MAYOR AND COUNCIL
MEETING NO. 38-20
Thursday, November 19, 2020 – 4:00 PM
AGENDA
Agenda item times are estimates only. Items may be considered at times other than those indicated.
Any person who requires assistance in order to attend a city meeting should call the ADA Coordinator at
240-314-8108.
Rockville City Hall is closed due to the state directives for slowing down the spread of the coronavirus
COVID-19 and continue practicing safe social distancing.
Viewing Mayor and Council Meetings
To support social distancing, the Mayor and Council are conducting meetings virtually. The virtual meetings
can be viewed on Rockville 11, channel 11 on county cable, livestreamed at
www.rockvillemd.gov/rockville11, and available a day after each meeting at
www.rockvillemd.gov/videoondemand.
Participating in Mayor and Council Drop-In (Mayor Newton and Councilmember Myles)
Drop-In Sessions will be held by phone on Monday, December 7 from 5:30-6:30 p.m. Please sign up by 2
p.m. on the meeting day using the form at: https://www.rockvillemd.gov/formcenter/city-clerk-11/signup-for-dropin-meetings-227

4:00 PM 1.

Convene

2.

Pledge of Allegiance

3.

Comprehensive Review and Revision of the Personnel Policy and Procedures
Manual (PPM)

7:00 PM 4.

Adjournment

The Mayor and Council Rules and Procedures and Operating Guidelines establish
procedures and practices for Mayor and Council meetings, including public hearing
procedures. They are available at: http://www.rockvillemd.gov/mcguidelines.
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Mayor & Council Meeting Date: November 19, 2020
Agenda Item Type: Discussion and Instructions
Department: Human Resources
Responsible Staff: Karen Marshall

Subject
Comprehensive Review and Revision of the Personnel Policy and Procedures Manual (PPM)

Recommendation
In an effort to manage review of a large document, staff recommends that the Mayor and
Council review the City Manager’s proposed amendments to the Personnel Policy and
Procedures Manual (PPM) only through page 77.

Discussion
Over the years, there have been revisions to the PPM. In November 2013, there was a
comprehensive review and revision of the PPM to bring it into compliance with current local,
state and federal laws; to make it consistent with actual procedures followed by the City, and to
make stylistic changes. The 2013 effort resulted in the Mayor and Council approving the
current PPM. Examples of the changes made during the 2013 effort included addition of “safe
harbor” language to the ADA policy from the Genetic Information Nondiscrimination Act of
2008; reasonable accommodation for pregnancy language was added to the ADA policy; and a
workplace violence policy was added, among other modifications.
Recognizing the need for a more current comprehensive review and revision to align with
human resources best practices, the Human Resources Department initiated this process in late
2018. Staff from the Human Resources and the City Attorney’s Office met fifteen (15) times
during 2018 - 2020 to go over each section of the PPM, in an effort to streamline and cross
reference various sections and address contradictory information. The outcome of this effort
are the revisions provided to the Mayor and Council on January 31, 2020 and October 9, 2020.
Proposed amendments to the PPM include clarification regarding the authority of Appointed
Officials; increased time for grievance investigations; memorializing the 2018 formal adoption
of the Long-Term Disability Program; information about the Maryland Sick and Safe Leave Law;
addition of the Juneteenth Holiday; clarification of compensatory time accrual and the
maximum amount of compensatory time that employees are allowed to carry-over into the
next calendar year; clarification regarding membership in employee groups; and clarification of
the Telework Policy.
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Highlights of noteworthy changes are provided here for the Mayor and Council’s information.
Through the Maryland Healthy Working Families Act (the “Act”), employees who are hired on a
seasonal or temporary basis may accrue paid Sick and Safe Leave. Consistent with many
organizations, prior to the enactment of this new law, seasonal and temporary employees
weren’t eligible to accrue sick leave. Additionally, Sick and Safe Leave expands how Sick Leave
may be used. In addition to using the leave to care for or treat an employee and/or their family
member’s illness, Sick and Safe Leave may also be used to deal with issues associated with
domestic violence, sexual assault, or stalking committed against the employee or the
employee’s family member.
Mayor and Council have expressed an interest in the City’s Layoff (reduction-in-force) policy.
After Mayor and Council received a copy of the draft amendments to the PPM, it was suggested
that the City consider changing our terminology from layoff to reduction-in-force. If it is the
desire of the Mayor and Council, staff will make this change. Our suggested language for the
layoff (reduction-in-force) criteria is “When a layoff (reduction-in-force) has been approved by
the Mayor and Council and the affected class or classes of employees have been determined,
regular non-AFSCME employees will be selected for layoff based upon the needs of the City. An
employee’s length of service will be a factor in determining whether or not the employee shall
be laid off, but it is not necessarily the determining factor.” Most progressive organizations are
moving away from traditional layoff (reduction-in-force) policies that primarily focus on
seniority, with bumping rights. While seniority is valued, the most critical criteria should be to
have a remaining workforce that has the necessary skills and expertise to meet the demands of
our growing city. Where there are multiple individuals in the same classification and all
individuals have similar skills, seniority can be applied to determine which employee is
ultimately laid off.
Proposed layoff (reduction-in-force) plans will require legal review for compliance with Federal
and State law, along with a thorough review by the Human Resources Director and the City
Manager. This step is required to ensure that the layoff (reduction-in-force) is truly focused on
the needs of the City and to assess for adverse impact on any employee population.
Another policy that has generated attention is the policy regarding which positions qualify to be
members of Meet and Confer employee groups. In the proposed PPM, we have better
identified which positions we believe should be prohibited from membership in the Association
of Administrative Municipal Employees (AAME) or the Fraternal Order of Police (FOP).
Membership in the American Federation of State, County, and Municipal Employees (AFSCME)
is defined by their collective bargaining agreement.
On December 12, 2019, a draft of the revised PPM was forwarded to AAME, AFSCME, and the
FOP. Additionally, senior staff received a copy of the draft PPM. Representatives from the
Human Resources Department met with the FOP on January 9, 2020 and with AAME on January
10, 2020. Also, during a senior staff meeting in January, the Human Resources Director
discussed with the department heads the major proposed PPM revisions. AFSCME responded
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that the union went over the draft policy and procedures manual and didn’t find anything
about which they had concern.
After receiving suggestions from the employee groups and senior staff, the Human Resources’
and City Attorney Office’s staff met on January 21, 2020 to go over the suggested revisions,
incorporating suggestions that aligned with current laws and the type of policies we believe
best meet the needs of the City.
After incorporating some of the suggested revisions, the draft PPM was forwarded to the
Mayor and Council on January 31, 2020. This draft PPM has also been forwarded to AAME,
AFSCME, FOP and senior staff.
The Mayor and Council briefly discussed the January 31, 2020 version of the revisions to the
PPM at their February 24, 2020 meeting. Certain Mayor and Council members provided staff
with questions and concerns for discussion when the PPM would next be on a Mayor and
Council agenda. Staff has reviewed those concerns and made additional revisions to the PPM.
These additional revisions were sent to the Mayor and Council on October 9, 2020. Revisions
made after January 31, 2020 are in blue. For quick reference, the revisions in blue are on pages
20, 22, 24, 27, 28, 29, and 49. The page numbers in the table of contents have been removed –
renumbering will occur when the revisions are finalized. The HR department staff met with the
representatives from the FOP, AFSCME, and AAME on October 15, 2020, October 20, 2020, and
October 23, 2020 to go over proposed revisions to the PPM that were made after January 31,
2020. No concerns were expressed by the groups regarding the minor revisions.

Mayor and Council History
The proposed revisions to the PPM were briefly discussed on February 24, 2020 Due to the
demands of the FY21 budget review process, the Mayor and Council requested that the PPM
review be postponed to a later date.

Next Steps
Schedule future dates for additional review of the PPM.

Attachments
Attachment 3.a:

Draft Personnel Policy Manual (PPM) - 10.09.2020 (PDF)
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PPP#

Title

01-00

Policy on Personnel

02-00

Definitions

05-00

Policy on the Establishment and Maintenance of the
Personnel Manual

1

05-10

Procedure on the Establishment and Maintenance of
the Personnel Manual

1

20-00

Policy on Employment

2

20-10

Procedure to Effect Employment

3

30-00

Policy on Unlawful Discrimination and Harassment

5

30-10

Procedure on Unlawful Discrimination and Harassment

6

35-00

Policy on Accommodation of Disabilities

7

35-10

Procedure on Accommodation of Disabilities

7

40-00

Policy on Performance Evaluations

9

40-10

Procedure on Performance Evaluations

9

50-00

Policy on Labor Unions and Employee Groups

11

50-10

Procedure on Labor Unions and Employee Groups

11

60-00

Policy on Establishing and Reporting Work Hours

60-10

Procedure on Establishing and Reporting Working Hours

15

60-20

Procedure on Position Classification and Wage and Salary
Administration

16

60-30

Procedure on Overtime

18

70-00

Policy on Teleworking

21

70-10

Procedure on Teleworking

21

75-00

Policy on Discipline and Dismissal

24

75-10

Procedure on Discipline and Dismissal

24

80-00

Policy on Personnel Changes

26

80-04

Procedure on Suspension

27

80-07

Procedure on Dismissal

28

80-10

Procedure on Promotion/Reclassification

31

80-12

Procedure on Demotion/Reclassification

32

80-15

Procedure on Transfers

33

80-18

Procedure on Lay Offs

34

80-40

Procedure for Clearance of Terminating Employees

36
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Draft Personnel Policy and Procedures Manual
Page

1
1
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85-00

Policy on Tools and Equipment

37

85-10

Procedure on Tools and Equipment

37

120-00

Policy on Leave

38

120-105 Off-The-Job Injury/Illness Leave
Policy on Health, Welfare and Dental Insurance,
Income Protection Income Protection Benefits, Long123-00 Term Disability, and Death Life InsuranceBenefits,
and Death Benefits

61

64

123-10

Procedure on Health and Welfare Dental BenefitsInsurance

64

123-20

Procedure on Income Protection BenefitsIncome Protection

66

123-30

Procedure on Long-Term Disability Insurance

123-40

Procedure on Life Insurance

123-530 Procedure on Death Death Benefits
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127-00

Policy on Employee Assistance Program

69

127-10

Procedure on Employee Assistance Program

70

130-00

Policy on Retirement

71

130-10

Procedure on Retirement - Regular Employees

71

140-00

Policy on Tuition Reimbursement

74

140-10

Procedure on Tuition Reimbursement

74

150-00

Policy on Professional Development

78

150-10

Procedure on Professional Development

78

160-00

Policy on Grievances

80

160-10

Procedure on Grievances

80

170-00

Policy on Military Furlough

82

170-10

Procedure on Military Furlough

83

180-00

Policy on Employees' Code of Conduct

84

181-00

Policy on Workplace Violence

89

181-10

Procedure on Workplace Violence

90

185-00

Policy on Fraud Prevention and Whistleblower Protection

91

185-10

Procedure on Fraud Prevention and Whistleblower
Protection

92

186-00

Policy on Computer and Electronic Communications

93

186-10

Procedure on Computer and Electronic Communications

93

190-00

Policy on Drugs and Alcohol

95

190-10

Procedure on Drugs and Alcohol

96

195-00

Policy on Smoking

100

195-10

Procedure on Smoking

101

200-00

Policy on Vehicle Safety Review

102
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200-10

Procedure on Vehicle Safety Review

102

203-00

Policy on Driver's License Check and Flagging Program

104

203-10

Procedure on Driver's License Check and Flagging Program

104

205-00

Policy on Reporting Incidents Involving Property
Loss or Personal Injury

107

205-10

Procedure on Reporting Incidents Involving Property
Loss or Personal Injury

108
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PPP # 01-00
Policy on Personnel
PURPOSE
All policies governing the operation of programs for the City of Rockville are designed to contribute to the
fulfillment of the principal purpose of the City's mission: the provision to its citizens of services defined by the
City Manager through the Departments of Community Planning and Development Services Planning and
Development Services, Finance, Information and Technology, Human Resources, Police, Public Works, and
Recreation and Parks.
Those services include but are not limited to youth, senior and community social services; human rights and
community mediation; accounting, revenue management, purchasing, data processing and budgeting;
community planning and development; building licensing and inspection; code enforcement; planning and
zoning; community, senior and youth recreation; City property and civic center; facilities and grounds;
employment and complete personnel services; police, security, and safety programs; media communications,
information and technology administration and management; traffic, water, refuse, sanitation, and sewage
management.
In addition to these services provided by the City, the City has a City Attorney’s Office which provides legal
support to the City including the Mayor and Council, the City’s Boards and Commissions and City staff and the
City Clerk/Director of Council Operations’(DCO) Office conducts the City’s elections and provides
administrative support to the Mayor and Council and certain Boards and Commissions.
SCOPE
Personnel Policies and Procedures apply to all City employees except as otherwise noted herein and as
provided for in the contracts for the City Manager, City Clerk/DCO, and City Attorney, and other contract
employees unless otherwise noted. employees, unless otherwise noted.
PRINCIPLES
The Personnel Policies of the City of Rockville are derived from the Laws of Rockville City Code and are
planned to advance the service of the City, to define the respective rights of, and restrictions applying to
employees, and to give full consideration to the interests, morale, and welfare of its employees. Employees
who are dedicated and committed to their mutual responsibility in carrying out these programs in Rockville
are one of the City's most valuable assets. The personnel practices of the City are governed by these written
policies and procedures.
It is intended that employment of personnel be based on merit.It is intended that the employment of personnel
and all actions affecting employees be based on merit.
Federal, state, and local laws govern the application of, and in the event of a conflict will supersede, these
policies. Such laws include, but are not limited to, those governing hours of work, wages, employment
discrimination, workplace harassment, benefits, leave, disability, and safety. The State of Maryland’s Law
Enforcement Officers’ Bill of Rights (LEOBR) governs the application of discipline as it relates to sworn police
officers. Sworn police officers in the Rockville City Police Department are governed by their General Orders.
Additionally, other employees within the Rockville City Police Department may be governed by the General
Orders, if applicable.

PPP # 02-00
Definitions
(1) Charter Appointed Official – In accordance with the City Charter there are three (3) Charter Appointed
Officials, who are appointed by the Mayor and Council. They are the City Manager, City Attorney, and City
Clerk/DCO. Employees in the City Attorney’s Office report directly or indirectly to the City Attorney.
Employees in the City Clerk/DCO’s Office report directly or indirectly to the City Clerk/DCO. All other
employees in the City report directly or indirectly to the City Manager. When the
term “Charter Appointed Official” is used in the Personnel Policies and Procedures Manual it refers to either
the City Manager, City Attorney or City Clerk/DCO depending on whether the affected employees report
directly or indirectly to the City Manager, City Attorney or the City Clerk/DCO, respectively.

1
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(2) Department Head -These positions are the Executive Appointees who are responsible for the following
departments: Community Planning and Development ServicesPlanning and Development Services,
Finance, Recreation and Parks, Information Technology, Public Works, Police, and Human Resources.

2
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PPP # 05-00
Policy on the Establishment and Maintenance of the Personnel Manual
PURPOSE
This Policy establishes the rules for creating, amending, revising, and adopting those policies and procedures
relative to personnel operations for the City of Rockville.
This Personnel Manual is not intended to be an expressed or implied contract of employment or a guarantee of
employment for any specific period oof time.
PRINCIPLES
Policies and procedures relative to personnel operations shall be developed and maintained as part of a
manual by the Human Resources Director in accordance with applicable laws. However, all such policies and
procedures must be approved by the City Manager and the Mayor and Council.

PPP # 05-10
Procedure on the Establishment and Maintenance of the Personnel Manual, Definition
of “Appointed Official”
PURPOSE
This Procedure implements the Policy on the Establishment and Maintenance of the Personnel Manual (PPP
#05-00).
GENERAL RULES
1. The Human Resources Director will review all Policies and Procedures and ensure that they are in
accord with applicable federal, state and local laws. This review will also include ensuring that such
Policies and Procedures are written clearly and ensure the most efficient and effective operations
relative to Human Resources.
2. When appropriate, the Human Resources Director will propose changes, additions, and deletions
to the Personnel Manual to the City Manager.
3. The City Manager will review the proposals of the Human Resources Director. If the City Manager
concurs with the proposed changes, the City Manager will submit the Policy and Procedure to the Mayor
and Council for approval. The approval by the Mayor and Council will constitute adoption of that
proposal as the new policy and/or procedure which will at such time as designated by the City Manager,
be followed.
4. The Human Resources Director will ensure that the newly adopted policy is distributed and
appropriately explained to all supervisory staff. The Human Resources Director will determine how
to communicate changes affecting the general employee population.
DEFINITION OF “APPOINTED OFFICIAL”
There are three (3) appointed officials Charter-Appointed Officials in the City. They are the City
Manager, City Attorney, and the City Clerk/DCO. Employees in the City Attorney’s Office report directly
or indirectly to the City Attorney. Employees in the City Clerk/DCO’s Office report directly or indirectly to
the City Clerk/DCO. All other employees in the City report directly or indirectly to the City Manager.
When the term “Appointed Official” is used in the Personnel Policies and Procedures Manual it refers to
either the City Manager, City Attorney or City Clerk/DCO depending on whether the affected employees
report directly or indirectly to the City Manager, the City Attorney or the City Clerk/DCO, respectively.

3
Packet Pg. 10

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

PPP # 20-00
Policy on Employment
PURPOSE
This Policy establishes rules for employment with the City of Rockville.
PRINCIPLES
The term "employment" as used in this Policy means the appointment, after suitable selection processes, of
an applicant to any full or part-time position, be it regular, temporary, seasonal, provisional or contractual.
Position Status Summaries
1. Temporary Employees:
An applicant may be appointed to a temporary position when there is a need for an employee for a
specific time period or task. Temporary employees are limited to working a maximum offewerless than
thirty (30) hours per week and are prohibited from working 1,560 or more hours in a twelve (12) month
period. Temporary appointments are typically limited to six (6) months or less, but may be extended for
no more than an additional six (6) monthsone year, with the approval of the Appointed Official.
Temporary appointments usually are for six months or less; however, such appointments may be
extended with the approval of the City Manager. If temporary employees become regular employees,
their date of employment for calculating all leave and benefits will be the first day of their regular
employment.
Temporary employees are not entitled to any leave or benefits afforded to regular employees and are not in
the City's merit system.
2. Regular Employees:
Regular employees are employees hired in positions that are funded and expected to be continued on a fulltime (40 or 37 1/2 hours per week), year-round basis. Employees in this category are entitled to benefits in
accordance with the City policies and the terms of the benefit plans. Regular employees must become
members of the City's retirement plan upon appointment. Regular employees are in the City's merit system
and are also referred to as benefit-eligible employees.
Regular employees who are routinely scheduled to work less than a 40 or 37 1/2-hour schedule are classified
as part-time regular employees. They are eligible for all benefits on a prorated basis and have all the rights of
regular full-time employees, provided they work a minimum of 20 hours per week.
3. Contract Employees:
Based upon budgetary and/or operational needs, the CityAppointed Officials Charter -Appointed Officials may
hire senior-management employees in approved contractual positions. Salary and eligibility for salary
increases and fringe benefits will be governed by the terms of the individual contracts. These positions serve
at the pleasure of the Charter Appointed Official. The Human Resources Director will recommend salary and
fringe benefits, and recommended to the City Manager and/or the Mayor and Council, by the Human
Resources Director, based on a salary survey and comparison to similar positions within the appropriate job
market. Such contractual appointments are restricted to Department Director Assistant City Manager classes.
The City Manager may request other positions to be contractual as needed to serve the best interest of the
City. However, oOnly the Mayor and Council may approve, by resolution, the creation of contractual
positions.
4. Charter-Appointed OfficialsCharter -Appointed OfficialsPositions:

4
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The appointed positions ofCharter-Appointed OfficialsCharter -Appointed Officials are the City Clerk/DCO,
City Manager, and City Attorney who shall serve at the pleasure of the Mayor and Council.
(Reviewing this again: Executive Appointees vs. Contract employees – this may be confusing)

PPP # 20-10
Procedure to Effect Employment
PURPOSE
This Procedure implements the Policy on Employment (PPP# 20-00).
GENERAL RULES
Filling a Position Vacancy
1.

No requisition for positionsappointment will be made until a position has been properly funded,
established, classified, and assigned a pay grade, hourly or flat rate.

2.

Only applicants who meet the minimum qualifications, as set forth in approved class specifications, will
be certified for inclusion on the eligibility list.

3.

Notices of all position vacancies to be filled will be given through the issuance of Recruitment
Announcements by the Human Resources Department. Such announcements will state whether the
positions are to be filled on an open competitive basis (open to all qualified applicants from any
source) or on an internal only promotional basis (restricted to non-initial probationary employees of
the City of Rockville).

4.

All vacancies will be posted internally for a minimum of ten (10) working days for represented and
non-represented classes. Upon request of the Appointed Official or Department Director concerned, a
determination as to whether a position is to be advertised on a promotional or open competitive basis
will be made by the Human Resources Director. Should a position be advertised on an open
competitive basis, it will be posted as such for a minimum of ten (10) working days. Internal postings
and advertising time periods may run concurrently. . No persons shall receive preference for a position
by virtue of their employment status with the City, political affiliation, or any other reason prohibited
by law.
Eligibility lists created through the open competitive selection process and the promotional selection
process will expire twelve (12) months after selection has been made to fill the vacancy for which the
list was created. All lists may be extended by request from the Appointed Official or Department
Direcmay request, in writing, that the recruitment be continued. Based on the availability of qualified
applicants, the Human Resources Director will review and either approve or disapprove this request.

5.

6.5.
Appointments Employees will normally be hired at the minimum compensation up to 10%
above the minimum for the class unless the Charter Appointed Official or Department Director
Department Head requests hiring above 10%above the minimum compensation. Such a request may
be made when there is a shortage of qualified applicants, or if an available applicant has substantially
greater qualifications than the minimum required for the class, and such qualifications are beneficial to
the City. Such a request must be made in writing, stating the justification, and is subject to
concurrence by the Human Resources Director. The Charter Appointed Official’s City Manager’s
approval is required for compensation higher than 10% above the minimum for positions directly or
indirectly reporting to the Charter Appointed Official City Manager. and approval by the City Manager.
Probationary Periods
Probationary periods are an established period of time during which regular employees' performance is
closely reviewed to determine their ability to perform the requirements of their job.
Reviews
Reviews are conducted by the immediate supervisor and, the Charter Appointed Official or Department Director
Department Head, and the Human Resources Director. If the Charter Appointed Official or Department Director
Department HeadHuman Resources Director determines that the performance of a probationary employee is

5
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not satisfactory, the employee may be released from the position with the concurrence of the Human
Resources Director. The Charter Appointed Official’s City Manager’s approval is required for terminations of
employees directly or indirectly reporting to the Charter Appointed Official. City Manager. approval from the
City Manager.
Original AppointmentsInitial Hire
Unless otherwise specified, Aall appointees to positions from eligibility lists created through the open
competitive processemployees are subject to an initial one-year probationary period. In exceptional
Probationarycircumstances, probationary periods may be extended upon the recommendation of the
immediate supervisor with the concurrence of the Human Resources Director, Department Head, and the
approval of the appropriate Charter Appointed Official.
Persons appointed to regular, non union-represented positions shall serve an initial one-year probationary
period. Where training is required to perform in a position, the initial probationary appointment will extend
one year after completion of this training.
Persons appointed to regular uUnion-represented employeespositions shall serve an initial
probationary period in accordance with the terms of their collective bargaining agreement.
Consideration for Other Vacancies
Initial probationary appointees employees may be considered for other City vacancies announced on an open
competitive basis, but. Initial probationary employees may not apply for positions posted as internal only
opportunities until Upon successful completion of the initial probationary period., an appointee is granted
regular employee status in the Civil Service and may then apply for positions posted as promotional
announcements. Probationary employees who apply for other City vacancies shall serve at least the length of
their initial probation, in addition to any promotional probation. These probationary periods may be served
concurrently. In no instance shall an employee receive a salary increment until both the initial and
promotional probation have been completed.
Leave
Initial Pprobationary appointees employees into non-union represented positions may use annual leave with
appropriate approval. However, employees forfeit accrued but unused annual leave if they separate from
service for any reason during their first six months of employment initial probationary period.
Employees on probation will have their probation extended one day for every day of leave without pay used
during the term of probation.
Initial probationaryInitial probationary appointees employees in union-represented positions may use annual
leave in accordance with the terms of their collective bargaining agreement.
Employees on probation will have their probation extended one day for every day of leave without pay used
during the term of probation.
Promotions and Reclassifications
All regular employees selected from an eligibility list created through the open competitive or promotional
process, and who are promoted or assigned a new classification through such selection will be subject to a
six-month probationary period when promoted or assigned.
Employees may be terminated removed for unsatisfactory performance during a promotionathisl probationary
period. shall be returned to their previous position or another suitable position in the same class in which they
previously served and completed a satisfactory probationary period, if such a position is available. Should
such a position be unavailable, the employee will be dismissed. Individuals may continue to apply for positions
in any class. However, persons who have successfully completed a probationary period in a specific class and
are re-employed within one year of their dismissal may be reinstated to their former class and grade and
credited with prior service to the City, excluding the time not in City service, for seniority purposes only with
concurrence of the Human Resources Director and approval of the Appointed OfficialCity Manager. In
accordance with terms of the pension plan, all prior credited service with respect to the pension plan will be
lost. Those persons returning after one year will start as new employees. Those persons returning in another

6
Packet Pg. 13

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

class will serve the required probation. (Odd to have re-employment, within one year, under promotions –
take out since it’s covered later in the PPM)
Employee Records
Maintenance of Records
The Human Resources Department will maintain records on every regular or contract benefit-eligible
employee which will include, but not be limited to, employment applications, salary history records,
performance appraisals, copies of all personnel status changes (promotions, transfers, salary increments,
etc.), benefit elections, applications (already said employment applications, is this referencing some other
form of application?), recommendations, disciplinary actions, awards, certificates of training, current
employee contact information, etc.
The Human Resources Department will maintain records on temporary employeesand seasonal employee s
which may include, but not be limited to, employment applications, records of pay, benefit election forms
(previously stated that temporary employees are not entitled to benefits – then why would benefit election
forms be in their personnel file?), employment status, contact information, etc.
The Human Resources Department will maintain separate and confidential files for workers'
compensation claims and medical files.
The Human Resources Department will also maintain records of employee/applicant fingerprint applications and
results, and recruiting, training, safety, and other data required by federal, state, or local law.
Review of Records
Employees may review their personnel records in the Human Resources Department by appointment.
Employees are not permitted to remove any documents from their personnel records, however, Ccopies of
any documents will be provided to employees upon request.
Supervisors may review their employees' general personnel files. Medical records may be reviewed by the
Human Resources Director or designee for determination of eligibility for benefits and other employmentrelated reasons.

PPP # 30-00
Policy on Unlawful Discrimination and Harassment
PURPOSE
The City of Rockville has a policy of non-discrimination and is fully committed to the principles of equality in
employment and opportunity for all employees. The City believes that its objectives can best be attained by
utilizing its personnel to the fullest extent possible, without discrimination based upon characteristics unrelated
to performance. The City expects all employees to adhere to these principles.
PRINICPLES
Unlawful Discrimination and Harassment
All personnel actions, including, but not limited to, recruitment and hiring, working conditions, benefits and
compensation, training, performance appraisals, promotion, transfer, discipline and dismissal shall be
administered without regard to age, ancestry, color, religion, disability, genetics, pregnancy, veteran status, marital
status, national origin, race, ethnicity, sex, or sexual orientation, gender identity or expression, disability, or any other
legally protected characteristic.
race, color, religion, gender, national origin, age, physical or mental disability, marital status, domestic
partnership, veteran status, pregnancy, sexual orientation, genetic information, or any other legally protected
characteristic. Decisions in these and other areas are job related and are based upon individual merit, skill,
ability to perform the job, performance ratings, length of service, satisfactory attendance, conduct,
attitudebehavior, productivity, quality of work and other work-related criteria.
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The City insists that all of its employees be allowed to do their jobs in a workplace free from unlawful
discrimination and harassment. To ensure that this policy is observed, employees are to immediately notify
any member of the management team including a supervisor, Department Director Department Head and/or
the Human Resources Department if he or she feels that they have experienced or witnessed any unlawful
discrimination or harassment in accordance with the Procedure on Unlawful Discrimination and Harassment
(PPP# 30-10). An investigation of an employee’s complaint will be conducted as expeditiously as practicable.
If a violation of this Policy is found, effective remedial action, including disciplinary action, up to and including
dismissal, will be taken.
Retaliation
The City forbids retaliation against: (1) any employee who reports unlawful discrimination or harassment, and
(2) any employee who participates in an investigation of a complaint of unlawful discrimination or harassment.
Any employee bringing a complaint or providing information for an investigation under this policy will not be
subject to adverse employment consequences based upon such involvement. Retaliation is strictly prohibited
under this policy and any employee found to have retaliated against another employee in violation of this
policy will be subject to disciplinary action, up to and including dismissal.
False Accusations and Information
Any employee who knowingly makes a false accusation of unlawful discrimination or harassment, or who
knowingly provides false information in the course of an investigation of a complaint, may be subject to
disciplinary action, up to and including dismissal.
Confidentiality
All complaints and investigations will be handled, to the extent possible, in a manner that will protect the
privacy interests of those involved; however, confidentiality cannot be guaranteed. Written findings and
conclusions regarding the complaint as well as disciplinary actions will be confidential to the extent provided by
law.

PPP # 30-10
Procedure on Unlawful Discrimination and Harassment
PURPOSE
This Procedure implements the Policy on Unlawful Discrimination and Harassment (PPP# 30-00).
GENERAL RULES
Reporting a Complaint
1.

Any employee who believes that he or she has been subjected to employment discrimination or
harassment in violation of this Policy may report the alleged discrimination or harassment to any
member of the management team including, but not limited to, his or her supervisor, Department
Director Department Head, any member of the Human Resources staff, or any appropriate County,
State or Federal enforcement agency.

2.

Complaints should be reported as soon as possible after the event(s) giving rise to the complaint.
When the report is being made to the City, the initial report can be oral or written. In the case of an
oral report, the Human Resources staffCity official conducting the intake of the report will gather the
pertinent information regarding the allegation and prepare a written statement constituting the
complaint for the approval and signature of the complainant.

3.

Human Resources staff or other City staff as appropriate will initiate an investigation into the event(s)
giving rise to the complaint as soon as possible after the receipt of the complaint. The investigation
will include an interview with the person(s) who allegedly engaged in the discrimination or harassment
and may include interviews with witnesses and other staff as necessary. Investigations will be
conducted without delay and will conclude within a reasonable time.

4.

The Human Resources Director or other appropriate staff shall draft written findings and conclusions
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regarding the complaint. If the complaint is found to have merit, immediate steps will be taken to end
the discrimination or harassment and appropriate disciplinary steps shall be taken. Disciplinary action
may include dismissal. The entire investigation process should not exceed 6045 calendar days from
report of complaint to conclusion, provided there are no extenuating circumstances.

PPP # 35-00
Policy on Accommodation of Disabilities
PURPOSE
The purpose of this Policy is to reinforce the City’s commitment to compliance with the Americans with
Disabilities Act as amended (“ADA”), as well as applicable state and local disability discrimination laws.
PRINCIPLES
The City is committed to complying with the ADA, as well as applicable state and local disability discrimination
laws. It is the City’s policy not to discriminate against any qualified employee or applicant with regard to any
terms or conditions of employment because of such individual’s disability, perceived disability, or record of a
disability. Consistent with this policy of non-discrimination, the City will provide reasonable accommodations to
a qualified individual with a disability, as defined by the ADA, who has made the City aware of his or her
disability, so long as that individual can perform the essential functions of the job and provided that such
accommodation does not constitute an undue hardship on the City.
The City encourages individuals with disabilities to come forward and promptly request reasonable
accommodations.
An employee or job applicant who has questions regarding this Policy should contact the Human Resources
Department.

PPP # 35-10
Procedure on Accommodation of Disabilities
PURPOSE
The purpose of this Procedure is to implement the Policy on Accommodation of Disabilities (PPP# 35-00).
GENERAL RULES
Requesting an Accommodation
1.

An employee or job applicant who has a disability and believes that he or she needs a reasonable
accommodation to perform the essential functions of his or her job should contact the Human
Resources Department with a request for accommodation. (Forms are available as a convenience but
are not required.) Pertinent medical information may be needed to determine the appropriate
accommodation.

2.

The City is not required to make the “best possible” accommodation, to grant the accommodation
requested, to reallocate essential job functions, or to provide personal use items such as eyeglasses,
hearing aids, or wheelchairs.

3.

Upon receipt of an accommodation request and medical documentation, as appropriate, a member of
the Human Resources Department and pertinent staff will begin an interactive process of determining
whether the individual’s disability can be accommodated. They will meet with the individual to discuss
and identify the limitations resulting from the disability and the potential accommodation(s) that the
City might be able to make to help overcome those limitations. The City will then determine the
feasibility of the proposed accommodation(s) by considering various factors, including but not limited
to, the nature and cost of the accommodation, the City’s overall financial resources, and the
accommodation’s impact on the operation of the City, including its impact on the ability of other
employees to perform their duties and on the City’s ability to conduct business.
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4.

If it is determined that, on a permanent or long-term basis, an employee will be unable to perform
some or all of the essentialthe essential functions of his or her position, with or without an
accommodation, the employee is no longer a “qualified employee” under the ADA and this Policy
would not apply.

Non-disclosure of Genetic Information
The Genetic Information Nondiscrimination Act of 2008 (GINA) prohibits employers and other entities covered
by GINA from requesting or requiring genetic information of an individual or family member of the individual,
except as specifically allowed by law.
To comply with this law, employees should not provide any genetic information when responding to a request
for medical information made in connection with a request for an accommodation, including any leave of
absence.
“Genetic information,” as defined by GINA, includes an individual’s family medical history, the results of an
individual’s or family member’s genetic tests, the fact than an individual or an individual’s family member
sought or received genetic services, and genetic information of a fetus carried by an individual or an
individual’s family member or an embryo lawfully held by an individual or family member receiving assistive
reproductive services.
Reasonable Accommodation Due to Pregnancy
Under Maryland law, pregnant employees are entitled to a reasonable accommodation for a disability caused or
contributed to by pregnancy. If an employee provides to the Human Resources Director or designee
certification from a health care provider as to restrictions on their ability to perform their job while the
employee is pregnant, the City will explore with the employee all possible means of providing a reasonable
accommodation, which may include, but not be limited to:
o
o
o
o
o
o

changing the employee’s job duties
changing the employee’s work hours
relocating the employee’s work area
providing the employee with mechanical or electrical aids
transferring the employee to a less strenuous or less hazardous position, or
providing the employee with leave

The City is not required to make any accommodation for a pregnant employee that imposes an undue hardship
on the City.
If an employee has any questions or concerns, he or she should contact Human Resources.
Appeals and Other Processes
1.

If the accommodation request is denied, the individual will be advised of his or her right to appeal the
decision to the Charter Appointed OfficialCity Manager by submitting a written statement explaining
the reasons for the request. If the request on appeal is denied, that decision is final.

2.

An employee who believes that he or she has been discriminated against based on a disability should
follow the Policy and Procedure on Unlawful Discrimination and Harassment (PPP# 30-00 & PPP# 3010).

3.

The City encourages any job applicant who believes that he or she has been discriminated against
based on a disability to bring it the matter to the attention of the Human Resources Director.

PPP # 40-00
Policy on Performance Evaluations
PURPOSE
This Policy establishes basic rules to ensure that employee performance will be regularly and properly
evaluated.
PRINCIPLES
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The completion of an Employee Performance Planning and Evaluation Form and its review with the employee
represent the culmination of an ongoing review process.
Performance evaluations are used to indicate how well an employee has carried out the duties of the job
within a specific period of time. The evaluation process enables the rating supervisor and employee to review
and define performance goals; specify work objectives and priorities; communicate performance
expectations; assess training and development needs; and to resolve any questions regarding the duties of
the position.
Any performance concerns should be communicated to the employee as soon as possible to afford the
employee the opportunity to improve prior to the end of their evaluation period.

