂl be subject to the provisions of the INTRODUCTORY PERIOD policy in their new
positions. (See Policy 207, INTRODUCTORY PERIOD) The employee remains an at-will employee at all times and the
employment-at-will relationship. is not altered by a promotion or completion of the subsequent introductory period.
Although evaluated according to this policy, promoted employees remain eligible for all benefits while
demonstratmg ‘their ability to perform their new jobs. At the discretion of the Town, transferred employecs who are
unable; o' perform satisfactorily intheir new jobs may be returned to their original jobs, if a vacancy exists, or may
be terminated. Promoted employees who return to their original positions will not retain any salary increase
obtained'as a result of the pi'Omotion

(6) For the purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
of R_tghts (LEOBR) and the policies and procedures of the Thurmont Police Department.
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POLICY 210 HOURS OF WORK
Policy:

It is the policy of the Town to establish the time and duration of working hours as required by work
load, production flow, customer service needs, the efficient management of human resources, and any applicable
law. .

Explanation:

(1)  The normal workweek is Monday through Friday, and consisting of forty ho s (or 37.5 hours for
administrative staff). The normal workday will consist of eight hours (7.5 for administrative staff) of work with a 30
minute unpaid meal period. Rest or coffee breaks of fifteen minutes or less are considéred as time worked.

(2)  The schedule of hours for employees will be determined by the Chief .'A'dn}misn-atwef'
department head will inform employees of their daily schedule of hours of work, including meal periodsiand rest or

coffee breaks if applicable, and of any changes that are considered necessary or desirable by the Town. (Séa Policy
706, MEAL BREAKS) e

(3) Department heads may schedule overtime or extr _
nonexempt employees (those employees who are subject to the ifntim -wage and overtime provisions of the Fair
Labor Standards Act) as needed. Employees are not permitted-to-work overtime without the prior approval of their
supervisor or department head and Chief Administrative Officer. For the purposes of overtime compensation, only
hours worked in excess of eighty (75 for administrative staff) during a pay period will be counted.

Supetvisors will assighi overtime to

gs;and training programs Will'be considered hours of work,

(4)  Employee attendance at lectures, meeting! ]
 approved by the department head.

and therefore will be compensated time, if attendanée

minimum of three hours of “reporting pay” and “on-
port for work and no work is available. When work is
arting time to notify employees not to report to work.
work outside of their normal working hours.

(5) Nonexempt employees normally will be
call pay.” Reporting pay will be granted when employee
not available, the Town will make a reasonable effort before s
On-call pay will be granted when employegs are asked to come

(6) Department heads, at their discretion, may. allow no xempt employees to make-up lost time during a’
e mayfiot be allowed if the lost time is the result of conditions the
mployee is qualified to do, or if adequate supervision is not

pt employees are requi ed to complete an individual time record showing the daily hours
o-workweeks and must be completed by the close of each workday. The following

lling out time records:

should review employees starting time, time out for lunch, time in from lunch,

. and total hours worked for each workday;

yyees ate not permitted to sign in or begin work before their normal starfing time or to sign
~out or; stop work after their normal quitting time without the prior approval of their supervisor; -

Empl ées are required to take scheduled lunch or meal breaks, unless emergency work
it it ,

_plt:jyee time records should be checked and signed by the supervisor involved. Unworked

““ime for which an employee is entitled to be paid (paid absences, paid holidays, or paid vacation

time) should be entered by the supervisor on the time record. Authorized overtime should be

identified by the supervisor;

@

(¢)  Unapproved absences should not be considered as hours worked for pay purposes. (See Policy
701, ATTENDANCE AND PUNCTUALITY.) Supervisors should inform employees if they will not
be paid for certain hours of absence; and '

()  Filling out another employee’s time record or falsifying any time record is prohibited and may
be grounds for disciplinary action, up to and including termination.
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(8)  Personnel employed in executive, administrative, professional, or certain computer-related capacities
generally are exempt from the provisions of the Fair Labor Standards Act. These employees are not required to fill
out hourly time records but must account for daily attendance. In addition, exempt employees will not receive
overtime compensation, but may be eligible for compensation after working abnormally long hours and upon
approval of the Board of Commissioners. '

{9) For policies and procedures regarding pay practices, See Section 300, PAY PROCEDURES.

(10) For the purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Police Department. .-
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POLICY 211 OUTSIDE EMPLOYMENT
Policy:

It is the policy of the Town to allow its employees to engage in outside work or hold other jobs, subject to
certain restrictions explained below.

Explanation:

(1) The Town requires that employees’ activities and conduct away from thej mcluding outside
employment, must not compete or conflict with or compromise its interests, or adversély affect job.performance and
the ability to fulfill all responsibilities to the Town. For example, employees may not accept any_employment
relationship with any organization that does business with, or competes with, the :
CONFLICTS OF INTEREST. ) Thls prohibition extends to the unauthorlzed Lse of “any Town tools

conduct any outside business during paid working time.

that additional work act1v1ty will create

(2) Bmployees are cautioned to consider carefully the dém
d cept outside employment, Perm1ss1on may

before requesting permission from the employee’s supervisor tg,
be denied in the Supervisor’s d1scret1on if the Superv1sor behev

) ,ﬁqust be discontinued; and, if
deal with the specific problems. (See Policy 807

(4)  The Town may revoke its
interests to do so.

(5) For the purpos
of Rights (LEOBR) and {
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POLICY 212 EMPLOYEE CLASSIFICATIONS
Policy:

1t is the policy of the Town to classify employees as full-time, part-time, temporary, or seasonal and as
exempt or nonexempt for the purposes of compensation administration. In addition, the Town may supplement the
regular workforce, as needed, with other forms of flexible staffing.

Explanation:

(1}  The Chief Administrative Officer is responsible for classifying employees. Etﬁployees generally may
be categorized as follows: o

(ay A ﬁill—tnne employee is an 1nd1v1duai who works a nomlé orty houi'..."(_?»? 5 hours for
' Oyee may

be classified as either exempt or nonexempt.

(b} A part-time employee is an individual who works less than a normal workweek and is hjred for
an indefinite period, A part-time employee may bé clissified as either exempt or fionexempt.

(c) A temporary employee generally is an individual wt
specified, limited period. A temporary Employee
nonexempt. :

-is hired either part-time or fill-time for a
1y be classified as either exempt or

(d) A nonexempt employee is generally-subject to the minimuni Wage and overtime provisions of
the Fair Labor Standards Act (“FLSA™) and is typleally paid either on an hourly or salary basis,

(e)  An exempi employee is exempt from the prowsmns of the FLSA and is not entitled to overtime
payments, Exempt employees typically: afe paid on a salary basis and include administrative,
executive, and professional employees;. supervisors, and certain highly-skilled computer
professionals.

Other flexible staffing classiﬁcatiorls or eﬁ angements p;_layil)et:added as needed.

(2)  Temporary and part-time posillopq_ geiieralljf will bé filled in accordance with the procedures contained
in Policy 202, HIRING, when-hir’in’ 5 seasonal or:part-time employees.

(3) Full-time employees ' temporary transfers are not considered temporary employees
unless their job has béen ehmmated d only temporary employment is available.

{4y The Town | may 1 use: ts- a:od other similar applicants for flexible staffing purposes, as allowed by
law. Minor applicants generally will be required to provide a certificate of age. The Chief Administrative Officer
and/or Supervzsor_i ill handle the assignment of students to special temporary or part-time jobs that are part of
trammg programs S

. (5) Full-time employees aré generally eligible for paid absences, vacations, and holidays as discussed in

Pohc1es 502 through 505 of this Manual. Eligibifity of temporary and part-time employees for these benefits is
discussed i in those policies:: An employee whose status changes from full-time to part-time may use any days of paid
absence or vacation already earned as a full-time employee. Benefits will thereafter be those provided to part-time
employees. An'employee whose status changes from temporary or part-time to full-time will be considered as hired
on the date of the .change of status for purposes of eligibility for full-time benefits. Information concerning
eligibility for other Town benefits, such as the pension plan, is available from the Chief Administrative Officer.
(See Policy 501, DISCLOSURE OF BENEFITS).

(6)  All employees, regardless of classification, are considered to be employed “at will” and may quit or be
terminated at any time and for any lawful reason. (See Policy 106, EMPLOYMENT-AT-WILL.)
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POLICY 213 LAYOFF AND RECALL
Policy:

It is the policy of the Town that, if it must reduce employment because of adverse economic or other
conditions, layoffs and recall from layoffs generally will be conducted in & manner that is consistent with Town
requirements and in accordance with the procedures described below.

Explanation:

(1) The Town will attempt to avoid layoffs and, whenever possible, will consider:alternatives to layoff
before any final decisions are made. In the event that a layoff is expected, the Town will atteriipt to communicate
information about an impending layoff as soon as possible. However, the Town resetves the rightto alter the layoff
procedure and withhold information about the layoff as permitted by law in order to protect the Town’s interests.

the provisions of this

(2)  Generally, layoffs that are expected to be temporary will be handled accordiﬁg !
andled according to

policy. Layoffs that are expected to be permanent will be made according to this policy and:
policies outlined in Policy 214, TERMINATION OF EMPLOYMENT.

(3) Nonexempt employees (those employees who are :covered by the minimum wagé'.and overtime
provisions of the Fair Labor Standards Act) within each affected unit typically will be selected for layoff in the
following order: o s

(a) New employees within the introductmiffiﬁeriod, (See Policy 207, INTRODUCTORY PERIOD), will
be laid off first; S L

(b) Seasonal and pari-time empld
CLASSIFICATIONS); and

will B laid off next. (See Policy 212, EMPLOYEE

{(¢) Full-time employees will be laid off fiex based on their length of service, their demonstrated
ability to perform the aviilable work, and.their possession of required licenses, certifications
and accreditations.

(4)  Exempt employees within each’ affected unit typlcally will be selected for layoff based on evaluation of

the following criteria:

@) _
) tand transferability of skills to other positions; and
(c) Srvice with the Town

(5) .:An :@_mploye;e s length of service is measured from the original date of employment with the Town, as
long as thére has not. been a break in service greater than 30 days. During a layoff, employees with breaks in service
greater than 30 days, but less than one year per break, are credited only for their time actually worked, i.e., the break

. time-d

not get counted unless required by law. Employees with. a break in service greater than one year receive
credit for service only from-their most recent date of hire with the Town.

(65 .r:,ézgmployees__k_séiécted for layoff will be given as much notice as required by law or as much notice as
possible under-the circimstances. Employees will be informed of the reason for the layoff, the estimated length of
the layoff, and any rights they have to appeal their selection for layoff to the Chief Administrative Officer.

(7)  Employees who are laid off will be maintained on a recall list for six months or until the Chief
Administrative Officer determines the layoff is permanent, whichever occurs first. Removal from the recall list
terminates all job rights the employee may have. While on the recall list, employees should report to the Chief
Administrative Officer if they become unavailable for recall. Employees who do not keep a cutrent home address
on record with the Chief Administrative Officer will not be considered for any recall to work.

(8) Employees will be recalled according to the Town’s need, employee’s classification, and their ability
to perform the job. Notice of recall will be sent by registered mail, return receipt requested, to the current home
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address on record with the Chief Administrative Officer. Unless an employee responds to the recall notice within
seven days following receipt of the notice, or its attempted delivery, the employee’s name will be removed from the
recall list and the employee will not be considered for recall,

(9) Employees who are laid off will not accrue vacation or sick leave during the layoff. When an
employee returns to work following a recall, the employee may use any vacation or days of paid absence
accumulated but not used during the time of the layoff. NONE WILL BE ACCUMULATED DURING THE
LAYOFF — DO YOU WANT TO REQUIRE USE PRIOR TO THE LAYOFF WHICH I THINK MAKES
MORE SENSE.
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POLICY 214 - TERMINATION OF EMPLOYMENT
Policy: '

It is the policy of the Town to terminate employment because of an employee’s resignation, discharge, or
retirement; the expiration of an employment contract; or a permanent reduction in the workforce. Discharge can be
for any reason or no reason as long as it is not prohibited by law. In the absence of a specific written agreement,
employees are free to resign at any time and for any reason. (See Policy 106, EMPLOYMENT-AT-WILL.)

Explanation:

(1)  Employees are requested to give written notice of their intent to resign. Failur “give written notice
may result in forfeiture of non-vested Town benefits (including accrued, wnused vécation time-or sick leave) and
ineligibility for reemployment. (See Policy 203, HIRING; and Policy 502 VACATIONS.) “The following guidelines are
suggested:

2)

DISCIPLINARY PROCEDURE.

(3 For policies and procedures gover
RETIREMENT.

)
EMPLOYMENT AGREEMENTS,

(5) For policies and procedur
RECALL.

£ res;gnatibn or recommendations for termination to the Chief
. 'This information should be accompanied by any needed supporting documents,

(6)  Supervisors s
Administrative Officer fo
such as performance appr:

hould be handled carefully and discreetly, preferably in a private
:the Chief Administrative Officer, the immediate supervisor.

he Chief Administrative Officer will have the final pay for terminating employees available on their
:Chief Administrative Officer will be responsible for securing the return from terminated
I and all Town property in their possession, such as Town identification cards, keys, credit
cards, tools, and Vehicles. If the employee owes the Town any money or is responsible for any lost or damaged
property, those accounts are to be seftled as originally agreed or by deduction from final pay. A separate agreement
authorizing deduction for such items shall be executed by the Employees.

(11) The Chief Administrative Officer is responsible for notifying terminated employees who are covered
by the Town’s group health plan of their right to continue coverage under that plan pursuant to the Consolidated
Omnibus Budget Reconciliation Act (“COBRA™) or applicable state law.
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(12) Terminated employees may be eligible for future employment if recommended by their supervisor.
However, employees who resigned without written notice or were dismissed for disciplinary reasons will not be
considered for reemployment,

(13) Requests for employment references should be made in writing to the Chief Administrative Officer and
should include an authorization by the employee for the release of the requested information. Generally, the Town
will not release reference information without the employee’s authorization, or will limit the information to
verification of the employee’s position, job location, and dates of employment with the Town.