PPP # 40-10
Procedure on Performance Evaluations
PURPOSE
This Procedure implements the Policy on Performance Evaluations (PPP# 40-00).
GENERAL RULES
Responsibilities
Human Resources Director: The Human Resources Director is responsible for the administration and
interpretation of performance evaluations and related policies and procedures; distribution of forms, including
distribution to the departments for new employees; review of performance evaluations for completeness,
accuracy, and proper signatures; ensuring that the evaluation is conducted properly and that it becomes part
of the employee's personnel record; and transmittal to all rating supervisors and Department Director
Department Heads of appropriate instructions and/or training on how to properly conduct performance
evaluations.
The Human Resources Director is responsible for making sure all evaluation forms are completed and returned
and that employees receive the appropriate increases based on the High Performance Organization Pay
Performance Management System.
The completed evaluation form will be maintained in the employee's personnel file.
Immediate SupervisorImmediate Supervisor: The immediate supervisor is responsible for evaluating the
employee's work performance and reviewing the evaluation with the employee following the procedures stated
on the Employee Performance Planning and Evaluation Form. The immediate supervisor may not evaluate an
employee unless the employee has worked for that supervisor for a period of more than two months.
In instances where an employee has worked for an immediate supervisor four months or more of a semiannual rating period and then is transferred, demoted, or otherwise moved to a new assignment, that
supervisor will perform the employee's semi- annual evaluation.
Department Director Department Head: The Department Director Department Head is responsible for
reviewing all performance evaluation forms within the respective department to ensure proper application of
evaluation standards, and to ensure that appropriate and adequate documentation is supplied in support of
the evaluations' ratings and to ensure consistency among their supervisors.
Employees: Employees are responsible for reviewing the form in consultation with the supervisor to ensure
understanding of the ratings; discussing varying levels of ratings including concerns, expectations, and goals
for the forthcoming evaluation period; and signing the form as acknowledgement that they have reviewed the
rating. Should employees disagree with all or part of the rating, they should still sign to acknowledge receipt
and make appropriate comments on the form or attach information specific to their disagreements.
Evaluation Schedule
Regular Non-represented AFSCME Probationary Employees: Regular non-represented probationary
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are to receive a performance evaluation rating at the end of the third and sixth month and prior to the end of
the twelfthRegular month, or as close thereto as practicable, following their date of employment.Regular nonrepresented probationary employees are to receive a performance evaluation rating at the end of the sixth
month and prior to the end of the twelfth month, or as close thereto as practicable, following their date of
employment.
Regular Represented Probationary Employees: Regular represented probationary employees are to
receive a performance evaluation rating at the end of the second and fourth month and prior to the end of the
sixth month, or as close thereto as practicable, following their date of employment Regular represented
probationary employees are to receive a performance evaluation rating at the end of the third month and
prior to the end of the sixth month, or as close thereto as practicable, following their date of employment..
Regular Non-probationaryProbationary Employees- Represented and Non- AFSCMErepresented:
Regular non-probationary employees, both represented and non- AFSCMErepresented, are to receive a
performance evaluation rating prior to the end of the twelfth month, or as close thereto as practicable,
following the completion of the employee's evaluation. The twelfth month evaluation will represent an
evaluation of the employee's performance for the entire year. The twelve-fth month or final evaluation will
be an evaluation of the entire twelve months and will provide the basis for determining the salary increment,
if any, an eligible employee is granted.
Entry-level Police Officers: Entry-level police officers' probations must extend at least twelve- months
beyond the completion of any necessary recruit training. They are then evaluated like nonAFSCMErepresented probationary employees.
Non-probationary Swornd Police Employees Officers: Due to police accreditation requirements, nonprobationary sworn d police officers employees will receive six- month and twelfthtwelve- month a
performance evaluations.
Promoted Regular Employees: Promoted regular employees are subject to a six-month
probationary period. Evaluations will be completed at the end of the third and prior to the end of the
sixth month or as close thereto as practicable. This date will then become the employee's
anniversary date for the purpose of performance evaluations and increments.
Demoted Regular Employees: Demoted regular employees who mustwill be placed on probation as a
result of a demotion will remain on probation for the amount of time specified at the time of the demotionfor
six months. In this instance an employee will be taken off probation by way of a memo outlining satisfactory
performance during the probationary period. The employee's salary increment date could remains
unchanged; however, the employee's performance evaluation form will be forwarded from the current
supervisor to the new supervisor.
Transferred Regular Employees: Transferred regular employees who are serving a probationary period as
outlined in the Procedure on Transfers (PPP# 80-15) will be taken off probation by way of a memorandum
outlining satisfactory performance during theupon successful completion of their probationary period. The
employee's salary increment date will remain unchanged. The employee's performance evaluation form will
be forwarded from the current supervisor to the new supervisor.

Pay Increases

Pay increases will be given as outlined in the Policy on Working Hours, Position Classification and Wage and
Salary Administration (PPP# 60-00) and the Procedure on Position Classification and Wage and Salary
Administration (PPP# 60-20).
Evaluation Review
The performance evaluation is to be drafted and signed by the employee’s first-lineimmediate supervisor. In
completing the performance evaluation, the immediatefirst-line supervisor shall seek input from other
supervisors in the chain of command, as appropriate, and from the Department Director Department Head.
Once the performance evaluation has been reviewed by the Department Director Department Head and
finalized, the evaluation will be reviewed with the employee by the immediatefirst-line supervisor and/or the
Department Director Department Head and a discussion held regarding the employee’s performance. The
discussion should include accomplishments, behavior, strengths and deficiencies, and planned future
performance goals and objectives. The employee may make written comments on the form regarding the
evaluation. The employee will be the last one to sign the evaluation form. The employee’s signature indicates
having received the evaluation and does not necessarily indicate concurrence or agreement with the rating as
assigned.
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The Department Director will retain the original of the initial (six-month) evaluation forms for the department
and reissue them to appropriate immediate supervisors prior to the end of the year (12 months) so that the
final evaluation can be performed The Department Director must then return all original evaluation forms for
the rating year to the Human Resources Department prior to the employee's anniversary date.
All completed interim and final evaluations will be forwarded to maintained by Human Resources.
Appeal of Evaluations Disagreement with Performance Evaluation
Individual ratings in a performance evaluation are not subject to the City’s Grievance Procedure.
Should employees disagree with their individual ratings, they may address their differences on the
evaluation form or attachment and may request a meeting with management up to their department
director Department Head to request reconsideration of the rating (s).
Challenge to Performance Evaluation Procedure
An employee may challenge a failure to comply with the City’s Policy and Procedure on Performance
Evaluations through the City’s Grievance Procedure (PPP# 160-10).

PPP # 50-00
Policy on Labor Unions and Employee Groups
PURPOSE
The purpose of this policy is to define the relationship between the City and the various organizationsgroups
that may represent employees.
SCOPE
This Policy is inclusive of all labor unions and other organizations groups representing groups of employees
that are recognized by the City of Rockville. These groups include the American Federation of State, County,
and Municipal Employees (AFSCME) Local 1453; The Fraternal Order of Police (FOP); and The Association of
Administrative Municipal Employees (AAME).
PRINCIPLES
The City will abide by the terms of any collective bargaining agreement it may have with a labor union.
Nothing contained in any section of this Manual shall cause a conflict with the terms of the collective
bargaining agreement. To the extent that any provision of this Manual is inconsistent with the terms of the
collective bargaining agreement, the collective bargaining agreement will prevail, unless applicable law
requires otherwise.
In the spirit of cooperation and involvement, the City will make an effort to keep all employee groups,
through their respective representatives, informed of changes in its Policy. The City, however, still maintains
the right to communicate and deal directly with each and every employee.

PPP # 50-10
Procedure on Labor Unions and Employee Groups
PURPOSE
This Procedure implements the Policy on Labor Unions and Employee Groups (PPP# 50- 00).
GENERAL RULES
City Representation
The Human Resources Director (as designated by the City Manager) is responsible for representing the City
on any and all issues relative to actions affecting employees. This includes employees represented by
AFSCME, FOP and AAME.
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Prohibitions on Supervisors, Labor Unions and Other Employee OrganizationsEmployee Groups
Labor Unions and other recognized employee organizationsemployee groups are prohibited from :
1. Interfering with, restraining or coercing any employee in the exercise of the rights provided to
employees under the Personnel Policies and Procedures of the City;
2. Impeding any employees from carrying out their duties;
3. Discriminating against any employee with regard to membership or holding office in any labor
union or employee group because of any reason outlined in the Policy on Unlawful Discrimination
and Harassment (PPP# 30-00); and
Pparticipating in and/or encouraging a work stoppage, strike, slowdown, or other disruptive activities.

Supervisors are prohibited from:

1. Interfering with, restraining or coercing any employee in the exercise of the rights provided to employees
under the Personnel Policies and Procedures of the City;
2. Impeding any employees from carrying out their duties; and
3. Discriminating against any employee with regard to membership or holding office in any labor union or
employee group because of any reason outlined in the Policy on Unlawful Discrimination and Harassment
(PPP# 30-00).
Recognition of Unions and Other Employee OrganizationsEmployee Groups
AFSCME
The City recognizes the American Federation of State, County and Municipal Employees (AFSCME) Local 1453
as the sole and exclusive representative for classes of employees as defined by the collective bargaining
agreement between the City and AFSCME. The provisions of that collective bargaining agreement, as well as
City policy and procedure, govern the employees in the AFSCME bargaining unit.
FOP
The City recognizes the Fraternal Order of Police (FOP) Lodge 117 as an organization representing certain
Police Department employees. The City and the FOP have a "Meet and Confer" relationship designed to discuss
operations and procedures, pay and benefits. This relationship provides the City and the FOP with the means
by which they may address any mutual concerns or issues.
AAME
The City recognizes the Association of Administrative Municipal Employees (AAME) as an organization
representing certain administrative, supervisory, managerial, technical, and clerical employees. The City and
the AAME also have a "Meet and Confer" relationship designed to discuss operations and procedures, pay and
benefits.
Membership Exclusions
Excluded from membership in any labor union or employee group are probationary employees, temporary
employees, contract employees, Department Director Department Heads, City Attorney’s Office employees,
Human Resources Department employees, and any employee in the Finance Department or any other
department who is “confidential” because he or she has regular access to privileged information regarding
personnel management or labor policies through the employee’s duty to assist:
1.

The Mayor or a Councilmember;

2.

The City Manager or Deputy City Manager; or

3.

A Department Head or Assistant Deputy Department Head.

Meet and Confer Relationship
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The City recognizes the Association of Administrative Municipal Employees (AAME) and the Fraternal Order of
Police (FOP) as organizations representing certain employees. The City has a “Meet and Confer” relationship
with both groups, to discuss operations and procedures, pay and benefits. Excluded from membership in any
labor union or employee group are, temporary employees, contract employees, deputy directors, employees
in the City Attorney’s Office and employees in the Human Resources Department. Additionally, employees
designated as confidential, per their job description are excluded from membership in any labor union or
employee group.
While nothing in a “Meet and Confer” relationship would ever preclude the City from taking any action
unilaterally which would affect its employees, the City fully recognizes the importance of groups such as the
FOP and AAME. To that end the City will make every effort to discuss major issues that affect the
membership of these groups with their representatives, keep these groups informed of policy and procedure
changes through their representative, and discuss mutual issues and concerns with group representatives as
may be appropriate.
The American Federation of State, County & Municipal Employees (AFSCME), Local 1453 collective bargaining
agreement identifies the employees who are eligible to be a member of the AFSCME union.

PPP # 60-00
Policy on Establishing and Reporting Work Hours
PURPOSE
The purpose of this Policy is to establish the working hours and guidelines for position classification and wage
and salary administration.
PRINCIPLES
Working Hours
The regular workweek normally consists of five (5) consecutive days or four (4) days within the seven (7)
day workweek as defined by the organizational unit. The starting time of the day, and regular workweek, is
established by the City ManagerCharter -Appointed Official and/or Department Headsdesignee(s). For
certain designated employees such as those in Refuse Collections, Police, Motor Vehicle Maintenance, Water
Treatment, and others, the workweek may vary.
Establishment of a Position
A position represents the sum of the responsibilities assigned to and the duties performed by an employee.
With the exception of the Charter Appointed Official positions of City Manager, City Clerk, and City Attorney,
each position will be established in accordance with PPP# 60-20, which implements this policy.
Establishment of a Class
A class represents the grouping of identical or closely related positions, the duties of which are so similar or
related that the training, experience, and skill levels required to ensure satisfactory performance are the
same. A class may consist of only one position when no other positions of the same type exist in the City.
(See PPP# 60-20.)
Wage and Salary Administration
Compensation for employees will be such that internal consistency and equity are maintained among all
positions, and that the City is able to recruit and retain qualified employees. The rate of compensation of
employees is subject to the availability of funds.
For the purpose of wage and salary administration, all positions are divided into three categories:
1. Hourly Rate Positions - These positions are occupied by the employees of the City receiving an
hourly rate of pay (i.e. temporary employees).
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2. Salary-Graded Positions - All regular positions in the City, other than certain hourly or
contractual positions, are salary-graded. The schedule of pay grades for salary-graded employees of
the City may be adjusted occasionally, based upon the availability of funds and the need to keep the
salaries of the City's positions competitive. Pay grades for salary-graded employees represented by
the American Federation of State, County, and Municipal Employees (AFSCME) shall be governed by
the terms of their collective bargaining agreement.
Compensation for non- AFSCMErepresented salary-graded and hourly rate positions is determined by
regular surveys and job evaluations within the City, as well as by surveys of similar positions outside
of the City. Compensation for represented employees shall be determined by collective bargaining
between the City and the Union.
3. Contractual Positions - Remuneration Compensation is determined by thedepends upon nature
of assignment and specificsterms of the contractual agreements. (See PPP# 20-00.)
Salary Increment- Effective Date
Eligible represented and non- AFSCMErepresented salary-graded employees may receive salary increments
annually until the top of their salary grade is reached. Employees who are receiving longevity increases
may be treated differently. Eligible employees receive their first salary increment after successfully
completing their probationary period. They may then receive a salary increment on an annual basis from
this date if performance warrants. Non- AFSCMErepresented employees will receive pay increases in
accordance with the Performance Management High Performance Organization Pay System. Payment of
salary increments is dependent upon employee performance and the availability of funding.
Salary increments will be effective on the first full pay periodday of the pay period in which their anniversary
date falls, assuming approval. Anniversary dates of the l5th or before of a month will be the 1lst of that
month. Anniversary dates of the 1l6th to the end of the month will be the 1lst of the following month.
With regard to salary increments:
Employees not on probation will have their salary increments delayed one day for every day of
leave without pay used during the increment anniversary period.
Overtime and Compensatory Time
1.

Overtime work is required work performed in excess of a 40-hour workweek., which is authorized by a
supervisor.

2.

Overtime work must be approved by a supervisor in advance, or as soon as practicable in extenuating
circumstances.

2.3.

Overtime pay is defined as that monetary compensation paid for eligible overtime work.

3.4.
Compensatory time is defined as paid leave credited to an employee in lieu of paid overtime,
and is in addition to paid annual leave and other paid leave.
4.

Leave year is that period of time beginning with the first full pay period of a calendar year and ends
with the payroll period in which December 31 falls.

5.

Base pay rate includes all approved leave with pay for the purpose of computing overtime.

Out-of-Title Pay
Out-of-Title Pay is that pay given to an individual for performing duties within a higher job class than the job
class different from that in which they are employedtheir regular job class.
Non- AFSCMErepresented Supervisory Employees
Salary-graded non- AFSCMErepresented supervisory employees assigned to perform all the duties and
responsibilities of a higher classification for a period in excess of fifteen (15) consecutive working days shall
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be eligible to receive Out-of-Title-Pay commencing on the sixteenth (16th) consecutive work day. The
employee shall receive pay for working in the higher classification, which shall provide the employee with a
salary increment as outlined in the Procedure on Promotion/Reclassification (PPP# 80-10), or the bottom of
the higher salary range, whichever is more.
Non- AFSCMErepresented Non-supervisory Employees
Salary-graded non- AFSCMErepresented employees who are non-supervisory personnel assigned to perform
all the duties and responsibilities of a higher hourly rate classification are eligible to receive Out-of-Title-Pay
on an hour for hour basis at the hourly rate of higher classification effective on the sixth (6th) consecutive
workday of such assignment.
Union-represented Employees
Union-represented employees assigned to perform all the duties and responsibilities of a higher classification
shall be eligible to receive Out-of-Title-Pay as provided under the terms of their collective bargaining
agreement.
Police Officers
Police Officers temporarily assigned as "Officer in Charge" shall be paid that rate of pay as though promoted
into the position.
Out-of-Title Pay Process
Authorization
Out-of-Title Pay shall be approved by the Charter Appointed Official or Department Head and the Human
Resources Director, in advance and in writing, Wwhen Out-of-Title-Pay is deemed necessary for efficient
operation., the Appointed Official or Department Director Department Head shall request, in advance and
in writing, approval of Out-of-Title-Pay from the Human Resources Director.
A memo stating the details of the need for Out-of-Title-Pay or transfer of personnel must be prepared by the
immediate supervisor and sent to the Human Resources Director via the Charter Appointed Official or
Department Director Department Head as soon as practicable. Human Resources, upon approval, will notify
Payroll by means of a Personnel Action Form.
Certification
No Out-of-Title-Pay will be paid unless it has been authorized by the Human Resources Director. To ensure
proper control, the signature of the employee's supervisor must always be entered on the Time Sheet for
each employee receiving Out-of-Title-Pay.
Maximum Amount of Pay
The maximum amount of Out-of-Title-Pay allowed is 90 cumulative work days per fiscal year. In
extraordinary circumstances, the Appointed Official City Manager may make an exception to the 90- day
annual limit.
Recordation
For recording the above on the Time Sheet, see (PPP# 60-10).
Transfer of Personnel
An employee is usually hired to fill a particular position in a specific office or location. However, the City may
transfer or assign employees to any position, office, or location that the need or best interest of the City
dictates. Such transfers and assignments may be temporary or permanent.

PPP # 60-10
Procedure on Establishing and Reporting Work Hours
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PURPOSE
This Procedure implements the section on Working Hours as described in the Policy on Establishing and
Reporting Work Hours (PPP# 60-00).
GENERAL RULES
Recording Time
Supervisors of employees with irregular schedules, shift employees and regularly scheduled part-time
employees are responsible for keeping records of the workdays and working hours established for such
employees. Changes in schedules should be recorded to ensure correct preparation of the payroll and proper
control of attendance and leave records. Schedules must be approved by Department Director Department
Heads.
Time recording instruments will be maintained for all salaried and hourly wage employees in accordance
with Department of Finance requirements.
Workweek Schedule
Union Represented Employees: The workweek for union represented employees begins at l2:0l a.m. Monday
and ends at l2 midnight on the following Sunday. The workweek for other employees begins at l2:0l a.m.
Saturday and ends at l2 midnight on the following Friday. This schedule may be changed by the City Manager
or designee(s) in his or her discretion.
Full-time Non- AFSCMErepresented Salary-graded Employees: Full-time non- AFSCMErepresented,
salary-graded employees will normally work five (5) consecutive days or four (4) days that include a daily
lunch period within the seven (7) day workweek as defined by the organizational unitCharter -Appointed
Official or Department Head. For certain designated employees such as those in Refuse Collection, Police,
Motor Vehicle Maintenance, Water Treatment, and others the workweek may vary. The normal operating
hours schedule for employees working in City Hall iares 8:30 a.m. to 5:00 p.m., Monday through Friday. This
schedule or the schedule at other locations may be changed by the City Manager or designee(s).
Regular, Non-probationary Represented Employees: The workweek and workday (including breaks) for
regular, non-probationary, union-represented employees shall be in accordance with the collective bargaining
agreement between the City of Rockville and AFSCME Local 1453.
Lunch Period: The lunch period for full-time employees varies. Lunch periods should be scheduled as close
to the middle of the workday as possible but are to be staggered to meet operational requirements and to
provide maximum public service.
Involuntary Reduction of Work Hours and Pay
All City employees may be subject to furlough due to an unexpected lack of funds to operate. Employees are
strictly prohibited from performing any City work during the furlough period. This includes checking workrelated e-mail and voice mail.

PPP # 60-20
Procedure on Position Classification and Wage and Salary Administration
PURPOSE
This Procedure implements the sections on Establishment of a Position, Establishment of a Class, and Wage
and Salary Administration as described in the Policy on Establishing and Reporting Work Hours (PPP# 60-00).
GENERAL RULES
When a new position is to be created, a position is budgeted, or review of an existing position is desired, the
Department Head involved will submit a memorandum and a completed City Job Description questionnaire
form to the Human Resources Director requesting initial classification or review. This request must include
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approval of the Charter Appointed Official for the position to be reviewed. The City Manager approves the
creation of all new positions.
Evaluation of Salaried Classes
Evaluation is the assignment of a salary grade to a class. Factors considered in evaluation include, but are not
limited to the following: complexity and/or degree of difficulty of the position; degree of freedom of action;
supervisory responsibility; responsibility for property, money, lives; impact of work on the program
objectives; relationship between classes; and education and experience requirements. Consideration of the
above factors helps to maintain internal salary consistency. To remain competitive in the recruitment and
retention of qualified employees, area or national salary surveys will be conducted or obtained periodically. As
a result of these evaluations and surveys, the Human Resources Director will submit recommendations for the
assignment of a pay grade for each salaried class to the Appointed OfficialCity Manager for approval. Certain
classes in the Recreation and Parks scale have their salaries determined by surveys conducted by the
Recreation and Parks Department.
The City salary schedules are available in the Human Resources Department, or the Payroll Division of the
Finance Department, and on I-ROCK under the Human Resources tab.
Position Classification and Review
When a new position is to be created, a position is budgeted, or review of an existing position is desired, the
Department Director involved will submit a memorandum and a completed City Job Description questionnaire
form to the Human Resources Director requesting initial classification or review. This request must include
approval of the City ManagerAppointed Official for the position to be reviewed.
When conducting a position review, the Human Resources Department will arrange for interviews with the
incumbents, their supervisor(s), and Charter Appointed Official or Department Director Department Head.
Upon interviewing the incumbent, if any, the Job Description Questionnaire form will be reviewed along with
any other information pertinent to the position. The Human Resources Department will review with the
supervisor and the Charter Appointed Official or Department Director Department Head concerning the
description of duties and responsibilities discussed in the interview with the incumbent. The supervisor and
Charter Appointed Official or Department Director Department Head will certify that the list of duties and
responsibilities is accurate and complete, or will indicate the changes, which are to be made.
After the Human Resources Department has completed the analysis of the position, the Human Resources
Director will review the findings and determine whether the position will remain in the same class, be
assigned to another existing class, or be assigned to a newly created class.
The Human Resources Director will seek concurrence for any changes from the respective Charter Appointed
Official or Department Director Department Head. The City Manager’s Charter Appointed Official’s approval
is required for all position classification changes for positions reporting directly or indirectly to the City
Manager Charter Appointed Official. concerned and submit to the City Manager for approval of the
recommendation regarding the classification of the position studied.
Salary-Grade Adjustments
When a salaried class is assigned a higher pay grade, the incumbents of positions in such class will be paid as
if they have received a promotion as outlined in the Procedure on Promotion/Reclassification (PPP# 80-10).
The effective date for salary adjustments will be the beginning of the first pay period after such adjustment
has received the required approval. If a lower salary grade is assigned to a class, any incumbents in that
class whose current rate of pay is under the maximum salary of the new grade assigned will continue to be
eligible to receive salary increments until they reach the maximum of the new grade. Any incumbents, whose
rate of pay is already at or above the maximum of the new lower grade will remain at that rate of pay until
the maximum of the new grade exceeds their current rate of pay. The incumbent's anniversary date will not
change. This policy does not apply to any recommendations or adopted findings resulting from a
classification and compensation study.
Shift Differential
Non- AFSCMErepresented employees assigned to work a regular shift, more than four (4) hours of which
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falls between the hours of 5:00 p.m. and 7:00 a.m. shall receive night differential pay. The amount of such
pay shall be as determined by the City ManagerCharter -Appointed Official. Current differential rates are
available upon request from the Payroll Division. Other premium pays for established criteria may be
granted by the City Manager, in his or her discretion.
Union represented employees shall receive night differential pay in accordance with the terms of the
collective bargaining agreement between the City and AFSCME Local 1453.
Salary Increment-Anniversary Date
Salary increments are salary increases based upon criteria established in the Performance Planning and
Evaluation System and within the grade established for each class. Increments will be granted to
eligible employees provided the City's fiscal position allows. Salary increments will be effective on the first
day of the pay period in which their anniversary date falls, assuming approval. (PPP# 60-00.)
Employees receiving two or more unsatisfactory ratings on their final evaluation are not eligible to receive a
salary increment for that year.
An employee who is hired, re-employed, or receives a salary increment is not eligible for a salary increment
until one year from the date of such action, except that union-represented employees receive a salary
increment after successful completion of their initial six-month probationary period.
REPRESENTED EMPLOYEES hired on or before June 30, 1992, receive longevity pay in accordance with the
terms of the contractual agreement between the City and AFSCME Local 1453.
NON- AFSCMEREPRESENTED EMPLOYEES hired on/or after July 1, 1980, are not eligible for longevity pay.
Those employees hired before July 1, 1980 are eligible for longevity pay. Those hired prior to July 1, 1980
and not receiving longevity pay at that time may eventually go to the top of their grade. After 12 1/2
consecutive years of classified service as a regular employee, these employees will receive longevity pay equal
to 5% of their current base salary.
Those hired before July 1, 1980, and receiving longevity pay at that time have two options. They may
advance no higher than 5% below the top of their grade and continue to be eligible for a 5% increase after 7
1/2 years and an additional 5% after 12 years for a total of 10% longevity pay. They may, however, convert
that portion of the money equivalent of the 7 1/2 year longevity pay (5%) to an increase thus allowing them
to advance to the top of their grade. Such conversions must be requested and implemented only prior to
January or July of each year. Once employees convert longevity to the advancement in grade to the top of
grade, they may not revert to longevity.
Longevity pay is made in two equal lump sum payments in June and December of each year. In no instance
will the sum of an employee's earnings (including regular rates and longevity pay) exceed 105 percent of the
top step of the assigned salary grade.
Incentive Plans
The City may establish incentive plans which may provide for compensation in addition to the salary schedule
for certain employees of the City who satisfy the criteria established in the High PerformancePerformance
Management Pay System or other incentive plans. However, no employee shall be paid a salary less than the
established minimum nor greater than the established maximum rates fixed in the compensation salary
schedule for the position the employee holds. Incentives will be granted to employees in lump sum payments
in accordance with the HPO PayPerformance Management Pay System. Lump sum payments may be
provided to employees that exceed the maximum range of the salary established for a class.

PPP # 60-30
Procedure on Overtime and Compensatory Time
PURPOSE
This Procedure implements the section on Overtime and Compensatory Time described in the Policy on
Establishing and Reporting Work Hours (PPP# 60-00).
GENERAL RULES
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Responsibilities
Each Department Director Department Department Head:
a. May establish policies and procedures providing allowing non-exempt employees to select
compensatory time in lieu of overtime pay subject to the provisions of the FLSA and any
applicable collective bargaining agreement.
b. Shall establish policies and procedures for authorizing overtime work and compensatory time.
All supervisors, regardless of level, so authorized by the applicable Charter Appointed Official or
Department Director Department Head, are responsible for:
a.Planning, scheduling, and assigning work to ensure that overtime is worked only when absolutely
necessary or when emergencies occur;
b. Authorizing employees to work overtime;
c. Ensuring that authorized overtime work and compensation is properly entered and approved on
leave, attendance, and paper or electronic time sheets;
d.Administering the policies and procedures which govern or relate to overtime work and overtime
compensation; and
e.Assigning overtime work to represented personnel in accordance with the terms of the applicable
collective bargaining agreement.
f. Being informed of their overtime budget.
Approval
The assignment of overtime is an exercise of management discretion reserved to supervisors.
Overtime work for which compensation is given shall be authorized in advance for both exempt and nonexempt eligible employees.
Advance authorization is not required in the case of a bona fide emergency where overtime work is needed
to prevent immediate danger to life, health and/or property.
Eligibility
All employees in non-exempt classifications are eligible for compensation (pay and/or compensatory time)
for approved overtime worked in excess of 40 hours per workweek. The type of overtime compensation
available to Union-represented employees is governed by the terms of the applicable collective bargaining
agreement.
Except for Department Director Department Heads, and Appointed OfficialsCharter -Appointed Officialss,
Deputy City Manager, City Manager, City Attorney, and the City Clerk/DCO and employees holding positions
established by the City Charter, employees in exempt classifications are eligible for compensatory time for
approved timeovertime worked in excess of 40 hours per week, but are not eligible for overtime pay.
Department Director s and employees holding positions established by the City Charter are not eligible to
earn overtime pay or compensatory time.
Compensatory Time ion
All compensatory time must be pre-approved or approved as soon as practicable in extenuating circumstances.
Classes that are exempt and non-exempt for purposes of determining overtime eligibility are determined by the
Human Resources Department.
1.

Salary-graded non-represented employees who are exempt under the Fair Labor Standards Act
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(FLSA) from the payment of overtime shall receive cNon- AFSCMErepresented exempt employees
who are eligible to receive compensatory time will be given compensatory time at a rate of one
times the hours worked for each hour actually worked in excess of their normal workweek40 hours
per week.
2.

Salary-graded nNon- AFSCMErepresented non-exempt employees who are non-exempt by FLSA
definition from the payment of overtime shallwill have the option to receive payment or
compensatory time. Either shall be credited to the employee at the rate of one and one-half hours
earned for each hour worked in excess of 40 hours per week.

3.

Hourly-rate eEmployees represented by AFSCME Local 1453 are compensated for overtime
as definedin accordance with by the collective bargaining agreement with the City of
Rockville.

4.

Hourly-rate non-represented non-exempt employees shall receive overtime compensation at the rate
of one and one-half times the hours worked for each hour actually worked in excess of 40 hours per
week.

5.

Contractual employees (non-union) will receive compensation for overtime in accordance with
FLSA regulations and the terms of their agreements.
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Employees can earn more than 80 hours of compensatory time, but can only carry over a maximum of 80 hours
into the next calendar year. There is not a set time period in which an employee must use compensatory time.
Individual exceptions may be made on the 80-hour maximum carry over with the written recommendation of the
Charter Appointed Official or Department Director Department Head and approval of the Human Resources
Director.
Minimum Reimbursable Periods
The minimum compensable increment for time worked over 40 hours in a week period for overtime work is
one-quarter hour. for all eligible employees.
Exempt Employees
Compensation
Eligible Exemptexempt employees may receive compensatory time for work in excess of 40 hours in the
work week. overtime compensation only by compensatory time.
Eligible exempt Eemployees exempt from overtime pay are entitled to receive one hour of compensatory
time for each hour of approved timeovertime worked in excess of 40 hours in the work week.
Exempt employees shall be paid their normal base rate of pay plus compensatory time on an hour-for-hour
basis for all hours worked on holidays or on their regular time off in excess of 40 hours in a workweek.
Carry Over of Time
Except as otherwise provided below, exempt employees may carry over no more than 80 hours of accrued
compensatory time from one leave year to the next. If authorized by the City Manager, exempt employees
may elect to have 50% of the value of their compensatory leave accrued beyond 80 hours distributed into an
employer-sponsored health or retirement plan consistent with IRS regulations.
With the written concurrence of the Human Resources Director, a Department Director may allow an exempt
employee to carry over some or all of the employee’s excess compensatory time to the next leave year if the
employee did not use the excess compensatory time because of special circumstances or workload demands.
All such exceptions to the accrued compensatory time cap must be made in writing. However, in no instance
will the accrued compensatory time exceed limits as set forth under the Fair Labor Standards Act.
If such carry over is authorized, the non-exempt employee must use the excess by the end of the next leave
year.
Termination
Exempt employees will not be paid for any unused compensatory time at the time of their termination
of service. Non-exempt employees will be paid for any unused compensatory time at the time of their
termination of service.
Non-exempt Employees
Compensation
Non-exempt employees may receive overtime compensation by overtime pay or by compensatory time in
lieu of overtime pay, or any combination thereof as determined by the applicable Department Director, or the
Director’s designee. Subject to the provisions of the FLSA, non-exempt employees who are required by their
supervisors to work overtime shall be paid for such overtime at the rate one and one-half (1 ½) times their
normal straight time base rate of pay or shall be provided compensatory time in lieu of overtime pay at the
rate of one and one-half (1 ½) times the number of overtime hours worked. The one and one-half (1 ½)
overtime pay and compensatory time rate will only apply to hours worked in excess of 40 hours per
workweek. Non-exempt employees whose normal workweek is less than 40 hours will receive their normal
time base rate of pay time for each hour worked that does not exceed 40 hours per workweek.
Work on Holidays
Non-exempt employees required to work on a holiday (see PPP# 120-00) shall be paid their normal base rate
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of pay for their normal work day plus one and one-half (1 ½) times their base rate of pay, or compensatory
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time at the rate of one and one-half (1 ½) times the hours worked, for all hours worked on the holiday.
Call in Pay
Non-exempt employees recalled to work on a regular work day or called to work on a regular day off will be
paid, or will receive compensatory time in-lieu-of pay, for a minimum of four hours or for hours actually
worked, whichever is greater. For purposes of pay or compensatory time, recalled employees will be considered
to be on an overtime assignment provided the hours are in excess of 40 hours in the work week, including
credit for approved leave. The City Manager may establish special call in procedures and compensation for
certain classifications of employees.
Union Represented Employees
Union-represented salary-graded employees shall receive overtime compensation for all authorized overtime
in accordance with the terms of the applicable collective bargaining agreement with the City.
Compensatory Time in Lieu of Overtime Pay
City’s Discretion
At the discretion of the applicable supervisor and in accordance with policies established by the applicable
Appointed Official or Department Director, non-exempt employees may receive any combination of
compensatory time off and overtime payment so long as the principle of “time and one-half” is maintained,
and the compensation is consistent with any applicable collective bargaining agreement.
Use of Compensatory Time
Non-exempt employees must be allowed to take compensatory time off within a reasonable period after
making a request if the use of the compensatory time does not unduly disrupt the City’s operations.
Payment for Compensatory Time
At the end of the leave year, a non-exempt employee shall be paid for any compensatory leave hours
accrued in excess of 80 hours.
Non-exempt employees will be paid for any unused compensatory time at the time of their termination
of service.
Recording Overtime and Compensatory Leave
1. Overtime and compensatory leave are recorded by the employee and verified by the appropriate
supervisor on the Time Sheet along with the regular hours worked through the City’s payroll/timekeeping
system. Time Sheets are prepared and submitted as designated by the Department of Finance.
2.
3. The appropriate supervisor approves daily overtime by signing the Time Sheets. Each instance of overtime
must be recorded on the Time Sheet.
4. All records on the accrual and use of compensatory time will be recorded through the City’s
payroll/timekeeping system.

PPP # 70-00
Policy on Teleworking
PURPOSE
The Purpose of this Policy is to establish rules for teleworking at an off-site location as an effective way to
meet City and employee needs.
PRINCIPLES
Teleworking for the City of Rockville is a management option, not an employee right. It is a privilege extended
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to employees as a voluntary option with the clear understanding that every job may not be adaptable for
remote work. Teleworking arrangements can be terminated by either party upon reasonable notice to the
other party, unless specified otherwise in the Telework Agreement.

PPP # 70-10
Procedure on Teleworking
PURPOSE
This Procedure implements the Policy on Teleworking (PPP # 70-00).
GENERAL RULES
Definitions
1. Teleworking - also called telecommuting - The practice of working from a remote workplace,
such as home or a satellite work center, instead of commuting to a designated office.

2. Designated office - The employee's usual and customary City work address. With Teleworking, the

emphasis is placed on information or communication exchange through telephones and remote
devices, such as computers, modems, and fax machines, so an employee may work off-site. In some
cases, the telephone may be the only necessary communication equipment.

3. Teleworking schedule - Teleworking is a flexible deployment of staff to meet City and employee

needs. Telework may occur on a regular schedule (one or more days each week). Intermittent or
episodic teleworking is also permitted. Teleworking less than full-time is supplemented by working at
the designated office. Telework may also occur during non-traditional work hours with the
supervisor's approval.

4. Telework location - home Home based - working in an area in an employee's residence
specifically set aside as a work space to be used during teleworking hours or another area as
approved by the City.

5. Eligible Employees - Any employee whose position is determined by the City to be suitable for

teleworking. Eligibility determinations are made by the immediate supervisor, Department Director,
Human Resources Director, and Director of Information and Technology.

63. Telework Agreement - the document that defines all the general and specific parameters of

teleworking for each individual employee, which must be signed by the employee and accepted by the
City prior to teleworking.
Evaluation Factors for Teleworking
A non-exclusive list of factors to be considered in determining if a position is suitable for telecommuting
includes:



the employee's desire to telework
the employee's abilities and work history








the work performed
the tools and technology necessary to perform the work
scheduling issues
the off-site job location
the ability to manage work hours and employee expenses
the City’s operational needs

Requirements


All employees are required to take and pass the Cyber Security User Awareness Training. Employees will take

27
Packet Pg. 34

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a




















the Cyber Security User Awareness Training during the onboarding process. Employees who do not pass the
training, during the onboarding process, will be required to re-take and pass the training within 14 days of
the date of hire. If employees do not pass the training within the stated timeframe, their network privileges
will be revoked.
Employees’ obligations, duties, responsibilities, and terms and conditions of employment are unchanged.
Employees shall perform all job duties at a satisfactory level or above.
Employees must comply with all City and departmental policies and procedures while working a telework
schedule.
Employees will maintain the agreed-upon work schedule and be accessible via telephone, email, and virtual
platforms as required during telework hours.
Employees’ performance will continue to be monitored and evaluated as stated in the existing telework
policy.
Employees should work with the Department of Information Technology (IT) to ensure that they have access
to 1) Outlook, 2) all the documents they need on OneDrive and SharePoint, i.e., Office 365, IT systems and
networks as may be necessary, and 3) Virtual Private Network (VPN), if needed. The hours of support to
teleworkers are based on the regular business hours of the Department of Information Technology, 8:30 AM
to 5:00 PM, Monday – Friday. Employees may take home their work-issued laptop and technology
accessories for the purpose of telework. Please reference the Computer and Electronic Communications Policy
in the Personnel and Procedures Manual on details for use of apps, personal emails, etc.
A limited number of laptops and technology accessories are available to employees who require them for
teleworking; contact the Department of Information Technology.
All “loaned” equipment will be tracked in the IT Asset Management System and checked out to employees. A
printed copy of the “checked out” receipt may require employees’ signature. Use of personal computers for
Telework is currently permitted. All teleworkers using personal computers must abide by the policies and
procedures established by the City, including those established by the Department of Information
Technology, for the purposes of maintaining security and integrity of the City’s network system and
supporting infrastructure.
Teleworkers should have a minimum bandwidth of at least a 100/100 Mbps subscription with their service
provider.
Teleworkers will be expected to communicate with their supervisors if anything occurs during teleworking
that prevents them from completing their assigned work and/or working within the agreed-upon work
schedule.
Requests to work overtime or use leave balances (i.e., sick, vacation, compensatory time, or other types of
leave) must be pre-approved by the teleworkers’ supervisor in the same manner as when working in the
office.
Teleworkers will be accessible during the agreed-upon work hours, regardless of telework location, and/or as
may be defined by the teleworker and his/her supervisor.
Teleworkers will provide a contact number to their supervisor, as well as to other department and City staff.
Employees’ salary, retirement, benefits, and City-sponsored insurance coverage will remain unchanged
during telework.
Employees and their supervisor remain obligated to comply with all Federal, State and City of Rockville rules,
regulations, policies and procedures, including the Fair Labor Standards Act (FLSA).
Teleworkers should consult with their tax advisor for information and advice regarding the ability to write off
expenses for working at home.

Hours of Work
The amount of time and work hours that an employee is expected to work will not change due to remote work. Hours
of work should remain the same unless a change is agreed upon with an employee’s supervisor. The employee agrees
to conduct work and be available to communicate with their co-workers, supervisor(s), and others during work hours.
Normal procedures will be followed for the approval of overtime, compensatory time, and the use of leave.
City Policies
Employees must comply with City policies and understand that violation of such may result in the termination of
remote work arrangement and/or disciplinary action, up to and including dismissal.
Security of Information and Records
Employees approved for telework are responsible for the security of information, documents, and records in their
possession or used during teleworking. Restricted-access material should not be accessed or removed from the
worksite without written consent from the employee’s supervisor. Employees approved for telework must apply
appropriate safeguards to protect confidential information from unauthorized disclosure or damage. They must
comply with all privacy and security protocols and requirements implemented by the City.
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Equipment, Software and Supplies
•
•
•

•
•

The employee is responsible for the maintenance and care of the equipment they use. When City equipment
is used at the City or at a remote workplace, the employee is financially responsible for that equipment if it is
lost, stolen or damaged because of that employee's negligence, misuse, or abuse.
Equipment provided by the City for the purpose of facilitating teleworking may be used: 1) only by employee;
and 2) only for City business.
The employee is responsible for maintaining and repairing employee-owned teleworking equipment at
personal expense and on personal time. The City is not responsible, unless other arrangements are approved
in advance. Equipment and materials provided by the City for use at the teleworking location remain the
property of the City. The City is responsible for maintaining, repairing, and replacing City- owned equipment
issued to teleworkers.
In the event of equipment malfunction, the teleworker must notify his/her supervisor immediately.
Teleworkers must take the necessary steps and precautions to safeguard City equipment and materials.
Employees will “check out” all supplies needed for the teleworking assignment by contacting the appropriate
office staff.

Expenses
The City will not pay for, or reimburse, the following expenses:
•
Operating costs (such as electric bills, internet, etc.), home maintenance, or other costs incurred by
employees in the use of their homes as alternate work locations.
•
Costs associated with the occupation of the home/offsite work location.
•
Out-of-pocket expenses for supplies that are regularly available at the City office (unless approved in
advanced and in writing by the employee’s supervisor).

Dependent Care
Teleworking is not a substitute for dependent care.

Authorized Expenses
Based on need and available funding designated specifically for this projectteleworking, Department Directors
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or their designees are authorized to approve, in accordance with established procedures, expenditures for office
equipment, software, communication devices and services, and office supplies needed by teleworkers at their
remote workplace. For those employees authorized to telework and teleworking at least a minimum of one day
per week, the City will allow, on loan, hardware and software to be used by the employee in connection with
their teleworking needs. The total value of such equipment shall not exceed $500 per employee. This
equipment shall be authorized by and purchased through the Director of Information & Technology and is
considered to be on loan to the employee. Upon cessation of teleworking or termination of employment, the
employee will be responsible for the return of this equipment.
Equipment and Software
The employee is responsible for the maintenance and care of the equipment they use. When City equipment
is used at the City or at a remote workplace, the employee is financially responsible for that equipment if it is
lost, stolen, or damaged because of that employee's negligence, misuse, or abuse.
Teleworking Proposal
Those staff who believe they have tasks that would lend themselves to being carried out in a home office or
other remote site and are interested in being considered for telework are invited to write a Proposal for
Teleworking, describing how their work would be conducted if they teleworked. The following outline of points
should be used when writing the planincluded in the proposal. It The proposal need not be lengthy, but
should provide a clear, concise discussion of specific positive impacts and any drawback that teleworking
would have on the employee, the employee's family, co-workers, the work itself, the supervisor, and
customers.
Proposals should be submitted to the immediate supervisor.
OutlineProposal
Employees must use this outline to demonstrate how their teleworking would impact the services provided
to Rockville citizens.Proposals must be signed by the employee and submitted to the immediate supervisor
and must include:
1) Write a sSummary.



Describe what the employee wants to do, how often, and how the employee would carry out their
job and how the City would benefit..
Show ways the City would benefit.

2) Discuss the pProposed schedule for teleworking at home or other remote site and at the City.






Outline last week's calendar for the employee's specific job.
List tasks that required face-to-face meetings with the public and co-workers.
Show the days the employee could have worked in the remote office.
Answer the question - was that a typical week?
Describe in detail the proposed teleworking schedule, i.e. the days the employee would work in the
remote office and at the City and the tasks they would do in each location.

3) Describe the remote office.








Identify and describe the equipment for the remote office the employee has or would need to telework.
What equipment does the employee already have?
Confirm that the employee has "high speed access.” High speed access is internet provided via
broadband technologies such as cable, fiber, or DSL with a minimum transmission speed of at least
4 MB per second downstream and 1 MB per second upstream.
Where can the employee get what they do not own?
Describe the employee's remote office working environment.
If the remote office looks professional, consider including a photo.
Describe how the employee will get technical support (in most cases the City's IT Department will
not provide support for the employee's equipment and software).

30
Packet Pg. 37

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

4) Address the City's concerns.


How will the City know the employee is really working?



Write a proposal for planning and measuring performance.



How can the City reach the employee?






Outline a plan for keeping in touch by e-mail, voice mail, call forwarding, business telephone line, etc.,
including the hours (employees are generally expected to be available by phone during normal
business hours).
What if the employee is suddenly needed at the office?
Give examples of typical problems that arise and how they might be solved from the remote office.



Describe how long it would take you the employee to get to the City office if needed.




How wouldWhat about child care, elder care, and other non-work related obligations be handled?
(Telework is not an alternative for childcare or eldercare.)



Provide a realistic solution that does not require the employee to supervise young children, care for
elder individuals, or perorm other non-work related duties during work time.



Describe any iImpact on the family.



Describe any potential iImpact on co-workers.

Approval or Disapproval Denial
The immediate supervisor signs the proposal and indicates approval or disapproval denial of the request. The
supervisor may comment on the proposal by attaching a memorandum.
If approved, the immediate supervisor then forwards the proposal through appropriate levels to the
Department Director Department Head or Charter Appointed Official.
The Department Director Department Head or Charter Appointed Official signs the proposal indicating
approval or disapproval denial and may comment, by attaching a memorandum. If approved, the form is
then forwarded to the Director of Information and Technology (DOIT).
The DOIT will review the proposal indicating approval or disapproval and may comment, if desired, by
attaching a memorandum. If approved, the form is then forwarded to the Human Resources Director.
The Human Resources Director or designee will review the proposal to ensure compliance with the policy and
governing procedures, verifying the information in the application where appropriate. The Human Resources
Director then signs the form indicating either approval or denial of the request.
If the proposal is approved by the Human Resources Director, the Human Resources Director will place the
proposal in the employee's file and return a copy to the employee and to the Department Director
Department Head. The employees will then be required to sign a telework agreement and to make
appropriate arrangements with the immediate supervisor to begin teleworking. Supervisors are responsible
for ensuring acceptable performance of employees who telework. Approval of telework is solely at the City's
discretion and may be withdrawn or altered with reasonable notice to the employee.
At any time during this process should anyone disapprove of the proposal, the processing will stop at that
level of disapproval and copies of the form and reason for disapproval shall be returned to all previous levels
of the routing process and to the Human Resources Department for placement in the employee's personnel
file.

PPP # 75-00
Policy on Discipline and Dismissal
PURPOSE
The purpose of this Policy is to define the rules for disciplining and dismissing employees of the City of
Rockville.
PRINCIPLES
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Disciplinary actions are taken to reinforce the expectations and standards required to be followed by City
employees. To that end, disciplinary actions not only serve to put employees on notice that they have failed
to meet the City's expectations, but also to give employees an opportunity to meet these expectations.
Disciplinary actions also define what consequences may be incurred imposed if the employee fails to meet
the City’s expectations.
Regular, nNon-probationary employees having completed probation are expected to meet acceptable
performance criteria and follow all rules as defined by the City. Their failure to do so may result in
progressive discipline as outlined in the Procedure on Discipline and Dismissal (PPP# 75-10). These
employees have the right to appeal such actions through the administrative grievance procedure. Union
employees must follow the grievance procedure available in the collective bargaining agreement.
Regular, pProbationary employees are also expected to meet all acceptable performance criteria and follow all
rules as defined by the City. The probationary period provides the City the opportunity to evaluate the
individual and determine the employee's suitability. At the appropriate evaluation periods, probationary
employees should be informed of any problems concerning their performance by way of an evaluation and, if
necessary, also by memorandum. The City reserves the right to terminate the employment relationship at any
time during the probationary period for any non-discriminatory reason without the right of appeal under the
administrative grievance procedure or collective bargaining agreement.
Temporary, and seasonal and other employees are expected to meet all acceptable performance criteria and
follow all rules as defined by the City. They serve at the pleasure of the City, and. Their service is determined
as it best meets the needs of the City and may be terminated at any time for any non-discriminatory reason.

PPP # 75-10
Procedure on Discipline and Dismissal
PURPOSE
This Procedure implements the Policy on Discipline and Dismissal (PPP# 75-00).
GENERAL RULES
Supervisors and managers must keep all disciplinary actions confidential. This includes, but is not limited to
discussions, records, documents, and correspondence related to the disciplinary action. Only nonprobationary regular employees have a right to appeal through the appropriate grievance procedure.

Probationary Employees
Regular pProbationary employees who fail to meet acceptable performance criteria are subject to dismissal.
During their initial probationary period (six or twelve months), employees do not have rights of appeal under
the administrative grievance procedure or collective bargaining agreement.
Prior toTo release recommending dismissal of an employee during probation, the supervisor, with approval of
their Department Head, shall write to the Human Resources Director stating the reasons for the dismissal
release. Prior to dismissal, the Human Resources Director must concur with the supervisor’s recommendation
for dismissal during probation. If appropriate, the Human Resources Director will approve the release and
instruct the supervisor to inform the employee in writing about the release, prior to the effective date of such
action. Such a release must also be approved by the City Manager.
Temporary/Seasonal Employees
Temporary/seasonal and other employees serve at the City's pleasure and may be removed from service at
any time as best suits the interests of the City. The decision to remove a temporary or seasonal employee
must be reviewed and approved by the City’s Human Resources Director. Temporary and seasonal employees
do not have a right of appeal.
Regular Non-Probationary Employees
Regular nNon-probationary employees who fail to meet acceptable performance standards or otherwise violate

32
Packet Pg. 39

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

City rules, regulations, policies, procedures, etc., are subject to disciplinary action. Progressive discipline
should be followed whenever the City determines it is appropriate to do so. Progressive discipline includes
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verbal warnings, written warnings, disciplinary probationperformance improvement plan, suspension, and
dismissal, usually applied in that order. First offenses of minor infractions should only incur verbal or written
warnings. Subsequent offenses will generally incur result in more severe forms of disciplinary action. In all
cases, the nature, extent and severity of the infraction must always be considered in determining the degree of
the disciplinary action. Nothing in these guidelines precludes the City from taking more severe forms of
disciplinary action, including but not limited to suspension and/or dismissal, for first offenses. Also, nothing in
these guidelines precludes the City from imposing multiple forms of discipline (e.g.,i.e., demotion, probation,
and suspension).
Disciplinary Action
Disciplinary action should always be conducted and maintained confidentially. Written or verbal Nnotices of
disciplinary action should must include all of the following: the performance standards, City rules,
regulations, policies, procedures, etc. which were violated area of deficient performance citing specific
examples where possible; what the performance expectations are; what consequences may be incurred
imposed;for failing to heed those warnings and expectations; a measurable specific period of time for
correcting difficultiesdeficiencies; and a summary of previous discipline. The forms of progressive discipline
are as follows:
The forms of progressive discipline are:
1. Verbal Warning: a discussion between the immediate supervisor and the employee. Such
warnings shall be reported to the Human Resources Directordocumented and maintained by the
immediate supervisor.;
2. Written Warning: as a memorandum from the immediate supervisor, approved by the Human
Resources DirectorDepartment Head, to the employee with a copy to the personnel file.;
3. Disciplinary Probation:Performance Improvement Plan: ain memorandum, approved by
the Human Resources Director and Department Head, form from the immediate supervisor to the
employee detailing performance deficiencies and expected improvement forwithin a specified
period of time. of generally six (6) to twelve (12) months, depending on the infraction, A copy
must be maintained with a copy toin the personnel file. The starting and ending dates of the
probation performance improvement plan mustshould be indicated in the memorandum.;
4. Suspension Without Pay: normally for a period of timeof one to five workdays depending on
the infraction (not to exceed 30 workdays without special approval by the City Manager), Charter
Appointed Official. in memorandum form, from the supervisor to the employee, also giving the
exact dates of the suspension. All suspensions will be in memorandum form from the immediate
supervisor to the employee, withmust have concurrence by the Human Resources Director and
Department Head withand approval by the City ManagerA Charter-Appointed ppointed Official. The
starting and ending dates of the suspension without pay must be indicated in the memorandum.;
and
Duties

5. Dismissal: See Procedure on Dismissal (PPP# 80-07).
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In order to enhance and clarify the actions of all the forms of discipline listed, those requiring a written
memorandum should also be verbally explained to and discussed with the employee by the initiating
supervisor whenever possible.
At all levels of discipline, the supervisor should document and securely maintain notes of actions, discussions,
etc.
Prior to suspension or dismissal of any employee, the immediate supervisor must also inform the Human
Resources Director of the recommendation for suspension and/or dismissal by way of memorandum. This
should be done in accordance with the Procedures on Suspension and Dismissal (PPP# 80-04 or 80-07). This
memorandum should include the reasons for the recommendation (the nature of the infraction, times, dates,
etc.) and reference to any prior disciplinary action.
Upon approval of the Human Resources Director, the supervisor will issue a written confirmation of the action
to the employee stating the reasons for the action and informing the employee of the right to appeal through
the appropriate grievance procedure. Only non-probationary, regular employees have the right to such
appeals.

PPP # 80-00
Policy on Personnel Changes
PURPOSE
The purpose of this Policy is to establish rules for personnel changes.
PRINCIPLES
The following personnel changes may be implemented by the City:











Position
Demotion
Dismissal
Layoff
Promotion
Resignation
ReinstatementReemployment
Suspension
Transfer
Retirement

Specific reference to related policy issues such as Employment, Reduction in Force, Leave, Benefits, and
Retirement can be found in other sections of this Personnel Manual.
Personnel Changes
Position
The Human Resources Department is responsible for issuing recruitment announcements and advertising for
vacant positions utilizing various sources as appropriate. Promotional recruitment announcements are posted
conspicuously in each field office and in City Hall. Only current employees of the City who apply will be
considered for promotional recruitment. From time to time, certain considerations may restrict those eligible
for promotional positions. All applications will be considered for positions advertised as Open Competitive.
Demotion
Demotion is the assignment of employees to a lower graded position or to one with a lower rate of pay.
Demotion requires the same approval as employment. Demotions may be made for cause or administratively
when the City determines such action is necessary. See Procedure on Demotion/Reclassification (PPP# 8012).
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Dismissal is the removal or discharge of an individual from employment in the City service for cause.
Additional rules for discipline and dismissal may be found in Policy on Discipline and Dismissal (PPP# 75-00),
Procedure on Discipline and Dismissal (PPP# 75-10), and Procedure on Dismissal (PPP# 80-07).
Layoff
Layoff is the reduction in force due to budgetary reasons or due to lack of work necessary to keep the
employees gainfully employed. See Procedure on Layoffs (PPP# 80-18).
Promotion
Promotion is the assignment of an employee to a position with a higher salary grade or rate of pay. All
interested qualified employees who apply are to be considered for promotion when a vacancy occurs.
Promotions are approved as indicated in Procedure to Effect Employment (PPP# 20-00) and Procedure on
Promotion/Reclassification (PPP# 80-10).
Resignation
Resignation is the voluntary separation of employees from the City. In order to maintain continuity of City
operations, employees intending to terminate employment should give written notice to their immediate
supervisor as early as possible in advance of the expected departure date. (See PPP# 80-40 for minimum
notification times to resign in good standing.) Employees who have resigned in writing in good standing but
have not yet separated employment may, with the consent of their Department Director Department Head or
Charter Appointed Official concerned and the Human Resources Director, withdraw the resignation and be
restored to the position vacated if it is still vacant.
ReinstatementReemployment
A resignation may be withdrawn for up to thirty (30) calendar days after the effective date of the
resignation. This may be done by writing to the Human Resources Director. If the Department Director and
the Human Resources Director approve, employees may be reinstated to the same position which was held
prior to their resignation without regard to the existence of an eligibility list, provided the vacancy still
exists.
If an employee is reinstated within thirty (30) calendar days, any unpaid leave will be restored and the
employee will be placed in the same grade and step previously held. The employee will be credited with
prior service to the City, excluding the time not in City service, for seniority purposes only. In accordance
with the terms of the pension plan all prior credited service with respect to the pension plan may be lost if
payout has already occurred.
After the 30-day period, individuals may continue to apply for positions in any class. However,
personsPersons who have previously been employed by the City who have successfully completed a
probationary period in a specific class and are re-employed within one year of the effective date of theirir
resignation may be reinstated to their former class and grade and credited with prior service to the City,
excluding the time not in City service, for seniority purposes only, with concurrence of the Human Resources
Director and approval of the City ManagerACharter -Appointed Official. If an employee is reemployed within
thirty (30) calendar days of the effective date of their resignation, any unpaid leave will be restored, and the
employee will be placed in the same grade and step previously held. In accordance with the terms of the
pension plan all prior credited service with respect to the pension plan may be lost if payout has already
occurred.In accordance with terms of the pension plan, all prior credited service with respect to the pension
plan will be lost. Those persons returning after one year will start as new employees. Those persons
returning in another class position will serve the required probation.
Union-represented employees shall be treated in accordance with the terms of the collective bargaining
agreement. See Procedure to Effect Employment (PPP# 20-10).
Suspension
Suspension is the administrative and supervisory action taken to remove employees from active duty and
pay status (Leave Without Pay) for a period not to exceed 30 days pending investigation of cause for
dismissal, or as a disciplinary measure for misconduct or negligence on the part of employees.
Transfer
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Transfer is the assignment of an employee from one position to another position having the same class, rate
of pay, or grade. Transfers are approved the same as employment and may be made to accommodate the
needs of the City or the employee. In a transfer there is no change in compensation. (Procedure on Transfer
(PPP# 80-15).)
Retirement
Refer to PPP#130-00

PPP # 80-04
Procedure on Suspension
PURPOSE
This Procedure implements the section on Suspension as described in the Policy on Personnel
Changes (PPP# 80-00).
GENERAL RULES

Authority
Suspension may be imposed by the Human Resources Director as designated by and with the approval of the
Appointed OfficialCity Manager upon recommendation of the employee's immediate supervisor or a person in
a position of equivalent or higher authority within the same department who would normally be authorized by
that Department's Director to take such action. In the event of any doubt as to whether such authority exists
for any specific situation, the appropriate Appointed Official, Department Director and/or the Human
Resources Director should be consulted.
If necessary to establish such authority, the Appointed Official, Department Director and/or the Human
Resources Director should be consulted. In each case, written notice of the suspension signed by the
respective Appointed Official or Department Director concerned or his or her designee and approved by the
Human Resources Director. The City Manager’s approval is required for suspension of employees directly or
indirectly reporting to the City Manager. and the City Manager, together with tThe reasons set forth and the
period of duration, shall be given to the suspended employee. A copy of the notice to the employee shall also
be forwarded to the Human Resources Department for filing in the employee's personnel folder.
Process
1. The person initiating the suspension will prepare a notice addressed to the employee to be suspended.
The memorandum will include the reason for the suspension and the period of suspension and must be
approved by the Appointed Official or Department Director and , the Human Resources Director, and the
City Manager.
2. Once approval is obtained, the initiator will distribute the suspension notice as follows:
a. The original will be given to the employee suspended.
b. A copy will be given to the Human Resources Director.
c. A second copy will be given to the employee's shop steward, if appropriate.
d. A third copy will be retained by the originating office.
3. The initiator of the suspension will then indicate the suspension, marking the employee's absence as
"Leave Without Pay" for the duration of the period of suspension on the attendance-time sheet. (See
Procedure on Leave Without Pay (PPP# 120-70) for recording Leave Without Pay).
4. Upon receipt of a copy of the notice of suspension, the Human Resources Director will generate an Action
Paper and will file the copy in the employee's personnel folder.
5. Under certain conditions (when keeping the employee on duty could adversely affect the health and
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welfare of other employees and City operations), a supervisor may orally notify the employee of the
suspension. In such cases, the oral notification will be confirmed by written notice as soon as practicable (in
accordance with Paragraphs 1 and 2, above) and by sending written notice to the employee’s last known
mailing address and the employee’s personal email account (if known).

PPP # 80-07
Procedure on Dismissal
PURPOSE
This Procedure implements the section on Dismissal as described in the Policy on Personnel Changes (PPP#
80-00).
SCOPE
This Procedure applies to the dismissal of regular, non-probationary City employees. See Policy on
Employment (PPP# 20-00) for rules regarding other employees.
GENERAL RULES
Causes for Dismissal
Employees may be dismissed if their performance fails to meet the City’s expectations or their actions have
been contrary to the best interests of the City. Reasons for dismissal may include, but are not limited to, the
types of improper conduct listed in the Policy on Employee's Code of Conduct (PPP# 180-00).
Notice of Dismissal and Informal HearingMeeting
An employee shall be notified of the City’s intent to dismiss him or her by a Notice of Dismissal, which shall
include the infraction, disciplinary action taken, and any applicable appeal rights.
A regular, non-probationary employee has a right to have an informal pre-dismissal hearing meeting prior to
dismissal. If an employee makes a request within one working day after his or her receipt of the Notice of
Dismissal, his or her Charter Appointed Official or Department Director Department Head or designee shall
schedule a pre-dismissal hearing meeting to discuss the infraction and proposed dismissal. The hearing
meeting shall be informal. After completion of the informal hearingmeeting, the Charter Appointed Official or
Department Director Department Head shall notify the employee and the Human Resources Director in
writing of the results of the informal hearingmeeting. The Charter Appointed Official or Department Director
Department Head may rescind, modify, or affirm the disciplinary action as a result of the hearingmeeting.
Under certain conditions (when keeping the employee on duty could adversely affect the health and welfare
of other employees and City operations), a supervisor may orally notify the employee of suspension from
duty. In such cases, the oral notification will be confirmed by written notice as soon as practicable (in
accordance with the Procedure on Suspension (PPP# 80-04) and the Policy and Procedure on Discipline and
Dismissal (PPP# 75-00 and 75-10) and by sending written notice to the employee’s last known mailing address
and the employee’s personal email account, if known.
Payment of Wages
The City will pay all earned wages on the next regularly scheduled payday. andAny accrued Annual Leave
due employees on the next regularly scheduled paydaywill normally be paid at a later datewithin 30-days.
Documentation
When an employee is dismissed, documentation must be prepared to support the reasons for the
dismissal. (e.g., statements of witnesses, examples of unsatisfactory work, prior disciplinary actions taken
against the employee, etc.).
Appeal of Dismissal
Non- AFSCMErepresented regular Eemployees who believe they were wrongfully dismissed may appeal the
dismissal by filing a grievance under the administrative grievance procedure (see Procedure on Grievances,
PPP# 160- 10). Represented regular employees may appeal the dismissal pursuant to the or under the terms
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of the appropriate collective bargaining agreement. Such appeal is separate from any informal pre-dismissal
hearingmeeting.
Coordination with Human Resources Department
Except when otherwise ordered by the City Manager, aAll proposed dismissals must be approved by the
Human Resources Director to ensure that sufficient cause and necessary documentation have actually in
advance been established for such action. Human Resources may initiate action regarding the dismissal
or other appropriate discipline of an employee.
Appointed OfficialCity Manager Approval
Approval of the Appointed Official City Manager is also required for dismissal of employees.
Dismissal Action Process
1. When dismissal action is to be initiated for a regular, non-probationary employee, the employee's
immediate supervisor will:
a. advise the respective Appointed Official or Department Director concerned of the employee's
unsatisfactory performance or conduct as soon as possible, and
b. present documentation to support the charges made, including copies of all progressive
disciplinary actions taken. (See PPP# 75-10.)
2. The Appointed Official, Department Director or designee shall review the supervisor's charges to determine
if dismissal of the employee is warranted.
3. The Human Resources Director or designee shall review the matter to determine if dismissal of the
employee is warranted.
4. If the review indicates that dismissal of the employee is justified, the Appointed Official, Department
Director or designee will prepare a letter of dismissal to have concurrence by the Appointed Official,
Department Director and the, Human Resources Director., and approval by the City Manager. The letter must
contain the following information:
a. Reason(s) for dismissal (cite previous warnings and disciplines).
b. Effective date of dismissal.
c. Right of appeal available to employees.
5. After the Department Director, Human Resources Director, and Appointed OffiicialCity Manager
have signed the letter, the immediate supervisor will distribute the copies as follows:
a. Give the original letter to the employee, or if the employee is not available, send it by
overnight mail to the employee's last known home address and, when available, by email to the
employee’s personal email account.
b. Send a copy of the letter, and copies of all necessary documentation to support the dismissal to
the Human Resources Director. The Human Resources Department will then prepare an action paper,
obtain the necessary signatures, and send a copy of the action paper to the Payroll Division.
c. Retain in the department files a copy of the letter and the originals of all documentation to support
the dismissal.
d. Give a copy of the letter to the employee's shop steward if the employee is covered by a collective
bargaining agreement.
6. The Human Resources Director will ensure that the employee's file is placed in an inactive status and
that the proper notification is given to the former employee concerning all rights and benefits.
7. The Payroll Division will:
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a. Compute and process for payment any wages or monies due upon dismissal, less any monies
owed the City; and
b. When ready, and at the former employee's option, send the check to the employee by
overnight mail or make arrangements for the employee to pick up the check personally.
Special Cases
In cases that involve personnel reporting directly to the City Manager, the City Manager will perform the
functions which normally are carried out by Department Directors.

PPP # 80-10
Procedure on Promotion/Reclassification
PURPOSE
This Procedure implements the section on Promotions as described in the Policy on Personnel Changes (PPP#
80-00). This procedure does not apply to any recommendations or adopted findings resulting from a
classification and compensation study.
GENERAL RULES
Compensation
1. If non- AFSCMErepresented employees are promoted from a position in one pay scale to another
position in the same pay scale, they shall receive an increase in their pay as follows, but no more than the
top of the new grade:
One grade increase = 5.0% pay increase
Two grade increase = 7.5% pay increase
Three grade increase =10.0% pay increase
Four grade increase =12.5% pay increase
Five grades or above =15.0% pay increase.
2. If non- AFSCMErepresented employees are promoted from a position in one pay scale to a position in a
different pay scale, they shall receive a 5% pay increase from their previous pay.
3. Upon completion of a required six-month promotional probationary period, non- AFSCMErepresented
employees will be eligible for an additional 3.5% increase.
4. When represented AFSCME employees or sworn police officers employees, (AFSCME or police) are
promoted from one position to another within their pay scale, they shall will receive an increase which is at
least equal to a one- step increase. in their previous pay.
Upon completion of a required six-month promotional probationary period, AFSCME represented employees
will be eligible for an additional one-step increase.; and
5. The anniversary date of successful completion of the promotional probationary period shall be considered
the new increment anniversary date. Employees will be eligible for salary increments only on their increment
anniversary date.
Processing Approval of Promotions Process
1. The immediate supervisor will request through the Department Director, that the position be filled, using a
Personnel Requisition Form (see PPP# 80-30).
2. The Human Resources Department will furnish the immediate supervisor with an Eligibility List, which
lists all qualified applicants and states the EEO category relating to the Affirmative Action Plan goal.
3. The immediate supervisor will then:
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a. work together with the responsible Human Resources Administrator to make a selection to fill the
vacancy;
b. sign the Eligibility List in the space provided; and
c. send the Eligibility List and all interview related materials to the Department Director for approval.
4. The Appointed Official or Department Director will sign the Eligibility List, and forward it and all related
materials to the Human Resources Director, including the salary and the effective date of the action. (Under
no circumstances will effective dates for promotions be made retroactively.)
Special Cases
For promotions to an administrative position Grade 23 or above, approval by the City Manager is required. In
such cases, the Department Director will send the Eligibility List to the City Manager for approval before
forwarding all related materials to the Human Resources Director.
Probationary Period
All promoted employees are required to serve a six-month probationary period. If, for any reason, employees
are returned to their former position during the probationary period, their compensation and increment
anniversary date will revert to what it was immediately before the promotion commenced (see Procedure to
Effect Employment (PPP# 20-10).
Reclassification
When an existing filled position is reclassified to a higher salary-grade, the policies and procedures for
adjusting wages applied are the same as those for promotion except for the probationary period. However,
Tthe incumbent will not be required to serve a probation, and the anniversary date for increment purposes
remains as it was prior to the reclassification.

PPP # 80-12
Procedure on Demotion/Reclassification
PURPOSE
This Procedure implements the section on Demotions as described in the Policy on Personnel Changes (PPP#
80-00).
GENERAL RULES
Reasons for Demotion
Demotions to a lower graded position or to one with a lower hourly rate can be made for cause,
administratively, or voluntarily., when an employee applies for an open position in accordance with Policy on
Employment and Procedure to Effect Employment (PPP# 20-00 and 20-10).
Employees Demoted for Cause
Employees demoted for cause shall be placed in the lower salary graded position at their present salary, or at
the maximum salary for the new grade, whichever is less, as determined by the Department Director
Department Head or Charter Appointed Official, concurred within by the Human Resources Director, and
approved by the Charter Appointed OfficialCity Manager. Employees demoted for cause will be placed on
probation for an amount of time specified at the time of the demotion. Employees will be taken off probation
by way of a memo outlining satisfactory performance during the probationary period as outlined in the Policy
and Procedure on Performance Evaluation (PPP# 40-00 and 40-10).
Employees Demoted Administratively or Voluntarily
Employees demoted administratively or voluntarily shall receive their present salary or the maximum
salary authorized for that lower class if the maximum is the same or less than their present salary.
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Employees demoted administratively or voluntarily will be placed on probation in their new position for six
months, or the remainder of their initial probationary period, whichever is longer.
Employees Demoted to an Hourly Rate of Pay Position
Employees demoted to an hourly rate of pay position (temporary) shall receive the new lower rate of pay and
shall become temporary employees, losing all rights and benefits afforded a regular merit employee. These
employees placed in temporary status shall be paid any wages and accrued Annual Leave due at the time of
the demotion. The City will subtract from this amount any debt to the City as outlined in the Procedure on
Dismissal (PPP# 80-07).
Salary Increments
Employees will be eligible to receive salary increments until the maximum pay of the new lower salary grade
is reached in accordance with Procedure on Performance Evaluations (PPP# 40-10).
Process
1. The person initiating the demotion will prepare a written notice addressed to the employee demoted. The
memorandum will include the reason for the demotion, the new position to be held, and the salary grade and
step or hourly rate of pay to be received by the employee. This memorandum must be concurred in with by
the Appointed Official, Department Director and the Human Resources Director. Demotions of employees
directly or indirectly reporting to the City Manager require the City Manager’s approval. and approved by the
City Manager.
2. Once approval is obtained, the initiator will distribute copies of the demotion notification as follows:
a. The original will be given to the employee demoted.
b. The first copy will be given to the Human Resources Director.
c. The second copy will be given to the employee's shop steward in the case of AFSCME represented
employees.
d. The third copy will be retained by the originator.
3. Upon receipt of a copy of the notice of demotion, the Human Resources Director will generate an action
paper and will file a copy in the employee's personnel folder.
Reclassification
When an existing filled position is reclassified to a lower salary-grade, an employee’s pay will remain the same
unless the employee’s pay is greater than the maximum pay under their new pay grade. In those instances,
the employee will be paid the maximum of their new pay grade. will not suffer any decrease in pay. No
probationary period will be served, and the anniversary date for increment purposes remains as it was prior to
the reclassification.

PPP # 80-15
Procedure on Transfers
PURPOSE
This Procedure implements the section on Transfers as described in the Policy on Personnel Changes (PPP#
80-00).
GENERAL RULES
Guidelines

42
Packet Pg. 49

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

Employees are usually hired to fill particular positions in a specific section or location. However, the City has
the right to transfer or assign employees to any position, office, or location that the need or best interest of
the City dictates.
Transfers may be temporary or permanent.
In a transfer, there is no change in compensation or increment anniversary date.
Employees who are administratively transferred because of inability to perform the duties of a position in a
specific
location may be placed on probation following the transfer.
No probationary period will be required for employees transferred in the same class position solely to
meet operational needs or for personal reasons unless they are on probation in their current position, in
which case they will be required to remain in such status for the duration of the probation, or six months,
whichever is longer, in the new position.
Approvals required for transfer are the same as for employment (see Policy and Procedure on
Employment, PPP# 20-00 and 20-10).
Transfers Within a Department
1. Appointed OfficialsCharter -Appointed Officials or Department Director Department Heads may aeffect
transfers as required within their respective departments.
2. Upon determining that a transfer will take place within a department, the The Charter Appointed
Official or Department Director Department Head will approve all transfers within their
departmentindicate approval (either orally or in writing) to the sending and the receiving supervisors..
3. The immediate supervisor of the position that the employee is leaving will then send a memorandum to
the employee(s) concerned indicating the reason for transfer, effective date of the transfer, and the new
location. A copy of this memorandum will be forwarded to the Human Resources Department for filing in
the employee's personnel file.
Upon receipt of the memo, the Human Resources Department will update its records and prepare the
necessary action paper indicating the change in the cost allocation as well as any other changes required as a
result of the transfer. Based on the reason for transfer it will be determined whether the employee will be
required to serve an additional probationary period. Once all signatures have been obtained, the action paper
will then be forwarded to the Payroll Division for processing.
Transfer Between Departments
1. Transfer between departments can occur to best meet the needs or interest of the City or when an
employee has applied for and been selected to fill a vacant position in a different department in accordance
with the Policy on Employment (PPP# 20-00) and Procedure to Effect Employment (PPP# 20-10). The
Charter Appointed Official(s) will approve all transfers between departments in writing. Employees who
transfer between departments may be required to serve a probationary period.
2. Upon receipt of the memo from the department stating an employee was selected to fill a vacant position,
the Human Resources Department will update its records and prepare the necessary action papers. If an
employee is filling a position in a different class as a result of this selection, a six-month probation will be
served. However, in accordance with the Policy on Performance Evaluation (PPP# 40-00), the employee's
salary increment date will remain unchanged.

PPP # 80-18
Procedure on Layoffs
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PURPOSE
This Procedure implements the section on Layoffs described in the Policy on Personnel Changes (PPP# 80-00).
GENERAL RULES
Selection of Employees to Be Laid Off
Regular non- AFSCMErepresented employees may be laid off when required for the good of the public
service. Reasons for layoff include, but are not limited to, shortage of funds, lack of work, the
abolishment of a
position, or other business reasons unrelated to the employee’s job performance. These criteria apply
regardless of whether the layoff is made on a Citywide, departmental, divisional or sectional basis.
In applying a layoff to Union represented positions, the provisions of the Agreements between the City and
AFSCME Local 1453 should be followed.
The duties performed by any employee laid off may be reassigned to other employees in an appropriate
class.
Layoff Criteria
When a layoff has been approved by the Mayor and Council and, the affected class or classes of employees has
been determined, regular non- AFSCMErepresented employees will be selected for layoff based upon the needs
of the City.’s determination of the skills and experience required for the duties to be performed after the layoff
is conducted. An employee’s length of service will be a factor in determining whether or not the employee shall
be laid off, but it is not necessarily the determining factor.
Notification
All employees who are to be laid off will be given a minimum written 30 calendar days’ notice clearly stating
the effective date of the layoff and the reason for the layoff. The employees will also be furnished information
concerning their benefits by the Human Resources Department.
Re-employment List
Employees laid off from the City of Rockville will be given priority consideration for vacancies within their job
class that occur within twelve (12) months of the effective date of the layoff.
The City may fill a vacant position in a class for which a re-employment list exists by either offering the
position to a person on the re-employment list (consisting of individuals laid off in that class within the last
12 months) or by promoting an eligible employee. Where a person on the re-employment list has
qualifications equal to or better than other applicants for the same position, the person on the reemployment list shall be selected.
An employee's name will remain on a re-employment list for 12 months from the date of layoff, but will be
removed from the list if that employee:
Accepts another City position;
Refuses a job offer made from a re-employment list for a job at the same salary-grade or
rateclass or higher; or
Fails to respond within seven fifteen calendar days to a letter from the City of Rockville concerning reemployment.