(14) Termination and discharge procedures are only guidelines and do not create a'legal contract between
the Town and its employees. The Town reserves the right to implement its policies and procedures as it sees fit. In
addition, specified grounds for termination are not ali—mcluswe (See Policy 807, DISClPLiNARY PROCEDURE )

{15) For the purposes of this section, police officers will be covered by the Law Enforcement Ofﬁcer s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Police Department. "
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POLICY 215 RETIREMENT
Policy:

It is the policy of the Town to provide a retirement plan for employees who are eligible for retirement
benefits. Employee participation in the retirement plan is mandatory for all employees working in excess of 500
hours per calendar year.

Explanation:

(1)  The Town is a participant in the Maryland State Retirement System. The System provides survivor,
disability and service retirement benefits. The System is a cost sharing, nuulti-employer defined benefit pension plan
for the employees and school teacher personnel for the State’s 24 subdivision boards of education certain local
governmental entities that chose to participate in the System.

(2) The employee’s contribution is 7% of base pay. Employees earnt service credit towards Tetirement
benefits for each day worked with payment of the required contribution. Employee’s sery credit and age
determine when they are eligible for retirement and how much the retirs ient benefit will be.

embership and Designation of Beneficiary
oordinator.

(3) Employees must enrell by submitting an Application1a
Forms. The forms are provided at the time of hire by the Town’s retire

(4)  The employee becomes vested in the pension:system after 5y of service (10 if hired on or after
7/1/2011). If employment is terminated prior to the 5 or.10.year period, the mem contributions may be refunded,
and all service credit will be lost. Should employment terminate after 5 or:10 years service, service and
contributions will be held until such time as the sta ber is eligible to retire.

(5) The Pension System provides a month nt annuity, death benefit, disability benefits, and
compound cost of living adjustments after retirement. For;more nformation, see the Maryland State Retirement
Pension System Handbook.

(6) on-System may apply unused sick leave to additional
retirement credit. (See Policy 503, SICK LEAVE. T ick leave is applied only in the event of a retirerment.
If the employee terminates his or her employment with the Town, although he or she may be vested, unused sick

(7)  The Chief}
to the Chief Financial Officer.
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POLICY 301 SALARY ADMINISTRATION
Policy:

It is the policy of the Town to pay compensation that is nondiscriminatory and competitive. However, all
compensation policy decisions must take into consideration the Town’s overall financial condition.

Explanation:

(1)  The Chief Administrative Officer is responsible for coordinating the continuing internal review of all
compensation and for ensuring that each job is evaluated and assigned a job grade and salary range. (See Policy
303, JoB EVALUATION.} This review should determine whether compensation accurately and fauly reflects each
md1v1dua1 s responsibilities and performance. ,

(2) The Chief Administrative Officer will, when considered appropriate, . 'iﬁ'ammpate 'i'n' or conduct
compensation surveys covering other employers with sumlar jobs. This and other available information should be
used to help set pay policy and to determine the relative competitive pDSltiOIl of the Town’s pay structure

(3) New employees generally will be hired at the starting rate asmgned to their job gIade Sllpel visors may
recommend higher or lower starting rates depending on an applicant’s: experience or skill level or other competitive
considerations. These recommendations should be reviewed and approved by the Mayor before implementation by
the Chief Administrative Officer. :

(4)  The Chief Administrative Officer is requn‘s:ﬂilré for conducting é:t:ﬂéi_x_lpensation review in conjunction
with a performance review with each employee at 1¢dst annually. Compensation decisions generally should be
based on performance, length of service, and budget ¢¢ vi s1derat10nsr (See Policy 302 PERFORMANCE APPRAISALS.)

(5)  Supervisors, when conductmg compensatmnxevlews should show employees the relationship between
pay and job performance, length of service, and other significant factors. In addition, supervisors should make clear
that overall compensation includes numerous noncash benefits and that the Town contributes to Social Security and
unemployment insurance on each employee ] behalf (See Pohcy 501 DISCLOSURE OF BENEFITS.)

(6) Employees who are not sat:sﬁed w1th the results of the]:f compensatlon review or who ha\m questlons

department head, or the Clnef Admmlstratlve Ofﬁcer (See Policy 902, DISPUTE RESOLUTION PROCEDURE.)
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POLICY 302 PERFORMANCE APPRAISALS
Policy:

It is the policy of the Town that the job performance of employees should be evaluated periodically by the
employee’s supervisor.

Explanation:
(1)  Supervisors should complete performance appraisals upon the following occasions:
(2) By the end of the first six months of employment (see Policy 207, INTRODUCTORY PERIODY;
(b)  Tn conjunction with the annual salary review (see Policy 301, SALARY ADMHQ%’E?E‘}}ATION);
(¢)  When the employee is transferred or promoted to a new job; k E

(d)  When the employee is assigned to a new supervisor; ..

(e)  When a reduction in staff is necessary; and

()  When an employee does not meet superviso;

‘expectations and a performance improvement
process is initiated.

If a performance appraisal has been completed within‘ghe month of tﬁé.-ja:};gve occasions (except as a result of
an event falling under subsection (1)(f) after the appraiSal was completed), a new appraisal does not need to be
completed. Between scheduled appraisals, supervisors should discuss with employees on an informal basis any

performance issues that require attention and should keep records of any significant incidents.

(2) Inevaluating employees, supervisors should eorisidér factors such as the experience and training of the
employee, the job description, and the employee’s attainment, of previously set objectives and goals. Other factors
that normally should be considered incliide:knowledge of the job, quantity and quality of work, promptness in
completing assignments, cooperation, it . teliability, attendance, judgment, conduct, customer service, past
disciplinary actions, and acceptance of responsibilityi=

pﬁralsal" of each employee’s job performance. The appraisal
recommendations, an action plan for both the employee and

each supervisor’s written evaluation to help assure that the evaluation
and objective a manner as possible.

After en evaluation has been reviewed by the department head, the supervisor and employee
should meet and ‘discuss the evaluation, assess the employee’s strengths and weaknesses in a constructive manner,
and set.objectives and: goals for:the period ahead. The employee should be given the opportunity to examine the
evaluation and make written commgrits about any aspect of it. The employee and supervisor should then sign and
" date the evaluation and forward it to the Chief Administrative Officer for review and inclusion in the employee’s
personnel 1il o

(6) T .;gdd'itiq__q;_’fdc adding written comments to their performance appraisal, employees may request 2
review by their departimient head or the Chief Administrative Officer. (See Policy 902, DISPUTE RESOELUTION
PROCEDURE.)

(7)  Information derived from the performance appraisal may be considered when making decisions
affecting training, pay, promotion, transfer, or continued employment.

(8)  The procedures discussed in this policy are only guidelines. The Town may, in its sole discretion,
modify or revoke them in whole or in part at any time. Therefore, these procedures are not a promise or coniract,
express or implied, and the Town retains the right to determine whether and how they will be applied, depending on
the circumstances. (See Policy 106, EMPLOYMENT-AT-WILL.)
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(9)  Forthe purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
of Rights {LEOBR) and the policies and procedures of the Thurmont Police Department.
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POLICY 303  JOB EVALUATION
Policy:
It is the policy of the Town to evaluate all jobs (positions) in order to estabhsh a consistent basis for
establishing salary and compensation levels.
Explanation:

(1) The Chief Administrative Officer is responsible for developing and administering the job evaluation

program.

then should be
he job in the

(2)  Written ]Ob descriptlons should be prepared for each position in the Town. Each
evaluated and ranked using a standardized rating system that measures the job conte
external marketplace.

(3)  Each grade or classification has a salary range assigned to it and provides for a Spread from a minimum
to a maximum rate. Employee compensation within any labor grade of-classification i m factors such as
merit, experience, individual productivity, length of service, and exterrial market factors.

(4)  The Chief Administrative Officer should evaluate a -
job descriptions and evaluations to assure that they accurately feflect curre;
job reevaluation or an adjustment to grades or classifications

sitions and review on a periodic basis all
onditions. Employees may recuest a
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POLICY 304 PAY PROCEDURES
Policy:

1t is the policy of the Town to pay employees direct deposit on a regular basis and in a manner so that the
amount, method, and timing of wage payments comply with applicable laws and regulations.

Explanation:
(1) Employees normally will be paid biweekly.

(2)  Employees on each payday will receive, in addition to their deposit, a statement showing gross pay,
deductions, and net pay and accrued leave. Local, state, federal, and Social Security taxes and pension contributions
will be deducted automatically. No other deductions will be made unless required or allowed by:law, contract, or
employee obligation. Employees may elect to have additional voluntary deductions take‘ ﬁom their pay only if
they authorize the deductions in writing. s

(3) Employees who discover a mistake in their pay should: not:fy the Chief Admmlstlative Officer
immediately. In the case of a mistake, the error will be remedied promptly. L

(4) Employees who are eligible for vacation may receivi ai advance on their vacation pay as long as an
approved request for it is submitted to the Chief Administrativé Officer at Teast one pay period before the beginning
of the vacation. Under normal circumstances, no other advances or loans for empioyees will be made without the
prior approval of the Chief Administrative Officer, '

(5) Nonexempt employees (those not exem|
paid overtime compensation at the rate of one and one-half tin
eighty hours (75 for administrative staff) during their normal:
and nonexempt status, see Policy 212, EMPLOYEE CLASSIF

: ﬂle]l‘ regular hourly rate for work in excess of
period, (For a more detailed discussion of exempt
ONS.)

(6) Nonexempt employees wﬂlrec i

holiday pay:a _
Town recognized holidays. ' :

o and one-half times their regular rate for work on

(7}  For policies and procedures rega:rdmg call and teporting pay, see Policy 210, HOURS OF WORK. For
policies and procedures govemmg pay upon ter ation, see Policy 214, TERMINATION OF EMPLOYMENT.

(8) Employees . should d guss any- queshons or concerns regarding their rate of pay and other
compensation i issues nent head or with the Chief Administrative Officer.

() For the'purposes 0 thlS section; pohce officers will be covered by the Law Enforcement Officer’s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Police Department.
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POLICY 305 OVERTIME PAY
Policy:

Overtime pay must be approved in advance by an employee’s supervisor or the Chief Administrative Officer.
Explanation:

(1) Non-exempt employees may not routinely arrive early to work or stay late unless specifically authorized
to do so,

(2) Non-exempt employees may not work over-time unless there is a specific need: at must be met that
cannot be performed during the employee’s noxmal work day. The employee’s supervisor must approve the reason
and the request for over-time work.

2/20/18



Page 40

POLICY 401 AUTOMOBILE USAGE
Policy:

It is the policy of the Town to provide vehicles for Town business, to allow employees to drive on Town
business, and to reimburse employees for business use of personal vehicles according to the guidelines below.

Explanation:

(1) Employees may not drive vehicles for Town business without the prior approval of their supervisor.
Before approving a driver, the supervisor must check the employee’s driving record, verify thé éxistence of a valid
driver’s license and personal auto liability insurance coverage, and make certain thai the employ s is eligible for
coverage under any applicable Town insurance. i

(2) Employees whose jobs require regular driving for business as a condition of emp__ioyment must be able
to meet the driver approval standards of this policy at all times. In addition, employees holding those jobs must
inform their supervisors of any changes that may affect their ability to meet the standards of this policy. For
example, employees who lose their licenses, receive tickets for driving, infractions, or are involved in accidents as a
driver, must report this to their supervisors. For all other jObS driving is. cons1deled only an incidental finction of
the position.

(3) Town vehicles will be assigned to those depaftments that have' (lemqnsh'ated a continuing need for
them. Additional vehicles are maintained in a motor pool for use as needed. Employees who receive prior approval
from their supervisors may rent a car when traveling. out of town on Town business.

(4)  Employees who need transportation in the. colirse . of their normal work may be assigned a Town
vehicle for their use. All other employees needing transportatlon for Town business may use vehicles assigned to
their department or those drawn from the motor pool. As 4 last alternative, when no Town vehicles are available,
employees may use their own vehicles for busmess purposes but only with the prior approval of their supervisor.

(5) Employees who drive a ve}uele on _'I‘own business must, in addition to meeting the approval
requirements above, exercise due diligence to. drive safely and follow all traffic laws, to avoid distractions while
driving (such as using cellyldt telephones), and to maintain the security of the vehicle and its contents. Employees
who use their own vehicles for business purposes must make sure that the vehicle meets any Town or state legal
standards for insurance;, mamtenance and safety.- Employees are responsible for any driving infractions or fines that
result from their drwmg and must: repoﬂ them to their supervisors, Smoking, Vaping, and/or use of any tobacco
producis are prohibited in all Town vehicles.- (See Policy 605, SMOKING AND TOBACCO PRODUCTS)

(6) Employees are not permitted, under any circumstances, to operate a Town vehicle, or a personal
vehicle for Town business, wllen any physical or mental impairment causes the employee to be unable to drive
safely,” This prohibition includes ¢ircumstances in which the employee is temporarily unable to operate a vehicle
safely-or legally because of illness, medication, or infoxication. (See Policy 808, DRUGS, NARCOTICS, AND
ALCOHOL) .

N Employees may not use Town vehicles for non-business purposes.

& Employees driving on Town business may claim reimbursement for parking fees and tolls actually
incurred. In addition; emplayees driving Town vehicles may clajmt reimbursement for gasoline and other expenses
directly incurred for business purposes. All requests for reimbursement must be approved by the employee’s
supervisor.

(%) Employees who use their personal vehicles for approved business purposes will receive a mileage
allowance equal to the Federal Government Joint Travel Regulation (JTR) mileage allowance for the use. This
allowance is to compensate for the cost of gasoline, oil, depreciation, and insurance.