Employees Who are Rehired After a Layoff
The following rules apply to employees who:


Were laid off from a regular class; and
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Are rehired into a regular class; and
Are rehired within 12 months of being laid off.

Physical Examination
For jobs which require a pre-employment physical examination, Eemployees may be required to pass a physical
examination prior to being rehired.
Probation
Employees who are rehired from a re-employment list into their former class will not be required to serve a
probationary period provided they have successfully completed a probation within that class. If appointed to
a different class, they must serve a probationary period.
Credit for Prior Service
When rehired, employees recalled to regular positions within twelve (12) months of their layoff will be
credited with prior service for the purpose of calculating seniority, longevity, and vacation leave. If employees
are rehired within twelve (12) months, they also will be credited with prior service in grade for the purpose of
determining length of continuous service in one level of a salary grade. Those re-employed after being laid off
in excess of twelve (12) months shall be considered as new employees. Terms of retirement benefits and
credited service will be as defined in the retirement plan.
Sick Leave
When rehired, employees recalled to regular positions within twelve (12) months of their layoff, employees
will be credited with any sick leave balance at their time of layoff.
Salary
If employees are rehired in the same class within twelve (12) months of their layoff, then they will be placed
in the same grade and rate of pay they held at the time of the layoff. If they accept a job in a class which has
a lower salary grade than their former class, the action will be considered a voluntary demotion and the rules
for demotion will determine salary.
If employees accept a job in a class which has a higher salary grade than their former class, their action will be
considered a promotion and the rules for promotion will determine salary.

PPP # 80-40
Procedure for Clearance of Resigning Employees
PURPOSE
This Procedure implements the section on Resignation described in the Policy on Personnel Changes (PPP# 8000).
SCOPE
This procedure applies to all employees (temporary and regular) who terminate employment with the City.
This Procedure must be adhered to in order to receive clearance and pay following resignation, dismissal,
reduction in force, retirement, death, or termination of employment for any other reason.
GENERAL RULES
Process
1. Employees who expect to leave the services of the City will notify their immediate supervisors as soon as
possible in advance of the anticipated termination of employment. Appointed OfficialsCharter -Appointed
Officials, Department Director Department Heads and contract employees must give notice as outlined in
their employment contracts. Division head level employees must give 30 days’ written notice to leave the
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City in good standing. All other employees must give at least two week's’ notice to leave the City in good
standing. This notification will be given to the Human Resources Department and an action paper will be
processed and submitted to the Payroll Division. NOTE: If employees terminate without prior notification,
(e.g., immediate resignation, dismissal, etc.) supervisors will follow this procedure as soon as possible after
the termination. If immediate supervisors want the position to be filled again, they will submit a Personnel
Requisition Form (see PPP# 80- 30).
2. The employee's leave balances as of the end of their last day of employment will be summarized by the
City's Payroll Division.
3.2.

The immediate supervisors are also responsible for the following actions:
a. If terminating employees had access to computer systems, immediate supervisors will notify the
Information Technology Department, who will take action to deny access to the system for the
employees; and
b. On the last day that employees are present for work, immediate supervisors ensure that any
articles which belong to the City, such as keys, uniforms, identification card, credit cards, registration
cards, etc., are returned. If employees were issued any tools and/or equipment for which they were
responsible, supervisors will follow the procedure for receipt of returned equipment as covered in the
Procedure on Tools and Equipment (PPP# 85-10).

4.3. If employees have any outstanding financial obligations to the City, such as travel advances, petty cash
advances, or payback of Tuition Reimbursement, the Director of Finance or designee will take steps necessary
to recover funds or property belonging to the City.
5.4.
Employees may contact the designated Benefits Manager, or designee, to request will receive
notice of an exit interview and receive instructions as to their rights and privileges concerning
benefits.

PPP # 85-00
Policy on Tools and Equipment
PURPOSE
The purpose of this Policy is to develop an accountability system for all tools and equipment owned and leased
by the City and assigned to employees.
PRINCIPLES
Supervisors are responsible for the safekeeping and accountability of all tools and equipment assigned to their
locations or staff, although final responsibility for tools and equipment rests with the individual employee to
whom it is assigned.
Employees will be charged appropriately for replacement or repair of equipment lost or damaged through
neglect or misuse while in their possession. Should damage or loss occur due to neglect or misuse, the
responsible employee will be charged accordingly for the item as outlined in The Procedure on Tools and
Equipment (PPP# 85-10). The employee will have the option of paying directly or having payroll deductions
made according to The Procedure on Tools and Equipment (PPP# 85-10).
Failure of the employees to reimburse the City may cause disciplinary action to be taken, up to and including
suspension and/or dismissal. The employees will be notified in writing by the immediate supervisors of any
problems concerning tools and equipment.
Loss of City property will be reported promptly in accordance with the Procedure on Tools and Equipment
(PPP# 85-10), or reported according to the Procedure on Reporting Incidents Involving Property Loss or
Personal Injury (PPP# 205-10).

PPP # 85-10
Procedure on Tools and Equipment
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This Procedure implements the Policy on Tools and Equipment (PPP# 85-00).
GENERAL RULES
Schedule for Replacement of Lost or Damaged Tools and Equipment
Tools and equipment less than one year old shall be repaid at the current replacement cost or current market
value, whichever is less. Tools and equipment that are one year old, but less than two years old, shall be repaid
at 75% of the current replacement cost or current market value, whichever is less. Tools and equipment two
years old or older, shall be repaid at 50% of the current replacement cost or current market value, whichever is
less. Equipment such as keys and computers for which the City may incur a service cost to rekey or reconfigure,
shall be repaid at the full cost. Any tools and equipment that are depreciated by the City shall be repaid at the
value established by the City. In the case of repair, the charge will not exceed the cost to replace the tool or
piece of equipment. Upon separation of an employee from the City for any reason, the employee's supervisor
will account for all tools, property and equipment in the possession of that employee. Any tools, property, or
pieces of equipment not returned or damaged due to misuse or neglect by the employee must be documented
by the supervisor immediately so that appropriate arrangements for repayment may be made.
Recording Assignment of Tools and Equipment
Tools and equipment that are assigned to employees will be recorded by the supervisor or designee. The
exact method for recording these transactions is at the discretion of the supervisor, but it is recommended
that a written record of tool and equipment issuances and returns be kept. When a tool or piece of equipment
is returned by employees, the supervisor or designee shall inspect the item for damage. Any employee who
observes a loss of or damage to City-owned or leased property should report the occurrence to the
responsible supervisor immediately.
Memorandum Regarding Repair or Replacement
If tools and equipment belonging to the City are lost or damaged through neglect or misuse, the supervisor of
the responsible employee will prepare a memorandum to the responsible employee indicating the charges for
repair or replacement. The cost of replacement should be determined through consultation with the Finance
Department. The memorandum will be forwarded to the Appointed Official or Department Director or designee
who will review the memorandum, and if in agreement, initial and approve the charge. Upon approval by the
department, arrangements should be made for payment by sending a copy of the letter to the Director of
Finance to effect the payment. A copy of the approved memorandum will go to the employee being charged.
Payment
Employees must make cash payment for such charges to the City of Rockville within two weeks from the date
that the memorandum was approved by the Appointed Official or Department Director. If the employee is
unable to pay the entire amount due within the two-week period, the Director of Finance will effect a
payment schedule, with payments to be made on each successive payday following the determination of the
charge. The minimum payment allowed shall be $10.00 or 10% of the item's value (whichever is greater) per
pay period. In cases where the monies involved are extraordinary, then alternate payment schedules may be
arranged through the Human Resources Director.
Separation
Upon separation of an employee from the City for any reason, the employee's supervisor will account for all
tools property and equipment in the possession of that employee. Any tools, property, or pieces of equipment
not returned or damaged due to misuse or neglect by the employee, must be documented by the supervisor
immediately so that appropriate arrangements for repayment may be made

PPP # 120-00
Policy on Leave
PURPOSE
The purpose of this Policy is to set forth the types of leave and benefits granted by the City to its employees.
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SCOPE
Leave and benefits provided under this Policy are available to regular full-time employees and regular parttime employees on a prorated basis. Employees represented by AFSCME Local l453 will be governed by the
terms of their collective bargaining agreement.
Persons employed on a temporary basis are not eligible for the leave or benefits set forth in this Manual
unless required by law. Eligibility for contractual employees will depend upon the terms and conditions of
their contracts.
PRINCIPLES
Responsibilities
The Human Resources Director is responsible for the interpretation and administration of the policy.
and general monitoring of employee's leave.
Appointed OfficialsCharter -Appointed Officials or Department Director Department Heads are
responsible for the administration of the leave policy within their respective departments and ensuring
that leave is not abused.
Immediate supervisors are responsible for granting leave and ensuring that leave is not abused.
Employees are responsible for requesting leave appropriately and providing any necessary documentation.
Active Pay Status
Regular employees of the City earn Annual and Sick Leave for each completed month of servicepay period
while in active pay status. An active pay status is one in which the employee receives remuneration pay for
either actual hours worked or other forms of leave.
Transfer Between Jobs
Employees who transfer between regular City jobs will retain existing leave balances.
Absences Without Approval
An employee who is absent without approval will not be paid for the unapproved
aabsence. is placed on a Leave Without Pay status.
Conversion of Time
An employee may not convert one type of leave to another type of leave once recorded on the time
sheetapproved in the time and attendance system, without the supervisor's approval. In no event may
employees convert Annual Leave to Sick Leave.
TYPES OF LEAVE
1.

Administrative Leave

Administrative Leave is paid leave granted to certain employees so designated to receive such leave during
inclement weather emergencies. Administrative Leave is not charged against any other form of paid leave.
2.

Holiday Leave

The official paid holidays observed by the City are as follows:
New Year's Day
Martin Luther King's Birthday
Presidents' Day
Memorial Day
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Juneteenth Day
Independence Day
Labor Day
Veterans' Day
Thanksgiving Day
Thanksgiving Friday
Christmas Day
Holidays which fall on Saturday will be observed the preceding Friday, and holidays which fall on Sunday will
be observed the following Monday.
In addition to the above, all Federal electiongeneral and Congressional election days will be observed as
holidays.
If thean official observed city holiday falls on the regularly scheduled day off of an employee who has fixed
scheduled days off other than
Saturday or Sunday, the next scheduled working day will be considered as that employee's official holiday.
They may either be given the next scheduled day after the holiday off with pay or work the day after and be
given the holiday pay plus time and a half pay or comp time for all hours worked in accordance with the
Procedure on Overtime (PPP# 60-30).
For those employees with days off that are not fixed, such as those working rotating or irregularly scheduled
shifts, if a holiday falls on their day off, it will be observed on that day and not the next scheduled working
day. They will receive the straight time holiday pay plus time and a half or comp time for all hours worked in
accordance with the Procedure on Overtime (PPP# 60-30).
Employees who do not work on the holiday shall receive straight time for the holiday in addition to pay for all
hours worked within that week.
Refuse Workers
Refuse workers are required to work all days except Christmas Day.
Police Officers
Police Officers working on Christmas Day, New Year's Day, and/or the Fourth of July and/or the respective
designated city substitute holiday will be compensated at their regular rate of pay for all hours worked on the
actual holiday or substitute holiday. When a police officer works both the holiday and the substitute holiday,
the Officer will earn overtime pay or the equivalent compensatory time for one of these days. All hours in
excess of the normal workweek are compensated in accordance with The the Procedure on Overtime (PPP#
60-30).
Employees Subject to Collective Bargaining Agreements
Union-represented employees and certain designated non-union represented employees shall observe holidays
as outlined in the collective bargaining agreement between AFSCME Local 1453 and the City.
Eligibility
1. Regular employees will be authorized pay for all of the official holidays observed by the City.
21. To be eligible for holiday pay, a regular employee must be in an active pay status for a full day on the last
scheduled workday before and for a full day on the first scheduled workday after the holiday.
23. Temporary employees are not entitled to holiday pay.
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1. Union-represented employees will record the payroll code for holiday on the time sheet. A-Scale and Police

employees record holidays as regular hours.
2. The supervisor will attest to the holiday by signing the time sheet and forwarding it to the Payroll Division

for processing.
3. For recording time worked on holidays by regular employees, see the Procedure on Overtime (PPP# 60-30).

3. Annual Leave
Subject to approval, Aannual lLeave may be used as it accrues for any reason and is to be requested and
approved by the employee's immediate supervisor at least three (3) working days in advance whenever
possible.
Unscheduled use of Annual Leave (which is leave requested with less than three working days’ advance
notice) may be taken only in an emergency. Unscheduled use of Annual Leave may be subject to verification
and may be denied if a pattern of abuse develops, or abuse is suspected.
Annual Leave, properly requested, shall not be unreasonably denied. However, the City’s operational needs
are always the foremost consideration in granting or denying a leave request. Unscheduled use of Annual
Leave may be denied if a pattern of abuse develops, or abuse is suspected. Leave abuse is subject to
disciplinary action.
Use of Annual Leave by employees in AFSCME Local1453 is governed by the terms of their collective
bargaining agreement.
Accrual
Annual Leave accrues on an employee’s monthly anniversary date after one month of regular service. Annual
Leave for regular employees is accrued in accordance with the schedule below, provided that the employee
has been in Active Pay status for more than 15 days of each month. If the employee is in Active Pay status
for 15 days in a month, the employee will accrue an additional 1/12 th of the annual leave accrual on their
monthly anniversary date. Employees may also receive a lump sum amount of credited Annual leave in
accordance with the Performance ManagementHigh Performance Organization Pay System.
Accrual Schedule

Length of Service

Annual Accrual
Hours(37.5-hour)

Annual Accrual
Hours(40-hour)

1 to 24 months (16 days)

120

128

25 to 60 months (19 days)

142.5

152

61 to 96 months (21 days)

157.5

168

97 or more months (23 days)

172.5

184

1. Temporary employees do not accrue Annual Leave. Part-time regular employees accrue a pro-rated
amount based on their base budgeted hours.
2. Annual Leave for contractual employees is dependent upon the terms of their respective contracts.
3. There is a maximum carryover limit of the equivalent of 50 days for 375 hours of Annual Leave (37.5 hours
for employees working a normal schedule of 37.5 hours per week and 400 hours of Annual Leave for
employees working a normal schedule of 40 hours per week). Employees may not carry over more than this
50-daytheir Annual Leave limit into any subsequent year. Any Annual Leave in excess of the is 50-day limit as
of December 31st of each year will be credited to the employee's Sick Leave balance, provided the employee
has used and/or converted two weeks of Annual Leave during that year. If the employee has not used and/or
converted two weeks of Annual Leave during the year, the excess leave will be forfeited.
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4. Annual Leave may be requested in one-quarter (1/4) hour increments.
5. Any legal or declared holiday falling during an Annual Leave period will not be counted as Annual Leave.
However, in the event of an early closing while the employee is absent, the employee will be charged a full
Annual Leave day.
6. After six (6) months of service, employees shall be paid for any accrued but unused Annual Leave (under
50 equivalent days) upon separation from the City. Leave will be paid at the employee’s rate of pay at the
time of separation.
7. Annual Leave will not be advanced; employees may only use accrued leave.
8. The abuse of leave shall be cause for disciplinary action.
Requesting Annual Leave
Except in case of emergency, employees desiring to take Annual Leave must submit a request for leave to
their supervisor at least three (3) workdays prior to the date that the leave is to be taken. The supervisor then
approves or denies the request and records leave taken on the electronic time sheet as submitted to the
Payroll Division for the appropriate pay period.
Unscheduled use of Annual Leave (which is leave requested with less than three working days’ advance
notice) may be taken only in an emergency. Unscheduled use of Annual Leave may be subject to verification
and may be denied if a pattern of abuse develops, or abuse is suspected.
In cases of emergency, prior approval for Annual Leave need not be obtained if it is not possible to do so,
but the absence and the reason therefore must be reported to the supervisor within ten minutes after
the employee's designated reporting time.
The City’s operational needs are always the foremost consideration in granting or denying a leave
request.
Recording Annual Leave
The Payroll Division will record for attendance purposes all Annual Leave. Annual Leave may be used in 1/4hour units.
Annual Leave Conversion
Subject to Mayor and Council approval, Rregular employees, if they elect, may convert a maximum of 5 days of
Annual Leave days for taxable cash or deferred compensation at their current rate of pay on or about the last
week in December of each year.
When electing to participate in the Annual Leave Conversion Program, employees must retain a minimum
annual leave balance equivalent to 5 days.
Forms are available during Open Enrollment. To be eligible:
Minimum Annual Leave Days
Available

Maximum Days That May be
Converted

10

5

9

4

8

3

7

2

6

1

Payment Upon Separation
Regular employees with over six (6) months of job service who separate from service shall be entitled to
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payment of Annual Leave balances. Employees with less than six (6) months of service shall not be entitled to
such payment.
Family and Medical Leave
Annual Leave will be granted for approved Family and Medical Leave purposes in accordance with laws
concerning the Family and Medical Leave Act.
Annual Leave Conversion
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Regular employees, if they elect, may convert a maximum of 5 days of Annual Leave days for taxable cash or
deferred compensation at their current rate of pay on or about the last week in December of each year.
When electing to participate in the Annual Leave Conversion Program, employees must retain a minimum
annual leave balance equivalent to 5 days.
Forms are available during Open Enrollment. To be eligible:
Minimum Annual Leave Days
Available

4.

Maximum Days That May be
Converted

10

5

9

4

8

3

7

2

6

1

Sick Leave

Sick Leave may be taken whenever an employee is unable to come to work because he or she is medically
incapacitated or is being treated by a health care provider.
Eligibility
All regular City employees are eligible for Sick Leave. Use of Sick Leave by employees in AFSCME Local 1453
is governed by the terms of their collective bargaining agreement.
Responsibilities





The Human Resources Director is responsible for the interpretation and administration of the policy
and general monitoring of employee leave. Department Director Department Heads are responsible
for the administration of leave policy within their respective departments and ensuring that leave is
not abused.
Immediate supervisors are responsible for granting leave and ensuring that leave is not abused.
Employees are responsible for requesting leave appropriately and providing necessary
documentation.

Process
1. Employees who are to be absent due to injury or illness must notify their supervisor or the supervisor's
designee within two (2) hours of their assigned reporting time at the beginning of the scheduled shift. In case
of a preplanned and approved absence due to hospitalization or prolonged illness, a Medical Certification
Formappropriate medical documentation completed by the physician stating the term of required absence will
substitute for the daily call-in; such documentation should be provided directly to the Human Resources
Director or designee. All such absences will be recorded on the electronic time sheets.
2. All regular full-time employees will earn 1 1/4 equivalent days of Sick Leave per month of service. There
will be no limit on the amount of Sick Leave a regular employee may accumulate. Part-time regular
employees will accrue leave on a pro rated basis determined by their base budgeted hours.
3. The Human Resources Director or designee may require such evidence as deemed necessary to
validate Sick Leave. Any employee who is determined to have made a fraudulent request for Sick Leave
shall be subject to disciplinary action, which may include immediate dismissal.
4. Sick Leave may be used in connection with personal illness. "Personal illness" justifying the use of
Sick Leave means a medical condition which makes the employee unable to perform their duties.
There is no limit on the amount of accumulated Sick Leave an employee may use for personal illness.
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The City can terminate an employee for operational reasons regardless of the amount of Sick Leave
the employee has accumulated.
5.

“Family illness” justifying the use of Sick Leave means a personal illness of an employee's relative.
The personal illness must be of sufficient severity that the employee's absence from work to care for
such family member is reasonably required. "Relative" for Family Sick Leave purposes is defined as
including only spouse, child, sibling, parent, parent-in-law, foster parent, grandparent, and grandchild.
It may also include other blood, half, and step relativesions providing they reside in the employee's
household. Employees are eligible for the equivalent of tenfive (510) days of absences for family
illness in any one (1) calendar year. Five Ten days is equal to 37.575 hours for those employees who
work 75 hours a pay period and 40 80 hours for those employees who work 80 hours a pay period. For
qualifying family members under the Family and Medical Leave Act (FMLA), the FMLA rights,
responsibilities, and procedures apply. Employees who are not in the written stage or higher of a
disciplinary process may be eligible for the equivalent of an additional five (5) days of leave for family
illness in any one (1) calendar year.

56. Whenever the employee’s use of Sick Leave exceeds two three (23) consecutive days, or three (3)
non-consecutive days within a thirty (30) day period; , or wherever any Sick Leave usage pattern
suggests possible abuse, an employee may be required to furnish a verifiable doctor's
certificateappropriate medical documentation to the Human Resources Director or designee for all
absences charged to Sick Leave utilizing the City's Medical Certification Form.
6. A doctor's certification for Sick Leave must be on the Medical Certification Form and include the type of
illness or injury treated; a statement that an employee is or was disabled and therefore unable to perform
his or her duties; the inclusive dates or approximate duration of the stated illness or injury; the expected
date the employee may return to work; and certify the employee as fit to return to work. The form used
for this purpose is the City's Medical Certification Form.
7. The Human Resources Director may require an employee to be examined by a City-appointed
physician at City expense to certify as to the employee's fitness for duty.
8. Employees absent from their duties in a Leave Without Pay (LWOP) status are not entitled to use Sick
Leave. All employees requesting Sick Leave must be in a regular duty status or approved paid leave status
(i.e., Annual Leave) before Sick Leave may be granted.
9. Employees incurring an illness or incapacitating physical condition requiring an extended period of time
away from work may request up to six months of Leave Without Pay with the written permission of their
Charter Appointed Official the City Manager. A maximum of up to an additional six months may be
granted if required.
10. Employees will not accrue Sick or Annual Leave, or have the City portion of their group medical, dental or
life insurance paid while in a Leave Without Pay status, except during approved leave under the Family and
Medical Leave Act. Employees may continue group medical, dental, and life insurance; , however, by
arranging with the Human Resources Department in advance for monthly payment of the full insurance
premium during their absence in accordance with the terms of the current insurance policies. For purposes of
merit increments and probationary periods, when employees return to a duty status, they will have to serve
the remainder of these periods before a merit increment is granted or probationary period is considered
complete.
11. Employees hired prior to July 1, 2015 elected how to receive compensation with respect to unused sick
leave upon termination of employment separation from service if they satisfy the criteria for “early retirement”
or “normal retirement” (as defined by the City’s Pension Plan) at the time of termination. Such employees
elected to receive a cash payment or “credited service” under the Pension Plan. An employee who elected a
cash payment will receive a payment equal to one-quarter of the number of days of unused sick leave
multiplied by the employee’s hourly rate of pay when they separate from the City. The cash payment will be
made promptly upon separation from the City (regardless of when pension benefits begin) and will be subject
to tax withholdings. An employee who elected “credited service” will receive full credit for unused sick leave up
to a maximum of one year credit as described in the Pension Plan. If the employee did not make an election,
the employee will receive “credited service”, not cash. Employees hired on or after July 1, 2015 will receive
“credited service” for unused sick leave, as described in the Pension Plan.
6.

Sick Short-Term Disability Leave Bank Leave
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Sick Leave Bank participation is available to all non-probationary regular employees by donating two days of
accrued Sick Leave to the Sick Leave Bank each calendar year. Participating Eligible employees may request
withdrawals from the Short-Term Disability Leave Bank (Bank) apply for Sick Leave Bank Leave (Bank Leave)
for certain long-term or catastrophic illnesses or injuries that are not work-related. Employees must exhaust
all of their accrued paid leave Annual and Sick Leave and meet the 15 calendar day appropriate waiting period
before obtaining Sick Bank Leave. Employees who qualify may request Bank Leave covering up to a 90
calendar day absence up to a maximum of 90 cumulative work days of Sick Leave Bank Leave for any one
illness or injury during a 12-month period.
Eligibility
An employee may be eligible once they have worked as a regular employee, at least 30 hours per week, for
12 months. All regular City employees who have successfully completed their initial probationary period are
eligible to join the Sick Leave Bank and may be eligible to receive benefits as defined herein.
Definitions
Day: The number of hours an employee is scheduled to work on a normal workday.
Regular employees: Employees who have successfully completed their initial probationary period.
Medical certification: That written certification on the City Medical Certification Form by an appropriate
licensed physician which is required to consider a regular employee as eligible for Sick Leave Bank benefits.
Such certification must include date(s) and time(s) of necessary absences; approximate date(s) of return;
diagnosis; prognosis and nature of illness or injury. The physician's note must be certifiable by way of the
physician's availability to discuss the contents of the note with the Human Resources Director.
Serious illness or injury: An illness or injury which renders the employee unable to perform any work for
an extended period of time as certified by a physician.
Continuous leave: Leave which may be granted when an illness or injury requires an uninterrupted
absence for purposes of medical treatments, surgery, or other necessary medical reason as certified by a
physician.
Intermittent leave: Leave which may be granted when an illness or injury requires intermittent absences
for purposes of medical treatments, surgery, or other necessary medical reason as certified by a physician.
Sick Leave Bank Board of Directors: The Board of Directors (the "Board") shall be composed of one
representative of each of the employee groups including Association of Administrative and Municipal
Employees (AAME), Fraternal Order of Police (FOP), and American Federation of State, County and Municipal
Employees (AFSCME). The Board shall select its own Chairperson first from AAME, second from AFSCME, and
third from FOP. If there is a vacancy on the Board, a new representative shall be appointed to represent the
same group from which the vacancy occurred.
Responsibilities
Employee: Employees may join the Sick Leave Bank at their option. However, membership and
contributions of leave are necessary in order to be eligible to receive any benefitsIn order to join the Sick
Leave Bank, employees must enroll and make contributions in accordance with this policy. For
consideration, eEmployees must furnish required appropriate medical certificationdocumentation, and
request a withdrawal of leave from the Bank.in order to be eligible to receive Sick Leave Bank benefits.
Human Resources Director: The Human Resources Director or designee is responsible for verification of all
medical documentation and authorization of such leave as appropriate to the Sick Bank Board of Directors
and the City's Payroll Division.
Board of Directors: The Board shall be wholly responsible for the proper, fair, and equal administration of
the Bank; the maintenance of Sick Leave days in the Bank; the promotion of, enrollment in, or donations to
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the Bank; and the submission to the Bank participants of an annual report on the status of the Bank.
The Board shall approve all donations before they are forwarded to the Payroll Division. Copies of all Sick
Leave Bank donation and withdrawal forms shall be marked for approval or denial by the Board within ten
(10) working days after such request is received. Decisions of the Board are final.
Payroll Division: Payroll staff is responsible for ensuring that proper authorization for absences transfer of
Bank Leave has been given by the Human Resources Director or designeeand that authorization for the
payment of Sick Bank Leave has been given by the Sick Leave Bank Board of Directors. The Payroll Division
staff will issue payment oftransfer such leave as is appropriateonce authorization has been given by the
Human Resources Director or designee.
Enrollment and Contributions
Employees who successfully complete their probationary period shall have 30 days immediately following
completion of the probationary period in which to join the Bank during non-open enrollment season.
Enrollment is accomplished by completion of an enrollment and donation form through the Human Resources
Department. If the employee fails to submit the required contribution form and leave donation within the 30
days, that employee may not join until the next open enrollment season. It is the employee's responsibility to
join the Bank during the 30-day period. Enrollment is required in order that an employee may be considered
for benefits.
1. Persons who enroll during the first eligible enrollment period shall be enrolled without regard to
pre-existing conditions of health if they are on active duty at the time of contribution.
2. Contributions must be made during the open enrollment season of each year to continue
participation in the Bank. The effective date for Bank membership is January 1st for persons
enrolling during open enrollmentseason.
3. Participants in the Bank must donate two days of accumulated Sick Leave to the Bank. This
donation must be made by employees each calendar year to continue their participation in the Bank.
4. Donations of Sick Leave will not be returned to the participants. Donations of Sick Leave will not
be calculated for retirement benefits purposes.
5. Eligible employees who do not elect to join the Bank at the first opportunity afforded to them
(within 30 days after completion of their initial probationary period) will not be permitted to join until
the subsequent annual open enrollment. A medical examination may be required, at the employee's
expense, by the Board, prior to enrollment.
Process
Requesting Bank Use
All requests to draw upon the Bank must be made in writing by the employee on the City of Rockville Sick
Leave Bank Withdrawal Form and submitted directly to the Sick Leave Bank Board of DirectorsHuman
Resources Director or designee.Department.
Authorization of a Request
No request may be considered unless the employee has submitted acceptable medical documentation to the
Human Resources Director or designee to substantiate the absence and subsequently such absence has been
authorized by the Human Resources Director or designeeto the Board and the City's Payroll Division.
All requests to draw upon the Bank must therefore be accompanied by a confirmation from the City's Human
Resources Department attesting to the requestor's inability to work status, based upon a physician's written
certification on file in the Human Resources Departmentreceipt of appropriate medical documentation. In case
Bank members requesting leave have beenIf an employee is incapacitated, their application request may be
submitted to the Board by their family on their behalf or in the absence of family, by their supervisorby Human
Resources on their behalf.
Resubmission Upon Denial
Applications for the withdrawal of Bank leave denied by the Board may be resubmitted 30 calendar days from
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the date of denial. An applicant may submit additional information in support of the request.
Limitations
The Board reserves the right to set a limit, on a consistent basis, on the amount of leave granted to specific
employees with ongoing serious illness or injury.
No more than 30 cumulative working days shall be granted in any one granttransfer from the Sick Leave
Bank, even though an individual applicant may receive multiple grants up to a total of 90 cumulative working
days for any one illness or injury during a 12-month period.
Participants may not use Sick Bank Lleave for regular or routine doctor's, dentist's, etc. visits.
The Bank shall not be used by individuals disabled by a job injury or illness. Individuals shall not use leave
from the Bank when they are receiving Income Protection Program benefitsWorkers’ Compensation Benefits.
The Bank shall not be used by employees under investigation, on suspension, or after dismissal, p. Provided,
however, that the Charter Appointed Officiale City Manager (or a designee) may review the circumstances and
grant a waiver of this limitation for an employee who is under investigation or on suspension for good cause
shown. The employee will provide all necessary documentation concerning the investigation or suspension as
requested by the Charter Appointed Officialby the City Manager (or a designee).
Requests for Extension
Applicants may submit requests for extension ofadditional Bank leave Leave grants transfers before the prior
grant expires up to but not more than the maximum 90 working day limit.
Conditions
Members of the BankEligible employees must use all of their earned Sick Leave, and Annual Leave, and
Compensatory Time before qualifying for Bank leaveLeave.
During the The first 30 cumulative working15 calendar days of a serious injury or illness, shall be covered by
the employee shall use their 's own Sick Leave, or Annual Leave and Compensatory Time, followed by or
Leave Without Pay.
Provided, however, the Sick Leave Bank Board may recommend a waiver of no more than 15 of the first 30
cumulative working days in consideration of extenuating circumstances, as determined by the Board on a
case-by-case basis. Such recommendation will be made to the Human Resources Director, who may approve
or disapprove the request.
Employees suffering a recurring illness or injury within a 12-month period will not be required to satisfy an
additional 15 calendar 30-day waiting period.
Employee Status During Period of Bank Use
While drawing authorized leave from the Sick Leave Bank, participants shall be considered on full pay
status and shall be entitled to all other benefits provided all required contributions are made. While
drawing Sick Bank Lleave, employees may accrue Annual and Sick Leave.
Request for Intermittent Leave
If a request is for other than consecutive days of Bank Leave for the same illness or injury, or a combination
of consecutive and non-consecutive days, the physician's written certification must specifically note that the
member must be absent from work at intermittent times for necessary medical reasons related to the serious
illness or injury. The member will submit periodic physician's statements to the Human Resources Director or
designee, stating that continued intermittent medical care is necessary and is directly related to the illness or
injury.
The member will furnish all necessary documentation to substantiate the existence of the illness or injury
and/or the need for intermittent absences for treatment to the Human Resources Director or designee, who
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will authorize such absences to the Board and the City's Payroll Division. Intermittent leave includes a
temporary part-time work status as certified by a physician to be medically necessary and directly related to
the serious illness or injury.
Requests for intermittent leave, including part-time work status, shall be reviewed on a case-by-case basis
by the Human Resources Director or designee, as circumstances require.
Return to Work
Return to work by an employee cancels any unused Bank leave Leave unless the leave has been granted for
intermittent absences.
Members of the Bank who return to work after an extended illness or injury will automatically be enrolled in
the Bank until the next open enrollment season. A returning member of the Bank must make the necessary
contribution of Annual Sick Leave during the next open enrollment season in order to continue membership in
the Sick Leave Bank.
After an extended illness or injury, members who return to work during or after open enrollment season,
who do not have sufficient Annual Sick Leave to contribute for membership, may fill out the required
contribution form and submit it to the Human Resources Department; however, employees' membership in
the Bank will not be activated until the required contribution of Annual Sick Leave has been made. If
employees do not make the required contribution within four months from the date of their return,
enrollment will be terminated and they will not be eligible to join until the next open enrollment season. It is
the employee's responsibility to notify the Payroll Division in writing when the necessary Annual Sick Leave
has been accrued. Failure to notify the Payroll Division will result in termination of membership until the next
open enrollment season.
Termination of Eligibility
A member shall lose the right to utilize the benefits of the Bank by:
1. Termination of employment with the City of Rockville.
2. Failure to continue regular contributions to the Sick Leave Bankat the beginning of each bank
year, which is the first of January.
3. Failure to make such additional contributions as may be required from time-to-time by the Board
to prevent bankruptcy of the Bank.
4.2.
Failure to provide, within a reasonable time, any documentation required by the BoardHuman
Resources Director or designee.
Maintenance of the Bank
Bank Balance
Should the amount of donated leave in the Bank pool fall below thirty (30) days, the City may contribute the
unused leave of those participating employees who left City employment during the past year but did not
retire. The City's donation shall not exceed sixty (60) days and will be limited to once per fiscal calendar year.
Should the Bank be terminated due to non-participation, insufficient participation, or any other reason, the
days remaining in the Bank shall be returned to the then-current members of the Bank proportionately.
Records
Donation and wWithdrawal forms can be obtained from the Human Resources Department. The Human
Resources Department is responsible for maintaining the records of all applications for donations, all
applications for withdrawals of sick daysBank Leave, and accompanying medical information. The Human
Resources Director and designee are authorized to review and maintain medical information.
The City of Rockville Payroll Division is responsible for maintaining records of all Bank participants as well as
their contributions and withdrawals, and the status of the Bank.
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The Payroll Division shall provide information to the Board, upon request, on any data it has maintained in its
files with regard to an individual member's use of or investment in the Bank, or on an applicant's earned
leave balances. All information obtained shall be kept confidential and exclusively for the use of the Board.
The existence of the Bank and participation by an employee does not negate or eliminate any other Sick Leave
policies of the City of Rockville, nor does it in any way negate the rights of individuals who participate in the
Bank or other Sick Leave benefits.
Sick and Safe Leave
Through the Maryland Healthy Working Families Act (the “Act”), employees who are hired on a seasonal or
temporary basis may accrue paid Sick and Safe leave. Paid sick leave accruals for benefitted full-time or
benefitted part-time employees are more generous than the Act requires; therefore, those employees’ leave
accruals are not impacted by the Act.
If any inconsistencies exist between the Act and this policy, the Act’s requirements will apply.
General Requirements
Eligible employees will accrue at least one hour of Sick and Safe leave for every 30 hours worked, if they work
at least 24 hours in a two-week pay period. Although the Act states that employers may exclude employees
under the age of 18 from accruing Sick and Safe leave, the City extends this benefit to employees under the
age of 18.
Employees are required to give notice of the need to use earned Sick and Safe leave when the need is
foreseeable. Sick and Safe Leave may be used for the following:






to care for or treat an employee’s mental or physical illness, injury, or condition;
to obtain preventive care for an employee or an employee’s family member;
to care for or treat a family member of an employee with a mental or physical illness, injury, or condition;
for maternity or paternity leave;
for specified circumstances due to domestic violence, sexual assault, or stalking committed against the
employee of the employee’s family member

“Family Members” Under the Act











a biological child, an adopted child, a foster child, or a stepchild of the employee;
a child for whom the employee has legal or physical custody or guardianship;
a child for whom the employee stands in loco parentis*, regardless of the child’s age;
a biological parent, an adoptive parent, a foster parent, or a step parent of the employee or of the
employee’s spouse;
the legal guardian of the employee;
an individual who acted as a parent or stood in loco parentis* to the employee or the employee’s spouse
when the employee or the employee's spouse was a minor;
the spouse of the employee;
a biological grandparent, an adoptive grandparent, a foster grandparent, or a stepparent of the employee;
a biological grandchild, an adoptive grandchild, a foster grandchild, or a stepchild of the employee; or
a biological sibling, an adoptive sibling, a foster sibling, or a stepsibling of the employee.
 Persons who are “in loco parentis” include those with day-to-day responsibilities to care for and
financially support a child or, in the case of an employee, who had such responsibility for the employee
when the employee was a child. A biological or legal relationship is not necessary.