(10) Employees must immediately report any accident, theft, damage, breakdown, or mechanical problem
involving a Town vehicle or a personal vehicle used on Town business to their supervisor and the Chief
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Administrative Officer, regardless of fault, the extent of damage, or lack of injuries. Employees are expected to
cooperate fully with authorities in the event of an accident. However, they should not make any statements other
than in reply to questions of investigating officers.

(11) Employees involved in any accident or incident causing damages to another vehicle or other personal
property will be required to undergo post-accident drug/alcohol screening,

(12) Time spent by nonexempt employees (those covered by the minimum wage and overtime provisions of
the Fair Labor Standards Act) in driving a Town or personal vehicle on Town business during normal working hours
is considered hours worked for pay purposes. Commuting time before the start and after the end of the workday is
not treated as work time for pay purposes. :

(13) For the purposes of this section, police officers will be covered by the T Officer’s Bill

of Rights and the policies and procedures of the Thurmont Police Department.
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POLICY 402 PARTICIPATION IN TRADE AND PROFESSIONAL ASSOCIATIONS
Policy:
It is the policy of the Town to encowrage employees to participate in certain trade and proféssional
associations.
Explanation: -

(1)  Employees are encouraged to participate in trade and professional associations that promote Town
goals, individual skills development, and professional recognition. Iowever, employee Jparticipation in those
associations must not conflict with the Town’s interests. (See Policy 8§05 CONFLICTS OoF INTEREST)

(2)  The Town may identify certain trade and professional associations in whmhﬁ_rbeprese
and then designate the employees that it will sponsor for membership. Employees who ar
membership act as Town representatives in the association and are expected to promote dts interests and to
participate accordingly. : o

(3) Employee participation in trade and professional associati-éﬂri:activities will not be cdhéi:deled as hours
worked for pay purposes for employees classified as nonexempf. de1 the Fair Labor Standards Act, unless
participation is at the Town’s request or under its direction and gonfrol.

(4) Department heads are responsible for coordmatmg representation in trade and professional
associations. The following factors normally will be considered in selecting assomatlons for representation and in
designating employees to be sponsored for membershipi.™ B

expenses of empioyeeé §] onsmed fdr meinbershlp in trade and professmnal associations. Employees not sponsored
for assomatlon membershlp_may be ehglble for reimbursement for the expenses of special association events, if

ive .the Chief Administrative Officer’s advance applovai before soliciting or
on in a trade or professional assoclaﬂon If the employee recewes approval the Chief

activities coi ducted dwmg.workmg time. Additionally, the Chief Administrative Officer should decide the extent
that the employee will be rennbursed for expenses incurred in performing official duties.

(7) Emplo _es are encouraged to confribute articles, present papers, and give talks to trade and
professional associations. However, employees must obtain prior approval for any communication that might
represent the Town’s position or involve any information that is confidential or calls into question the reputation of
the Town or creates a potential conflict of interest.
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POLICY 501 DISCLOSURE OF BENEFITS
Policy:

It is the policy of the Town to provide its employees with various benefits and pension plans. Information
and summaries intended to explain these benefit plans will be furnished to all plan participants and beneficiaries on
a timely and continuing basis. The Town reserves the right to modify, amend, or terminate its welfare and pension
benefits as they apply to all current, former, and retired employees. Benefits under each benefit plan will be pald
only if the Chief Financial Officer decides in his or her discretion that the applicant is entitled to them.

Explanation:

(1) The Town offers certain benefits to eligible employess, including health bility insurance
and penston and retirement plans. Eligibility will depend upon the specific requirements of each be
Town also provides a number of other benefits such as leaves of absence and paid vacation; holidays,
consistent with the policies contained in this Manual.

(2)  All benefits provided by the Town are described in offici
Administrative Officer. These documents are available for exami

plans. All summaries and communications, both written and Verbal, mu
cases of questions or disputes. :

(3)  The Chief Financial Officer serves as Adf
Administrator is responsible for all communications:
with all applicable laws and regulations. In addition;
the benefit plans.

Administrator to any changes in status affe
(5)  The Administrator:will furnish

ate mformatwn to each participant in a pension plan.
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POLICY 502 VACATIONS

Policy:
It is the policy of the Town to grant annual vacations with pay to full-time and part-time employees in
accordance with the guidelines established below.

Explanation:

(1) The established vacation year is the calendar year, JTanuary I through Decembef 3 1 each year. Vacations
are accrued or earned based on the employee’s length of service and on the time actually wotked, In addition, 80
hours (75 for administrative staff) of umased vacation may be carried over to the follewmg year. Hours exceeding 80
(or 75 for administrative staff) will be lost untess used by the end of the calendar year. o

(2) Fulltime employees will earn paid vacation according to the following schedule: :: -

Service Period Paid Vacation

First Calendar Year 5 Days per calendat year
Calendar Years 2 through 4 10 Days per calendar year
Calendar Years 5 through 14 15 Days per calendar year:
Calendar Years 15 through 24 20 Days per calendar year_;fif'-'_ 7
Calendar Years 25 and over 25 Days per calendar year -

Employees may not take paid vacation until they have actually carned the vacatmn New employees will begin to
accrue paid vacation upon initial employment at the tate of .42-days per month until the beginning of the next
calendar year. Employees hired between Januaryl and March 31"will be eligible for ten days’ vacation starting in
calendar year two. Employees hired beginning April T thmugh June 30 will be eligible for eight days’ vacation
starting in calendar year two; employees hired between July-1 through September 30 will be eligible for six days’

vacation starting in calendar year two; .and: employees hired. beginning October 1 through December 31 will be
ehglble for five days’ vacation in Calendar Year:2; Vaca‘non Wﬂl be as set forth above without adjustment starting
in year 3 going forward. :

(3) Part-time employess who work at least 20 hours per ‘week (1,040 per year) are entitled to vacation on a
pro-rata basis. The length of the: ‘yacation will be ‘determined on the same basis as for full-time employees, but the
pay will be based on the. employee’s dverage number of part-time howrs per week during the vacation accrual year.
Part-time employees workmg less than 20 hours per week and temporary employees do not receive paid vacation
{See Policy 212, EMPLOYEE CLASSIFICATIONS 3

(4) During each vaeatmn accrual year; employees must work at least ninety percent of their normalty
scheduled time each month; not including time off for vacations, sick days, comp-time, or holidays, in order for the
month to count for vacatlon accrual purposes.

(5) Employees who feel that there is a discr epancy in the calculation of their vacation pay or eligibility may
request a review of that calculatmn by the Chief Financial Officer. (See Policy 902, DISPUTE RESOLUTION
PROCEDURE ) :

(6) Veca_}tgion pay for fufl-time and part-time employees will consist of the employee’s regular rate of pay for
the vacation period and generally will be paid on the regularly scheduled payday.

(7)  Generally, employees should submit vacation plans to their supervisor at least four weeks in advance of
the requested vacation date. Management reserves the right to designate when some or all vacations must be taken.
Supervisors are responsible for ensuring adequate staffing levels and should attempt, when feasible, to resolve
vacation scheduling conflicts based on length of service. However, employees who want to change their plans after
the vacation schedule has been set lose their seniority consideration.

(8) Employees on a leave of absence under the Family Medical Leave Act (See Policy 703) are required to
use all accrued paid vacation time as part of the leave. In addition, employees on a leave of absence described in
Policy 702 will not accrue any new vacation time during any unpaid leave.
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(9) Employees who are entitled to a vacation of two weeks or less may take their full vacation at one time.
Those who are entitled to a vacation of more than two weeks normally may take only a maximum of two weeks
consecutively, with the balance to be taken separately as full weeks or as individual days.

(10) Employees may receive five (5) days maximum vacation pay in lieu of time off, or may be paid for any
unused vacation remaining at the end of the vacation year when specifically approved by the Board of
Comumissioners.

(11) When employment is terminated, employees will receive accrued vacation pay ’f‘or
at the time of termination unless a separation agreement dictates otherwise. \

(12) If a paid holiday falls within an employee’s vacation period, the holidaj wﬂinot be cou ted against the
Employee’s accrued leave balance. (See Policy 504, HOLIDAYS.) No allowance will be made for sickness or other
compensable type of absence occurring during a scheduled vacation. :

(13) For the purposes of this section, police officers will be cove___}f by the Law Enforcement Officer’s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Police Department. B
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POLICY 503 SICK LEAVE
Policy:

It is the policy of the Town to grant sick leave with pay to full-time and part-time employees in accordance
with the guidelines established below.

Explanation:

(1) Ten (10) days sick leave is granted afier six (6) months of employment for full-time employees. After
that time ten (10} days is granted per calendar year. Of the ten (10) days per year, you may use two (2} days for
personal business leave. However, pursuant to the Maryland Flexible Leave Act, the Towr shall allow all
employees to use all accrued paid leave, including sick days, to care for a spouse, parent, or chlld o1 step- -child
suffering from an illness. An employee may accrue a maximum of 260 sick days. :

(2) Part-time employees who work at least 20 hours per week (1,040 per year) efe?entitled to:'siEk leave on a
pro-rata basis. Part-time employees working less than 20 hours per week and temporary employees do not recewe
paid sick leave. (See Policy 212, EMPLOYEE CLASSIFICATIONS.)

(3) Ifan employee retires under the Maryland State Retirement: System on or before 30 daﬁ after
separation of employment with the Town of Thurmont, the employee is. entltled to receive additional creditable
service for any unused sick leave. i .

(4)  Unused sick leave cannot be used to qualify an employee for retlrement or reduce an earfy retirement
deduction, o E

(5) Ifanemployee is terminated for any reasc':n,"unused sick leave will not bef ‘compensated.

(6) If an employee is in sick leave status, wiitten cemﬁcation from the health care provider of the ill or
injured employee verifying the need for leave is required if the absence exceeds three consecutive scheduled work
days and also may be required for certain shorter absences. (See Policy 206, MEDICAL PROCEDURES; and
Policy 702, LEAVES OF ABSENCE.) Employees who falsify the reason fo: an absence will be subject to
disciplinary action, up to and including tefmination; and . compensaﬂon for the absence will not be provided. (See
Policy 807, DISCIPLINARY PROCEDURE: )

{(7) Employees who wish to donate Sleere ve to another employee who has exhausted Sick Leave may do
s0 by completing a “Donation of Sick Leave Form” and submitting to their supervisor. All requests will be
approved only at the dlscretlon of the Chlef Adrmmstratwe Officer.
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POLICY 504 HOLIDAYS
Policy:

1t is the policy of the Town to designate and observe certain days each year as holidays. Eligible employees
will be given a day off with pay for each holiday observed.

Explanation:
(1) The schedule of holidays the Town will observe during each calendar year will'be
Chief Administrative Officer before the beginning of the calendar year. '

(2) Full-time employees are eligible to receive their regular rate of pay for eac :
employees are eligible to receive holiday pay only for holidays on which they normally waould be sche
and only for their regutarly scheduled number of hours. Temporary employees and employcesion leavi
or on layoff are not eligible to receive holiday pay.

(3) To receive holiday pay, an eligible employee must be at woirk or taking an approved absence on the
work days immediately preceding and immediately following the day: which the holiday is observed. An
approved absence is a day of paid vacation. If an employee is abiént on one or both of these days because of an
illness or injury, the Town may require verification of the reason for the abg Fbefore approving holiday pay. (See

Policy 206, MEDICAL PROCEDURES.)

{(4) A holiday that occurs on a Saturday or Sunday generally will be observed:by the Town on either the
preceding Friday or following Monday. ’

od, the employee will be given an additional paid
end of the vacation, or as a “floating” holiday at

(5) Ifaholiday occurs during an employee’ s
day off. The addltmnai day off may be taken at the beg

ulated daysof paid absence or “floating” holidays for these
id, excused absence.

Vi may schedule work on an observed holiday as it considers necessary Normally, work on an
as'ifthe day were a regularly scheduled day. Employees will be given the option of
r a “floating” holiday that may be taken, with the prior approval of their
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POLICY 505 COMP-TIME
Policy:

It is the policy of the Town to allow comp-time in accordance with the guidelines established below.
Explanation:

(1) Comp-time may be accrued in lien of overtime pay. It is up to the employee to designate overtime
worked as comp-time accrued.

(2)  Comp-time shall acerue as time and one-half or two and one-half, as applzeable (see Policy 304), the
same way the overtime would be paid. (Example: For one how of overtime worked, the. employee reeewes one and
one-half hours comp-time. )

(3) Comp-time balances shall not exceed 80 hours (75 for administrative staff) at any gwen tlme Any
overtime worked by an employee who already has 80 (75) hours of comp-tlme will be paid in the normal course as
overtime pay. o

4 Comp-time balances shaH be carried over into the next Eal'epdar year.

(5)  The use of Comp-time shall be scheduled in, ed\fence with 'épprc_)val of the supervisor. Comp-time
may be taken in the form of a full shift/day or hour by hour as long as it is approved by the supervisor,

-(6)  Only employees who are eligible for overnme pay (non-exempt empl:ejr:ees) may elect to accrue Comp-

(7)  Once an employee has elected to receive c§mp—_# me, the employee cannot thereafter request overtime

pay for that particular comp-time election.

(8) When employmend is termm 'ed, employees shall receive pay for any unused comp-time accrued at
the time of termination unless a separation agreement dictates otherwise. Such payment shall be calculated as the
greater of the average regular rate recejved E)y such employee du_rmg the last 3 years of the employee’s employment,
or the final regular rate reeelved by such emplo ‘whichever is higher.
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POLICY 506 BEREAVEMENT LEAVE

Policy:

Tt is the policy of the Town to provide paid bereavement leave in the event of the death of a parent, spouse,
domestic partner, child, step child, foster child, grandchild, father in law, mother i law, daughter in law, and son in
Jaw. Up to three days of paid leave will be provided to all full time employees and part-tinie employees working in
excess in of 20 hours per weel.

Explanation:

(1)  Part-time employees will receive paid leave in an amount equivalent to the that the“ermployee

works on the days the employee takes Bereavement Leave. For example; a part-time employéé 3
per day would receive four hours of paid leave for each day the employ takes bereavement leav
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POLICY 601 EMPLOYELE SAFETY
Policy:

It is the policy of the Town to comply with all applicable federal, state, and local health and safety regulations
and to provide a work environment as free as practicable from recognized hazards. Employees are expected to
comply with all safety and health requirements whether established by the Town or by federal, state, or local law.

Explanation:

{1} ' The Town’s Chief Administrative Officer will oversee the Town’s safety pohc1es and procedm es. The
responsibilities include: L

(a) Monitoring compliance with Town safety rules and regulations and the apphcable safety and
health standards established as a result of the Occupational Safety and Health Act and a any other
applicable federal, state, or local employee safety Iaws of regulations;

(b)  Developing and implementing written safety plans or programs as needed;

(c)  TInvestigating, correcting, and reducing Iecogmzed unsafe and unhealthful working conditions or
potential hazards, :

{(d) Conducting periodic safety and health mspectmns of all Work areas, machinery, equipment, and
any recognized potentially hazar dous Town facilities; :

(e}  Representing the Town during mvestlgatlons conducted by the Occupauonal Safety and Health
Administration (“OSTIA”™), by any other federal, state, or local safety and health personnel, or
by insurance underwriting represenfatiﬁES' )

(f)  Organizing the safety trammg and refr ammg of employees;

{g) Monitoring comphance w1th the yarious requn‘ements established by any law or by the
organization’s msurance CHITIGI 1elat1ng to recordkeeping and the retention of records;

(h)  Establishifig fire preventlon and fire ﬁghtmg programs, conducting fire drills, testing fire
ﬁghtmg_ qulpment and enfoxcmg no smoking policies where appropriate;

(i) Developmg dlsaster pr eparedness plans;

() Invesngatmg all acmdents hazardous incidents, and fires involving Town employees, or which
oceur on Town premises, and preparing the required reports;

- (k) : ':_}_’qs_tmg nences required by law or by the organization’s insurance carrier; and

o E?éﬁ;ating tﬁé'{@ffectiveness of the Town’s safety program.

(2) Supervlsors are responsible for ensuring that employees under their supervision understand and
comply with all Town safety rules, regulations, and procedures. Supervisors’ safety responsibilities include:

(a)' < Bemg familiar with all safety and health procedures relevant to the operations under their
‘superviston;

(b)  Inspecting their work areas periodically;
(¢)  Training their employees in safety matters or arranging for safety training where appropriate;

{(d) Identifying conditions that are recognized in the Town’s industry as being unsafe; and
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(¢) Reporting accidents and injuries to the Employee’s supervisor immediately and ensuring that
any injured employee is referred to appropriate medical care. (See Policy 203, MEDICAL
PROCEDURES.)

(3) Employees should report to the Chief Administrative Officer all observed safety and health violations,
potentially unsafe conditions, and any accidents resulting in injuries to employees or others,

(4)  Employees are encouraged to submit suggestions to the Chief Administrative Officer concermning safety
and health matters. The Town will make appropriate awards to employees whose suggestions are adopted and
significantly enhance safety, reduce costs, or increase productivity. 5

(5) The Town will provide special clothing or equipment, or reimburse for it, when special clothing or
equipment is required by law or by Town policy. Employees are responsible for theproper use afid:maintenance of
the clothing and equipment.

(6)  Supervisors shall not discharge an employee or discriminate in any manner ~against afiémployee
because the employee has instituted a safety-related proceeding, has testified in that type ‘of proceeding, or has
otherwise exercised any right provided by law. Employees may accompany government safety compliance officers
during so-called “walk-around inspections,” but they will not be ided additional ‘compensatiori for that time
unless specifically assigned the task by their supervisor or dep d and the inspection occurs outside the

employee’s normal working hours.

(7)  Supervisors should provide information ab it-the potential for ¢mployee exposure to known toxic
substances and recognized harmful physical agents at the“time they are first hired’and at least annually after that.
These employees also should be notified that they ¥-be required to submit to medical examinations and tests at
intervals determined by the length of their time oh ‘the job and-whenever there is reason to believe that they were
unduly exposed to toxic substances or harmful physi (See Policy 206, MEDICAL PROCEDURES.) Copies
of the OSHA regulation requiring access to information: regarding potential exposure and medical records are
available in the office of the Chief Administrative Officer for examination.

(8)  Violations of Town safety rules,

I ilations, or procedures will result in disciplinary action, up to and
including termination. (See Policy 801, BERAVIOR

IMPLOYEES: and Policy 807, DISCIPLINARY PROCEDURE. )
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POLICY 602 MAINTENANCE OF WORK AREAS
Policy:
1t is the policy of the T'own that work areas must be kept clean and orderly at all times.

Explanation:

H Employees are responsible for maintaining their work areas in a clean and 0, erly fashion. Fo
fulfill this responsibility, each employee should, at 2 minimuimn, do the following: S

(a}  Place coats, boots, umbrellas, and other items of clothing in- designated alBaS_SO that work
stations are not unnecessarily cluttered

(b)  Prior to the end of the workday, clean and store all tools and equlpmeﬂt fid prope :
items, papers, or information of value (see Polmy 604, SECURITY;: and Pohcy 806,
CONFIDENTIAL INFORMATION). TEL

(2}  Supervisors are responsﬂﬂe for having their employees mamtam their work areas accordmg to the
requirements of this policy. Each supervisor should:

{a)  Make sure that aisles, floors, and walls are free of debris: d other unnecessary items and that
all end-of-the-shift tasks have been pérformed; b

(b)  Monitor the facilities and equapm nfand i issue inaintenance reqitests where appropriate;

{c) Arrange for the removal of any 'items from the workplace that are not needed for the flow of

y the _Vf g and tobacco use restrictions established by state or local law
1y"m ‘the. areas where it is specifically permitted by Town policy. (See Policy
PRODUCTS)

605, SMOKING AND TOBAGC

B “For the purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
of Rigfits and the Policies and Proee_;lpres of the Thurmont Police Department.
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POLICY 603 PARKING
Policy:

It is the policy of the Town to provide parking facilities, when practical, for the benefit and convenience of its
employees, customers, and visitors,

Explanation:

(I)  The Town will provide parking for as many employees as practical. Special ép

és may be designated
for certain employees, customers, and visitors. :

(2) Employees arc cxpected to observe the parking rules established. In-a
considered part of the Town premises; therefore, all Town policies and rules apply to ¢
while on the lot. (See Policy 801, BEHAVIOR OF EMPLOYEES.) The T reserves the 1i
parked in the Town patking lot. (See Policy 604, SECURITY.)

(3)  Employees who use Town parking lots do so at their owntisk. Employees are encourdged to lock their
cars at all times when left in the parking facilities. The Town assi responsibility for any damage to, or theft
of, any vehicle or personal propetty left in the vehicle while on the parking (Sce Policy 604, SECURITY.)
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POLICY 604 SECURITY
Policy:

It is the policy of the Town to make reasonable efforts to provide for the security of its property its
employees, and authorized visitors to its premises,

Explanation:

{1) Employees (except Police Officers), customers, suppliers, and guests are prohibited from possessing
firearms or other weapons on Town property and at events sponsored by the Town.” Employees are further
prohibited from carrying weapons in employer-provided vehicles or in personal vehicles whiléon town business.

(2) At the end of each workday, employees shall store and secure all Town equlpment5 ms, papers or
confidential information or other information of value. (See Policy 806, CONFIDENTIAL INFORMATION.): :.

(3) -Employees who want to take Town property or equipment off prermses must’ have then‘ supervisor’s
written authorization. Removing property or equipment without author
including termination. Employees are responsible for the prop :
squipment in their possession,

inspect the contents of lockers, storage areas ﬁle cabiri¢ts, desks, and work statioris: at any time and may remove all
Town property and other items that are in v1oiatxon of Town mles and policies. Employees have no right of pnvacy

(5) Employees working in sensitive or hlgh et
requirements specified for those jobs..2
ﬂngerprmtmg, bondmg, or other speci

ay include more extensive background checks,
re or inability to meet or comply with any special
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POLICY 605 SMOXKING AND TOBACCO PRODUCTS
Policy:

It is the policy of the Town to comply with all applicable federal, state, and local regulations regarding
smoking and tobacco use in the workplace and to provide a work environment that promotes productivity and the
well-being of its employees. The Town recognizes that smoking and tobacco use in the workplace can adversely
affect employees. Accordingly, smoking and tobacco use is restricted at all of its facilities.

Explanation:

()  Smoking and tobacco use are prohibited inside all Town facilities.
enforce the regulatlons This policy applies to employees during working time and k7
on the Town’s premises.

(2) Employees are expected to exercise common courtesy and to respect the ne :
coworkers with regard to this policy. Smokers have a special obligation {0 keep smoking area htter—free and not to
abuse break and work rules. Complaints about smoking and tobacco_iSsies should be resolved af the lowest level
possible but may be processed through the Town’s dispute resolition procedure. (See Pohcy"‘902 DISPUTE
RESOLUTION PROCEDURE,) Employees who violate the polic be . subject to disciplinary action including
termination. (See Policy 807, DISCIPLINARY PROCEDURE.)

duals on the basis'd
OWn premises.

(3)  The Town does not discriminate against indivi

eir use of legal products, such as
tobacco, if the use ocowrs during nonworking time and o

(4) Employees may contact the Chief A mlstratw Ofﬁcer for information regarding the effeots of
smoking and tobacco use and the availability of assi

{(5)  Smoking and tobacco use in Town vehicles

(6) For the purpose of this se
products.

(7)Y For the purposes of this secti

Rights and the policies and procedures of the mont Police ﬁepart:ment
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POLICY 606 TOOLS AND EQUIPMENT
Policy:

The Town will provide all necessary equipment and tools for employees to perform their work.
Explanation:

(1) Employees may not bring their personal tools or equipment to work for use in performing their duties
unless specifically authorized by the employee’s supervisor or the Chief Administrative Officer.

(2)  In the event the use of personal tools or equipment is permitted, the employee will identify the tools or
equipment in writing to the employee’s supervisor and the supervisor shall keep a written record of the employee’s
tools or equipment if it is left on Town property. Typically such tools or equipment : should not rémain on Town
property overnight or left unattended. g

(3) The employee assumes the risk of loss or breakage of the tools or equipment 1f they remain on Town
property and the Town has no responsibility to the employee to safeguard 01 ‘protect such tools or. equlpment
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POLICY 701 ATTENDANCE AND PUNCTUALITY
Policy:

1t is the policy of the Town to require employees to report for work punctually and to work all scheduled
hours and any required overtime. Poor attendance and excessive tardiness disrupt work flow and service to the
Town’s residents and will not be tolerated.

Explanation:

_ (1)  Supervisors should notify employees of their starting, ending, and brealfiﬁm_a_s. Employees are
expected to be engaged in carrying out their duties during all scheduled work time and should:be ready to begin
working at their scheduled starting time. &

(2)  Employees should notify their supervisor as far in advance as possible Wh
report for work. If the supervisor is unavailable, notification should be made to the Chi
The notice should include a reason for the absence and an indication of whén the employee can'b
for work. An employee who fails to notify the Town of an absence before the employee’s start time'wi
with an unauthorized absence. o

(3)  An employee who is unable to report for work .s_i_ljéiluugé' vacation leave, sick leave, comp-time, or
request a leave of absence under Policy 702 to cover the absence. If on¢ ormore types of leave is available and
appropriate, the employee shall determine which to use. An employee who dogs.not report to work who does not

1¢ and does not qualify for leave under Policy 702 shall be

have any available vacation leave, sick leave, or comp-tim
charged with an unanthorized absence. a

(4) Employees who are absent from wor
proper notice to the Town will be considered as having volutitarily quit. At that time, the Town will formally note
rtified mail to the employee’s last known address. (See

Officer. The notice should i
can be expected to report.fo ;- ]
minutes and who have.not notified their sup

nd; i the emp;Iéj;ee will be late, an indication of when the employee
t employees who are delayed in reporting for work more than 30

1% r@beive compensation for time missed because of tardiness or early
deds 10 minutes afier starting time or before quitting time.

who report for work without proper equipment or in improper attire may be sent home to
: imitted to return work. (See Policy 601, EMPLOYEE SAFETY; and Policy 802,
¥ BMPLOYEES.) Nonexempt employees will not be compensated for any work time
d'because of failure to comply with this policy. Employees who report for work in a condition considered not
itk whether for iliness or any other reason, will not be allowed to work. (See Policy 206, MEDICAL
icy 808, DRUGS, NARCOTICS, AND ALCOHOL.) Employees not permitted to work under this
paragraph shall use vdcation [eave, sick leave, comp-time, or request a leave of absence under Policy 702 to cover
the absence. If oneor more types of leave is available and appropriate, the employee shall determine which to use.
An employee who does not report to work who does not have any available vacation leave, sick leave, or comp-time
and does mot qualify for leave under Policy 702 shall be charged with an unauthorized absence without
compensation.

(8)  Bmployees generally are expected to report for work during inclement weather conditions if the Town
does not declare an emergency closing. Nonexempt employees who are unable to report because of weather
conditions will be granted an authorized unpaid absence or, if they, chose may use vacation leave or comp-time.
Nonexempt employees who are late because of weather conditions will be given a chance to make up their missed
time if work schedules and conditions permit. '
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(9) Nonexempt employees will not be required or permitted to work any period of time before or after
scheduled starting or quitting times for the purpose of making up time lost because of tardiness, unauthorized
absence, authorized absence, or any other reason if the result will be that the employee works more than 40 hours
during the workweek,

{10} Employees must report to their supervisor after being late or absent, give an explanation of the
circumstances surrounding their tardiness or absence if it was not approved in advance, and, when applicable, certify
that they are fit to return to work. The supervisor shall record all absences and, for nonexempt employees, amy
tardiness or early departures exceeding ten minutes in the employee’s file and forward a copy to the Chief
Administrative Officer. When appropriate, the supervisor should counsel the employee ol the importance of good

" attendance and warn that excessive tardiness or absences will lead to discipline, up to and T 1 ding termination.
(See Policy 807, DISCIPLINARY PROCEDURE.) :

(l1) Employees must obtain permission from their supervisor in order to leave the LIS
wmkmg hours. (See Policy 706 MEAL BREAKS.) In addition, employees who are fi quently aw y:from the
premises for business reasons should inform their supervisors of their whereabouts during workin gl hows.