Accrual and Usage of Leave
Sick and Safe leave accrues as it is earned but may not be used until an employee has been employed for 106
calendar days (15 weeks).
Employees will be entitled to have any unused accrued Sick and Safe leave reinstated if they leave the City
and are re-employed at the City within 37 weeks of their employment separation.
Sick and Safe leave may be requested in one-quarter (1/4) hour increments. Employees may use
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leave only after it has been accrued.Sick and Safe Leave Section (incorporate program criteria as
outlined in all staff communication)
6.

Military Leave

Inactive Duty: All employees who are members of any United States Military Reserve or National Guard
Unit shall be entitled to leave of absence from their respective duties, without loss of pay, time, or reduction
in efficiency rating. This entitlement will apply for all days during which they shall be engaged in field or
coast defense or other training ordered or authorized under any law of the United States, during such time
as they are on annual inactive duty training, for a period not to exceed 15 working days in any calendar
year.
Active Duty: Any regular employee who is a member of the United States Military Reserve or National Guard
Unit ordered to active duty, shall be entitled to Leave Without Pay for such time while actually serving under
such active duty order. Upon return from military service, employees are eligible for certain rights and
privileges of employment provided for them under the Uniformed Services Employment and Reemployment
Rights Act (“USERRA”).
NOTE: For information regarding the placement of a regular employee in an active non-work status when
called to duty on active military service during a National Emergency or under Presidential Authority, see the
Policy and Procedure on Military Furlough (PPP# 170-00 & 170-10).
Requesting Military Leave
1. An employee wishing who needs to take Military Leave must submit a Leave Request Form in advance of
such Military Leave,should provide advance notice and a copy of the official orders, when possible, to the
Department Director through his or her immediate supervisorindicating the anticipated duration of the leave,
to the Department Director Department Head through his or her immediate supervisor. The form will indicate
the specific days for which the leave is requested and will be signed by the employee. One copy of the official
orders requiring the employee to report for training and/or active duty will be attached to each of the two (2)
copies of the form.
2. The supervisor reviews the form and attached copy of orders, and after ensuring correctness, initials the
two copies of the memorandum indicating his or her review and approval, before forwarding the request to
the Department Director Department Head.
3. Upon receipt, the Department Director Department Head reviews the request and, if appropriate, indicates
his or her approval on the two copies of the form. Following this action, tThe Department Director Department
Head should forwards the request to the Human Resources Director. Human Resources will inform Payroll,
who will
4.
5. Upon receipt of the request, the Human Resources Director indicates approval, if appropriate, on the two
copies of the form. The Human Resources Director then forwards one copy of the approved form to the
Payroll Division and files the other copy, together with the copy of the orders, in the employee's personnel
folder.
6.
7.1.
The Payroll Division will maintain the approved copy of the request on file and continue to pay the
eEmployee on such Military Leave the difference between the military pay and his or hertheir regular wages if
the military pay is less.
7. Jury Duty Leave
An employee who is required to serve as a juror in a court proceeding is allowed the time needed for such
service without charge to their accrued leave and is paid his or her regular salary. All payments to the
employee by the court are to be kept by the employee.
Requesting Jury Duty Leave
1. An employee summoned as a juror in court will submit to his or her supervisor, as soon as
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possible, a Request for Leave Form and a copy of the court document requesting the employee's
participation as a juror.
2. The supervisor forwards the original and duplicate of the Leave Request Form copy to the
Department Director Department HeadHuman Resources Department.
3. The Department Director Department Head then reviews, verifies and forwards the form to the
Payroll Division and forwards a copy to the Human Resources Director.
4.
5. The Human Resources Director maintains a copy of the form and court document in the
employee's personnel file.
Conditions
An employee who reports for jury duty and who is dismissed is expected to report for duty for the rest of the
working day. An employee is also to report on any workday when the court is not scheduled or is cancelled.
Failure of the employee to comply with this Procedure and to verify attendance in court for all days charged
to Jury Duty Leave will result in the employee being docked for all time previously paid Jury Duty Leave
which has not been documenteddisciplined for undocumented jury duty and, if appropriate, having their
leave and/or pay adjusted..
Pay
The Payroll Division will pay employees serving as juror their regular pay on the basis of having received a
proper and timely request for Jury Duty Leave. All payments to the employee by the court expenses are to be
kept by the employee.
Requesting Temporary Deferment for Jury Duty
Jury Duty is a civic duty and all employees are strongly encouraged to fulfill their obligation in this respect.
However, when the current workload of a division or department will not permit an absence for jury duty, the
following procedure is employed.
1. The employee notifies the supervisor of the receipt of the summons by a Leave Request Form with
and provides a copy of the summons attached.
2. The supervisor prepares a memorandum for the Department Director Department Head's
signature to the Human Resources Director, giving reasons why a temporary deferment is necessary.
A copy of the summons will be attached to this memorandum.
3. The Human Resources Director then may request a temporary deferment from the court on behalf
of the Department if the deferment is deemed to be justified.
The final decision for the deferral, however, rests with the court.
8.

Leave Without Pay

This section excludes Leave Without Pay for under the Family and Medical Leave Act (PPP# 120-75).
Guidelines
1.

Leave Without Pay, with approval from your Department Head or Charter Appointed Official, may be
granted to regular full-time or regular part-time employees provided that all other leave has been
exhausted, and the absence would not adversely affect the operational needs of the City. However,
Leave Without Pay for employees in a probationary status shall only be granted under extenuating
circumstances and for bonafide medical reasonswith prior approval from your Department Head or
Charter Appointed Official. The Human Resources Director or designee shall be notified by the
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Department Head or Charter Appointed Official of any use of Leave Without Pay by a
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probationary employee. The length of probation will be extended on a day-for-day basis for any use
of Leave Without Pay.
2.

The duration of the leave must be approved by the Appointed Official. City Manager. The employee
must return to his or her position immediately after the leave expires, unless: (1) the position has
been filled by a regular appointment; or (2) the Appointed OfficialCity Manager determines there is
no need for the employee's service. Failure to report for duty within the prescribed time will be
considered as a resignation from the City.

3.

Leave Without Pay may be authorized for not more than one year cumulatively for each employee.

4.2. Leave Without Pay is counted as service time lost for the purpose of determining the rate of
accrual for Annual Leave, may affect your anniversary date, and will not count as experience for
promotional purposes.
Requesting and Granting Leave Without Pay for 14 Calendar Days or Fewer
1. The eEmployees complete and sign a Request for Leave Form and submit it to their immediate
supervisor requests leave at least one week prior to the start of the requested leave, indicating the reason
for the request and the time required. However, exception may be granted in emergency situations and the
paper work completed retroactively with a memo.
2. The immediate supervisor approves or disapproves the request, as may be appropriate, and the employee
is notified notifies the employee of the decision, indicates approval or disapproval in the explanation section
on the Leave Request Form. The immediate supervisor then signs and forwards the completed form, along
with the time sheet indicating the Leave Without Pay, to the Payroll Division.
Requesting and Granting Leave Without Pay for 15-30 Calendar Days
1. The employee completes and signs a Request for Leave Form and submits it to his or her immediate
supervisorrequests leave at least one week prior to the start of the requested leave, indicating the reason
for the request and the time required.
2. The immediate supervisor approves or disapproves the request, as may be appropriate, and notifies the
employee of the decision. If approved, the immediate supervisor requests, by memorandum to the
Department Director Department Head, that the employee's request for leave be approved. The
memorandum will include the dates of the requested leave as well as the reason.
3. The Appointed Official or Department Director Department Head indicates informs the employee’s
immediate supervisor of his or her approval or disapproval on the memorandum in the space which will be
provided for this purpose and returns it to the immediate supervisor.
4. If the leave is approved, the immediate supervisor signs the Request for Leave and forwards it to the
Payroll Division.The employee is informed of the decision.
Requesting and Granting Leave Without Pay for Over 30 Calendar Days
1. Follow steps 1, 2, and 3 as described in the section entitled "Requesting and Granting Leave Without Pay
for 15-30 Calendar Days."
2. The Appointed Official or Department Director Department Head indicates concurrence or nonconcurrence on the memorandum in the space to be provided for this purpose and forwards the
memorandum to the Human Resources Director for review.
3. The Human Resources Director indicates approval or disapproval on the memorandum in the space
to be provided for this purpose, then returns the memorandum to the appropriate supervisor through
the Appointed Official or Department Director Department Head concerned.
4. The immediate supervisor notifies the employee of the decision. If the leave is approved, the employee
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and immediate supervisor each sign the Request for Leave Form and forward it to the Payroll Division. If
approved, the Human Resources Department will generate an action paper removing the employee from
active status.
5. An employee granted a Leave Without Pay or an employee in a non-pay status in excess of 30 calendar days
may be separated from City service and replaced, and if replaced, has no job retention rights. There is, however,
an exception to this rule under the Family and Medical Leave Act(PPP# 120-75).
Unreported/Unexcused Leave of Absence
Any Leave Without Pay taken that has not been properly requested and approved is considered unexcused
and will be subject to disciplinary action.
Unreported or unexcused leave of absence for three or more consecutive work days is considered job
abandonment and will result in immediate dismissal.
Effect on Leave, Benefits, and Pay and Employment
Depending upon the duration of the period of Leave Without Pay, the following benefits may be affected.
1. Employees will not aAccrual ofe Sick or Annual Leave.
2. , or have tThe City portion of their group medical, dental or life insurance. paid while in a Leave
Without Pay status. Employees may continue group medical, dental, and life insurance; ,
however, by arranging with the Human Resources Department in advance for monthly payment
of the full insurance premium during their absence in accordance with the terms of the current
insurance policies.
1.3. Anniversary dates for the purposeFor purposes of salary increments and probationary periods.,
when employees return to a duty status, they will have to serve the remainder of these periods
before a salary increment is granted or probationary period is considered complete.
Prior credited service shall not be forfeited if an employee is granted a Leave Without Pay. An employee on
Leave Without Pay for less than thirty (30) calendar days shall not lose any accrued leave, credited service,
or seniority.
Leave Without Pay does not guarantee the employee a job upon expiration of the leave, but, it does ensure
their eligibility to return to work, should another position become available for which the employee is
qualified.
Recording Leave Without Pay
The supervisor will record for attendance reporting purposes all Leave Without Pay, including dates and times,
for all employees as appropriate on the Leave Request Form.
9. Unreported/Unexcused Leave of Absence
Any Leave Without Pay taken that has not been properly requested and approved is considered unexcused
and will be subject to disciplinary action.
Unreported or unexcused leave of absence for three or more consecutive work days is considered job
abandonment and will result in immediate dismissal.
10.

9. Family and Medical Leave Act (FMLA)
This policy implements the requirements of the Family and Medical Leave Act, which may be amended from
time to time. If any inconsistencies exist between the FMLA regulations and this policy, the FMLA regulations
will apply.

Definitions
Son or Daughter - A biological, adopted, or foster child, a stepchild, a legal ward, or a child of a person
standing in loco parentis, who is either under age 18, or age 18 or older and “incapable of self-care because of
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a mental or physical disability” at the time that FMLA leave is to commence
Parent - A biological, adoptive, step or foster father or mother, or any other individual who stood in loco
parentis to the employee when the employee was a son or daughter as defined above. This term does not
include parents- “in- law.”
In loco parentis – Includes those with day-to-day responsibilities to care for and financially support a child,
or, in the case of an employee, who had such responsibility for the employee when the employee was a child.
A biological or legal relationship is not necessary.
Spouse - A husband or wife.
Serious Health Condition - An illness, injury, impairment, or physical or mental condition that involves
either:
1. inpatient care in a hospital, hospice, or residential medical care facility; or
2. continuing treatment by a health care provider.
Health Care Provider - A licensed doctor of medicine or osteopathy, or any other person determined by the
Secretary of Labor to be capable of providing health care services.
Employment Benefits - Refers to all benefits provided or made available to employees by an employer
including group life insurance, health insurance, disability insurance, paid leaves, educational benefits, and
pensions.
Reduced Leave Schedule - Refers to a leave schedule that reduces the usual number of hours per
workweek, or hours per workday, of an employee.
Covered Servicemember – A member of the Armed Forces (including a member of the National Guard or
reserves) (a) who is on the temporary disability retired list; (b) who is undergoing medical treatment,
recuperation, or therapy for a serious illness or injury; (c) who is assigned to a military medical treatment
facility as an outpatient or is otherwise receiving outpatient care at a unit established for members of the
armed forces; or (d) who is a veteran released or discharged (for any reason other than dishonorable) during
the five year period prior to the first date of leave and is undergoing medical treatment, recuperation, or
therapy for a serious injury or illness.
Qualifying Exigency Leave - Family members of covered service members called to active duty may take
leave for one or more of the following qualifying exigencies: (1) to address any issues which arise from the
member learning of a call or order to duty seven or less calendar days prior to deployment; (2) to attend
military events or sponsored family support programs; (3) to arrange for alternative childcare or school
attendance, attend childcare or school meetings, or provide childcare on an urgent immediate need basis when
necessitated by the call to duty; (4) to make or update financial and legal arrangements to address the
military member’s absence, or to serve as the military member’s representative in obtaining, arranging or
appealing military service benefits; (5) to attend counseling (not provided by a health care provider) for
oneself, the military member, or child of the military member; (6) to spend time (up to 5 days of leave for
each instance) with a military member on temporary rest and recuperation leave; (7) to attend postdeployment activities, and (8) any other events which employer and employee agree arise.
Family and Medical Leave Act Generally
The Family and Medical Leave Act (FMLA) entitles eligible employees to take paid or unpaid, job-protected
leave for specified family and medical reasons. The City requires employees to Employees may use exhaust
any combination of their paid Sick Leave, Annual Leave, and Compensatory Time, as appropriate, during
FMLA absences, prior to using unpaid leave, or Family and Medical Leave . Employees must comply with the
City’s other leave policies within PPP # 120-00.


for the birth or adoption of a child, to care for themselves or any family member, to care for covered
military service members, and to deal with qualifying circumstances arising out of the fact that a
covered family member is on active duty or has been called up to duty. In addition, Sick Leave also
may be used for the care of a dependent child, spouse, or parent suffering from illness or injury for
up to a maximum of five days per year.
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All requests for Family and Medical Leave should be made in accordance with the policy and procedure set
forth below. Up to 12 weeks of Family and Medical Leave may be granted in a 12 month period, except in the
case of leave to care for a covered service member, where up to 26 weeks of leave may be used in a 12 month
period. All FMLA protected leave may will will be conditioned ondependent granted upon presentation
approval of acceptable documentation that satisfies the FMLA criteria. All documentation must be submitted
to the Human Resources Director or designee. Employees must exhaust all other forms of appropriate paid
leave prior to using unpaid leave for Family and Medical Leave reasons.
Eligibility
All regular full-time and part-time benefit eligible eEmployees may apply be eligible for Family or Medical
LeaveFMLA leave, provided they have worked for the City been employed for at least 12 months before the
leave request and provided they have worked at least 1,250 hours of service, as established under the Fair
Labor Standards Act (FLSA), during the 12-month period immediately preceding commencement of the leave.
Hours worked is the time for which an employee is entitled to compensation under the Fair Labor Standards
Act.
Employees who do not meet these requirements but need leave may apply for a Leave Without Pay or for
other forms of leaves in accordance with the Policy on Leave (PPP# 120-00).
Conditions
Prior to granting any unpaid Family and Medical Leave, employees must use all accrued annual and
compensatory time or, for personal medical illness supported by medical documentation, Sick Leave, or, for a
family member’s illness, Family Sick Leave as defined in the Procedures governing such use of these leaves
(PPP# 120-00).
Definitions
Son or Daughter - Any person who is under 18 years old or any person 18 years old or older who is
incapable of self-care because of a mental or physical disability if the person's relationship to the employee is
that of:





a
a
a
a

biological, adopted, or foster child;
stepchild;
legal ward; or
child of a person standing in the place of a parent.

Parent - A parent is the biological parent of an employee or an individual who stood in the place of a parent to
an employee when the employee was a son or daughter.
Spouse - A husband or wife.
Serious Health Condition - An illness, injury, impairment, or physical or mental condition that involves
either:
1. inpatient care in a hospital, hospice, or residential medical care facility; or
2. continuing treatment by a health care provider.
Health Care Provider - A licensed doctor of medicine or osteopathy, or any other person determined by the
Secretary of Labor to be capable of providing health care services.
Employment Benefits - Refers to all benefits provided or made available to employees by an employer
including group life insurance, health insurance, disability insurance, paid leaves, educational benefits, and
pensions.
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Reduced Leave Schedule - Refers to a leave schedule that reduces the usual number of hours per
workweek, or hours per workday, of an employee.
Covered Service Member – Refers to a member of the armed forces (including a member of the National
Guard or reserves) (a) who is on the temporary disability retired list; (b) who is undergoing medical
treatment, recuperation, or therapy for a serious illness or injury; (c) who is assigned to a military medical
treatment facility as an outpatient or is otherwise receiving outpatient care at a unit established for members
of the armed forces; or (d) who is a veteran released or discharged (for any reason other than dishonorable)
during the five year period prior to the first date of leave and is undergoing medical treatment, recuperation,
or therapy for a serious injury or illness.
Qualifying Exigency Leave- family members of covered service members called to active duty may take
leave for one or more of the following qualifying exigencies: (1) to address any issues which arise from the
member learning of a call or order to duty seven or less calendar days prior to deployment; (2) to attend
military events or sponsored family support programs; (3) to arrange for alternative childcare or school
attendance, attend childcare or school meetings, or provide childcare on an urgent immediate need basis
when necessitated by the call to duty; (4) to make or update financial and legal arrangements to address
the military member’s absence, or to serve as the military member’s representative in obtaining, arranging
or appealing military service benefits; (5) to attend counseling (not provided by a health care provider) for
oneself, the military member, or child of the military member; (6) to spend time (up to 5 days of leave for
each instance) with a military member on temporary rest and recuperation leave; (7) to attend postdeployment activities, and (8) any other events which employer and employee agree arise out of the
military member’s call to duty, qualify as an exigency, and agree as to the timing and duration of leave.
Leave Benefits
Eligible employees can take up to the equivalent of 12 workweeks of leave in a 12-month period for the
following reasons:






The birth of a child or placement of a child for adoption or foster care;
To bond with a child within one year of the child’s birth or placement;
To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
For the employee’s own qualifying serious health condition that makes the employee unable to
perform the employee’s job;
For qualifying exigencies related to the foreign deployment of a military member who is the
employee’s spouse, child, or parent (Qualifying Exigency Leave).

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up
to a combined total of 26 weeks of FMLA leave in a single 12-month period to care for the servicemember
with a serious injury or illness (Military Caregiver Leave).
Eligible employees are entitled to a total of 12 workweeks of leave during any 12-month period when leave is
taken for one or more of the following circumstances:
1. the birth of a son or daughter of an employee and to care for the child;
2. the placement of a son or daughter with an employee for adoption or foster care;
3. to care for the spouse, son, daughter, or parent of an employee, if the family member has a
serious health condition;
4. an employee is unable to perform the functions of the position because of the employee's own
serious health condition; or
5. non-medical exigencies arising out of the fact that the employee’s spouse, son, daughter, or
parent is on active duty or on call to active duty status (Qualifying Exigency Leave).
Additionally, an eligible employee may take up to twenty six (26) workweeks of leave during a single
twelve month period to care for a covered service member with a serious injury or illness incurred in the
line of duty who is a spouse, son, daughter, parent, or kin to the employee (military caregiver leave).
Conditions
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The right to leave for the birth or placement of a son or daughter expires 12 months after the birth or
placement.
Employees may be eligible to take other forms of leave as may be authorized to them beyond the initial 12or 26 26-week-week period, in accordance with the policies covering the use of such leave.
Eligible spouses who both work for the City are limited to a combined total of 12 workweeks of leave in a
12-month period for certain FMLA-qualifying reasons, and are also limited to a combined total of 26
workweeks in a single 12-month period to care for a covered servicemember with a serious injury or
illness if each spouse is a parent, spouse, son or daughter, or next of kin of the servicemember.
The City prohibits discrimination or retaliation against an employee or prospective employee for having
exercised or attempted to exercise FMLA rights. The taking of FMLA leave cannot be used as a negative
factor in employment actions., such as hiring, promotions, or disciplinary actions.; nor can FMLA leave be
counted under no fault attendance policies.
If both spouses are working employees of the City, their total leave in any 12-month period is limited to 12
weeks if the leave is taken for the birth or adoption of a child or to care for a sick parent.
Intermittent or Reduced Schedule Leave
Intermittent or reduced schedule leave can be taken in cases of a serious health condition, either an
employee's own or that of a family member, when medically necessary.
Leave taken for the birth , adoption, or placement of a child for adoption or foster careson or daughter
cannot be taken intermittently or on a reduced leave schedule unless specifically agreed to by the Human
Resources Director or designeeCity Manager Appointed Official or designee.
Employees may be required to transfer temporarily to an available alternative position if:


the employee is qualified for the alternative position;



the position has equivalent pay and benefits; and



the alternative position better accommodates recurring periods of leave than does the
employee's regular position.

Timing of NoticeNotice

Employees must comply with the City’s usual and customary requirements for requesting leave and provide
enough information for the City to reasonably determine whether the FMLA may apply to the leave request.
Eligible employees generally must provide their immediate supervisor with 30 days’ advance notice of the
intent to take leave for foreseeable events such as the expected birth of a child or placement of a child for
adoption or foster care,birth or placement of a son or daughter or planned medical treatments. When
circumstances require a leave to begin in less than 30 days, the employee must give as much notice as is
practicablenotice as soon as possible and practical. In accordance with the Family and Medical Leave Act,
eEmployees are obligated to make a reasonable effort to schedule medical treatment so as not to unduly
disrupt the employer's City's operation. Supervisors must inform Human Resources immediately when an
employee has missed or is expected to miss work due to a potentially FMLA qualifying reason.
Requesting Leave
Employees who anticipate an extended leave for any of the reasons listed within this Procedure should,
whenever possible, prepare a memorandum to their immediate supervisor requesting the leave. If impossible
to request the leave in advance by memorandum, the employee or representative, if necessary, should
contact the immediate supervisor by phone. In this case, the immediate supervisor must complete the
memorandum.
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The memorandum should provide for authorization by the Department Director Department
HeadWhenDepartment Head and the Human Resources Director. It should include the reason for the request
and the anticipated dates of leave. The employee (or representative) must provide appropriate certification. At
the time of request, the Human Resources Department will notify the employee as to what constitutes
appropriate certification for the leave.
After all approvals have been obtained, the Human Resources Department will notify the employee that leave
has been approved. A copy of the approved leave memorandum will be forwarded to the Payroll Department
along with an action paper effecting the change in status. Leave may only be denied with the concurrence of
the Human Resources Director.
Submitting Time and Documentation
Immediate supervisors will submit time in accordance with current payroll practices. The immediate supervisor,
the Human Resources Department, and the Payroll Division will work together to determine appropriate leave
to be submitted. Sick Leave may only be used when appropriate medical documentation has been submitted to
and verified by the Human Resources Director or designee. Family Sick Leave may be used in accordance with
the process outlined above. PPP# 120-30
section. Annual Leave should be used for other approved
requests and when no other form of appropriate paid leave is available.
When an employee has used all forms of approved paid leave and has not completed the 12- or 26-week
period, the remaining qualifying leave should be recorded as excused Leave Without Pay.

Initial and ongoing certification for approved leaves should be submitted to the immediate supervisor and
forwarded to the Human Resources Director. Certifications will be kept confidential and will not be made part
of the employee's personnel file.
Certification
Employees are required to provide appropriate certification formedical documentation to support the entire
period of leave request. Medical certification should include, but may not be limited to, the date the condition
began, its probable duration, appropriate medical facts, and an assertion that the employee is unable to
perform the job functions or is needed to care for a sick family member for a specified period of time. The
City's Medical Certification Form is to be used for this purpose. Initial and ongoing certificationmedical
documentation for approved leave should be submitted directly to the Human Resources Director or designee.
The City may require the employee on leave to report periodically on their status and intention to return to
work.
Records and documents relating to certifications, recertifications, or medical histories of employees or
employees' family members, created for purposes of FMLA, shall be maintained as confidential medical records
in separate files from the usual personnel files.
Other certifications may be required depending on the reason for which the leave is requested. All such
certifications will be required in accordance with the City's policy on leave usage (PPP# 120-00) and the
Family and Medical Leave Act of 1993 with amendments.
Certification must be provided for the entire period of leave. The City may require the employee on leave to
report periodically on their status and intention to return to work.
Effect on Employment and Benefits
Eligible employees returning from Family and Medical LeaveFMLA leave will be returned to the position that
they held when they went on leave or an equivalent position with equivalent pay, benefits, pay, and other
terms and conditions of employment.
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Eligible employees retain all accrued benefits while on FMLA leave. However, employees are not entitled tomay
not accrue will not accrue seniority or other employment benefits (including credited service toward pension)
during any unpaid period of leave.
Employees in a paid leave status will be entitled to continue their health, dental, life, and other benefits
while on an approved FMLA leave., Any share of group health plan premiums which had been paid by the
employee prior to FMLA leave must continue to be paid by the employee during the FMLA leave period.
Employees in a leave without pay status while on approved FMLA leave may continue their health, dental,
life, and other benefits provided they continue to pay their portion, and the City’s portion, of the cost of
the benefit.
Return to Work
Employees returning to work after anfrom approved medical FMLA leave must provide appropriate
documentation that they are able to resume their position.
Employees unable to return to work after the expiration of their approved leave will be eligible to apply for
benefits under any other existing City of Rockville leave policy. Should leave not be available or not be granted
under any other policy, their employment relationship will may be terminated. If an employee fails to return to
work after the employee’s FMLA leave has been exhausted or expires, the City may recover its share of health
benefits premiums, unless the reason the employee does not return is due to:



The continuation, recurrence, or onset of either a serious health condition of the employee or the
employee’s family member, or a serious injury or illness of a covered servicemember, which would
otherwise entitle the employee to leave under FMLA; or
Other circumstances beyond the employee’s control.

The City may require medical certification of the employee’s or the family member’s serious health condition or
the covered servicemember’s serious injury or illness. The employee is required to provide medical certification
within 30 days from the date of the City’s request. If the employee does not provide such certification in a
timely manner, or the reason for not returning to work does not meet the test of other circumstances beyond
the employee’s control, the City may recover 100 percent of the health benefit premiums it paid during the
period of unpaid FMLA leave.

If an employee fails to return to work after the employee's FMLA leave entitlement has been exhausted or
expires, the City may recover its share of health benefits premiums during a period of unpaid FMLA leave,
unless the reason the employee does not return is due to:




The continuation, recurrence, or onset of either a serious health condition of the employee or the
employee's family member, or a serious injury or illness of a covered servicemember, which would
otherwise entitle the employee to leave under FMLA; or
Other circumstances beyond the employee's control.
The City may require medical certification of the employee's or the family member's serious health condition
or the covered servicemember's serious injury or illness. The employee is required to provide medical
certification within 30 days from the date of thee City’s request. If the employee does not provide such
certification in a timely manner, or the reason for not returning to work does not meet the test of other
circumstances beyond the employee's control, the City may recover 100 percent of the health benefit
premiums it paid during the period of unpaid FMLA leave.
Employees unable or unwilling to return to work after the expiration of their approved leave are required to
reimburse the City of Rockville the cost of maintaining their benefits coverage during the period of unpaid
leave if:
1. the employee fails to return from leave after entitlement has expired; and
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2. the employee fails to return to work for a reason other than:
a. the continuation, recurrence, or onset of a serious health condition that would entitle the employee
to leave, or
b. other circumstances beyond the employee's control.
Employees may be required to support their claims of inability to return to work because of the above
conditions. In such cases, employees must provide, in a timely manner, certification from the appropriate
health care provider.
Employees who are among the highest paid 10 percent of eligible employees may be denied restoration to
their prior or an equivalent position in accordance with the Family and Medical Leave Act of 1993. This may
occur when: it is necessary to prevent substantial and grievous economic injury to the City's operation; when
they have been notified at the time the City determines injury would occur that the City intends to deny
restoration; and, in the case of an employee already on leave, the employee elects not to return to work
after being notified of the City's decision.
Failure to return to duty immediately after the leave expires (unless other arrangements have been made in
advance) will be considered a resignation from the City.
11. Bereavement Leave
Regular employees shall be entitled to a three-day leave of absence with pay for a death in the employee's
immediate family. The immediate family includes spouse, child, sibling, parent, parent-in-law, foster parent,
grandparent, and grandchild, sister-in-law, brother-in-law, aunt, uncle, niece, nephew, and foster child. In
some circumstances, bereavement leave may be approved by the Human Resources Director, for nonimmediate family members. Such leave will be granted at the request of the employee, subject to valid proof,
for the period including the date of death and the day after the burial. An employee who requires more time
off because of distant travel or other extraordinary circumstances may be granted one (1) additional day
leave of absenceoff with pay by the Human Resources Director.
Employees may be granted one (1) working day off with pay for the death of other close extended family
members (extended family member is still related) either related or non-related, with authorization of the
Human Resources Director.
Employees represented by AFSCME Local 1453 shall receive Bereavement Leave in accordance with the
terms of the Collective Bargaining Agreement.
Requesting Bereavement Leave
The employee, upon learning of the death of a relative, an immediate family member will notifyies the
immediate supervisor of his or her current or intended absence, andindicating the relationship of the
deceased. For this purpose, the Request for Leave Form will be used. Use of Bereavement Leave is limited
to the relatives set forth in the Policy on Leave (PPP# 120-00).
1. The supervisor notifies the Payroll Division of the Bereavement Leave, which is to be granted for
bereavement, by sending a copy of the signed and completed leave slip to them.
Recording Bereavement Leave
The supervisor will record Bereavement Leave for an employee as appropriate.
12. Job-Injury Leave
Eligibility
Job-Injury Leave is a benefit offered to all regular City employees. Non-regular City employees are not
eligible for this benefit.
Job-Injury Leave wiith pay is granted upon certification by the City's workers’ compensation provider insurer,
third-party administrator, claim service, self-insurer and/orWorkers Compensation Insurer and/or physician(s)
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that the employees is are unable to perform the duties of his or her their jjobs and that the incident is
compensable in accordance with Workers' Compensation for laws in the State of Maryland.
New regular employees are eligible from the first day at work. There is no waiting period for eligibility.
However, employees must use Sick Leave, Annual Leave, or Leave Without Pay for the first three days of the
injuryperiod of disability.
Nothing in this policy or procedure will prohibit the City and an eligible employee from reaching a mutually
agreeable settlement in lieu of the leave benefit described herein.
Payment
In the event an employee sustains a compensable injury or illness rendering them totally disabled while on
the job, they shall, after a three (3) calendar day waiting period, receive their regular base rate of pay (not
to exceed forty (40) hours per week), less any worker's compensation payments during the period of
temporary total disability. Employees are eligible to use their accrued Annual, Sick, or Compensatory Time
during the 3-day waiting period. If an employee does not have available accrued leave during the 3-day
waiting period, their time will be entered as Leave Without Pay in the city’s time and attendance system. If
an employee is out of work for more than fourteen (14) days due to a compensable injury, the City will
recredit two (2) days of leave used by an employee during the initial three (3) day waiting period. This will
occur after the City's workers’ compensation insurer has reimbursed the City for this period. If any days
within the 3-day waiting period are entered as Leave Without Pay, the city’s workers’ compensation provider
may pay the employee temporary total disability for any unpaid days during the waiting period; assuming
the employee remained out of work more than 14-days due to a compensable injury.
In the event an employee sustains a compensable injury or illness rendering them totally disabled while on
the job, they shall, after three (3) days of absence, receive their regular base rate of pay (not to exceed forty
(40) hours per week), less any worker's compensation payments during the period of temporary total
disability. If an employee is out of work for more than fourteen (14) days due to a compensable injury, the
City will recredit two (2) days of leave used by an employee during the initial three (3) day waiting period.
This will occur after the City's Workers’ Compensation Insurer has reimbursed the City for this period.
Should the time off not be authorized by the City's provider Claim Service and/or physician in accordance
with Workers' Compensation Laws of the State of Maryland, any payment received by the employee for such
time off shall be charged against available leave. If no accrued leave is available, it may be charged as Leave
Without Pay. Leave used for approved on-the-job injuries during the first three days will be adjusted at a rate
of 66 2/3 percent for leave used for disabilities when the disability exceeds fourteen (14) days.
Authorized Job-Injury Leave is payable through the earlier of maximum recovery or two years from the date
of injury/illness. Absences for Job-Injury Leave must be authorized solely by the City's workers’ compensation
insurer, third-party administrator, claim service, self-insurer Claim Service and/or physician. When Job-Injury
Leave stops, the disabled individual may continue to be compensated in accordance with the Workers'
Compensation Laws of the State of Maryland and the City's Income Protection Program.
Job-Injury Leave and Workers’ Compensation Reporting Process
1. Employees must, as soon as reasonably practical, immediately report any injury or illness or
recurrence of an injury or illness incurred on the job to their immediate supervisor.
a. Employees will notify their immediate supervisor of the details concerning the injury or illness,
unless they are incapacitated, immediately , as soon as reasonably practical, after the injury or onset
of illness.
b. Employees must provide appropriate, acceptable and verifiable medical documentation for any lost
time as soon as possible. .
c or as soon as possible theeafter
b. Employees will secure appropriate medical treatment as soon as possible after the injury for their
workers' compensation claim. Employees may use the medical facility of their choice for seeking
treatment for a compensable workers' compensation injury/illness.
c. Both Job-Injury Leave and associated medical bills will only be paid after confirmation by the City's
provider claims service and/or physician that the incident is compensable in accordance with
Workers' Compensation laws in the State of Maryland. Employees can use their health insurance plan
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to ensure that medical bills are covered.
dc. Failure of an employee to follow this policy and procedure or any directives or requests
concerning Job- Injury Leave may result in forfeiture of benefits and appropriate forms of
disciplinary action. up to and including dismissal.
2. The supervisor will gather information regarding the occurrence of the injury or illness and fill out an
appropriate claim form. In the case of a serious injury or illness which either results in a fatality or requires
transport or admission to an emergency facility, the Human Resources Department should be notified
immediately. Additional reporting requirements are contained in PPP #200-00 and #200-10 Policy and
Procedure on Reporting Incidents Involving Property Loss or Personal Injury.
3. The Human Resources Department will review and process the report. The Human Resources
Department will verify the nature and extent of the injury through the City’s provider claim service and/or
physician. The Human Resources Department will process the workers’ compensation claim with the
claims service along with all supporting documents and relevant history, and will authorize the Job-Injury
Leave as appropriate.
3.a. If an employee is denied Job-Injury Leave and is later awarded workers’ compensation for temporary
total disability by the Maryland Workers’ Compensation Commission for that time period, the City will credit
Job-Injury Leave for the disputed time, minus any workers’ compensation payments, subject to the leave
maximum. Any Annual or Sick Leave used will then be credited back to the employee.
4. Approval for Job-Injury Leave will continue based upon compensability determined by the City’s workers’
compensation provider insurer, third-party administrator, claim service, self-insurer and/or physician
Workers’ Compensation Insurer and/or physician until the Workers’ Compensation Commission denies the
period of temporary total disability, the claim, upon the offer of an alternate duty assignment, or the
employee reaches the maximum period, as described in the policy.
5. The Workers Compensation Insurer will send the Workers’ Compensation Employee form to employees to
be completed. The Workers Compensation Insurer will assign the employees a claim number and will
coordinate all medical and temporary total Workers’ Compensation payments.
65. Employees must provide current medical evaluations on the City’s Medical Certification Form
appropriate, acceptable and verifiable medical documentation throughout the duration of the absence.
Employees are responsible for ensuring that documentation of work restrictions or inability to work is
submitted to the Human Resources Department through their supervisors.
a. No Job-Injury Leave payment will be made without approval from the City’s wWorkers’
cCompensation provideriInsurer, third-party administrator, claim service or self-insurance provider.
In the event that the documented period of excused absenceapproved Job-Injury Leave (as indicated
on the City's Medical Certification form) has expired and no further documentation is received within
three days of the expiration date, Job-Injury Leave will be terminated until verifiableproper
documentation is received and approval is obtained by the City's workers’ compensation
providerinsurer, third-party administrator, claim service, self-insurer and/or physicianWorkers’
Compensation Insurer and/or physician. Copies of all documentation must be submitted directly to
forwarded to the Human Resources Department upon receipt.
76. The Human Resources Department will periodically review the employee's status while on Job Injury
Leave. As part of this review, the Human Resources Department may request additional medical evaluations
and City Workers’ Compensation Insurer and/or physician's certifications.
a. The employee must submit to medical evaluations as requested by the City including independent
medical evaluations to receive Job-Injury Leave payments. Failure to submit to any required medical
evaluations, including independent medical evaluations, or otherwise comply with the Policy and
Procedure on Job-Injury Leave may result in forfeiture of such Leave and disciplinary action.
78. After evaluation of an employee's status, the Human Resources Department will advise the
employee's Appointed Official or Department Director,and supervisor, or designee that the employee can:
a. can return to work; or
cannot return to work at that time. If so, there will be an estimation of when the employee will be able
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to return to work; or
cannot return to work at any time and is determined to be at maximum recovery; or
perform alternate work duties as certified by the City’s workers’ compensation provider.
b. perform alternate work duties as certified by the City’s workers’ compensation insurer, third-party
administrator, claim service, self-insurer and/or physicianWorkers’ Compensation Insurer and/or
physician; or
(1) The Department Director will assign alternate duty work, if available, in existing budgeted positions.
(2) Payments of Job-Injury Leave will stop upon the offer and availability of alternate duty work that the
City’s provider Workers’ Compensation Insurer and/or physician certifies the individual is capable of
performing.
(3) While performing alternate work duties, the employee’s condition will be monitored by the Human
Resources Department through the City’s provider. Workers’ Compensation Insurer and/or physician’s
statement and/or Medical Certification formsother appropriate medical documentation; or
c. cannot return to work at that time. If so, there will be an estimation of when the employee
will be able to return to work; or
d. cannot return to work at any time and is determined to be at maximum recovery.
98. Employees receiving Job-Injury Leave payments are responsible for:
a. following all doctor’s orders including any treatment plans prescribed during their recovery;
b. being available to the City during normal working hours, unless alternate leave has been
approved for personal business;
c. accepting any alternate duty offered, provided it is within the medical limitations authorized
by the City’s workers’ compensation provider; and/or physicianWorkers’ Compensation
Insurer and/or physician;
d. signing over to the City all Workers’ Compensation payments for periods of time covered by
Job-Injury Leave.
e. complying with all policies, procedures and directions concerning Job-Injury Leave.
910. Employees on Job Injury Leave will remain responsible for their share of benefit premium payments.
Regular benefit and other deductions will continue to be made while an employee is receiving Job-Injury
Leave payments. While an employee is receiving Job-Injury Leave payments, no Annual or Sick Leave will
accrue. All paid time on Job-Injury Leave will count as time worked for purposes of service awards and
benefit calculations only.
Recording and Processing Job-Injury Leave
1. The supervisor will record time spent on Job-Injury Leave by an employee as directed by the Payroll
Division, up to the maximum permitted by the Job-Injury Leave Policy.
2. The Payroll Division will ensure through that the maximum Job-Injury Leave is not exceeded and that all
benefit accruals and payments are proper based on this Policy and Procedure.
3. The Payroll Division will verify all Job-Injury Leave requested with the Human Resources Department to
ensure that appropriate medical documentation has been received and that the Job-Injury Leave is authorized.
4. At the end of each calendar year, the Payroll Division is responsible for adjusting the taxable wages of all
employees who received Job-Injury Leave and who signed their workers' compensation payments over to the
City. These employees' year-end W-2's will reflect the adjusted taxable income based on the amount of nontaxable workers' compensation payments received during that calendar year.
13. Off-The-Job-Injury/Illness Leave
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Regular employees sustaining injuries or illnesses off-the-job, after completing one year and one day of
service, may be eligible for Off-the-Job Injury/Illness Leave. Off-the-Job Injury/Illness Leave is equal to an
employee's regular base rate of pay in effect at the time of the injury or illness and is payable after a six
month initial waiting period to the earlier of the employee's maximum recovery or two years from the date
of injury/illness. Eligibility for Off-the-Job Injury/Illness Leave is also contingent upon the criteria that
employees cannot perform their job, there is a lack of alternate duty work and that the individual is unable
to work with or without reasonable accommodations. All Off-the-Job Injury/Illness Leave is reduced by
Social Security or legal settlements related to the injury/illness and may be reduced by outside earnings.
During the initial six month period, employees must use their accrued Sick or Annual Leave or request
Family and Medical Leave Without Pay or general Leave Without Pay as may be appropriate as defined by
the policies and procedures specific to these forms of leave. Employees who are members of the Sick Leave
Bank may apply for additional Sick Leave through the Sick Leave Bank. All leave is subject to appropriate,
acceptable medical certification on the City's Medical Certification form. The City reserves the right to verify
all medical certifications and/or refer an employee for an independent medical evaluation. Where a
difference of opinion exists, the City shall be guided by the independent medical evaluation.
Employees who continue to be unable to perform their duties may be entitled to Off-the-Job Injury/Illness
Leave after the initial six month period. Between six months and the earlier of two years or maximum
recovery, medical certifications continue to be required and alternate duty assignments or reasonable
accommodations may be made. Employees who reach maximum recovery or who exhaust the two year
maximum for Off-the-Job Injury/Illness Leave may be entitled to additional benefits as defined in the City's
Income Protection Policy (See PPP# 123-20).
14. Inclement Weather Leave
When an executive order to close has not been issued, employees who are absent, late for work, or leave
early during inclement weather must charge such absence to accumulated Annual Leave or accrued
Compensatory Leave. The City Manager or designee may authorize such absences on an individual basis
provided that necessary services remain in operation.
During inclement weather conditions, the City Manager's Office will notify the Department Director
Department Heads that if a liberal leave policy is in effect. This means that Department Director Department
Heads may use supervisory discretion in granting such leave. If an employee has no accumulated Annual or
Compensatory Leave, the time off must be recorded as Leave Without Pay.
When a weather emergency has been declared, some employees may be granted leave as outlined below.
Staffing Guidelines
In order that public services may be provided, all City offices will generally be open during inclement weather
to serve the public during usual business hours. Therefore, maintaining an acceptable level of employee
attendance is essential. However, there are certain severe inclement weather conditions which create
emergency situations beyond the control of employees, and which could affect attendance. Of primary concern
is the provision of essential services to the public. To that end, the level of staffing required will be based on
serving the public rather than accommodating employees.
The Department Director Department Heads are responsible for determining the level of staffing within their
respective departments and the notification procedures necessary to implement this Policy.
Employees customarily assigned to snow and ice control duties are also governed by other applicable
directives.
Definitions
Inclement Weather Emergency: any weather condition, such as snow and ice storms, floods, hurricanes,
etc., that represents a threat or danger to the welfare of employees and/or extreme risk to City property as
determined by the City Manager or designee.
Essential Employees: the minimum number of employees designated by the Department Director
Department Heads as required to operate specific City functions. Those employees are expected to report to
or remain at work as notified during a weather emergency.
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Liberal Leave: During inclement weather a liberal leave policy may be placed into effect. A liberal leave
policy means that the rules governing the time frames for requesting and granting of Annual and
Compensatory Leave and Leave Without Pay are relaxed to accommodate individuals who cannot report to
work on time, or at all, due to inclement weather conditions.
Inclement Weather Emergency Process
In the event of inclement weather, the City Manager will determine whether it is warranted to declare an
inclement weather emergency and whether all employees or only essential employees are required to report
to or remain at work. Essential employees will be identified and notified of such designation by their
Department Director Department Head.
If severe inclement weather occurs or is expected before the normal workday begins, the City Manager will
decide whether conditions warrant declaring an inclement weather emergency and direct that only essential
employees should report to work. That decision will be relayed via certain local radio stationsAlert Rockville,
email, and the City’s Weather Line. In the absence of such radio announcements, all employees are expected
to report to work.
Declaration of an Inclement Weather Emergency
1. The City Manager will determine the starting and ending time of an emergency whenever an "inclement
weather emergency" is declared. During the period of emergency, when only essential personnel are to
report to or remain at work, the following rules will apply:
a. Essential employees reporting to or remaining at work will be paid regular time for their scheduled
shift plus, if eligible, time-and-a-half for all hours worked beyond the 40-hour workweek as approved.
They will also accrue Administrative Leave equivalent to that given to non-essential employees during
the inclement weather emergency. Such leave will be recorded by the department and available for
the employee to take upon reasonable request.
b. Essential employees who are unable to report to work during an inclement weather emergency
may request Annual Leave provided they properly notify their supervisors. The approval of such a
request is at the sole discretion of the supervisor. Those who do not properly notify their supervisors
will not be paid for the day and will be recorded as absent without permission (AWOP).
c. Essential employees who are unable to remain at work after an inclement weather emergency has
been declared may request Annual Leave for the remainder of their shift. Such leave must be
approved by the supervisor.
d. Employees not required to report to or remain at work will be paid Administrative Leave for their
regularly scheduled shift or for that portion of their shift covered by the period of emergency, subject
to the following exceptions:
(1) Employees already out on scheduled leave on the day emergency conditions arise will be
charged appropriate leave for the day; and
(2) Employees who elect to leave early because of weather conditions and are granted Annual
Leave prior to an announced period of emergency will be charged Annual Leave.
e. Employees who report to or remain at work during an inclement weather emergency, even though
not required to do so, will receive no extra compensation.
2. In the absence of a City Manager declaration that an inclement weather emergency exists and that only
essential employees report to work, despite inclement weather conditions, all employees are expected to
report to work. In such instances, the following rules will apply:
a. Employees who are late in reporting to work will be paid a full day's pay provided that they report
within a reasonable amount of time and that the time missed from work will be charged against
available appropriate accumulated Annual or Compensatory Leave.
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b. Employees who are unable to report to work due to weather conditions, but who properly notify
their supervisors, may be charged Annual Leave for the day. Employees unable to report to work due
to illness will be placed on Sick Leave and may be required to provide an acceptable, verifiable note
from a physician substantiating the absence. Those who do not properly notify their supervisors will
not be paid for their absences and will be recorded as absent without permission (AWOP).
3. Department Director Department Head Responsibilities:
a. establishing procedures and work records as necessary in order to ensure uniform administration
and accountability of work activity to include accurate recording of overtime and leave records;
b. developing and maintaining up-to-date notification lists so that supervisors can notify employees of
decisions affecting them during inclement weather emergencies;
c. ensuring that supervisory personnel are available to employees by telephone to respond to any
questions or concerns on the nature of the inclement weather emergencies;
d. posting names of designated essential employees so that they understand the department plans
and they are able to perform the essential services required; and
e. ensuring that all employees are aware of their assignments and responsibilities in inclement
weather emergencies.

PPP # 120-105
Procedure on Off-the-Job Injury/Illness Leave
PURPOSE
The purpose of this Procedure is to implement the Policy concerning Off-the-Job Injury/Illness Leave (PPP#
120-00).
PRINCIPLES
Off-the-Job Injury/Illness Leave is a benefit offered to all regular City employees after completing one year
and one day of service. In the event a regular employee who qualifies as stated above sustains an injury or
illness off-the-job rendering them unable to perform their job, they may, after a six month waiting period, be
entitled to receive their regular base rate of pay in effect at the time of the injury/illness. Off-the-Job Injury
Leave is payable to the earlier of the employees' maximum recovery or two years from the date of
injury/illness.
Off-the-Job Injury/Illness Leave will not be paid for injuries arising from but not limited to the following
activities: underwater diving, hang gliding, para-sailing, para-kiting, parachuting, skydiving or mountain
climbing or racing by automobile, motorcycle, motorboat or snowmobile, or other similar dangerous
recreational activities, or civil disorders, or upon conviction of illegal acts. The intent of identifying these
activities is to give employees notice of those types of activities which, by their demonstrated danger to
participants, shall not be covered.
Payment of Off-the-Job Injury/Illness Leave benefits is subject to the City’s operational needs.
Nothing in this Policy or Procedure will prohibit the City and an eligibly disabled employee from reaching a
mutually agreeable settlement in lieu of the Leave benefits described herein.
ELIGIBILITY
Regular employees after completing one year and one day of service may be eligible for Off-the-Job Injury
Leave benefits.
Eligibility for Off-the-Job Injury/Illness Leave is contingent upon lack of alternate duty work and inability of
the employee to perform their current job with or without reasonable accommodations. All Off-the-Job
Injury/Illness Leave is reduced by Social Security or legal settlements related to the injury/illness and may
be reduced by outside earnings and workers compensation.
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BENEFITS
For the first six months of an off-the-job injury/illness, eligible employees use their accrued Sick or Annual
Leave or may request Family and Medical Leave Without Pay or general Leave Without Pay or any other
appropriate Leave in accordance with PPP# 120-00. Employees who are members of the Sick Leave Bank may
apply for additional Sick Leave through the Sick Leave Bank. At the end of this initial six month waiting period,
employees may receive Off-the-Job Injury/Illness Leave which is their regular base rate of pay in effect at the
time of the injury or onset of illness. Off-the-Job Injury/Illness Leave is payable to the earlier of maximum
recovery or two years from the date of the injury or onset of illness.
At the earlier of maximum recovery or two years, when Off-the-Job Injury/Illness Leave expires, employees
may be eligible for continued income at 60 percent of their gross pay as outlined in the Income Protection
Policy (PPP# 123-20).
REQUESTING BENEFITS
1. Employees should secure medical care and treatment immediately after the injury or onset of
illness. The employees' doctors should estimate the projected time off the job by the employees and
the employees will provide documentation of all lost time as soon as possible to the City through their
supervisors. Such documentation should include but not be limited to the length of time off, the
employees' ability to perform their jobs, a prognosis and anticipated duration, as well as their work
restrictions indicating their ability to perform alternate duty work.
In the event of an injury or illness that causes employees to be unable to perform their duties, employees
must notify their immediate supervisor as soon as possible after the medical determination has been made.
2. During the first six months of injury/illness, employees may use whatever Leaves are appropriately
available to them in accordance with the Policy on Leave (PPP# 120-00) and any associated
Procedures.
Employees will provide current medical certification forms every three months throughout the duration of the
illness or injury. All time off must be certified by a licensed physician.
The City reserves the right to have an independent medical certification and evaluation made by a Cityapproved physician. In the event of conflicting opinions, the City will be guided by the results of the
independent medical examination.

The Department Director
return to work immediately,
The employee will then be expected to return to work. If the employees fail to
return to work when the medical opinion indicates that they may, employees may
continue to use any available, accrued leave after which they may apply for a Leave
without Pay. Employees may be terminated if in the opinion of the City Physician
they can return to work and they refuse to do so.
perform alternate duty work only,
The employee will be assigned any available alternate duty work, or
If no alternate duty work is available, the Personnel Department will authorize the
supervisor to input Off-the-Job Injury/Illness Leave.
Failure to accept alternate duty work when available and when authorized by the
City physician may be cause for dismissal.
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cannot return to work (in any capacity at that time),
The Personnel Department will obtain an estimation of when the employee will be
able to return to work.
During this time, Off-the-Job Injury/Illness Leave will be authorized to the
maximum permitted under this Policy;
can never return to work,
If the medical opinion indicates that an eligible employee is at maximum recovery
(can never return to their job) at the expiration of the six month waiting period,
that employee may be entitled to Income Protection Policy benefits as outlined in
PPP# 123-20, but will not be eligible for Off-the-Job Injury/Illness Leave.
The Human Resources Department will ensure that an action paper is completed to
authorize the payment of Off- the-Job Injury/Illness Leave when appropriate.
Authorization of Off-the-Job Injury/Illness payments means that appropriate
medical documentation has been received and no alternate duty work is available
or reasonable accommodations will be effective.
For any Off-the-Job Injury/Illness Leave time authorized by the Human Resources
Department, the Supervisor will complete and submit the appropriate leave slips as
determined by the Payroll Division.
BENEFITS DURING OFF-THE-JOB INJURY/ILLNESS LEAVE
Employees will continue to be eligible to participate in the City's employee benefit
programs while on Off- the-Job Injury/Illness Leave in accordance with the terms
of the contractual benefit agreements. No annual or Sick Leave will accrue during
authorized Off-the-Job Injury/Illness Leave. Employees continue to pay their share
of the benefits and the City pays its share.
Employees eligible for longevity payments will continue to receive these payments
and time on Off-the-Job Injury/Illness Leave will count for purposes of service
time with the City.
PPP # 123-00
Policy on Employee Benefits Health, Welfareand Dental Insurance, Income
ProtectionIncome Protection Benefits, Long Term Disability, and Death Life
InsuranceBenefits, and Death Benefits
PURPOSE
The Purpose of this Policy is to establish rules for the administration of the City’s health, and dental insurance,
income protectionincome protection benefits, long-term disability and , deathlife insurance benefits, death
benefits, and other programs.
PRINCIPLES
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City Programs
The City provides health, dental, income protectionlong term disabilitydeathlife insurance, death benefits, and
other programs for regular employees. Specific program eligibility is determined by an employee's status.
These programs are structured to meet the needs of employees and, along with salary, are a part of the total
compensation package which is designed to both accommodate the employees and help the City maintain a
competitive position in the employment market.
Summaries of these programs are set forth below. More detailed information describing these programs is
available in the Human Resources Department.

PPP # 123-10
Procedure on Health and Welfare Dental BenefitsInsurance
PURPOSE
This Procedure establishes a system for implementing the Health and Welfare Dental Benefits described in the
Policy on Employee Benefits Health and Dental Insurance, Income Protection Benefits, Long Term Disability and
Life Insurance, and Death Benefits (PPP # 123-00).on Health, Welfare, Income Protection, and Death Benefits
(PPP# 123-00).
GENERAL RULES
Health Care Programand Dental Insurance Enrollments/Changes
Any regular employee who elects to participate in a City-sponsored group health plan must complete
submit an appropriate election within 30 days of employment in order to participate in a City-sponsored
group health or dental insurance planmembership enrollment forms. These forms are available in the
Human Resources Department and must be completed within one month of employment. New
employees will be given the enrollment forms along with detailed information about each of their health
and dental plan options during their new-hire orientation.
After the initial option to join, employees may only enroll or change health or dental care plans only during
the City's annual open enrollment period. The open enrollment period is generally held in November with an
effective date of the following January lst1st. However, employees may apply for coverage outside of the
open enrollment period in cases of extreme needdue to qualifying events. Generally, this these areis
considered to be when employees or dependents gain or lose coverage from another source through no fault
of their own. Acceptance into the plan is not guaranteed.
As required by IRS Section 125, employees may make certain changes to their benefits outside of open
enrollment only under certain circumstances, based on a "qualified change in family status". In such cases,
the employee must elect the change and submit appropriate documentation within 30 days of the qualifying
event, or may be required to wait until the next open enrollment. Employees may elect to change their type of
coverage (i.e., family, two-person, single) under certain circumstances. An employee may add or delete
eligible dependents during any open enrollment period. Outside of the open enrollment period, an employee
may add newly eligible dependents within 30 days of eligibility. For example, employees who marry may add
the new spouse within 30 days of marriage or must wait until the next open enrollment.
Employees may change their status outside of the open enrollment only under certain circumstances. If
employees are participants in the City's Pre-Tax Section 125 Premium Reduction Program, changes in
coverage type may be made only when a "qualified change in family status" occurs. Other members may
apply regardless of a qualified change in family status.
For purposes of this program, a qualified change in family statusying event is defined asmay include:
an employee's marriage, divorce, or legal separation;
the birth, adoption, or change in custody of a dependent;
the death of the employee's spouse or dependent;
change of job location or residence out of the service area of the medical plan;
the employee's or employee's spouse's switching from part-time to full-time employment status, or
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vice versa; and
the employee’s dependent meeting or failing to meet the plan’s eligibility rules
the employee or employee’s dependent gaining or losing other coverage due to a change in
employment status
the employee's or the employee's spouse's taking an unpaid leave of absence.

To effect any change, an employee must always complete an appropriate health plan form within 30 days of
the event. Health plan change forms are available in the Human Resources Department.
Premiums required to be paid by the employee will be deducted automatically from paychecks, based upon
the effective date and type of coverage specified by the employee. These deductions may be adjusted from
time to time to reflect benefit or premium changes in the City's group contracts.
Dental Credit Plan
For those employees who participate in the health plan but choose not to participate in the dental plan, the
City applies defers its contribution for the dental plan and instead applies it to the health plan premiums. As a
result, health premiums are reduced by the City's dental contribution amount.
Health and Wellness Program
The City, through its Wellness CoordinatorHealth and Wellness Program Manager, may provide a variety of
voluntary health fairs, programs, screening, etc., all designed to enhance the physical and mental well-being
of its employees. Employees are encouraged to participate in these various activities as designed for their
benefit. Programs are either free or are available at a nominal cost.
Lactation Accommodations
The City of Rockville supportswill provide employees with appropriate accommodations for expression of
breastmilk. employees’ need for lactation services. We support employees who choose to breastfeed through:
The provision of paid-time away from their workstations during their regular working hours for milk
expression for women with children up to 18 months of age; employees are expected to take breaks
to express milk at normal rest or meal periods whenever possible.
Further, supervisors are encouraged to consider flexible schedules to accommodate mothers’
breastfeeding needs.
The City will look for each individual facility to identify appropriate accommodations for milk expression by:
Providing a sanitary room or other location, other than a bathroom or toilet stall, where an employee
can express milk in privacy and security from intrusion in all City-owned buildings where City
employees work
Ensuring that running water or nearby access to running water is available so employees can wash
their hands and equipment
Ensuring that employees have access to a refrigerator/freezer or other suitable mechanism to keep
pumped milk safe; if the workplace refrigerator is used for breast milk storage, employees are
required to clearly label breast milk with name and date
Where possible, electricity should be available in the private spaces to accommodate electric breast
pumps.
The City of Rockville will encourage and support employees through:
Enforcing the expectation that all employees are to respect and support breastfeeding efforts by fellow
employees
Ensuring that all breastfeeding and pregnancy communications with staff and management promote a
positive view of breastfeeding
Notifying all employees of the person or entity to whom employees should give notice of intent to
express milk at work; employees are expected to provide reasonable notice to supervisors that they
intend to express milk at work
Encouraging supervisors to make every effort to make employees aware of this breastfeeding policy,
as well as the private space, prior to taking maternity leave

PPP # 123-40
Procedure on Life Insurance
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PURPOSE
This Procedure establishes a system for implementing the Life Insurance described in the Policy on Health and
Dental Insurance, Income Protection Benefits, Long Term Disability and Life Insurance, and Death Benefits
Employee Benefits (PPP # 123-00).
The City provides group life insurance which covers all active regular full-time and regular part-time
employees, and appointed officialsCharter -Appointed Officials., It does not provide benefits for temporary
andemployees. seasonal employees.
Death benefits under this basic group life insurance are payable to the employee's designated beneficiaries and
are usually equal to one hundred and fifty percent (150%) of the employee's base annual salary with a cap of
$250,000. Accidental death and dismemberment benefits are included in the plan and are payable under some
circumstances as defined in the insurance contract.
New employees may purchase a limited amount of additional life insurance for themselves and certain family
members without providing evidence of good health. This must be done within 30 days of the first day of
employment. Thereafter, employees and certain family members may apply for additional life insurance by
providing evidence of good health in accordance with the terms of the current contract. Pre-existing conditions
may not be covered after the initial period of eligibility.
Dental Plan
The City offers a dental plan to its employees. For those employees who participate in the health plan but
choose not to participate in the dental plan, the City defers its contribution for the dental plan and instead
applies it to the health plan premiums. As a result, health premiums are reduced by the City's dental
contribution amount.
Enrollment in the City's dental plan is done upon hire or during the City's open enrollment period. Once
enrolled, employees continue to be enrolled unless they make a written application to drop coverage during
the annual open enrollment period.
Changes in coverage type are handled as previously described under Health Care Program
Enrollment/Changes. As noted, changes in coverage type must be requested within 30 days of the event
(e.g., marriage). Once coverage is elected, an employee may drop it only at the annual open enrollment or
due to a qualified change in family status.
Ance

PPP # 123-20
Procedure on Income Protection Benefits
PURPOSE
The purpose of this Procedure is to implement the Policy concerning Income Protection benefits for employees
receiving Income Protection Benefits prior to the implementation of Long-Term Disability Insurance Benefits.
Note that the Income Protection benefit (for non-work-related injuries/illnesses) was replaced by
Long-Term Disability Insurance effective July 1, 2018. Individuals who were receiving Income
Protection benefits (IPP) on that date are “grandfathered” and must comply with the requirements
of this policy.
PRINCIPLES
Income Protection is a self-insured benefit which may be available to regular employees after incurring either
a compensable job-related or non job-related injury or illness and after following the policies and procedures
for Job-Injury Leave and Off-the-Job Injury/Illness Leave. (See PPP# 120-00, 120-100, and 120- 105.)
INCOME PROTECTION BENEFITS - JOB-INJURY
1. Income Protection benefits may be available to regular, benefit-eligible employees after incurring a
compensable job-related injury or illness and reaching the earlier of maximum recovery or two years of JobInjury Leave benefits when the employees cannot do their former jobs or any other available City jobs as a
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result of their injury or illness.
2. Income Protection benefits relative to job injuries are payable at 66 2/3 percent of gross pay minus Social
Security, Workers' Compensation, and that portion of any legal settlement required to cover the costs to the
City for Income Protection and may be reduced by outside earnings as defined herein.
3. Individuals who can do no work for which they are reasonably suited by education and training may
receive a bi-weekly benefit payment equal to 66 2/3 percent of gross pay until the earlier of recovery or
normal retirement age.
4. Individuals who can perform some work for which they are reasonably suited by education and training
may receive bi-weekly payments of 66 2/3 percent of gross pay until:
a. The City payment plus any outside earnings, except in cases involving police officers, provided
however, that the police officer does not become employed in a similar position as a law enforcement
officer or chief, equal to 100 percent of gross pay, at which time the City payment will be offset dollar
for dollar for the earnings in excess of 100 percent of gross pay; or,
b. The injured employee at fullest extent of recovery, the City, the City's claims service or
representatives of same identify a job reasonably accessible in the Washington metropolitan area at a
pay level equal to 100 percent of gross pay; or,
c. The condition for which a payment is made no longer exists.
INCOME PROTECTION BENEFITS - OFF-THE-JOB INJURY/ILLNESS
Note that this benefit was also replaced by Long-Term Disability Insurance effective July 1, 2018.
For those employees determined to have pre-existing conditions, Off-the-Job Injury/Illness
benefits will be available until June 30, 2020. Such employees need to comply with the
requirements of this policy.
1. Income Protection benefits may be available to regular, benefit-eligible employees who have completed
one year and one day of service after:
a. incurring an off-the-job injury or illness which prevents the employee from performing their former
job or any other City position, and
b. completing a six-month waiting period from the date of the injury or onset of illness, and
c. reaching the earlier of maximum recovery or two years of Off-the-Job Injury/Illness Leave
benefits.
2. Income Protection benefits relative to off-the-job injury/illness are payable at 60 percent of gross pay
minus Social Security, that portion of any legal settlement required to cover the costs to the City for Income
Protection and may also be reduced by outside earnings as described herein or workers' compensation.
3. For persons who can do no work for which they are reasonably suited by education and training, payment
of 60 percent of gross pay may continue for ten years from the date the Income Protection payments begin.
For individuals who are permanently and totally disabled, payments may continue until normal retirement.
4. For persons who can do some work for which they are reasonably suited by education and training,
payment of 60 percent of gross pay continues until:
a. The City payment plus any outside earnings from other employment equal 100 percent of gross
pay, at which time the City payment will be offset dollar for dollar for the earnings in excess of 100
percent of gross pay; or,
b. The injured employee at fullest extent of recovery, the City, the City's claims service or
representatives of the same identify a job reasonably accessible in the Washington metropolitan area
at a pay level equal to 100 percent of gross pay, at which time the City payment will stop; or,
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c. The condition for which a payment is made no longer exists.
Income Protection payments will not be made for injuries arising from but not limited to the following
activities: underwater diving, hang gliding, para-sailing, para-kiting, parachuting, skydiving or mountain
climbing or racing by automobile, motorcycle, motorboat or snowmobile, or other similar dangerous
recreational activities, or civil disorders, or upon conviction of illegal acts. The intent of identifying these
activities is to give employees notice of those types of activities, which by their demonstrated danger to
participants, shall not be covered. Individuals who choose to pursue these activities must provide their own
income protection.
REQUESTING BENEFITS
1. Eligible employees who reach maximum recovery or who have exhausted all Job-Injury or Off-the-Job
Injury/Illness Leave benefits may apply for Income Protection benefits by writing a memorandum to the
Human Resources Department through their supervisor and Department Director Department Head requesting
consideration of Income Protection payments.
Employees must provide with the memorandum acceptable medical documentation of the injury or illness
and must certify that all data is true and correct to the best of their knowledge.
The City reserves the right to send employees for an appropriate medical examination to verify the data
provided in the employees' medical certification forms. Should the medical opinions differ, the medical
opinion of the City-appointed physician will determine an employees eligibility for Income Protection
payments.
2. The Human Resources Department, upon receipt of a request for benefits, will review the request in
terms of compliance with all Policies and Procedures and will make a recommendation to accept or deny the
request to the City Manager through the Department Director Department Head.
3. Once a decision has been made regarding Income Protection payments, the Human Resources
Department will notify the employee.
4. At the time Income Protection payments begin, the employee will be separated from employment and
placed in a non-active, disability retirement status.
5. The Human Resources Department will arrange an exit interview with employees who will begin receiving
Income Protection payments and will notify these employees of their benefits and responsibilities under the
Policy.
INCOME PROTECTION PAYMENTS - STATUS OF BENEFITS
Individuals receiving Income Protection payments may be eligible to continue to have deductions made for
medical and dental insurance. The City may pay the City's share of medical and dental premiums and
employees will pay their share in accordance with the benefit contracts.
Benefits under the retirement and life insurance plans will be provided based on the terms of the City's
contractual agreement or official pension plan at the time Income Protection payments are made.
The City will pay for the total cost of health and dental insurance for individuals who are totally and
permanently disabled due to a work-related injury or illness until normal retirement age, where such a
benefit is permitted, in accordance with the benefit contracts.
EMPLOYEE RESPONSIBILITIES
1. Individuals receiving payments under this Policy must submit medical certification on a semi-annual basis
to continue to be eligible for program benefits.
2. Medical certifications must be submitted on the City's Medical Certification form. The City may require an
individual receiving payments to see a City-appointed physician to verify disability status.
3. Individuals must certify their annual earnings by providing the City with a complete copy of their latest
federal tax withholding forms annually.
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4. Individuals must notify the City immediately upon learning of a Social Security determination, workers'
compensation determination or settlement, legal settlement regarding the illness or incident or upon
acceptance of outside employment.
5. Individuals must comply with all of the terms of this Policy and Procedure to continue to be eligible for
Income Protection payments. Failure to comply with the terms of this Procedure is grounds for immediate
and permanent termination of payments.
GENERAL PROVISIONS/DEFINITIONS
The following provisions apply to Income Protection payments regardless of how the injury or illness
occurred.
1. The Human Resources Department will provide assistance to individuals in preparing resumes, copying
resumes or reasonable guidance in job seeking and may provide information regarding job seeking
reference materials.
2. There is nothing in this provision that would prohibit the City and a disabled employee from reaching a
mutually agreeable settlement in lieu of the Income Protection payments provided herein.
3. For purposes of Income Protection payments, the following conditions will be considered 100 percent
disabling even if an employee can work: the complete loss of sight of both eyes, or the complete loss of use
of both hands, or both feet, or one hand and one foot, or the complete loss of speech. Payments for these
conditions will continue until retirement providing the individual complies with the other terms of the Policy
and Procedure.
4. Gross pay on which payments will be calculated is the employee's base pay before tax earned and
averaged over the twelve months prior to a determination being made.
5. COLAs for Income Protection payments will be distributed on a fiscal year basis consistent with the
determination that is made for regular employees.
6. Income Protection payments will not be made for Alcohol and Drug addiction.
7. Employees whose physical conditions improve and who wish to return to City employment may apply for
any City vacancy and will be given every consideration for any position for which they qualify.
8. The City may require a waiver option on pre-existing injuries, illnesses or disabilities for new hires.
9. Any money withheld from Income Protection payments will be done in accordance with all applicable
Federal and State Income Tax Laws, Internal Revenue Service Rules, etc.

PPP # 123-30
Procedure on Long-Term Disability Insurance
PURPOSE
This Procedure establishes a system for implementing the Long-Term Disability (LTD) Insurance described in
the Policy on Health and Dental Insurance, Income Protection Benefits, Long-Term Disability and Life Insurance,
and Death Benefits (PPP # 123-00).
The City provides long-term disability insurance as an income protection benefit.
Eligibility
Active regular full-time and regular part-time employees and appointed officialsCharter -Appointed Officials
who have worked for the City for 12 months and who work a minimum of 30 hours per week are eligible for
this benefit. Contract employees may be eligible in accordance with the terms of their contracts. Temporary
and seasonal employeeseasonal employees are not eligible.
Benefits
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Benefits may be available after a 90 calendar day elimination period, during which time employees may use
their own paid leave, unpaid leave, and leave from the Short-Term Disability Leave Bank. Employees will be
required to submit a claim to the LTD insurance carrier to apply for benefits by the end of the elimination
period.
If an employee’s claim is approved, the insurance carrier will pay the employee up to 60% of their base
salary, to a maximum monthly benefit of $10,000. Employees may supplement LTD benefits with their own
paid leave to reach up to 100% of their base salary.
LTD benefits may continue for up to nine months with an individual remaining employed by the City. Benefits
may then continue until Social Security Normal Retirement Age or for a maximum benefit period (for
employees who are age 60 or over), whichever is later.
Individual circumstances and details of the insurance contract will determine actual benefits. Additional
information is available from Human Resources.

PPP # 123-30
Procedure on DeathDeath Benefits
PURPOSE
This Procedure establishes a system for implementing the Death Death Benefits described in the Policy on
Health, Welfare, Income Protection and Death Benefits (within PPP# 123-00).
GENERAL RULES
Eligibility
This Procedure defines the benefits available to beneficiaries of regular full-time or part-time employees who
die while actively employed.
Group Life Insurance
The City provides group life insurance which covers all active regular full-time and regular part-time
employees, elected and appointed officialsCharter-Appointed Officials, and may cover contract employees in
accordance with the terms of their contracts. It does not provide benefits for temporary and seasonal
employees.
Death benefits under the basic group life insurance are payable to the employee's designated beneficiaries and
are usually equal to one hundred and fifty percent (150%) of the employee's base annual salary. Accidental
death and dismemberment benefits are included in the plan and are payable under some circumstances as
defined in the insurance contract. Copies of the insurance contracts are available in the Human Resources
Office.
New employees may purchase additional life insurance equal to their annual base salary without providing
evidence of good health. This must be done within 3l days after employment. Thereafter, employees may
apply to the carrier for additional life insurance by providing evidence of good health or in accordance with the
terms of the current contract. Pre-existing conditions may not be covered after the initial open enrollment.
Line of DutyWork-Related Death Benefit
For all regular benefitted employees, Iin addition to any life insurance benefit to which a City employee’s
beneficiaries may be entitled, the City shall provide an employee’s designated beneficiary a death benefit in
the amount of $150,000 if the employee’s death arose out of and occurred during the performance of their job
duties.
Line of Duty Death Benefit
If a police officer dies in the line of duty as a direct result of the performance of his or her duty, the City shall
provide an employee’s designated beneficiary a death benefit in the amount of $150,000. “Line of duty”
means any action the deceased employee was obligated or authorized to perform by rule, regulation,
condition of employment or service, or law. This benefit is in addition to any life insurance benefit to which a
City employee’s beneficiary may be entitled.
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Pension
Certain beneficiaries of employees may be entitled to death benefits from the pension plan. These benefits will
vary based on the plan to which the employees belong and the length of credited service at the time of their
death.
Health and Dental Insurance
Eligible covered dependents of employees who were participating in a health or dental plan may elect to
continue coverage through one of the City's plans in accordance with health plan continuation laws. Generally,
a beneficiary may continue coverage for up to 36 months after the death of an employee by paying 102% of
the cost of the coverage. This period may be extended in certain circumstances. The Human Resources
Department or third-party administrator will provide eligible dependents with appropriate notifications of the
length of coverage and the cost at the time of the employee's death.
Long-Term Disability
A death benefit may be available for covered employees.
Application for Death Benefits
The Human Resources Department, upon receipt of an appropriate death certificates (each bearing an
official seal to attest to their authenticity), will assist in processing for payment any insurance, leave
balances, pension, and other monies as may be due to designated beneficiaries, and will work to ensure
disbursements of such funds in accordance with the laws of the State of Maryland.

PPP # 127-00
Policy on Employee Assistance Program
PURPOSE
The purpose of the this Policy is to define the services offered by the Employee Assistance Program (E.A.P.).
PRINCIPLES
The Employee Assistance Program offers individual counseling as well as referral and follow-up services for
employees who need assistance dealing with problems that affect their job performance and personal life.