(12} Unauthorized absences or excessive tardiness and early deparfures will result in dlsmplmeny action, up
to and including termination. (See Policy 807, DISCIPLINARY PROCEDURE.) Generally, an employee ‘with more than
three instances of unaunthorized absence, tardiness, or early departme iy a three-month peried will be subject
discipline up to and including termination,
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POLICY 702 LEAVES OF ABSENCE
Policy:

In addition to providing vacation leave (see Policy 502), sick leave (see Policy 503), holiday leave (see Pohcy
504) and comp-time (see Policy 505), it is the policy of the Town to grant employees leaves of absence in the
circumstances listed in this section.

Fxplanation:

(1) The following types of leave are available for all e}igible Town employees:

an employee quahﬁes for FMLA leave the rights and obligations of e
notification requirements, and the Town’s obligations,

As an employer of 15-49 employees, the Town recognize
Maryland Parental Leave Act (MPLA). The MPLA provi
an employee’s child or the placement of a child for ad
twelve (12) weeks of unpaid leave for the birth of
adoption or in foster care. Accordingly, the six wee 3
shall run concurrently with the twelve weeks '

’s child or the placement of a child for
mployee is entitled to under the MPLA

the deployment or return from active du
law. (See Policy 704)

(¢) Fury Duty: The Town wiil.

partment
The ﬁn demsmn concernmg the request w111 be made by the Chief

mploy an approved leave of absence may not perform work for any other employer
at leave, except W, en the leave is for military or public service. (See Policy 211, OUTSIDE EMPLOYMENT.)

1 paxd [eave or during periods in which the empioyee receives workers compensation or
disability beneﬁt ess otherwise specifically provided by the terms of the benefit plan document or policy. (See
Policy 501, DISCLBSURE OF BENEFITS.)
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(6) Employees returning from a leave of absence will be reinstated to their same job or to an equivalent job
with equivalent status and pay, as required by law. Employees retwrning from a medical leave must provide
certification of their ability to perform the functions of their job. Employees refirning from a military leave also
must comply with all of the reinstatement requirements specified by federal law. If the same job or one of
equivalent status and pay is not available as a result of a reduction in force, the employee will be treated in the same
manner as though he had been actively employed at the time of the reduction in force. (See Policy 213, LAYOFF
AND RECALL.)

(7) Employees who are unable to report for work because of arrest and incarceration will be placed on
unpaid leave of absence. If the employee is unable to secure bail, the leave of absence will continue until final
‘disposition of the charges. If the employee is freed on bail, the employee’s department head, the Chief
Administrative Officer, and the Mayor will decide whether active employment js appropriate pending final
disposition of the charges. Employees are still responsible to notify their supervisor:or have oth_e__r_s make the
notification. Failure to do so will be subject to disciplinary action up to and including terﬁuhahon Non=notification
for three comsecutive scheduled work days will be considered as havmg voluntarily qult (See Pohcy 701,
ATTENDANCE AND PUNCTUALITY.)

(8) If an employee fails to retwrn to work at the conclusion _df. an approvad leave of absené‘é; including any
extension of the leave, the employee will be considered to have yqlpntari__ly terminated employment.
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POLICY 703 FAMILY AND MEDICAL LEAVE ACT
Policy:

Thé Town will comply with all applicable requirements of the Family and Medical Leave Act (“FMLA”).
Explanation: - |

The FMLA requires private employers with 50 or more employees and all public agencies, including state,
focal, and federal employers, and focal education agencies (schools), to provide eligible employees up to 12 weeks
of unpaid, job-protected leave in any 12-month period for certain family and medical reasos: The 12- month period
is a rolling period measured backward from the date an employee uses any FMLA leave.

Employee Eligibility

The FMLA defines eligible employees as employees who: (1) have worked for ﬁ'[e;
consecutive months; and (2) have worked for the Town for at least 1,250 hours in the previ

Leave Entitlement

Eligible employees may take leave for the following reasons; (1) to care for the employee’s child upon birth
or in connection with a child’s placement with the employee for‘adoption or foster care; (2) to care for a parent,
spouse, or child (“covered family members”) with a serious héalth condition; (3) when the employee is unable to
work because of the employee’s own serious health condition; or (4) a qua g exigency such as service in the
National Guard Reserves or Armed Forces.

Serious health condition. According to the FMLA, a “serious health condition” means an illness, injury,
impairment, or physical or mental condition that involves: (1) inpitient care (i.e., an overnight stay), including any
period of incapacity or any subsequent treatment in connectios “with the inpatient care; or (2) ‘continuing treatrnent”
by a health care provider which includes any period of incapacity as a result of:

(a) a health condition lasting moie than three consecutlve days and any subsequent treatment or period of
incapacity relating to the sa tion that also m ludes (1) freatment two or more times by or under
the supervision of a health ¢
continuing reglmen of treatme

what i cons1dered “continuing treatment,” contact the Chief Administrative Officer.
s employed by th e employer are jointly entitled to a combined leave of 12 workweeks of family leave
month period to ‘care for a parent who has a serious health condition. However, each spouse may take up
ycare for a child or spouse with a serious health condition.

Birth, adoption; or foster care of children. FMLA leave for birth or placement for adoption or foster care must
conclude within 12 months of the birth or placement. In addition, spouses employed by the same employer are
jointly entitled to a combined leave of 12 workweeks of parental leave in the 12-month period for the birth or .
placement of a child for adoption or foster care. -

Tntermittent or reduced work schedule leave. In certain circumstances, eligible employees may take FMLA
leave intermittently, (for example, in blocks of time) or by reducing their work schedule. If FMLA leave is to care
for a child after the birth or placement for adoption or foster care, employees may take their FMLA leave
intermittently or on a reduced work schedule only with the Town’s permission. If the FMLA leave is because of the
employee’s serious illness or to care for a seriously ill family member, the employee may take the leave
intermittently or on a reduced work schedule if it is medically necessary.
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Care of Member of Armed Forces. Eligible employees may take up to 26 weeks to care for an injured member
of Armed Forces.

Notice and Certification

Enployees who want to take FMLA leave ordinarily must provide the Town at least 30 days notice of the
need for leave, if the need for leave is foreseeable. If the employee’s need is not foreseeable, the employee should
give as much notice as is practicable. When leave is needed to care for a covered family member or for the
employee s own iliness and is for planned medical treatment, the employee must try to schedule treatment in order
to minimize disruptions of the Town’s operations.

In addition, employees who need leave for their own or a covered family membel ] serlous health condition
must provide medical certification from a health care provider of the condition. The Town' also may require a
second, and if necessary, a third opinion (at the Town’s expense), periodic re-certifications of the serious health
condition, and, when the leave is a result of the employee’s own serious health condition; a ﬁtness for- duty report to
retwn to work. e

The Town may delay leave to employees who do not provide proper advanee notice of the foreseeable need
for leave, The Town also may delay or deny approval of leave for lack of proper medical certlﬁcatlon

Benefits During FMILA Leave o _

Employees taking leave under the FMLA are entitled to receive health benefits during the leave at the same
level and terms of coverage as if they had been working throughout the leave. If applicable, arrangements will be
made for employees to pay their share of health insurance premiums while on leave If an employee chooses not to
return to work from FMLA leave, the Town may be entitled to recover premiums it paid to maintain heaith coverage
during the leave.

The employee’s use of FMLA. leave will not result in the Ioss of any employment benefit that accrued prior to
the start of the employee’s leave. However, the employee must use any accrued paid vacation, personal, and sick
days during an unpaid FMLA leave taken because of the employee’s own serious health condition or the serious
health condition of a family member. In- on; the employee must use any accrued paid vacation or personal
days (but not sick days) during FMLA leaVe taken 1o care for a newborn or newly placed child. Vacation, personal
and sick leave does not accrue during FMLA leave, =~ 77

Job Restoration After FMLA. Leave

The Town will remstate an employee retummg from FMLA leave to the same or equivalent position with

- equivalent pay, benefits, and other employment terms and conditions. However, an employee on FMLA leave does

not have any greater nght to remetatement or to otlier benefits and conditions of employment than if the employee
had been continuousty employed during the FMLA leave period,

Certain’ hlghly eompensated key employees also may be denied reinstatement when necessary to prevent

substanhal and grievous economic injury” to the Town’s operations. A “key” employee is an eligible salaried

employee who is among the h1ghest paid ten percent of employees within 75 miles of the worksite. Employees will
be notlﬁed of their status as. a key employee, when applicable, after they request FMLA leave.

Other Provisions
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local
law or collectwe ba1 gammg agreement which provides greater family or medical leave rights.

Under an exeeptmn to the Fair Labor Standards Act (“FLSA”) in the FMLA regulations, hourly amounts may
be deducted for unpaid leave from the salary of executive, administrative, and professional employees who are
exempt from the minimum wage and overtime requirements of the FLSA, and records of leave taken may be kept
for those employees, without affecting the employee’s exempt status. This special exception to the “salary basis”
requirements for the FLSA’s exemptions extends only to eligible employees’ use of leave required by the FMLA.

Further Information

For more information, employees may contact the Chief Administrative Officer.
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POLICY 704 MILITARY AND OTHER RELATED LEAVE
Policy:

The Town shall provide unpaid leave for military or reserve duty as required by state and federal law,

“including leave for service in the Civil Air Patrol. The Town shall also provide leave to employees with family

members deploying or returning from active duty as required by the Maryland Deployment of Family Members in
the Armed Forces Act. '

Explanation:

uniformed services
be granted for a
is eligible for

(1) The Town will provide leave to all employee that require an absence to serve
of the United States pursuant to federal and state laws. An unpaid military leave of:absence
period of up to five years (not including certain involuntary extensions of service).":An employs
military leave beginning the first day of employment. Employees seeking a military leas T
their supervisor and provide a copy of their orders as soon as possible. Pursuant to fe
military leave have the right to maintain their health insurance coverage. - Iimployees who perform
service in the Armed Forces, the Military Reserves, the National Guard, ot certain Public Health:Service positions
will retain certain rights with respect to reinstatement, seniority, layoffs, compensation, length of service

y “federal or state Jaw.

n these circumstances, the Town

encampment or training duty in the U.S. Military Reserve.
r military service and what the

will pay the difference between what an employee eg

f unpaid leave to all employees responding to an
emergency mission of the Maryland Wing of the Civil Air-Patrol. The employee shall provide the Town with as
much notice as possible when leave is required, notify the f.with an estimate of the amount of leave needed as
Vg the time required to complete the emergency
mission. The employee need not use any oilier fornt leave before using leave under this paragraph.

(3) fhe Town will
child, stepchild, or sibling ig

chan,

id leave fo employees on the day a spouse, parent, stepparent,
ng from active duty outside the United States as a member of the
employee. need not use any other form of accrued leave before using leave
atider this paragraph, an employee must have worked for the Town
250 hours.

>
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POLICY 705 JURY DUTY
Policy:

Recognizing it is the obligation of every citizen to serve as a juror when called upon to do so, the Town will
provide all employees called for jury service or subpoenaed as a witness with leave.

Explanafion:

(1) The first two weeks of an employee s juror sexvice shall be paid; however, the employee shall remit all
compensation received for their juror service to the Town. 5

(2) Ifan employee’s juror service extends beyond two weeks, the Town will grant the mplpyee unpaid
leave for the remainder of their service and the employee shall retain any compensatmn recewed for their juror
service from that point forward. e

(3) Leave benefits will accrue during this time period,
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POLICY 706 MEAL BREAKS
Policy:

Tt is the policy of the Town to provide meal breaks during the course of each workday.
Explanation: '

(1)  Full-time employees are allowed a meal break near the middle of the workday.

(2) Part-time employees scheduled to work more than five consecutive hours during any workday will
receive a meal break of the same duration as full-time employees in their department. CE

(3)  Supervisors are responsible for balancing workloads and scheduling n;g?l:_breaks il
consideration the workload and the nature of the job performed. Whenever necessary, the duratio
periods may be changed. :

(4)  Bmployees required to work more than ten hours in any workday will be allowed
no later than six hours after returning from their first meal break.

age and overtime requirements of the Fair
ss they are required to work during their

(5) Nonexempt employees (those covered by the minim
Labor Standards Act) will not be compensated for their meal bre
breaks. Nonexempt employees must sign out and back in ‘
HOURS OF WORK.)

uring their meal break must
early or.extend meal breaks beyond their assigned period.
a break. ' (See Policy 701, ATTENDANCE AND

(6) Employees who leave the Town’s premisg
leaving. Generally, nonexempt employees may not I :
Employees will be subject to discipline if tardy
PUNCTUALITY.)

(7) - Employees on meal breaks ¢
work.

vered by the Law Enforcement Officer’s Bill of

(8)  For the purposes of this sect
,_t;}f'olice Department.

Rights (LEOBR) and policies and procedur
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BEHAVIOR OF EMPLOYEES

It is the policy of the Town that certain rules and régulations regarding employee behavior are necessary for
efficient business operations and for the benefit and safety of all employees. Conduct that interferes with operations,
discredits the Town, or is offensive to the public or coworkers will not be folerated.

Explanation:

{1) Employees are expected at all times to conduct themselves in a positive mannier m order to promote the
best interests of the Town, Appropriate employee conduct includes:

(a)
(b)
- (©
(d)

(e)
®

(e)

(h)
@

0
®
W

e -

®

Treating all citizens, visitors, and coworkers in a courteous manner (see Pohoy 803 RELATIONS
WITH THE PUBLIC); : :

Refraining from behavior or conduct that is offensive or undesirable, or ﬁ;hlch is coﬂtréry to the
Town’s best interests (see Policy 202, PRODUCTIVE WORK ENVIRONMENT);

Reporting to a supervisor or department head: susp;o}ous unethical, or 1llegal conduct by
coworkers, customers, or suppliers (see Pohcy 604; SECURITY)

Reporting to a supervisor or department head any threatenmg or potentially violent behavior by
coworkers or visitors; I

Cooperating with Town mvesngatlons

Complying with all Town safety-

d secunty regulatlons (see Pohcy 601, EMPLOYEE SAFETY;
and Policy 604 SECURITY); :

Wearing clothing appropriate for the ;-work being performed (see Policy 601, EMPLOYEE
SAFETY; and Policy 80__ PERSONAL APPEARANCE OF EMPLOYEES);

Performing assigned tasks efﬁcwntly and in accord with established quality standards;

Reporting to work punctually as scheduled and being at the proper work station, ready for work,
at the asslgned startmg timig, (See Policy 701, ATTENDANCE AND PUNCTUALITY),

lemg'pl oper advance notlce whenever unable to work or report on time (see Policy 701,

ATTENDANCE AND PUNCTUALITY)

Smokmg and usmg tobacco only at times and in places not prohibited by Town rules or local

o _01d1nances (see Policy 602, MAINTENANCE OF WORK AREAS; and Policy 605 SMOKING AND
L ;.TOBAcco USE)

Eatmg meals only during meal periods and only in the designated eating areas (see Policy 706
MEAL BREAKS), and

Mamt.ommg cleanliness and order in the workplace and work areas (see Policy 602
MAINTENANCE OF WORK AREAS).

e Reframmg from personal use of cell phones during working hours.

(2) The foliowmg conduct is prohibited and individuals engaged in it will be subject to discipline, up to
and including termination {see Policy 807, DISCIPLINARY PROCEDURE):

(a)

2/20/18

Engaging in or threatening acts of workplace violence, including but not limited to:

'(i) With the exception of police officers, possessing firearms or other weapons on Town

property;
(ii)  Fighting or assaulting a coworker, supervisor, visitor, or any other person;
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(b)

(©)

(@)

(e)
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' Failing to wear assigned safety equl
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(iii) Threatening or intimidating a coworker, supervisor, visitor, or any other person;

Engaging in any form of sexual or other harassment (see Policy 202, PRODUCTIVE WORK
ENVIRONMENT)

Reportmg to work under the influence of alcohol, illegal drugs, or narcotics or using, selling,
dispensing, or possessing alcohol or illegal drugs or narcotics on Town premises (see Policy
808, DRUGS, NARCOTICS, AND ALCOHOLY;

Dlsclosmg confidential Town information (see Policy 806, CONFIDENTIAL INFORMATIONY);

recewmg records;
Stealing, destroying, defacing, or misusing Town property or another”
propetty;

Misusing Town communications systems, inchudi ctronic mail, compu;cer Internet access,
and telephones (see Policy 804, USE OF COMMUNICATION SYSTEMS); :

Refusing to follow a supervisor or departm t head’s insiructions concerning a job-related
matter or being insubordinate; :

| by safety rules and policies (see

Policy 601, SAFETY);

Smoking or using tobacco wh'ére W local ordinance or Town rules (see Policy 605

SMOKING AND TOBACCO USE);
Using profanity or abusive language;

Sleeping on the job out:authorization;

: Wi’s discretion, ahy violation of the Town’s pohmes or any conduct considered
v:may subject the employee to disciplinary action. Questions about this policy should
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POLICY 802 PERSONAL APPEARANCE OF EMPLOYEES
Policy:

It is the policy of the Town that each employee’s dress, grooming, and personal hygiene should be
appropriate to the work sitnation. ‘

Explanation:

(1) Employees are expected at all times to present a professional, businesslike image to the public.
Acceptable personal appearance, like proper maintenance of work areas, is an ongoing re‘c’ioii'ement of employment
with the Town. (See Policy 602, MAINTENANCE OF WORK. AREAS) Rachcal departures from conventional dress or
personal grooming and hygiene standards are not permitted. Town issued uniform items must be worn durmg work
hours and kept in an acceptable appearance. :

(2)  Employees must comply with the following personal appearance standards:

(a) Employees are expected to dress in a manner that ig normaliy acceptabie i smnlal busmess
establishments. Employees should not wear suggestive attire, jeans, athletic clothing, shorts,
flip-flops, T-shirts, novelty buttons, baseball hats and sitnilar ftems of casual aitire that do not
present a businesslike appearance.

(b) . Hair should be clean, combed, and neaﬂy tru:omed or arrauged Shaggy, unkempt hair is not
permissible regardless of length. :

(c)  Sideburns, moustaches, and beardsts'hould be neatly trimmed. -

(d  Tattoos and body piercings (other than earrmgs) shall not be visible.

s, grooming, and hygiene standards, such as wearing

(3)  Employees may be requlred to meet specml
uniforms.

(4)  Any employee who does no"t meet the standards of this policy will be required to take corrective action,
which may include leaving the premises. Nonexempt employees {those employees subject to the minimum wage
and overtime requirements of the Fair Labor: Standards Aet) will not be compensated for any work time missed
because of failure to comply Wwith’ t!:ns policy. Violauons of this policy also will result in disciplinary action.

(5) For the purposes of th1s section, pohoe officers will be covered by the Law Enforcement Officer’s Bill
of Rights (LEOBR)_Egoﬁ the policies _aod procedures of the Thurmont Police Department.
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POLICY 803 RELATIONS WITH THE PUBLIC
Policy:

It is the policy of the Town to be customer- and service-oriented and to require employees to treat the public,
citizens and visitors in a cowrteous and respectful manner at all times.

Explanation:

(1)  To promote excellent relations with our citizens, all employees must represent the Town in a positive
manner and make citizens and visitors feel appreciated when dealing with the Town. '

(2) Employees are required to report recurring citizen-related problems to:
suggestions for changes in Town policies or procedures to solve problems.

(3)  Employees should be prepared to pay careful attention to citizen complaints
belpful, professional manner. If a controversy arises, the employee should explain Town poliey respeet]
clearly. Individuals who become unreasonable, abusive, or harassin ‘should be referred-fo:the employee’s
supervisor if the employee cannot resolve the problem. ‘

ondifig to citizens. A positive contact with an
valuable relationship., The following

(4) Employees should be polite and thoughtful when
individual can enhance goodwill, while a negative experienc
telephone procedures should be observed whenever possib

(a)  Use a pleasant tone of voice, give

(b)
be placed on hold;

(c)  Ifacaller has been placed on hold, ca
if the person called isnog available wi

(d) When a caller leaves a hame, T
promptly to the appropiiate ind

All em i _pféce their own telephone calls.
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POLICY 804 USE OF COMMUNICATION SYSTEMS
Policy:

It is the policy of the Town to provide or contract for the communications services and equipment necessary
to promote the efficient conduct of its business,

Explanation:

(1) Communications services and equipment include mail, electronic mail (“e-mail”), courier services,
facsimiles, telephone systems, personal computers, computer networks, on-line services; Internet connections,
Intranets, computer files, telex systems, video equipment and tapes, tape recorders and recordir g8, pagers, cellular
phones, voice mail, and bulletin boards. Supervisors are responsible for instructing &mployees on.the proper use of
the communications services and equipment used by the organization for both mtemal and ext "rnal business
communications. E :

(2) Most communications services and equipment bave toll charges or other usag'fa_—_{elated eXpenses.
Employees should be aware of these charges and should consider “and efficiency needs when choosing the
proper vehicle for each business communication. Employees should consult their supervisor if there is a question
about the proper mode of communication,

(4) On-line services and the Internet may b
Town Authorized empioyees must disclose all passwi

activities, except as allowed in Paragrap -(6 .
Internet or from an e-mail any sofiware
identified as intellectual property thhout ; :
Internet material or e-mail ﬁles are' ownioad they should be scanned using the Town’s antivlrus software,

(5) Employees should not uge e~-mail, facsmnles cellular telephones, or any other unsecure communication
system to communicate confidential; proprietary;.or trade secret information. (See Policy 806, CONFIDENTIAL
INFORMATION.) In éd_ i mn e-mail genera]ly should not be saved for more than 30 days unless required as part of
the Town’s record retention poficy. (See Policy 901, PERSONNEL RECORDS. )}

(6) . Inéidéﬁtal;persohal yse by employees of the Town communications services and equipment is allowed
as long 4s the use does not interfere with the employee’s work or the Town’s operations and does not violate any
Town’ pelicies. Employees must properly log any personal user charges and reimburse the Town for them.
Employees have no right of privacy in such use. However, whenever possible, personal communications that incur
user charges should be placed on a collect basis or charged directly to the employee’s personal credit card or
account, Town communigations property or equipment may not be removed from the premises without written
authorization fr m the empioyee S supervisor.

N Emplayees “who do not have direct access to a Town telephone should make provision to have
emergency or other hecessary incoming calls routed to their supervisor or to the Chief Administrative Officer, if the
supervisor is not accessible. Although the Town will attempt to deliver personal messages to employees, it cannot
and does not accept responsibility for the prompt or accurate relay of these messages.

(8) Employees should ensure that no personal correspondence appears to be an official communication of
the Town since employees may be perceived as representatives of the Town and, therefore, damage or create
liability for the Town. All outgoing messages, whether by mail, facsimile, e-mail, Internet transmission, or any
other means, should be accurate, appropriate, and work-related. Employees may not use the Town’s address for
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receiving personal mail or use Town stationery or postage for personal letters. In addition, personalized Town
stationery and business cards may be issued only by the Town.

(9) Improper use of Town communications services and equipment will result in discipline, up to and
including termination. Improper use includes any misuse as described in this policy, any misuse that would result in
violations of other Town policies, any misuse that creates a security risk of data breach, as well as any harassing,
offensive, demeaning, insulting, defamatory, intimidating, or sexually suggestive written, recorded, or electronically
retrieved or transmitted communications. (See Policy 801, BEHAVIOR OF EMPLOYEES.) '

(10) From time to time and at the Town’s discretion, communications equiptient may be issued to
employees. The employee shall use the equipment/communications systems in accordance with terms of
Addendum: Town Issued Equipment. ' :

(11) No communications may be recorded in the absence of all parties’ consent to.the recording;-

(12) For the purposes of this section, police officers shall be covered by the Law Rnfofcement .:Of_ﬁger’s Bill
of Rights (LEOBR) and the policies and procedures of the Thurmont Policé Department.
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POLICY 805 CONFLICTS OF INTEREST
Poliey:

It is the policy of the Town to prohibit its employees from engaging in any activity, practice, or conduct
which conflicts with, or appears to conflict with, the interests of the Town, its customers, or its suppliers. All
employees of the Town are covered by and subject to the ethics provisions of Chapter 12 of the Town of Thurmont
Code {Ordinance 2014-01). Since it is impossible to desctibe all of the situations that may cause or give the
appearance of a conflict of inferest, the prohibitions included in this policy are not mtended to be exhaustive and
include only some of the more clear-cut examples.

FExplanation:

(1) Employees are expected to represent the Town in a positive and cthmal manner Thus employees have
an obhgatlon to avoid conflicts of interest and to refer questions and concerns about potentlal conﬂmts to their
supervisor, Superv1sors department heads and employees who have contact with contractors and vendors may be
required to sign a special statement acknowledging their understandmg of and adherence to this pohcy

(2) Employees may not engage in, directly or mduectlxr_eljd_l__cr on or off the job, any conduct which is
disloyal, disruptive, competitive, or damaging to the Town. Prohibifed activity also includes any illegal acts.

(3)  Employees may not accept any employment relationship with any organization that does business with,
or competes with, the Town. This prohibition on employment includes serviiig as an advisor or consultant to any
organization of that type, unless the activity is conducted asa representatlve of the 'I‘own (See Policy 211, OUTSIDE
EMPLOYMENT.) o

(4) Employees may be asked to disclose ahy;- ﬁnancigii_}ntel'est they or their immediate family have in any
firm that does business with the Town or that competes._ iththe Town. The Town may require divestiture of the
interest if it considers the financial interest to be in conflict with its best interests.

(5) Employees and their Jmmeﬁ te faamly may ot accept/seck/solicit gifts, except those of nominal
value, or any special discounts or loans from any person: ox fnm doing, or seeking to do, business with the Town.
The meaning of gifts for purposes of this pohcy mciudes the: acceptance of lavish entertainment and free travel and
lodging.

(6) Employees . may not: gwe offe . or promise, directly or indirectly, anything of value to any
representative of a customer, of a potennal customer or of a financial institution in connection with any fransaction
or business that the Town may havi 3 w1th that custcme1 potential customer, or financial institution.

{7 Employees may Ieam mformatlon about the Town which, if known to the public, might affect the
decision of an investor to buy,. sell, or hold securities issued by the Town. Employees are prohibited from misusing
inside mformatmn pI'lOI‘ to public disclosure, by purchasing or selling the Town’s securities for their own benefit or
for the, beneﬁt of members. of their immediate family. In addition, employees may not disclose inside information to

¢; either inside or outs1de the organization, who does not have a legitimate business need to know it.

”(8) - Employees may not, for personal gain or the benefit of another, use their position as an employee of
the-Town of Thurmont in promc‘{mg or selling any product or service not offered by the Town.

(%) AJ]Y conﬂ;ct or potential conflict of interest must be disclosed to the Town. Failure to do so will result
in discipline, up t6 and including termination.