PPP # 127-10
Procedure on Employee Assistance Program
PURPOSE
The purpose of this Procedure is to implement the Policy on Employee Assistance Program (PPP# 127-00).
GENERAL RULES
Eligibility
Services established by this Policy are available to all regular full or part-time, benefit-eligible employees and
their dependents.
Services
Employee Assistance Program services include:
confidential assessment, counseling, referral, and follow-up for all employees and dependents;
around-the-clock access to counselors;
training seminars and workshops for senior-level management, supervisors, and employees;
consultation with supervisors to assist with employees "at risk";
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Critical Incident Stress Debriefings that respond to traumatic events in the workplace such as
robberies, sudden deaths, violence in the workplace, or natural disasters;.
The terms and conditions of the EAP, including services offered, may change depending upon the EAP
provider.
Self-Referral
Employees and their dependents may confidentially refer themselves to the EAP for assessment.
Supervisors may suggest self-referral if an employee approaches them with a personal problem and no work
performance problem is involved. In this instance, Wwhether the employee or their dependents utilizes the EAP
will remain completely confidential unless the employee chooses to disclose this information.
Employees who refer themselves to the EAP will not be subject to any adverse employment action as a result
of utilizing the EAP, nor will EAP records or utilization information be made part of the City's personnel
recordsprovided to the City.
Self-referral to the EAP does not excuse an employee from disciplinary measures associated with poor
performance, such as violations of policies, procedures, or safety rules.
If employees refer themselves and have an appointment with the EAP during working hours, they must take
leave as defined in the Policy on Leave (PPP# 120-00). If employees utilize Sick Leave for this purpose, they
may be asked to provide documentation as defined in the Procedure on Sick Leave (PPP# 120-0030).
Supervisory Referral
Supervisors are responsible for detecting and attempting to correct unsatisfactory job performance. A
supervisory referral to the EAP may be used when chronic employee problems show no consistent
improvement, particularly when other supervisory attempts have failed.
When supervisors are considering formally referring an employee formally to the EAP, they must contact the
Human Resources Director or designee and then contact the EAP staff in advance to inform them of the
specific performance problem. With this formal referral, supervisors will receive information regarding the
date, time, and duration of the appointment only.
The EAP is an additional resource for supervisors to assist employees and improve job performance and not
designed to replace any normal supervisory or disciplinary procedure.
Employees who have been referred by their supervisorthe City to the EAP will be placed in an Administrative
Leave category on Official Leave (PPP# 120-80) for their initial visit. After the initial visit, an employee’s own
leave must be taken for any appointments made by the employee with the EAP during working hours, as
defined in the Policy on Leave (PPP# 120-00).

PPP # 130-00
Policy on Retirement
PURPOSE
The purpose of this Policy is to describe the various pension options in which employees participate.
PRINCIPLES
The Retirement Program for regular eligible employees is sponsored by the City of Rockville and is governed
by the terms of the pension plan document. consists of Social Security (FICA) and a pension plan financed by
both employee and employer contributions. In addition to the above plans, employees may contribute
unilaterally to a deferred compensation (Section 457) plan and/or a Roth 457 plan (if available), offered by
the City.
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PPP # 130-10
Procedure on Retirement - Regular Employees
PURPOSE
This Procedure implements the Policy on Retirement (PPP# 130-00) governing regular full-time and parttime administrative, union, and police employees.
GENERAL RULES
Effective Date
Employees may retire on any date after meeting eligibility requirements; however, payments will begin only
on the first of any month after meeting all eligibility criteria as outlined in the pension plan document,
specifically those relating to age and minimum lengths of service for the plan in which they participate.
Employees should consult the Human Resources Department for information specifically relating to their plan.
Eligibility
To be eligible to participate in a retirement option, an employee must be in a regular full-time or regular
part-time position and be eligible for benefits.
Administrative employees hired before April 15, 1986 are covered by the Defined Benefit Plan unless they
elected to transfer to the Thrift Plan. Administrative employees hired on or after April 15, 1986, are members
of the Thrift Plan.
Union employees hired before December 2, 1986, are members of the Defined Benefit Plan unless they
elected to transfer to the Thrift Plan. Union employees hired on or after December 2, 1986 are members of
the Thrift Plan.
Sworn police employees are members of the Defined Benefit Plan for Police employees regardless of their
date of hire.
Contract employees are eligible for retirement plan benefits in accordance with the terms and conditions of
their contract.
Temporary and seasonal employeesemployees are not eligible to participate in the City's pension plan options.
Plan Types and Contributions
The City of Rockville Pension Plan for regular employees consists of two different plans.
Defined Benefit (Pension) Plan
All regular administrative, and union, and sworn police employees participate in this plan and may contribute
a fixed pre-tax amount via payroll deduction.
The police employees participate in the Defined Benefit Plan for all sworn police employees and receive benefits
outlined for police employees. All new sworn police officers are placed in the Defined Benefit Plan and contribute
a pre-tax amount toward their retirement plan.The City also contributes to this plan. The City'’s contribution
amount is actuarially determined each plan year by an independent actuarial firm. There is a 10-year vesting
period.
Defined Contribution (Thrift) Plan
Certain regular administrative and union employees participate in this plan and make an irrevocable election
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to contribute a percentage (1-5%) of their salary, on a pre-tax basis. They elect where to invest their
contributions within the funds offered by the plan.
The City makes a $0.50 match for each dollar the employee contributes under the defined contribution
portion of the plan. Employees become entitled to these City contributions based on years of credited
service. In addition, the City fully funds the defined benefit portion of this plan.upon employment
separation, if they meet the three (3) year vesting period.
Participation
Participation in the City's pension plan is mandatory for all regular administrative, union, and police
employees. Participation in Social Security (FICA) and Medicare is required by law for all regular
administrative, union, police, contract, and temporary employees.
Benefits
The benefits for regular full-time and part-time administrative, union, and police employees are outlined in
the City of Rockville Pension Plan which is governed by the Retirement Board.
Benefits are available at termination and retirement. Retirement eligibility and the amount of the benefit varies
based on the plan to which an employee belongs the reason for leaving, and the provisions of the official plan
document governing these plans at the time the employee retires.
Benefits and terms of the plans are provided and amended only with the approval of the Retirement Board
and the final approval of the Mayor and Council of the City of Rockville.
Retirement Board
The Retirement Board exists for the purpose of generally directing the affairs of the City'’s retirement system,
reviewing the plan'’s structure and investment policy, etc. The members are appointed by the Mayor with the
confirmation of the Council. The membership is composed of a member of the Mayor and Council, the City
Manager, three City employees below assistant Department Director Department Head level, and two persons
with previous business experience, one of whom will serve as Chair. Terms are for two years. The Finance
Director is the executive secretary to the Board.
Deferred Compensation and Roth 457 Plans
The City of Rockville offers regular full-time and regular, part-time and seasonal (limited benefit) employees
the option to participate in a deferred compensation (Section 457) and/or Roth 457supplemental pension
plan.
Participation in this plan is completely voluntary. Pre-tax cContributions are made in accordance with the
Internal Revenue Code provisions governing these types of plans.
Benefit Review
The Human Resources Department will provide information to any inquiring individual about the benefits to
which they will be entitled at retirement and the terms and conditions of the pension plan. Periodically, the
Human Resources Department will sponsor training for interested employees regarding eligibility for and
benefits of the pension retirement plans. All new employees receive an overview of their plan during their
employee orientation.
Benefit Estimates
Employees who are considering retirement may obtain a personalized estimate of their City pension benefits by
completing a request form available in the Human Resources Departmentcontacting the retirement plan
administrator. This benefit estimate will be prepared outlining the benefit amounts to which employees may be
entitled under the different retirement payment options available to them.
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Employees may request only one benefit estimate during a 12-month period. Employees will be asked to
provide an estimated retirement date and, for optional payment methods, a spouse's or other beneficiary's
birth date. Other plan options depend on the pension plan in which an employee participates.
Retirement Notice
To avoid delay in the payment of retirement benefits, retiring employees should contact the retirement plan
administrator at least 60 days in advance of their anticipated retirement date so that a pension estimate and
required notices can be prepared and sent to the employee for completion. Employees should return the
completed paperwork and any required documentation directly to the retirement plan administrator.
Employees may be required to provide a certified copy of their birth certificate as well as their beneficiary’s
birth certificate and marriage license, if applicable, if contingent benefits are to be provided. This
documentation is required to certify age, which is the basis for determining some benefit payments.
Once the decision to retire has been made, an employee should provide notice to their immediate supervisor
and the Human Resources Department according to the timing stated in PPP#80-40. Employees may
contact Human Resources to discuss the process leading up to and including an exit meeting that will occur
prior to the employee’s departure from the City.To avoid delay in the payment of retirement benefits, retiring
employees should give written notice to their immediate supervisor and the Human Resources Department at
least 60 days in advance of their anticipated retirement date. Once notice is received, the Human Resources
Department will schedule a meeting with the retiring employee (and beneficiary, if appropriate) to discuss
retirement and other benefit options.
Sick Leave Conversion
Employees hired prior to July 1, 2015 elected how to receive compensation with respect to unused sick leave
upon terminationseparation from service of employment if they satisfy the criteria for “early retirement” or
“normal retirement” (as defined by the City’s Pension Plan). at the time of termination. Such employees
elected to receive a cash payment or “credited service” under the Pension Plan. An employee who elected a
cash payment will receive a payment equal to one-quarter of the number of days of unused sick leave
multiplied by the employee’s hourly rate of pay when they separate from the City. The cash payment will be
made promptly upon separation from the City (regardless of when pension benefits begin) and will be
subject to tax withholdings. An employee who elected “credited service” will receive full credit for unused
sick leave up to one year as described in the Pension Plan. If the employee did not make an election, the
employee will receive “credited service”, not cash. Employees hired on or after July 1, 2015 will receive
“credited service” for unused sick leave, as described in the pension plan document. Employees may be
eligible to convert their accrued, unused Sick Leave at retirement to cash. If a cash payment is elected,
employees will receive a payment of one day for every four days of accrued, unused Sick Leave at the time
of retirement.
Benefit Elections and Documentation
At retirement, employees will complete an election form indicatingmay have options to elect the method of
pension benefit payment. they request along with a federal tax withholding form for pension payments. In
addition, employees may have options to elect direct deposit, medical insurance continuance up to age 65, life
insurance conversion, and other benefits. Employees may request that state taxes be withheld by writing a
memorandum stating the dollar amount to be withheld.
These options will be provided to the employee during the retirement exit process. It is recommended that
employees consult with a competent financial and/or tax advisor to determine the best method of retirement
payments and for tax advice. The Human Resources Department and/or retirement plan administrator will
explain all options but cannot advise employees as to the best retirement option.
At retirement, employees must provide a certified copy of their birth certificate as well as their beneficiary's
birth certificate if contingent benefits are to be provided. This is required to certify age, which is the basis for
determining some benefit payments.
Retirement Plan Statements
At least oOnce each year, active administrative, union, and police employees will receive a statement of their
contributions and an estimate of the amount pension benefit to which they will be entitled at early, normal,
and/or late retirement. If less than age 62, employees will receive an estimate of their benefit at age 62 in
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lieu of a late retirement benefit. This annual statement outlines the defined benefit. This amount represents
the total retirement benefit for all employees except those in the Thrift Plan.
Participants in the Thrift Plan will receive this annual statement indicating only the City-paid defined
benefit portion of their retirement benefit. They will also receive quarterly statements indicating the
amounts of their defined contributions, the City's matching contributions, designated investment directions
and investment performance. The quarterly statements will also indicate the amount of City contributions
to which an employee is entitled at a given time.
Employees in the Thrift Plan should combine both the annual and quarterly statements to understand the full
amount of their retirement benefit.
Social Security Benefits
Because the rules for Social Security benefits are complex, it is recommended that employees discuss their
plans with a Social Security representative in the year before the year they plan to retire.
Deferred Compensation Plans
Individuals participating in a deferred compensation program should contact the sponsor of the
programretirement plan administrator for information about benefit entitlements and options. The
Human Resources Department keeps forms and information available for these programs.

PPP # 140-00
Policy on Tuition Reimbursement
PURPOSE
The purpose of this Policy is to establish guidelines under which financial assistance may be provided to
regular employees who successfully complete pre-approved courses.
PRINCIPLES
The City will provide financial reimbursement to eligible employees who successfully complete courses of
instruction from approved external education sources, utilizing their own time and funds, when such training
contributes to the employee's job proficiency and/or benefits the overall operating efficiency of the City of
Rockville.

PPP # 140-10
Procedure on Tuition Reimbursement
PURPOSE
This Procedure implements the Policy on Tuition Reimbursement (PPP# 140-00).
GENERAL RULES
Eligibility
This Policy applies to all regular full-time and regular part-time employees working a minimum of 20 hours per
week who have successfully completed their initial probationfirst six months of employment with the City and
who are not in a disciplinary probation status at the time of reimbursement application. Contract employees
are eligible to participate on an exception basis with approval of the Human Resources Director.
This Policy also applies to police officer candidates when attending an entrance-level Police Academy program
or the Maryland State Comparative Compliance training even if such training is held during working hours or
during the employee's first six months of employment.
Course Scheduling

92
Packet Pg. 99

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

Courses must be taken outside of working hours. Employees may take courses during working hours only with
written approval of the Human Resources Director and , their Department Director Department Head., and
the City Manager. In such cases, a revised work schedule must be established to ensure that the employee's
full work load is accomplished without incurring overtime.
Approved Institutions/Courses
The City provides partial reimbursement for tuition and registration fees for an individual course or for an
undergraduate or graduate degree, certificate, or diploma program taken at an accredited institution, or for
courses sponsored by recognized public, professional, or commercial organizations. When necessary,
reimbursement may be made to obtain or retain professional competence or certifications that are required
for that employee's job and/or professional development.
Excluded from consideration are fees for seminars and conferences. See the Policy and Procedure on
Professional Development (PPP# 150-00 and 150-10) for payment of such expenses.
Reimbursement will be considered for any course which leads to the attainment of an approved graduate or
undergraduate job-related degree, including elective credits. Wherever possible, elective courses should be
chosen which are most appropriate to the current or projected job responsibilities.
For this policy, job-related is to be considered any undergraduate or graduate degree that is used in City
employment. Courses taken toward achievement of high school equivalency may also be considered. Courses
for technical or non-traditional scholastic training may be reimbursed provided that prior written approval has
been obtained from the Human Resources Director. Additional undergraduate and graduate courses of
instruction not leading to a degree but relating to specific areas of current job performance may be permitted
subject to justification and approval by the employee's supervisor, Department Director, and the Human
Resources Director.
Courses taken or fees paid to gain credit for past experience or training will not be covered under this policy.
Formal degree or diploma programs should be directly related to the employee's current field of work or
should give the employee a reasonable opportunity for placement within Rockville City government. A
determination of whether the course work is related or required as part of the job will be made by the Charter
Appointed Official or Department Director Department Head and the Human Resources Director. All courses
and programs are subject to investigation and approval by the Human Resources Director and/or City Manager.
In no case is approval of a course or certificate, or degree program to be construed as an actual or implicit
guarantee to the employee of a promotion and/or position specifically using such training.
Requests for approval of tuition reimbursement must always be made on the City's Tuition Reimbursement
Form prior to enrollment in a course of study. Courses should result in academic grade and course credit,
unless otherwise approved. Audited or review courses will not be approved nor will fees for entrance exams,
competency exams. Certification for an entrance-level Police Academy and the Maryland State Comparative
Compliance Program will be covered when authorized in writing by the Chief of Police, Human Resources
Director, and City Manager.
In no instance will initial approval of a degree or diploma program guarantee continued approval of such
degree or diploma program. Continued approval and reimbursement amounts will always be contingent
upon budgetary constraints and serving the best interest of the City.
Reimbursements
Reimbursement may be made for direct tuition and registration costs not to include books, materials,
equipment, transportation, lab, or other fees. Reimbursement will not apply for tuition costs subsidized by
any other source such as fellowships, scholarships, military, or other benefits programs. Employees may
apply for partial reimbursements if subsidies have been received by these or similar sources. However, in
no instance will the City's tuition reimbursement payment plus any subsidy equal more than 100 percent of
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the cost of the course tuition and registration.
If the employee completes the course and receives a grade of "A" or "B", reimbursement will be made at 100
percent. For a grade of "C", reimbursement will be made at 50 percent (except for graduate courses). No
reimbursement will be made for a grade of "D" or below or for course withdrawals and/or course incompletes.
For graduate level courses, reimbursements will be made at 100 percent for a grade of "B" or better.
No reimbursement will be made for graduate courses resulting in a grade of "C" or less. Reimbursement will
be made as approved in advance for courses which do not result in a letter grade provided that evidence of
satisfactory completion is provided.
Part-time employees receive a pro-rated reimbursement. The actual amount reimbursed to eligible part-time
employees will be pro-rated based on the number of hours the part-time employee is regularly budgeted to
work.
In no event will any employee be entitled to tuition reimbursement benefits exceeding $3,000$3,000the
amount established by the Human Resources Department during each a fiscal year. Employees are fully
responsible for the tax consequences of any reimbursement in accordance with applicable laws.
Reimbursement will be made only for approved courses after the employee has completed the training and
furnished proof of its cost, payment, and successful completion.
Any money that the City pays for tuition reimbursement or training must be re-paid by the employee if the
employee leaves the employment of the City within one year of receipt of such reimbursement.
Funding for the entrance-level Police Academy and the Maryland State Comparative Compliance Program will
be maintained by the Police Department. These expenses may be paid by the City rather than the employee.
In such cases, employees will be responsible for repayment to the City for the full amount of the training
should they leave prior to completion or within 12 months after completion of the training. Police employees
leaving between 12 months and 24 months of completion of the Academy will be responsible for a pro-rated
amount of the total cost of training.
Budgeting
The Human Resources Director or designee is responsible for budgeting tuition reimbursement funds and
managing the Tuition Reimbursement Program for the City of Rockville. However, funding for the EntranceLevel Police Academy and the Maryland State Comparative Compliance Training is budgeted for by the Police
Department.
Process for Reimbursement
1. Completing the Tuition Reimbursement Form:
An eligible employee interested in participating in the Tuition Reimbursement Program must complete and
have approved the Tuition Reimbursement Form prior to enrolling in the course. This form is available from
the Human Resources Department.
Employees must complete the form, attach a short course description and the fee schedule for tuition and
registration, and forward it to their immediate supervisor. Employees applying for initial program or course
approval must also attach a description of the institution indicating that it is accredited.
Employees sign the Tuition Reimbursement Form acknowledging that they understand and agree to repay to
the City the reimbursement or cost of the training if they leave City employment through voluntary or
involuntary termination within one year (12 months) of receiving reimbursement.
2. Approval or Disapproval:
The immediate supervisor signs on the supervisor's signature line and indicates approval or disapproval of the
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requested course/program in accordance with the Tuition Reimbursement PPP# 140-00. If desired, the
supervisor may comment by attaching a memorandum.
The immediate supervisor then forwards the Tuition Reimbursement Form through appropriate levels to the
Appointed Official or Department Director.
The Appointed Official or Department Director signs the form indicating approval or disapproval and may
comment, if desired, by attaching a memorandum. The form is then forwarded to the Human Resources
Director.
The Human Resources Director or designee will review the application to ensure compliance with the policy
and governing procedures, verifying the information in the application and the qualifications of the
educational institution or the sponsoring organization. The Human Resources Director then signs the form
indicating either approval or disapproval of the request.
Initial program or course requests are forwarded to the Appointed OfficialCity Manager or designee, who will
sign and return the Tuition Reimbursement Form to the Human Resources Department, indicating approval or
disapproval.
If the application is approved, the Human Resources Department will return the employee's copy to the
employee and the department copy to the Department Director. The Human Resources Department will hold
the Human Resources copy in the pending Request for Tuition Reimbursement folder. Employees should
retain their approved application copy until such time as they complete or discontinue the course or training.
If the application is disapproved, the employee's and department's copies will be returned to the Appointed
Official or Department Director indicating the reason(s) for this action. The Appointed Official or Department
Director in turn will forward the rejected application to the employee concerned, through the employee's
immediate supervisor, with appropriate explanation.
At any time during this process should anyone disapprove of the tuition reimbursement, the processing will
stop at that level of disapproval and copies of the form and reason for disapproval shall be returned to all
previous levels of the routing process.
Approved degree or diploma programs should be reviewed annually by the employee's immediate supervisor
to determine progress in meeting objectives. In no case is approval of a degree program to be construed as
an actual or implicit guarantee to the employee of a promotion and/or position specifically utilizing such
training upon completion of the program or course.
3.1.

Requesting Reimbursement:

After completion of the course, the employee will submit a copy of the grade(s) and original receipt of cost,
along with verification of payment, to the Human Resources Department. These should be attached to the
employee's copy of the approved Tuition Reimbursement Form. For the approved tuition to remain valid,
requests for reimbursement must be made as soon as possible after receipt of all required documentation
but no later than six weeks following course completion.
The employee must sign the reimbursement request section of the form. If the employee does not complete a
course, the employee must notify the Human Resources Department in writing that reimbursement is no
longer requested.
Once all required materials are submitted for reimbursement, the Human Resources Department will
calculate the amount due an employee and complete a Request for Check Disbursement (RCD). After
receipt of this information, the Finance Department will prepare a check for the employee.
Once the reimbursement is prepared, the Human Resources Department will ensure that the employee
receives the reimbursement check. The Human Resources Department will keep copies of the approved RCD,
Tuition Reimbursement Form, and appropriate receipts in the Approved Tuition Reimbursement folder by fiscal
year and in the employee's file.
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PPP # 150-00
Policy on Professional Development
PURPOSE
The purpose of this Policy is to establish guidelines under which individual employees may be encouraged to
advance their knowledge within their field of work by attending conference, seminars, courses and training
not covered under the Tuition Reimbursement Policy (PPP# 140-00).
SCOPE
This Policy applies to all regular full-time and regular part-time employees working a minimum of 20 hours
per week who are not in a disciplinary probation status at the time of reimbursement application. Contract
employees are eligible to participate with concurrence of the Human Resources Director and approval of the
Appointed OfficialCity Manager.
PRINCIPLES
Each City department's budget contains money set aside to defray some or all of the cost of courses,
seminars, etc.
Professional development funds can be used to cover registration and other costs involved in attending
seminars, conventions, etc., provided that:





course content relates to the employee's current City
occupation;
the department has professional development funds to
cover costs;
expenditures have been approved in advance in accordance
with this Policy; and
expenses are not covered under the Tuition Reimbursement
Policy (PPP# 140-00).

PPP # 150-10
Procedure on Professional Development
PURPOSE
This Procedure implements the Policy on Professional Development (PPP# 150-00).
GENERAL RULES
Definitions
Professional development includes conferences, seminars, conventions, courses, and training related to the
employee's position and not covered under the Tuition Reimbursement Policy (PPP# 140-00). Included are
programs sponsored by professional groups and associations.
Responsibilities
Appointed OfficialsCharter -Appointed Officials, Department Director Department Heads or designees are
responsible for budgeting for the cost of professional development which is not covered by the City's Tuition
Reimbursement Policy (PPP# 140-00) for employees in their department.
Professional journals and similar subscriptions should be budgeted separately in each department's allocation
for dues and subscriptions. Whenever possible, Appointed OfficialsCharter -Appointed Officials and
Department Director Department Heads should not duplicate subscriptions to journals, newsletters, etc.
Rather, each department or division should keep these resources available for the use of all City staff.
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Leave Use
Employees may be granted official leave to attend such training when offered during scheduled work shifts
provided that such absence will not cause an undue hardship to the operation. Time used for such training
offered outside of normal work hours shall not be compensable nor shall it be required of employees.
Conditions
Department Directors will be permitted to attend one major conference or seminar out of the area per year.
In addition, they are free to attend the state meeting of their association and to attend seminars and training
sessions that are provided in this metropolitan area so long as there are funds for professional development in
their department's budget. Employees other than Department Directors may attend the state meeting of their
professional organization and any conferences or training sessions offered in the metropolitan area, as long as
they are properly approved and funds are available. Any exceptions to this policy will require written approval
from the Human Resources Director and City Manager.
Application and Approval
Approval for attendance at professional development training must be obtained from the respective
Department Director Department Head or Charter Appointed Official. In the case of Department Director
Department Heads, approval must also be obtained from the City Manager. Any exception to this policy
requires the written approval of the Human Resources Director and the City Manager.
Memorandum
Employees interested in participating in seminars or other forms of professional development should prepare a
memorandum to their immediate supervisor. The memorandum should explain the applicability of the
professional development to their job and should request official leave (if during work hours) for the time they
attend and payment for the cost of the program. The cost of the program should be fully outlined in the
memorandum. An original copy of the program and all related material should be attached to the
memorandum.
The memorandum should have an approval line for the Department Director (or the City Manager in the case
of the Department Director). The immediate supervisor is responsible for ensuring that all signatures are
obtained prior to enrollment.
In certain circumstances, the supervisor may direct the employee to attend professional development. In
this case, the supervisor will be responsible for preparing the memorandum and registering the employee.
After approval by the Department Director, a copy of the memorandum will be returned to the employee
indicating authorization to register.
Once the memorandum is approved, the employee may register for the course. Enrollment should be
handled directly by the department or the individual requesting the course. Failure to obtain the required
approval in advance of the program will result in the employee being responsible for the full cost of the
program and will result in the employee being charged leave without pay for the period of absence.
Payment
The City may pay full reimbursement for professional development training, provided the course content
relates to the employee's current City classCity position and that the employee's department has professional
development funds available for such training prior to registration.
If the cost of the program is billed to the City, the department representative should prepare a Request for
Check Disbursement (RCD) requesting that a check be forwarded to the appropriate organization.
Reimbursement for approved expenses paid directly by the employee should be requested on the City's
Expense Reimbursement Form and submitted to the Director of Finance. Travel and related expenses should
be handled in accordance with the Department of Finance's policies.
Certificates of Completion/Achievement
Copies of certificates received for professional development should be forwarded to the Human Resources
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Department for inclusion in the employee's personnel file along with any other form of recognition.

PPP # 160-00
Policy on Grievances
PURPOSE
To establish a Policy which will ensure that all regular non-probationary City employees receive fair and
uniform consideration of any properly grievable matter.
PRINCIPLES
In general, a properly grievable matter is one arising from a disciplinary action or improper implementation
of the policies, procedures, or regulations, or operating orders. Other properly grievable matters include, but
are not limited to, the existence of hazardous or unhealthy working conditions, or the improper conduct
during work hours of fellow employees which poses a threat to health or well-being of others. This list,
while not exhaustive, will serve as a guide in defining possible causes of complaint.
Matters which concern the establishment or alteration of City policy or procedure, performance appraisals,
compensation, or other management rights are not grievable.
The City will not retaliate against any employee who files a grievance in good faith.
Employees represented by AFSCME Council 67 Local 1453 shall grieve issues as defined by their collective
bargaining agreement.
Employees who are sworn police officers will follow the department's general orders concerning grievances.

PPP # 160-10
Procedure on Grievances
PURPOSE
This Procedure implements the Policy on Grievances (PPP# 160-00).
GENERAL RULES
Continuity of City Functions
Grievances shall be submitted and resolved promptly and equitably in accordance with the Policy and
Procedure on Grievances (PPP# 160-00 & 160-10). However, the grievance process may not be used to
cause the interruption of the performance of the functions of the City.
Representation
Any employee or group of employees presenting a grievance has the right to select a representative of their
own choice.
At any step in the grievance process, the selected representative, at the request of the employee or group of
employees, may present the employee's grievance or represent the employee or group of employees.
Presentation and Communication
Initially, a grievance may be presented by an employee, by a group of employees, or by a selected
representative, either orally or in writing. Side one of the City's form titled Employee Petition of Grievance
shall be used to present the grievance in writing at Step 1 of the grievance procedure as indicated below.
All grievances which are appealed shall be submitted by preparing side two of City form titled Employee
Petition of Grievance Appeal. Each grievance appeal submitted shall have attached to it the originally
submitted grievance and subsequent reply, and all succeeding appeals and replies. Grievances involving
discrimination may be brought directly to the Human Resources Director for review.
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Time Limit for Presenting Grievances
No grievance will be considered unless presented within ten (10) calendar days of the date on which the
employee reasonably could have been expected to know of the events or conditions which provide the basis
for the grievance. In no case shall a grievance be considered after this ten (10) calendar day period.
Grievance Terminated Unless Appealed
At the conclusion of any step in the grievance procedure, the grievance shall be considered as finally and
satisfactorily resolved by management unless it is appealed to the next higher step within the time limits
specified.
Number of Persons Attending Grievance Meetings
In the presentation of grievances (except with the prior permission of the person or group designated to
hear the grievance), not more than three employees, including the selected employee representative, may
be excused from work with pay to attend a grievance meeting. Within these limitations and upon proper
notification to their immediate supervisors, employees will be excused for attendance at such grievance
meetings.
Recording of Grievance Meetings
Notes setting forth the grievance and the action taken shall be written in duplicate at each step of the
process by the persons or by the group hearing the grievance as indicated under "Grievance Process" below;
this may be done on the appropriate section of the Grievance Form. Whenever the grievance is appealed to
the next higher step, the aggrieved employee shall be given a written determination providing the basis for
the outcome; including a list of attendees at the grievance meeting. the duplicate copy of such records and
the original shall become a part of the official Personnel record.
Grievance Process
It is encouraged that all grievances first be settled orally and informally through discussions between the
immediate supervisor and the employee(s). However, any timely grievance, which an employee has not
been able to adjust resolve informally with the immediate supervisor may be made the subject of a formal
grievance, and shall be settled in the following manner:
Step 1: The aggrieved employee shall present the grievance, in writing, using the Employee Petition of
Grievance Form, to the employee's immediate supervisor within ten (10) calendar work days after the events
or conditions giving rise to the grievance occurred or within ten (10) calendar work days after the date on
which the aggrieved employee reasonably could have known of the event which gave rise to the grievance,
whichever is later. The employee shall meet on such grievance with the immediate supervisor and the next
level supervisor as designated by the City, within ten (10) calendar work days after presentation thereof. The
City will provide Aa written determination answer to said grievance shall be furnished by the City to the
employee or employees involved within ten (10) calendar work days after said the meeting. If the employees
serve written notice that said written answer is not satisfactorysatisfied with the determination to them, or if
said written answerthe determination is not furnished provided within ten (10) calendar work days, the
grievance may proceed to Step 2. If an employee'sFor grievances involvinges dismissal and the employee so
desires, Step 1 of the Grievance Process may be waived and the grievance initiated may be initiated at Step 2. In
cases involving dismissal, the Department Director Department Head shall hear the Step 1 grievance.
Step 2: If the grievance has not been satisfactorily resolved at Step 1, no later than seven (7) calendar
work days after the written answer is furnished in Step 1, the grievance shall be presented submitted by the
employee, in writing to their Department Head or Charter Appointed Official, using the Grievance Form. This
form shall be submitted to the Department Director or designee. The employee or employees involved shall
meet with the Department Director Department Head or Charter Appointed Official and the appropriate
immediate and next level supervisors within seven (7) calendar work days from the date upon which the
grievance is presented tosubmitted to the Department Director Department Head, Charter Appointed
Official, or their designee. A decision will be made by the Department Director Department Head or designee
and communicated to the employees and any representative in writing, within seven (7) calendar work days
after the meeting. If the meeting cannot be arranged within said seven (7) calendar work-day period, the
Department Director Department Head or a designee shall, nevertheless, communicate the decision upon
said grievance to the employee and any representative within ten (10) calendar days after the grievance is
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first presented to the
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Department Director Department Head or a designee at Step 2. In cases involving dismissal, the City
Manager shall hear the Step 2 grievance.
The Step 2 decision shall be the final administrative level for hearing all grievances except those involving
disciplinary dismissal. In grievances involving disciplinary dismissal actions, employees may appeal such
actions to the Personnel Appeals Board.
Copies of all grievances and all responses shall be furnished to the Human Resources Director. at each and
every step of the process.
Personnel Appeals Board
1. Procedure for appeal to Personnel Appeals Board:
a. Any regular employees of the classified Civil Service merit system who have been the subject of a
disciplinary dismissal action may avail themselves of the grievance procedure as set forth above. If
employees are not satisfied with the action taken by the City Manager in the last step of the
grievance process, they may, within seven (7) calendar days of such action, file a written notice of
appeal to the Personnel Appeals Board. The notice of appeal shall be filed with the City Clerk/Director
of Council Operations.
b. The notice of appeal shall contain particulars details as to the nature of the grievance and the
remedy requested, and may not raise any issue not previously raised before the City Manager
during the grievance process.
2. Hearing of appeal by Personnel Appeals Board:
a. The Personnel Appeals Board shall schedule a hearing as soon as practicable, but no longer than
thirty-five (35) days after the filing of the notice of appeal, unless a later date is required due to the
unavailability of a member of the Personnel Appeals Board.
b. The procedure of the hearings shall be closed to the public unless requested to be open by the
employee filing the appeal and consented to by all employees involved. The employee shall be
entitled to counsel, and may present witnesses or other evidence on the employee's own behalf. The
employee, insofar as administratively possible, may request the presence of City employees (up to a
maximum of three) as witnesses. Such employees shall be considered in a duty status during the
time they serve as witnesses. All testimony shall be under oath or affirmation given by a person duly
authorized to administer oaths within this State, and a verbatim transcript of the hearing shall be
taken. The City Attorney shall act on behalf of the City Manager. The right of cross-examination of all
witnesses shall be available.
c. At any time prior to the decision of the Personnel Appeals Board, the grievant and the City may
reach a binding settlement of the grievance.
3. Decision and opinion by Personnel Appeals Board:
a. Within fifteen (15) calendar days following the required hearing, the Personnel Appeals Board shall
render a written decision in which findings of fact are made with respect to the action taken. The
Board shall have the power to approve, rescind, or modify the dismissal action, and shall file the
decision with the City Clerk/Director of Council Operations.

PPP # 170-00
Policy on Military Furlough
PURPOSE
The purpose of this Policy is to establish rules of employment for regular employees who are called to duty on
active military service during a National Emergency or under Presidential Authority.
PRINCIPLES
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A Military Furlough Leave is the placement of regular employees in an inactive non-work status, with the
retention of employee rights, while employees are called to duty on active military service during a National
Emergency or under Presidential Authority. Employees are placed on Military Furlough when they enter
active service in the Armed Forces of the United States, National Guard, or the Commissioned Corps of the
Public Health Service pursuant to a National Emergency or under Presidential Authority.
Employees on Military Furlough have re-employment rights under conditions specified in the Procedure
on Military Furlough (PPP#170-10).
Military Furlough is separate and distinct from Military Leave (see PPP# 120-00).

PPP # 170-10
Procedure on Military Furlough
PURPOSE
This Procedure implements the Policy on Military Furlough (PPP# 170-00).
GENERAL RULES
Pay, Benefits and Employment Status
Regular employees on military furlough and in an inactive non-work status may continue to receive pay and
benefits as though they were in an active working status. Employees in the Federal Services and Maryland
National Guard may receive the difference between their military pay and base City pay up to a maximum of
their base City pay. These employees must submit their pay statements to the City on at least a monthly
basis and the City will pay the difference to the base pay for that same time frame.
Process for Taking Military Furlough
Employees notify their supervisors as soon as possible prior to the date they are scheduled to leave for
military service. The supervisors notify their Department Director Department Heads and the Human
Resources Director by way of memorandum with a copy of the military order.
Re-Employment Rights on Return from Furlough
In accordance with Federal and State Law, on return from Military Furlough employees are entitled to
reinstatement after military service to the position which they left or to one of like status, pay, and seniority,
provided the following requirements are met:
a. the employee gave written or verbal notice to the department prior to leaving for military service,
unless the employee was not able to give prior notice because of military necessity;
b. the employee’s position was not a temporary job or a job expected to last for a brief period, but
instead was expected to continue for a significant period of time;
c. the employee applied promptly for reinstatement after completion of the military service;
d. the employee provides documentation to the department of the length and character of the
military service on return from military service of 30 days or more;
e. the employee was not discharged under dishonorable conditions; and
f. the total of the employee’s periods of active duty did not exceed 5 years over the employee’s
entire City employment (periods of active duty for training or during which the employee was ordered
to active duty during war, emergency or in support of a critical mission are not included in the
calculations of the 5-year period.)
An employee is entitled to the following on reinstatement:
1. the same job or the job that the employee would have had or attained if the employee had not left
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for military service (if the employee is or can become qualified for that job) or, if the period of
service exceeds 90 days, another job of the same status and same rate of pay;
2. accrued seniority, service increments and proficiency advancements, or noncompetitive promotions
that the employee would have received if the employee had not left for military service;
3. protection against dismissal, except for cause, during the first 180 days of returning to work (or the
first year of returning to work if the leave was for more than 180 days);
4. employment in a position of lesser status and pay, but with full seniority, if the person cannot
become qualified to perform the previous job;
5. reasonable efforts to accommodate a temporary or permanent disability that occurred or was
aggravated during the military service;
6. credit toward vesting under the employee’s retirement plan for the period of military service; credited
service for retirement if the employee makes up any required employee contributions; continuation
of unused sick and annual leave;
7.

the same increment date that the employee had before the employee’s military leave; and
continuation of group insurance coverage.