{10) For the purposes of this section, police officers will be covered by the Law Enforcement Officer’s Bill
or Rights (LEOBR) and the policies and procedures of the Thurmont Police Department.
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POLICY 806 CONFIDENTIAL INFORMATION
Policy:

In limited circumstances, Town employees have access to confidential mformatlon which employees have a
continuing obligation to protect,

Explanation:

(1) Information designated as confidential may not be discussed with anyone out51de the Town government
and may be discussed within the Town only on a “need to know” basis.

they have not
d including

(2) Employees are prohibited from attempting to obtain confidential information for whil
received authorization. Employees violating this policy will be subject to dlsclpime up o
termination, and may be subject to legal action. :

(3) Department Heads are responsible for identifying information that should be classified as confidential
and should work closely with the Chief Adminisirative Officer to develop procedures-to securé:and control the
information. Information that is designated as confidential should be: early identified and properly:secured. (See
Policy 604, SECURITY.) A list of employees authorized to have accéss 1o the information should be prepared, and all
access should be recorded.

(4) All media inquiries, requests for information der the pubhc information act and inquiries of a general
nature should be referred to the Chief Administrative Officer. In addition, all press releases, publications, speeches,
or other official declarations must be approved in advaiice by the Chief Admmlstlauve Officer.

{5} Requests for employee references or other informatiof concerning current or former employees should

be 1'¢ferred to the Chief Administrative Officer.

irs will be covered by the Law Enforcement Officer’s

(6) For the purposes of this para aph police o 7
' olice Department.

Bill of Rights and the policies and proced'
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POLICY 807 DISCIPLINARY PROCEDURE
Policy:

It is the policy of the Town that all employees are expected to comply with the Town’s standards of behavior
and performance and the policies of this Manual and that any noncomplance with these standards must be
corrected.

Explanation:

(1)  Under normal circumstances, the Town endorses a policy of progressive discipline in which it attempts
to provide employees with notice of deficiencies and an opportunity to improve. It does, howevet, retain the right to
administer discipline in any manner it sees fit. This policy does not modify the status: of employées as employees—
at-will or in any way restrict the Town’s right to bypass the disciplinary procedures suggested. &

{2)  The normal application of progressive discipline should be:

(a) If an employee is not meeting Town standards of behavmr or performance or the pohmes of this
Manual, the employee’s supervisor should take the' following action: :

(i)  Meet with the employee to discuss thq__r‘,gatter

(iiy  Inform the employee of the nature of the probie ,

d the action necessary to cotrect it;
and :

ﬂice1 s own records md1catmg

(iii) Prepare a memorandum f i the Chief Administrative-
that the meeting has taken place;

(b)

(i)  Issue a written réprimand to the empl

that a third incident will result in more severe disciplinary action; and

Prepare and forward o the Mayor a written report describing the first and second
cidents and summarizing the action taken during the meeting with the employee. This
mforma‘qgn will be ‘included in the employee’s personnel file. (See Policy 901,
Personiel Records.) -

(¢} If .th'éi“”'. art. addltlbnai occurrences, the supervisor should take the following action, depending
e 2 o1 the severlty of the conduct:

. Issué __,iwgtten reprimand or warning;
uspend'ﬂie employee for up to five working days; or

spend the employee indefinitely and recommend termination.

After takmg actlon under Pa1 agraph (2)(c), above, the Chief Administrative Officer should prepare and forward to
the Mayor a Wil report describing the occurrences, indicating the timing between the occurrences, and
summarizing the actlon taken or recommended and its justification.

(3) In cases involving serious misconduct, or any time the Chief Administrative Officer determines it is
. necessary, such as a major breach of policy or violation of law, or if other circumstances warrant (for example, the
employee engages in different types of infractions or violates different policies), the procedures contained in
Paragraph (2), above, may be disregarded. Typically, the Chief Administrative Officer should suspend the
employee immediately and an investigation of the incidents leading up to the suspension should be conducted to
determine if any further action, such as termination, should be taken. (See Paragraph (5), below.)
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(4) At an investigatory interview conducted for the purpose of determining the facts involved in any
suspected violation of Town rules and regulations, the following procedures notmally should apply:

(&) Before the interview, the employee who is suspected of violating Town rules and regulations
should be told in general terms what the interview is about. ‘

(b) A nonsupervisory employee may request that a coworker be present at the interview if it may
lead to disciplinary action for that employee. Such coworker, however, may not participate in
the interview and must acknowledge and agree to the confidentiality of the proceeding.

tion the reason for
TE RESOLUTION

(5) Employees who believe that they have been disciplined too severely or whi
discipline are encouraged to use the dispute resolution procedure. -(See Policy 902; B
PROCEDURE.)

(6) If a disciplined employee works a full year without further disciplinary a tion under this-policy, the
next failure to meet behavior or performance standards may be treated as a first OCCUITs under this. policy.
However, the Town may still consider all past disciplinary actions in evaluating the employ = (See Policy 302,
PERFORMANCE APPRAISALS.) g

ered by the Law Enforcement Officers’ Bill
-Department.

(7)  For the purposes of this section, police officers shall
of Rights (LEOBR) and the policies and procedures of the Thurpmo
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POLICY 808 DRUGS, NARCOTICS, AND ALCOHOL
Policy: DRUG-FREE WORKPLACE POLICY

The Town of Thurmont is committed to providing a drug and alcohol-free workplace in accordance with the
requirements of the U. S. Drug-Free Workplace Act of 1988. The Town recognizes the importance and
responsibility of providing a safe and healthy work environment for all employees, the successful accomplishment
-of Town goals and objectives, and the need to maintain employee productivity. Toward that end, the Town
recognizes that illegal drug use raises serious health, safety, and security issues, as well a$. Jost productivity. The
Town takes this issue very seriously and it is important for employees to understand that thi§ policy applies to all
employees of the Town, without exception, including all part-time and temporary staff. Volunteers who serve on
the Board of Appeals, Planning Conumission, Police Commission, and any other appomted posmon are also subject
to this policy.

Explanation:

The Town shall enforce the following policy:

(1) No employee is permitted to consume, possess,: sell transfer or purchase illegal drugs, narcotics or
controlled substances. Involvement in such activities constitutes grounds for disciplinary action, up to and including
termination, Any prohibited substances found will also bé:turned over to the apptopriate law enforcement agencies
and may result in criminal prosecution in addition to any d1sc1plma.ry actions 1mposed by the Town.

(2) The Town will not tolerate any empi yee who rts for duty while impaired by, or is under the
influence of, alcohol or illegal drugs. Employees who work-under the influence of an illegal substance or alcohol
are considered to be a threat to the safety of themselves, théir coworkers, and the public, All employees have a duty

(3) The uniawful
and will result in dlsc1p1m

five days after the arr est:or convlcnon .

(5= Employees who operate town vehicles must report any DUI or DWI arrest or conviction within five
(5 days afrer the arrest_

holi v applies to offenses committed within the workplace, as well as outside the
. This pohcy applies to offenses committed while the employee is in an official work status, as
well as non—work statiis.
(6) Employees must, as a condition of employment, abide by the terms of this policy.
(7} Acceptable uses of drugs include non-performance affecting “over-the-counter” medications and those
substances that have been prescribed by a lcensed physician, An employee shall not bring a prescription drug on
the Town premises, unless it is a prescription in its original container that has been prescribed by a physician in the

name of the employee. Applicants and employees may submit medical documentation supporting the lawful use of
an otherwise illegal controlled dangerous substance. Any employee who is under prescribed medication but who
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may be in any way impaired by its side effects must report its use to his/her supervisor immediately and may not
operate any motor vehicles or heavy equipment (i.e. forklifts, backhoes, etc.)

(8) Employees and applicants are subject to substance and alcohol testing. Each employee and applicant
is required to review and sign the Notice to Applicants and Employees of Controlled Dangerous Substance and
Alcohol Testing Policy. Any employee or job applicant required to take a drug test who refuses to submit to a test
or submiits an altered, degraded or switched specimen will have his employment immediately terminated. Any
applicant found offering an altered, degraded or switched specimen will be ineligible for hire.
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POLICY 809 USE OF SOCIAL MEDIA
Policy:

The Town recognizes that social media has become a prevalent method of expression and communication in
our society, The Town respects the rights of its employees to use this medium of expression. However, because
social media activity can adversely affect the Town’s operation, as well as undermine public trust and confidence,
some guidance and regulation is required. This policy atternpts to balance the interest of employees in engaging in
-+ socijal media activity and the Town’s interest in preventing unnecessary disruption and or interference with ifs
operation and relationship to the public it serves.

Lixplanation:

{1) Social Media Defined: “Social media” is defined as online teehnoiogy that allows for the sharing and
communication of information. Social media includes, but is not limited to, websites such as Faceboek Twitter,
LinkedIn, YouTube, and Tumblr. Social media also includes online applications such as- biogs message bhoards,
podcasts and wikis, “Act1v1ty” is defined as sharing and communicating mformatlon including but not limited to
posting, uploading, reviewing, download, and or forwarding text “audic recordings, v1deo recordings,
photographs/images, symbols or hyperlinks. :

(2)  All employees of the Town should remain mindful th'at', as ﬁub_lic servants, they are generally held to a
higher standard than the general public with regard to their on-duty and off-duty conduct, professionalism, and
ethics. As a result, certain social media activity that may. be tolerated or even, acceptable in the private sector may
nevertheless constitute a viclation of this policy. L

(3)  Bach employee of the Town who engages in social media activity must '{ake personal responsibility for
ensuring that such activity is consistent with all policies of the Town, including but not limited to those relating to
harassment (See Policy 202, PRODUCTIVE WORK ENVIRONMENT), employee behavior (See Policy 801, BEHAVIOR
OF EMPLOYEES), confidentiality (See Pohcy 806, CONFIDENTIAL INFORMATION) and conflicts of interest (See Policy
8035, CONFLICTS OF INTEREST). A

(4) Employees must refrain from: engagmg' in:any s 1al media activity which disqualifies them from
performing, or in any way reasonably calls i m 0 questlon their: abihty to objectively perform an essential function of
their job. : _

(5) No empioye: may dlselose or ot_ __'rw1se reveal through social media any privileged or confidential
information of the Town, identify-any other’ current or former employee of the Town, or any applicant for
employment of the Town

(6) Empioyees are strongly dlscouraged from disclosing or otherwise revealing their status as employees
of the Town through socrai medla and except as otherw1se authorized by the Chlef Administrative Officer, are
Snmlarly',-- unless otherw1_s_e approyed employees’ social media activity should not reveal or depict the Town’s lego
sealy 'syﬁlbols uniforms 'patches ﬁad'ges or similar items identiﬁed with the Town Employees should undelstand

disclosed i m connecnon w1th it.

{7 Exgept as cherwme authorized in advance by the Chief Administrative Officer, if an employee’s status
as an employee of thie Town is disclosed, revealed or otherwise made apparent in connection with the employee’s
social media activity, the employee’s social media activity must include a prominently displayed disclaimer to the
effect that the activity reflects only the employee’s personal views or opinions and not those of the Town. However,
this disclaimer alone wili not shield the employee from disciplinary action for violations of this policy.

(8)  Except as otherwise authorized by the Chief Administrative Officer, employees shall not use Town
Equipment, including computers and cellphones, for the purposes of engaging in social media activity.

(9)  Except as otherwise authorized by the Chief Administrative Officer or other supervisor, employees
shall not use social media to make announcements or to explain Town projects and activities, All announcements
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and explanations made on social media shall be made from an official social media account of the Town by an
employee authotized to do so by the Chief Administrative Officer.

(10) The Town reserves the right to require any employee to remove immediately any post on social media,
including comments, pictures, audio recordings and video if such posted material constitutes a violation of this
policy or any other Town policy.

(11) Employees should be aware that social media activity is not secure or private, even when steps are
taken to restrict access. Information posted and exchanged on social media is generally traceable and accessible.
Accordingly, employees should have no expectation of privacy as to any social media actiyity, and have no right of
privacy if such activity is conducted in the workplace on Town equipment. . '
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POLICY 901 PERSONNEL RECORDS
Policy:

It is the policy of the Town to maintain personnel records for applicants, employees, and past employees in
order to document employment-related decisions, evaluate and assess policies, and comply with government
recordkeeping and reporting requirements.

Explanation:

(1) The Town tries to balance its need to obtain, use, and retain employment mfoimation with a concern
for each individual’s privacy, To this end, it attempts to maintain only the personnel mfonnatmn that is necessary
for the conduct of its business or required by federal, state, or local faw. = ol

(2}  The Chief Administrative Officer is responsible for overseeing recordkeepmg for “all personnel
information and will specify what information should be collected and how it should be stored and seeu.red (1"01 the
need to maintain separate medical files, see Policy 206, MEDICAL PROCEDURES. ) = -

(3)  Employees have a responsibility to keep their personnel ; records up to date and should notlfy the Chief
Administrative Officer in writing of any changes in at least the foliowmg:

() Name;
(b}  Address;
{c)  Telephone number;

(d) Marital status (for benefits and ;

() Number of dependents;
®

&
(h)

In addition, employees : who have a change in the number of dependents or marital status should complete a new
Form W-4 for i income tax w1thholdu1g puxposes w1thm ten days of the chanpe.

)] Employees ma nspect their’ own Personnel records and may copy, but not remove, documents in the
file. Inspections by employees must be requested in writing to the Chief Administrative Officer and will be
scheduled at'a mutuaily convenient time. A reasonable charge, not to exceed the actual cost to the Town, may be
made fe ”any copies of "ecerds made by the employee.

W 1tten request for file xev1S1ens to the Chlef Administrative Officer. If the request is net gianted the employee may
place a written statement ef dasagreement in the file and make a complaint using the regular grievance procedure.

know for information about another employee may mspect the files of that employee. The mspectxon must be
approved by the Chief Administrative Officer and should be recorded in the file inspected.
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(7)  Employees should refer all requests from outside the Town for personnel information concerning
applicants, employees, and past employees to the Chief Administrative Officer. The Chief Administrative Officer
normally will release personnel information only in writing and only after obtaining the written consent of the
individual involved. Exceptions may be made to cooperate with legal, safety, and medical officials who need
specific employee information. In addition, exceptions may be made to release limited general information, such as
the following:

() Employment dates;
(b)  Position held; and

fcy  Location of job site.
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POLICY 902 DISPUTE RESOLUTION PROCEDURE
Palicy:

Tt is the policy of the Town that employees should have an opportunity to present their work-related
complaints and to appeal decisions through a dispute resolution procedure. The Town will atiempt to resolve
promptly all disputes appropriately submitted under this policy.