The period of time that the employee has to apply for reinstatement depends on how long the employee
served in the military. If the employee became ill or was injured during military service, the reinstatement
period may be extended to allow for treatment and recovery.
The above rights apply unless the City’s circumstances have so changed as to make reinstatement impossible
or unreasonable: for example, they could not be applied if a widespread reduction in force has occurred.
Regular employees who volunteer for Active Service will not be paid by the City and will be separated from
service. They will be eligible for all benefits and reemployment as provided by the law.
Employees in the Maryland National Guard not called to Active Duty by order of the Governor or those in the
US Reserves not called to Active Duty by Presidential Order during a national emergency are not eligible to
receive pay during military furlough.
Process for Re-Employment
1. Upon release from active duty, employees must notify the Human Resources Director in writing of their
status and establish a tentative date for their return to work (within the established time).
2. The Human Resources Director notifies employees of the status of their jobs and their re-employment
possibilities.
Applicable Laws
All Military Furlough is subject to the provisions of the Uniformed Services Employment and ReEmployment Rights Act of 1994 with subsequent amendments, as well as applicable Maryland law. Any
questions regarding details on Military Furlough should be referred to the Human Resources Director.

PPP # 180-00
Policy on Employees' Code of Conduct
PURPOSE
This Policy describes what is acceptable behavior in the conduct of all employees in the performance of their
jobs and in conducting their personal business as it relates to their employment with the City.
Employees of the City are prohibited from using their employment in any way for personal gain and are
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expected to conduct their personal business in full compliance with the law and with these guidelines.
All employees are subject to the City’s Public Ethics Ordinance, Chapter 16 of the Rockville City Code.
PRINCIPLES
Political Activities
Employees of the City are subject to the provisions of Sections 1501-1508, Title 5 of the U.S. Code
(previously known as the Hatch Act with amendments). Prohibited political activities are listed below:
Political activities, which are prohibited for City employees, are also not to be conducted by anyone, whether
employees or not, in any office or property under the jurisdiction of the City, including the public part of any
City property. No equipment, materials or facilities owned or operated by the City may be used by anyone in
the conduct of any of the prohibited activities. However, the public parts of a City property may be used for
non-partisan meetings, at which civic matters may be questioned by those in attendance. Such meetings
must be arranged and conducted by responsible non-partisan organizations and all bona fide candidates
must be invited and given equal time and treatment, and prior approval in writing must be obtained from the
City Manager. The request for such approval must be in writing, giving specific information as to the time
and place of the proposed meeting, the method by which candidates will be invited, and the procedures and
rules to be followed in the conduct of the meeting. The request must be signed by an authorized official of
the organization with certification of such authority by the governing body of the organization.
No employees shall directly or indirectly use or seek to use their official positions, authority, or influence to
control or modify the political action of any other person. Employees shall not engage in any form of political
activity during duty hours.
Employees are also prohibited from using their positions or influence for the purpose of interfering with or
affecting the result of an election or nomination for office; or, directly or indirectly coercing, attempting to
coerce, command, or advise other employees to lend or contribute anything of value to a party,
organization, or person for political purposes; or, being a candidate for an elective partisan office with the
City or County.
With respect to Rockville City elections, employees are not allowed to take part in any political movement
nor actively support any candidate or group of candidates in any manner other than by casting a ballot.
Employees may express their personal opinions privately to others. However, they must remain objective,
non-committal, and professional when others wish to discuss City politics with them.
Employees may not be required to contribute to a political campaign or pay dues to a political party.
Employees' job security is not dependent on which candidates are elected to office. Elected officials may not
interfere with appointments, promotions, or discipline of any employees.
Persons violating these rules will may be subject to dismissal.
Relations with Contractors or Vendors
Gifts
Employees shall neither solicit nor accept gifts or any form of gratuity from anyone who has submitted a
proposal to do business or who is doing business with the City, or who is engaged in activities controlled by
the City where the solicitation or acceptance of such gifts or gratuity may form the basis for a conflict of
interest.
Restrictions After Termination
For a period of one year after terminating employment from the City, former City employees shall not assist
or represent a party other than the City for compensation in a case, contract, or other specific matter
involving the City, if that matter is one in which the former employees personally and significantly
participated as a City employee.
Disclosure of Information
Employees may not disclose, nor use for their economic benefit or that of any other person, confidential
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information which is not available to the public, acquired by reason of their employment with the City.
Possession of Weapons
No employee shall use or have on their person or on City property any weapons or explosives at any time.
Weapons may include but are not limited to: firearms, knives with blades greater than 3”, martial arts
weapons or accessories, etc. Violation of this policy is may be cause for immediate dismissal. The only
exception to this rule are those weapons expressly allowed to be carried and used by public safety employees.
Exploitation of Citizens or Employees
No employees shall benefit financially from any citizen or group of citizens or employees due to their
position in the City. Employees shall not seek to use their official positions or authority to sell or
recommend goods or service to any citizen or employee as representatives for any company for such
purpose.
Alcohol or Drug Possession and Use
Use or possession of alcoholic beverages (except at designated City-sponsored group social events) or nonprescription drugs, or the illegal possession or use of drugs (prescription or non-prescription), being
intoxicated, or under the influence of drugs while on duty and/or on City property ismay be cause for
suspension or dismissal of any employee. Although any employee may be terminated immediately for
possession or use of drugs or alcohol, those persons working in safety sensitive and/or public contact
positions will be terminated immediately, absent extenuating circumstances. (See Policy and Procedure on
Drugs and Alcohol (PPP# 190-00 & 190-10).)
Absence Without Permission
Employees are subject to dismissal if they have been absent from duty for three consecutive days without
permission from their immediate supervisor and/or without notifying the immediate supervisor of their
absence and intention to return. Such employees are considered to have abandoned their jobs.
Conviction of a Criminal Offense
An employee who has been convicted of a criminal offense that is job related may be subject to dismissal
from the City.
Conflict of Interest
Participation in City Business
Employees shall not participate and shall disqualify themselves from participating in any City business or
project which involves, benefits, or has a direct financial impact on themselves, a spouse or domestic
partner, parent, child, brother or sister, or a business entity of which they, or any of the family members,
are a part.
However, employees may take advantage of City programs and projects available to members of the
general public so long as such employees do not control or affect the decision on the program or project in
question, as distinct from performing merely routine or clerical duties.
All employees planning to participate in any City program of substantial financial benefit must request
written approval of the Human Resources Director disclosing all aspects of their involvement in the
program.
Employees are required to report to the Human Resources Director if they are an official of a community
organization or non-profit group which has applied for or is receiving funds from the City.
Personal Relationships in the Workplace
While members of the same family are eligible for employment with the City, City employees are prohibited
from supervising any individual who is a member of their immediate or extended family. Examples of family
members include spouse, child, sibling, parent, foster parent, grandparent, grandchild, cousin, aunt, uncle,
niece, nephew, other blood relatives, parent-in-law and other in-laws, and step relatives, etc.
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In the same vein, it would be inappropriate for City employees to supervise any other individual with whom
there exists or develops a personal relationship where such a relationship could give rise to questions about
the supervisor's ability to act impartially with regard to that employee. Examples of such personal
relationships include, but are not limited to, fiancée, domestic partner, business associate or advisor, or
anyone with whom a significant or close personal relationship, such as dating, exists.
Supervisors must notify their Charter Appointed Official, Department Director Department Head or the
Human Resources Director of family and existing or developing personal relationships between
himself/herself and a subordinate. A supervisor's failure to notify an Charter Appointed Official, Department
Director Department Head or Human Resources Director of any such family or other personal relationships
may result in disciplinary actions.
Department DirectorDepartment Heads will discuss these issues with the City Manager as is appropriate
and necessary to maintain a professional work environment. If it is determined that, as a result of the
relationship, that a conflict or potential for conflict of interest exists or might be perceived to exist, the City
may take appropriate corrective measures. Such measures may include the transfer of either the
supervisor or the subordinate employee, atin the discretion of the City Manager Charter Appointed Official.
Secondary Employment
The effective operation of government requires public employees to be independent, impartial, and
responsive to the community. A public position must never be used for personal gain if government is to
maintain the trust between public employees and the citizens they serve. This policy on secondary
employment recognizes the special responsibilities and obligations which employees must meet to guard
that trust.
Employees may engage in outside employment or private financial activities, provided that such
employment or activities do not conflict with regular employment with the City of Rockville Government or
affect the employee's mental or physical ability to perform normal duties in an acceptable and impartial
manner.
Employees may not, either directly or indirectly, use their official position with the City of Rockville
government, or information obtained in connection with their employment, for private gain.
Employees may not become involved in outside business or financial activities which would
constitute a conflict of interest or the appearance of a conflict of interest, or affect the impartial
discharge of their duties.
Employees may not solicit or accept gifts, favors, or anything of monetary value from a private
source as compensation for the services performed as an employee of the City of Rockville
government.
Some employees may wish to supplement their City income from secondary jobs. A secondary employment
form must be filled out for all secondary employment. It shall be filled out and approved by their Department
Director Department Head before an employee begins a secondary job. All secondary employment within the
City will be subject to special approvalreview by their respective Charter Appointed Official or Department
Director Department Head and approval of the Human Resources Director to avoid even the appearance of a
conflict of interest.
The following guidelines will be followed to ensure that a secondary job will not harm the interests of the
employee or of the City:
1. Employees may work for employers who are not regulated by, hired by, or soliciting business with the
City.
2. Employees may work for employers who are located outside of the City limits and who perform work only
outside the City limits, which is not related to City business.
3.1.
Employees may work for employers within the City where a Department Director Department Head
and Human Resources Director find that the secondary job represents no basis for a conflict of interest, nor
the appearance of a conflict of interest.

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

106
Packet Pg. 113

4.2.
Employees may accept a secondary position if the secondary job does not interfere with the
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performance of their City duties and does not interfere with the employee's ability to respond to emergency
situations for the City.
5.3.

Employees may not use City-owned tools, equipment, vehicles, or materials for any secondary job.

6.4. Employees may not enter into a secondary employment in which they work for, or oversee their
City supervisor or a City subordinate.
7.5. Employees injured while working a secondary job must notify their City supervisor of the injury.
However, it should be noted that City insurance (with the exception of employee health plans) and City
employee disability leave benefits will not cover any injury or damage arising from a secondary job.
8.6.
Some employees (e.g., police) may be required to provide the City with proof of adequate
insurance coverage by their secondary employer.
9.7.
Employees may not solicit or perform secondary employment during the hours designated for
work for the City.
Ownership and Financial Interest in Real Property Within the City of Rockville
Employees shall not use knowledge of City programs or plans which are not available to the public to
speculate or make a profit from any real estate transaction.
Disclosure of personal real property, other than a primary residence, shall be made to the Human
Resources Director as follows:
1. Employees who own or contract for the purchase of any interest in real property within the City shall
disclose such information within one week of acquiring such property (e.g., signing a contract of sale).
"Interest in real property" means an interest held as sole owner or together with other persons or business
entities, or an interest in a partnership or corporation which owns, develops, or manages real property in the
City. Also, employees who have a financial interest in real property within the City, such as providing a loan
or financial guarantee to any other person in connection with the purchase of real property, shall disclose
such information.
2. All involuntary acquisition of real or leasehold property within the City by inheritance, gift, etc., shall be
disclosed immediately in writing to the Human Resources Director.
3. Employees must notify the Human Resources Director immediately upon any change to their
previously reported real property ownership or financial interest status, and keep such notice up to
date.
If, in the judgment of the Appointed OfficialCity Manager, any matter disclosed as required above
presents a situation where the employee's ownership of said properties or provision of financial
guarantees may cause actual, possible, or apparent conflict of interest, the Appointed OfficialCity
Manager may notify the employee and provide an opportunity to be heard. After due consideration
of all facts and circumstances, the Appointed OfficialCity Manager may take appropriate action,
which may include, but not be limited to, a request not to acquire or to divest oneself of property or
any interest therein, disciplinary action, or a reasonable alternative to eliminate such
conflict.Compliance with City of Rockville Laws
Employees shall not use their positions or influence in the City to avoid complying with any City laws or
regulations, or to assist any other person in avoiding such compliance.
All employees must take whatever measures are required to ensure that any properties within the City
which they own wholly or in part are used and maintained in strict compliance with the Housing, Building,
Zoning, and any other Codes of the City of Rockville.
An inspector employed by the City shall not inspect property in the City in which the employee, a
member of the employee’s family, someone with whom the employee has a relationship with similar to
that of a family member, has an interest. An inspector shall also not inspect property in the City in
which the employee has a financial interest.
Information and Enforcement
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Questions regarding these rules may be addressed to the Human Resources Director. All information
requested to be disclosed shall be kept up to date on a continuing basis. Such information shall be
incorporated into the employee's Personnel file and be kept confidential within the City to the extent provided
by law. Failure of any employee to comply with these rules and regulations may result in the imposition of
disciplinary action. Such action may include, but not be limited to, a verbal warning, a written warning,
probation, suspension, or dismissal, depending upon the circumstances of the particular case and the
employee's work record.
Discipline or Dismissal
Failure to adhere to the provisions stated in this Policy or any other City policy, procedure, rule, regulation,
code or order is recognized as sufficient cause for disciplinary actions, including but not limited to, the
issuance of a written reprimand, being placed on disciplinary probation, suspension, or dismissal of an
employee. (See Procedure on Discipline and Dismissal (PPP# 75-10) and Procedure on Dismissal (PPP# 8007).)
The type of discipline shall be dependent upon the frequency and/or severity of the employee's conduct.
Nothing in this Policy shall prohibit the City from taking more severe forms of discipline for first offenses or
imposing multiple forms of discipline.
Certain offenses may be subject to suspension and/or dismissal. These offenses include, but are not limited
to:





















insubordination;
unsatisfactory job performance;
cause of personal injury, damage or property loss;
violation of safety, fire prevention, security, or other rules, regulations, policies, procedures, codes,
orders, etc.;
false, fraudulent, misleading, or harmful statements, action, or omission relating to any City business;
unauthorized use of, removal, theft, or damage to City property, an employee, or anyone or anything
related to City business;
threatened or actual physical violence;
use of profane or abusive language;
carrying any form of weapon while on City business or property;
the use, possession, being under the influence, transfer, selling or attempting to sell alcohol, illegal
drugs, or illegally used drugs on City business or property; or any other violations of PPP #190-00
Policy on Drugs and Alcohol;
disorderly or immoral conduct on City business or property;
accepting or engaging in outside employment without proper approval;
any form of harassment of other individuals, citizens, or staff;
abuse of leave; unexcused absence from work;
refusal to work overtime;
falsifying any records;
job-related criminal conviction;
sleeping on duty;
failure to maintain required certifications; and
any other misconduct.

This list serves to provide examples only and is not all-inclusive. The City reserves the right to suspend
and/or dismiss an employee for any lawful reason.

PPP # 181-00
Policy on Workplace Violence
PURPOSE
The purpose of this Policy is to establish rules for maintaining a workplace free from violence.
PRINCIPLES
The City of Rockville is committed to maintaining a workplace free from violence for its employees, citizens,
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visitors and guests. It is the City’s intent to take every reasonable step to promote a work environment that
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is safe and secure at all times by encouraging a positive and respectful work environment that fosters employee
productivity, safety and security.
The following words and phrases, as used in this Policy, are defined as follows:
1.

Disruptive behavior: disturbs, interferes with, or prevents normal work functions or activities. Disruptive
behavior includes yelling, using profanity, aggressively waving arms or fists in a threatening manner, or
verbally abusing others; outbursts and instigating interpersonal conflicts between individuals; making
inappropriate demands for time and attention; making unreasonable demands for action (demanding an
immediate appointment or a response to a complaint on the spot); or refusing a reasonable request for
identification.

2.

Threatening behavior: includes physical actions short of actual contact/injury (e.g., moving closer
aggressively); stalking/following another individual; general oral threats based on tone of voice or written
threats to people or property ( e.g. “you better watch your back” or “I’ll get you”) as well as implicit threats
(“you’ll be sorry” or “this isn’t over.”)

3.

Violent behavior: includes any physical assault, with or without weapons; behavior that a reasonable
person would interpret as violent (e.g., throwing things, pounding on a desk or door, or destroying
property); and specific threats to inflict physical harm (e.g., a threat to shoot a named victim).

No employee of the City of Rockville shall engage in any disruptive, threatening or violent behavior while on
City property or at any other location while performing duties on behalf of the City. Any violation of this provision
shall be reported to the immediate supervisor and investigated by the City.

PPP # 181-10
Procedure on Workplace Violence
PURPOSE
This Procedure implements the Policy on Workplace Violence (PPP# 181-00).
GENERAL RULES
Overview
This Procedure outlines the responsibilities of managers and employees to report and document violent acts as
defined in the Policy on Workplace Violence (PPP# 181-00). In addition, the Procedure provides a format for
reporting and investigating violent acts, as well as suggested forms of discipline and reporting, pursuant to City
regulations and State/Federal laws.
By establishing a written policy on how to handle violent workplace situations, the City provides managers and
employees with a tool to promote a safe work environment as well as guidance as to how to swiftly respond to
workplace situations of a violent nature.
Emergency
If an employee is a victim/witness to a crime in progress, an incident involving a hostage situation or a weapon,
contact the Police IMMEDIATELY! (DIAL 911.)
Each City Department is required to develop a duress word or phrase that will signal other employees that an
emergency situation is in progress. By hearing the duress word or phrase, employees will know to contact the
Police immediately. Each Department Director Department Head is responsible for ensuring that the duress
word or phrase is identified and communicated to all current and future employees.
Should an emergency situation occur that warrants contacting the Police, the Supervisor shall contact the
Human Resources Department as soon as reasonably practical, possible but no later than the same business
day.next work day to report the incident and receive further instructions.
Non-Emergency
If an employee believes that he or she is a victim or a witness to a violent act in the workplace, either actual
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or perceived, such employee should immediately report the facts of the incident and the name of the
individuals involved in the incident to the employee’s supervisor or the Human Resources Department as soon
as reasonably practical but no later than the same business day in which the incident occurred. As the victim
or witness, the employee should use the City of Rockville’s Violent Incident Report to record important facts
and information regarding the violent act. This report should be submitted directly to the employee’s Supervisor
or the Human Resources Department for further action.
Upon receipt of the Violent Incident Reporta report of a violent act in the workplace from the victim or witness,
the Supervisor or Human Resources Department shall conduct an investigation. utilizing the City of Rockville’s
Violent Incident Investigation Report. This Investigation Report shall be completed within five (5) working days
of receipt of the initial Violent Incident Report.
If the Supervisor conducts the investigation, he or she shall promptly forward the completed Violent Incident
Investigation Report, including findings and recommendations, to the Human Resources Department. The
Human Resources Department will review the report and issue comments to the investigating supervisor within
five (5) working days of receipt of the investigative report.
Violations of Policy
Any employee found to have violated the City of Rockville’s Workplace Violence Policy shall be disciplined in
accordance with the City of Rockville Personnel Rules and Regulations, and/or applicable Departmental
Regulations and Collective Bargaining Agreements.

PPP # 185-00
Policy on Fraud Prevention and Whistleblower Protection
PURPOSE
This Policy affirms the City of Rockville’s commitment to safeguarding the organization and its assets from
fraud and other similar improprieties, and establishes guidelines to ensure a safe and confidential
environment for reporting any violation of the policies and procedures set forth in the Personnel Manual,
including but not limited to, improper financial activities and other fraudulent activities.
PRINCIPLES
Fraud and Other Similar Improprieties
The City of Rockville (City) is committed to protecting the organization, its operations, its employees and its
assets against fraud and other similar improprieties. A constructive culture requires integrity in the
administration of the City’s resources to ensure public trust. Fraud and any other similar improprieties are
contrary to a constructive culture and will not be tolerated under any circumstances.
Fraud is defined as an intentional deception, misappropriation of resources or the manipulation of data to
gain financial or other benefits. Fraud and other similar improprieties include, but are not limited to:
1. Forgery or alteration of checks, drafts, promissory notes or securities.
2. Any misappropriation of funds, securities, supplies or any other asset.
3. Any irregularity in the handling or reporting of money transactions.
4. Misappropriation of furniture, fixtures or equipment.
5. Unauthorized use or misuse of City property, equipment, materials or records.
6. Any computer related activity involving the alteration, destruction, forgery or manipulation of data
for fraudulent purposes or misappropriation of City-owned software.
7. Any claim for reimbursement of expenses that are not made for the exclusive benefit of the City.
Training
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As a preventive and proactive step, the City will make reasonable efforts to notify employees of this Policy
during orientation and through periodic email updates.
Obligation to Report Activities
Each employee of the City has an obligation to report any suspected fraud, questionable or improper
accounting, auditing, and other financial activities, as well as suspected violations of the Personnel Manual.
Confidentiality
The City recognizes that confidentiality is important to all parties involved in any complaint and
investigation. Confidentiality will be maintained to the fullest extent provided by law and will be consistent
with the Maryland Public Information Act.
Retaliation and False Claims Prohibited
The City will not tolerate retaliation against any employee or other person for initiating, pursuing, or
assisting with a complaint of alleged fraud or other similar improprieties to the City or to any government
agency.
The City also forbids retaliation against any employee or other person for participating in any investigation
of a complaint of fraud or similar improprieties. Any individual who engages in retaliation against any City
employee in violation of this Policy may be subject to disciplinary action, up to and including dismissal from
service.
Good Faith
Anyone reporting a concern must act in good faith and have reasonable grounds for believing the information
disclosed indicates a violation of this policy. An employee or other person who knowingly make false
allegations will be subject to discipline, up to and including dismissal.

PPP # 185-10
Procedure on Fraud Prevention and Whistleblower Protection
PURPOSE
This Procedure implements the Policy on Fraud Prevention and Whistleblower Protection (PPP# 185-00).
GENERAL RULES
Reporting Process
A. Any City Employee who has knowledge of, directly or indirectly, or has reason to suspect that any act of
fraud or similar impropriety has occurred, should immediately report the circumstances to one or more of
the following:
1. Fraud Prevention Hotline
2. City Manager
3. Human Resources Director
B. The Human Resources Director or a designee shall conduct an inquiry into any and all complaints of
fraudulent activity. Where circumstances require, the City may retain outside assistance to conduct the
inquiry and submit a report of the findings to the City. Based on the results of the inquiry, the City will
determine whether the reported misconduct occurred, and whether it violates the Policy on Fraud Prevention
and Whistleblower Protection (PPP# 85-00). Should the City conclude that there has been a violation of the
Policy on Fraud Prevention and Whistleblower Protection, appropriate corrective action will be taken.
Disciplinary Actions
Any employee found to be responsible for fraud or similar improprieties in violation of this Policy shall be
subject to appropriate disciplinary action, up to and including dismissal.
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In addition, employees who knowingly make false allegations or engage in prohibited retaliatory practices
will be subject to discipline, up to and including dismissal.

PPP # 186-00
Policy on Computer and Electronic Communications
PURPOSE
This Policy governs the use of the City’s computer and electronic communications system, which includes
telephone, voice mail, fax machines, Internet, electronic mail (e-mail), and other computer usage.
PRINCIPLES
Compliance
City employees and other users are encouraged to use the City’s computer and electronic communications
system to assist them in performing their work responsibilities effectively, efficiently, and at the highest level.
Violation of this Policy or the Procedure on Computer and Electronic Communications (PPP# 186-10) may
result in disciplinary action, including possible dismissal, as well as civil and criminal liability.
This Policy may be revised, expanded, or otherwise modified at any time, and it is the responsibility of City
employees to ensure that they are familiar with the current Computer and Electronic Communications System
Policy at all times.
No Expectation of Privacy
The City is the exclusive owner of all information, messages, data and files (whether electronic, digital, printed
audio, video, or other) created or distributed using the City’s electronic communications system. Users do not
have an expectation or right of privacy or confidentiality in their use of the computer and electronic
communication system, including, but not limited to, the e-mail and voice mail messages they create, store,
send and receive, and the Internet sites they visit. Electronic communications are neither private nor secure.
E-mail and/or voice mail maybe stored indefinitely on any number of computers, in addition to that of the
recipient.
Monitoring of Computer and Electronic Communication Usage
The City has the right to monitor any and all aspects of its computer and electronic communication system,
including, but not limited to, monitoring sites visited by users on the Internet, reviewing material downloaded
or uploaded by users to the Internet, and reviewing email and voice mail sent and received by users. Such
monitoring may be conducted without prior notice. Use of the City’s computer and electronic communication
system shall constitute consent to such monitoring.
Maintaining Professionalism
At all times, users have the responsibility to use computer resources in a professional, ethical, and lawful
manner. Users should use the same care in drafting e-mail and other electronic documents as they would for
any other written communications. The quality of writing reflects on the City. Users should always strive to use
good grammar and correct punctuation, and keep in mind that anything created or stored on the computer
system may be reviewed by others.
Email Retention
The City’s electronic communications system is configured to automatically delete e-mail messages after a
period of time. The purpose is to protect the integrity of the computer system. Once the e-mail message is
deleted there is no possible way to retrieve and restore the message. If you wish to save messages that are
older than six months, it is recommended that you print your message.
Ecommerce
Users should exercise caution when connecting to Internet sites that require credit card information. City credit
cards may only be used with approval of a department head and only on secure sites that utilize HTPPS/SSL
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(the padlock icon will appear at the bottom of the page in most Web browsers).

PPP # 186-10
Procedure on Computer and Electronic Communications
PURPOSE
This Procedure implements the Policy on Computer and Electronic Communications (PPP# 186-00).
GENERAL RULES
Appropriate Uses
The computer and electronic communications system is the property of the City of Rockville government and
may only be used for approved purposes. Occasional personal use of the computer and electronic
communications system is permitted if the use does not: (1) interfere with the user’s work performance; (2)
interfere with any other user’s work performance; (3) compromise the integrity of the computer and electronic
communications system; or (4) violate any other provision of this policy or any other policy, guideline, or
standard of the City of Rockville. Personal use of the computer and electronic communications system is a
privilege that may be revoked at any time.
Inappropriate Uses
Under no circumstances, should the City’s computer and electronic communications system be used for
sending, transmitting, receiving, copying, or storing any communication that violates any City Policy (including
the City’s Unlawful Discrimination and Harassment Policy and Workplace Violence Policy) or is fraudulent,
harassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise unlawful or
inappropriate. Users encountering or receiving this kind of material should immediately report the incident to
their supervisor and the Director of Information & Technology (IT). Exceptions are limited to police
investigations into criminal activities, which may require the use of the Internet for information and
intelligence gathering. This is permissible with the prior approval of the Chief of Police.
Other prohibited uses of the City’s computer and electronic communication systems include: (1) sending chain
letters; (2) sending copies of documents, messages, software, or other materials in violation of copyright laws;
(3) compromising the integrity of the City and its business in any way; and (4) “moonlighting” or the
advertisement of personal business. Users are cautioned to exercise care and good judgment when sending
humorous material. Humor, irony, and emotion are difficult to communicate in an e-mail message. Therefore,
attempts at either may be misinterpreted by the reader or recipient.
When using group e-mail, users are required to use discretion and to exercise good judgment. For example,
sending to the “everyone” group adds to everyone’s workload and taxes the network; examples of such
inappropriate use include announcements of leave time and solicitations.
Misuse of Software
Without prior written authorization from the IT Department, users may not do any of the following: (1) copy
software for use on their home computers or to other computers; (2) provide copies of software to any
independent contractors of the City or to any third person; (3) install software on any of the City’s
workstations or servers; (4) download any software from the Internet or other online service to any of the
City’s workstations or servers; (5) modify, revise, transform, recast, or adapt any software; or (6) reverseengineer, dissemble, or decompile any software. Users who become aware of any misuse of software or
violation of copyright law should immediately report the incident to the Director of IT.
Virus Detection
Files obtained from sources outside the City, including disks brought from home; files downloaded from the
Internet, newsgroups, bulletin boards, or other online services; files attached to e-mail; and files provided by
citizens or vendors, may contain dangerous computer viruses that can damage the City’s computer network.
Users should never download files from the Internet, accept e-mail attachments from outsiders, or use disks
from non-City sources without first scanning the material with City-approved virus checking software. If a user
suspects that a virus has been introduced into the City’s network, he or she should notify the IT help desk
immediately.
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Password Upkeep
The IT department will issue guidelines on the criteria for establishing passwords.Passwords should be
obscure and a minimum of four characters in length. For best security, passwords should include special
characters (e.g., “@,” “!,” “&,” “%”). All passwords must be changed every ninety days. Users of the network
who do not change their passwords will be prompted to make a change or they may be automatically locked
out of the system.

PPP # 190-00
Policy on Drugs and Alcohol
PURPOSE
The purpose of this Policy is to establish basic rules to ensure that the City of Rockville maintains a drug- and
alcohol-free workplace, and, in appropriate circumstances, offers assistance to employees who have a
problem with substance abuse.
SCOPE
The Policy is inclusive of all individuals who are employees of the City or candidates who have been given a
conditional offer of employment. Applicants for, and employees in safety-sensitive positions will constitute the
primary focus of the testing program. However, employees who are not in safety-sensitive positions may also
be tested if there is reasonable suspicion for the need for such testing. The testing will pertain to all forms
and manners of drug and alcohol use, abuse, and dependence. In the administration of this policy, the City
may perform the following types of drug and/or alcohol tests: pre-employment, random, reasonable
suspicion, post-accident, and follow-up testing.
PRINCIPLES
Safe Work Environment
The City of Rockville has a legal obligation under the Drug-Free Workplace Act of 1988 and a responsibility to
its employees to provide a safe work environment. The City's primary goal of providing necessary and
essential services to its citizens must also include safe working conditions for its employees. Failure of the
City to ensure that its employees can perform their duties without endangering themselves or the public
creates the potential for a liability.
The use of illegal drugs or drug or alcohol abuse may seriously impair employees' ability to perform their
jobs. The possession, active use, sale, purchase, transfer, manufacturing, distributing or dispensing of an
illegal drug or controlled substance by an employee or any person is a crime, and should it occur by an
employee during working hours or on City property, is cause for disciplinary action, up to and including
dismissal. The illegal use of drugs and controlled substances by employees will not be tolerated.

Therefore, the City of Rockville has adopted the following rules:
To ensure the fitness of individuals selected to fill positions involving the public safety, as a condition of
employment, any candidate who is extended a conditional offer of employment for a safety sensitive position
may be required, as part of the pre-employment physical examination, to take and pass a drug and alcohol
screening test. Failure of an individual to pass this screening shall result in the withdrawal of the conditional
offer of employment. Additionally, employees will be required to take drug tests when required by state or
federal regulations, such as the U.S. Department of Transportation Drug and Alcohol Testing regulations. Safety
sensitive positions are defined as follows:
1. sworn or not sworn police officers who are required to carry or use firearms and/or handle
evidence;
2. drivers of motor vehicles, where vehicle operation is a main job responsibility; and
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3. operators of power or other equipment which may, if improperly operated, pose a threat
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to personal or public safety.
In addition to the above guidelines, the City will require any employee to undergo drug and /alcohol testing if
reasonable suspicion exists that the employee is under the influence of drugs or alcohol during work hours
and/or on City property. Grounds for reasonable suspicion include, but are not limited to:
an on-the-job injury or accident (regardless of fault), including any “accident” (regardless of fault)
as defined in the Procedure on Vehicle Safety Review (PP#200-10);
following an on the job injury when the City has a reasonable basis for concluding that drug and/or
alcohol use could have contributed to the injury or illness;
1.
1. observed use or possession of drugs or alcohol;
2. observed physical symptoms, including the odor of marijuana or alcohol, slurred speech,
poor coordination, abnormal gait, glassy or bloodshot eyes, etc.;
3. abnormal or erratic behavior.
Failure of an employee to submit to a drug and/ alcohol test when directed to do so by the Human Resources
Director or a designee, constitutes insubordination which will be cause for dismissal.

Confidentiality
All information collected and maintained in connection with drug/alcohol testing is confidential.
Only the following persons are authorized to have knowledge of, or when appropriate, access to any
information pertaining to an applicant's or employee's involvement in drug/alcohol testing:
1. City Manager
2. Human Resources Director/relevant Human Resources staff
3. Department Director Department Head/immediate supervisor
4. Employee/applicant who has been tested
5. City Attorney/relevant staff
6. Medical Review Officer
7. Any individual(s) designated by the employee/applicant
Consent
Compliance with the City's Drug and Alcohol Policy and Testing Program is a condition of continued
employment for all City staff positions. Those current employees who refuse to follow the policy and do not
consent to testing will be subject to disciplinary action, up to and includingwhich will be cause for dismissal.
All candidates who have been extended an offer of conditional employment for safety-sensitive positions
must submit to drug/alcohol testing and pass the test.

PPP # 190-10
Procedure on Drugs and Alcohol
PURPOSE
This Procedure implements the Policy on Drugs and Alcohol (PPP# 190-00). Employees within the Police

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

118
Packet Pg. 125

Department are subject to General Order #5-32 Drug and Alcohol Testing.
GENERAL RULES
Responsibilties
Definitions:
Alcohol – means drinks made by fermenting fruit juices, sugars and fermentable carbohydrates with yeast to
form alcohol. These include beer, malt liquor, cider, wines, spirits such as brandy, gin and rum, liqueurs from
distilled spirits and fortified wines. The intoxicating agent in beverage alcohol, ethyl alcohol, or other low
molecular weight alcohols including methyl and isopropyl alcohol
Drug - means amphetamines; cannabinoids; cocaine; phencyclidine (PCP); hallucinogens; methaqualone;
opiates; barbiturates; benzodiazepines; synthetic narcotics; designer drugs; or a metabolite of any of the
substances listed herein and those contained in the Controlled Dangerous Substance statutes. All illegal
substances (narcotic and non-narcotic) which are subject to control under the Maryland Uniform Controlled
Dangerous Substances Act (Schedule I-V) and those non-controlled substances, inclusive, for which
enforcement remedies are available pursuant to the Annotated Code of Maryland.
Drug test - means any chemical, biological, or physical instrumental analysis administered for the purpose of
determining the presence or absence of a drug or its metabolites.
Initial drug test - means a sensitive, rapid, and reliable procedure to identify negative and presumptive
positive specimens.
Confirmation test - means a second analytical procedure used to identify the presence of a specific drug or
metabolite in a specimen. May also be referred to a confirmed test or confirmed drug test.
Prescription or nonprescription medication - means a drug or medication obtained pursuant to a prescription or
a medication that is authorized pursuant to federal or state law for general distribution and use without a
prescription in the treatment of human diseases, ailments, or injuries.
Property – includes, but is not limited to, city owned buildings or facilities, equipment, vehicles, desks, lockers,
containers, storage units and file cabinets.
Reasonable suspicion drug testing - means drug and or alcohol testing based on a belief that an employee is
using or has used drugs or alcohol in violation of the Rockville City Police Department policy drawn from
specific objective and articulable facts and reasonable inferences drawn from those facts in light of experience.
Among other things, such facts and inferences may be based upon but not limited to:
1.

Observable phenomena while at work, such as direct observation of drug use or of the physical
symptoms or manifestations of being under the influence of a drug.

2.

Abnormal conduct or erratic behavior while at work or a significant deterioration in work
performance.

3.

Evidence an individual has tampered with a drug test during employment with Rockville City Police
Department.

4.

Information an employee has caused, or contributed to, an accident while at work.
5.

Evidence that an employee has used, possesses, sold, solicited, or transferred drugs, outside of
Department policy, while working or while on city property or while operating a city vehicle,
machinery or equipment.

General Requirements
Employees shall not take an illegal drugs, dangerous substances or prescription drugs unless prescribed by a
person authorized to do so.
No employee shall introduce into their body any prescribed or over-the-counter medication in amounts beyond
the recommended dosage, or otherwise use a legal drug in an illegal manner.
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The City does not permit employees to use or possess marijuana, including medical marijuana, regardless of
duty status, even if the employee has a medical marijuana card that conveys on him or her “caregiver” or
“patient” status in the state of Maryland.
Employees shall not report for duty under the influence of alcohol or consume alcoholic beverages while on
duty, unless permitted pursuant to the Alcohol in the Workplace section below.
Any employee who takes prescription or nonprescription medication which may impair judgment or prohibit an
employee from performing regular duties must notify his or her supervisor immediately. The supervisor will
advise the employee to contact Human Resources to discuss next steps.
All property belonging to the City is subject to inspection at any time, without notice.
The substances subject to testing may include alcohol, amphetamines, barbiturates, benzodiazepines, cocaine
or cocaine metabolites, marijuana (cannabis/cannabinoids) metabolites, methadone, methaqualone, opiates,
phencyclidine, steroids, and propoxyphene.
In situations in which the health and safety of any individual may be endangered as the result of behavior
suspected to be caused by illegal drugs or alcohol use, the immediate supervisor will take steps to secure a
potentially dangerous situation.
Pre-Employment Testing
As a condition of employment, any candidate who is extended a conditional offer of employment for a safety
sensitive position may be required, as part of the pre-employment physical examination, to take and pass a
drug screening test. Failure of an individual to pass this screening shall result in the withdrawal of the
conditional offer of employment. Additionally, employees will be required to take drug tests when required by
state or federal regulations, such as the U.S. Department of Transportation Drug and Alcohol Testing regulations.
Random Testing
All employeesAs required by law, affected employees will be required to submit to unannounced drug and
alcohol testing when selected pursuant to the random selection process established by the Human Resources
Department.
Reasonable Suspicion Testing
The basis for making a determination on when to conduct a reasonable suspicion test is drawn from specific
objective and articulable facts and reasonable inferences drawn from those facts in light of experience. The
basis for the determination shall be documented by the supervisor and/or Human Resources Director or their
designee.
Employees who are required to undergo a reasonable suspicion test will be placed under Administrative