Explanation:

"(1) An appropriate dispute is defined as an employee’s expressed dissahsfacnon cOncerning any
interpretation or application of a work-related policy by department heads, supervisors, or other employees
Examples of matters that may be considered appropriate disputes under this policy include: :

() A belief that Town policies, practices, rules, Iegulations or procedures have been applied
inconsistently to an employee; o :

(b}  Treatment considered unfair by an employee such as coercion, reprisal, harassment (including
sexual harassment), or intimidation, B

(¢)  Alleged discrimination because of race, 1ehglon color sex, gender identity, marital status,
sexual orientation, genetic information, age, national --o_ 1n disability unrelated to the
performance of the employment, or mlhtaly status; and

(d) Improper or unfair adlmmstranon of employee benefits or cond1t1ons of employment such as
scheduling, vacations, fringe beneﬁts promotlons retirement, holidays, performance review,
salary, or seniority.

(2) Employees should notify the:

vn in a tunely fashion of any dispute considered appropriate for
handling under this policy. The dlSpu __olut1on procedure is the exclusive remedy for employees with
appropriate complaints. As used in this pohcy, terms “timely fashion,” “reasonable time,” and “promptly”
means within five (5) working days of the event forming the’ basas for the complaint.

(3)  The dispute resolutlon procedure has a maximum of three steps, but disputes may be resolved at any
step in the process. D1sputes will be processedfpromptly within twenty {20) working days. A decision becomes
- binding on all parties -whenever an employee does not file a timely appeal or when a decision is made in the final
step and the right of* appeal no longer. exists, o

4 Employees who feel they have an approprlate dispute should proceed as follows:

--',;('-a)ii":;,smp One = Promptly bring the complaint to the attention of the Department Head. If the
dispute mvolves the Department Head, then the employee may proceed directly to step two.
The Department Head should investigate the complaint or refer it to the Chief Administrative
Officer. for handling by a qualified investigator, attempt to resolve it, and give a decision to the
employee within a reasonable time. The Depariment Head should prepare a written and dated
summpiary of the dispute and proposed resolution for the employee’s personnel file.

(b)-; .Step Two — Appeal the decision to the Chief Administrative Officer, if dissatisfied with the
* Department Head’s decision, or initiate the procedure with the Chief Administrative Officer if
Step One has been bypassed. This appeal or initial dispute notification must be made in a
timely fashion within five (5) working days of the first decision or the initial event if the
Department Head is the subject of the complaint. The employee must submit a written
document stating the basis for the appeal and the reasons that it should be granted, The
Department Head’s version of the dispute and decision will then be submitted using a similar
written memo. The Chief Administrative Officer will, in a timely fashion, confer with the
employee, the supervisor, department head and any employees considered appropriate;
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investigate the issues; and communicate a decision in writing to all the parties involved within
fifteen (15) working days of the submission of the appeal.

(¢} Step Three — Appeal an unsatisfactory Chief Administrative Officer decision to the Mayor.
Such an appeal must be submitted in writing to the Mayor within five (5) working days of the
determination appealed from. The Mayor will review and investigate the dispute and will then
issue a written, final, and binding decision within fifteen (15) working days.

(5)  Final decisions on disputes will not be precedent-setting or binding on future disputes unless they are
officially stated as Town policy. When appropriate, the decisions will be retroactive to the date of the employee’s
originat dispute notification.

(6)  Information concerning an employee dispute is confidential. Superviso"ré "-'depar'trﬁ nt-heads, and other
employees who investigate a complaint may discuss it only with those individuals who ha ow about it
or who are needed to supply necessary background information or advice, :

(7)  Time spent by employees in dispute discussions during their-j_i_brmal working hours will be considered
hours worked for pay purposes. :

(8) Employees will not be penalized for proper use of the dispu
considered proper use if an employee raises complaints in bad faith-or solely.for the purposes of delay or harassment
or repeatedly raises meritless disputes. Implementation of the dispute resolitiion procedure by an employee does not
limit the right of the Town to proceed with any disciplinary deems appropriate in its discretion.
Employees and supervisors are prohibited from retaligting against an employee:
resolution procedure, - '

(9% The Town shall investigate any and all'cg
sex, gender identity, marital status, sexual orientation, g¢

{10) This policy does not alter- 1l relationship in any way. (See Policy 106,
EMPLOYMENT-AT-WILL.) i
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POLICY 903 POLITICAL ACTIVITY

Policy: .
The Town recognizes that, subject to limited restrictions, employees have the right to participate in any
political activity and express any political opinion. '

Explanation:
{(H An employee may not engage in political activity while on the job during workmg hours.
(2) An employee may not advocate the overthrow of the government by pgcons;gfﬁti'q_nal or violent
means. D o
3) An employee may not be required to provide political service.
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APPENDIX A: NOTICE TO EMPLOYEES REGARDING THE AMERICANS WITH DISABILITIES
ACT

Policy: i )
The Town will comply with all applicable requirements of the Americans with Disabilities Act (“ADA”).

The Town will not discriminate against qualified individuals on the basis of disability in regard to job
application procedures, hiring, advancement, discharge, compensation, job training, and other terms, conditions, and
privileges of employment. :

accommodation would create an undue hardship on the Town.

Definitions

The ADA defines a qualified individual as an individual who; with or without reasonable accomimnodation,
can perform the essential functions of the employment position th ‘individual holds or desires. This includes
satisfying the job requirements for educational background, emp yment experience, skills, licenses, and other
qualification standards that are job related. s

performing manual tasks, seeing, hearing, eating,
rning, reading, concentrating, thinking,

communicating and working. Major life activities also inq
system, normal cell growth, digestive, bowel, bladder, ne

accommodation. The i i

job is job-related and consistent with business necessity, and that the
ot be accomplished by a reasonable accommodation.

o:(3) modification of work schedule; (4) reassigning the disabled individual to another position; (5)
acquiring or modifying equipment or devices; (6) adjusting or modifying examinations, training materials, or
policies; (7) providing gualified readers or interpreters or; (8) providing other similar accommodations.

Interview Policy

During the recruitment and hiring process (See HIRING, Policy 202), the interviewers may not make pre-
employment inquiries regardmg the existence, nature, or severity of a job applicant’s disability, if any. The
interviewer must know, in detail, the requirements of the position for which application is being made and may ask
the applicant about his/her ability to perform all functions that are job-related.
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Once an applicant is hired, the applicant cannot be required to submit to a medical examination or
questioned about his/her disability unless it can be demonstrated that the medical information sought is job-related
and necessary. Voluntary medical examinations that are part of an employee health program may be conducted.

Disclosure to Supervisors

The ADA provides that supervisors and managers may be informed regarding any necessary restrictions on
work or duties of the employee and any accommodations which are necessary for the employee to perform the job.
I addition, the Town may inform first aid and safety personnel when appropriate, if, for example, the disability
might require emergency treatment. L
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APPENDIX B:
NOTICE TO EMPLOYEES REGARDING MARYLAND REASONABLE
ACCOMODATIONS FOR DISABILITIES DUE TO PREGNANCY ACT

Policy:
The Town will comply with all applicable requirements of the Maryland Reasonable Accommodations for
Disabilities Due to Pregnancy Act (the “Act”),
The Town will provide reasonable accommodations for an employes’s disability caused or contributed to
by pregnancy unless such accommodation would create an undue hardship on the Town. :

Procedures for an Accommodation Request
1t is the responsibility of the pregnant employee to notify the Town of the need: or an accommodation. The

individual with a disability should notify their supervisor, who should refer the request to thie Chief Administrative

Officer for follow-up. Reasonable accommodations may include: (1) changing the employea’sjob duties; (2)

changing the employee’s work hours; (3) relocating the employee’s work. e_a 4 prowdmg e ical C

electrical aids; (5) transferring the employee to a less strenuous or less | g ]

Transfer to Less Strenuous/Hazardous Position

areasonable accommodatzon if the employee’s health ca
the reasonable accommodatlon by transferrmg the em oyée without: (1) creating addmonai employment that the
g any emplqyee (3 transferrmg any employee with more

seniority than the employee requesting the reasonable
gualified to perform the job,

Certification

Notice ;
. The Town w111 st 1
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TOWN OF THURMONT
NOTICE TO APPLICANTS AND EMPLOYEES OF
CONTROLLED DANGEROUS SUBSTANCE AND ALCOHOL TESTING POLICY

As a condition of employment and continued employment with the Town, applicants, independent
conftractors and employees are subject to testing for controlled dangerous substances or aleohol use, which may
include: 1) pre-employment applicant testing; 2) randorm testing of employees; 3) testing of employees based on
suspicion of controlled dangerous substance or alcohol use; 4) testing of employees involved in on-the-job accidents
or who engage in unsafe activities while on the job; and, 5) voluntary testing requested by an employee

Any employee who refuses to submit to a test or submits an altered, degraded or sw1tehed specimen will
have his employment irumediately terminated. Any applicant found offering an altered, degraded or sw1tched
specimen will be ineligible for hire. :

An employee shall not bring a prescription drug on the Town premises, unless itis a prescu 1ptlon it its
original container that has been prescribed by a physician in the name of the employee. i

Applicants and employees may submit medical documentatlon supportmg the lawful use of an otherwise
illegal controlied dangerous substance. i

The employee will notify the Town of any cr 1mm§1 controlled dangefoué snbstance statute conviction for a
violation occurring while on the premises or during the empioyee_s shift, mcludmg a disposition of probation before
judgment, no later than five days after such conwctlon

In conducting job-related controlled dangerous sub "anée and alcohol testing, the Town will use only
laboratories certified or approved by the Maryland Department of Health and Mental Hygiene {o engage in job-
related alcohol or controlled dangerous six

In conducting job-related controlled angeral _s substance testmg, it is the Town=s policy to inform the
person tested, at the person=s request, of the name and address of the laboratory that will test the specimen,
Whenever a person tests positively and the test results have been confirmed, the Town will within thirty days of the
testing date provide, in person or by Cﬁrtlﬁf.‘,d mall the person with:

1. - A eopy of the laboratory test including the test resulis;
2. A copy of th1s wntten policy on the use or abuse of controlled dangerous substances and
alcohol; L
3. If apphcabie written notice of the Town=s intent to take disciplinary action, terminate

employment or change the eondltlons of continued employment;

o4, A statement or a copy of the following provisions of Maryland Code Ann., Health-Gen.
Art. t 172 14(e)(1) penmttmg an employee to request independent testing of the same sample for ver 1ﬁcation of the
test result: i

{e)(1) A person who is required to submit fo job-related
testing, under subsection (b} or {c) of this section, may request
independent testing of the same specimen for verification of
the test results by a laboratory that:

i. Holds a permit under this subtitle; or
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ii, If located outside the State, is certified or
otherwise approved under subsection (f) of this section,

(2) The person shall pay the cost of the independent test
conducted under this subsection.

In conducting preliminary screening procedures to test job applicants, the Town shall contract a medical
review officer to review a positive test result after laboratory confirmation of the positive test result. The medical
review officer shall be a licensed physician with knowledge of controlled dangerous substanée abuse disorders and
controlled dangerous substance and alcohol testing.

‘ Signature acknowledges receipt and understanding of this document.

Signature

Print full name
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ADDENDUM: TOWN ISSUED EQUIPMENT
A, Town Issued Equipment

1 understand that any equipment issued to me by the Town remains the exclusive property of the Town.
Town issued equipment is not to be used for personal recreation. While the equipment is in my possession, 1
understand and agree that it is my responsibility to maintain in in good condition and to take steps necessary to
protect it from theft, damage, and excessive wear and tear.

- T agree to notify my supervisor as soon as I detect a malfunction of any kind and I'\;\;irli'not undertake to try
to fix the problem myself, I further agree to notify my supervisor immediately if the eqmpment is-5tolen while
under my care and to file the proper police report if necessary.

I understand that upon termination of my employment or at any time upon the Tow
expected to return the equipment in the same condition as I received it; takihg into account normial wear and fear. |
also understand that the Town will not be responsible for recovermg any: ‘personal iterns that I may have stored on or
in the equipment. I understand also that if T do not return the equipment or if I return it in excessively poor
condition, I may be charged the fair market value of the equipment;- Any such charge shall be deducted from my
final paycheck or I will be required to reimburse the Town immédiately. 1£1:fail to reimburse the Town, and it has
to initiate collection efforts, I will be responsible not only for:the value of the‘equipment, but also for all costs and
expenses, inchuding attoreys’ fees, expended in connection with the collectiona

B. Special Provisions for Communications Equipmen

In add1t1on to the above listed provisions, the fo]iomn ' prov1510ns apply to any Town issued

umcatmns equipment in the same condition as [ received it, takmg into account normal
tand that the Town will not be responsible for recovering any personal items that I may
1 umcatxons equlpment JTunderstand also that if I do not return the communications

responsible not onl f61 the value of the communications eqmpment but also for all costs and expenses, 1ncludmg
attorneys’ fees, expended in connection with the collection and enforcement efforts.

I, the undersigned, have read and understand the Town Issued Equipment Policy.

Signature Date

Print Name
2/20/18
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ADDENDUM: PAY DEDUCTIONS FOR DAMAGE OR DESTROYED EQUIPMENT
1, the undersigned, authorize the Town to deduct from my paycheck the fair market value of any Town

issued equipment lost, damaged (other than ordinary wear and tear), or destroyed while in my possession. also
authorize the Town to deduct from my paycheck the fair market value of any equipment I fail to return to the Town.

Signature Date

Print Name

2/20/18





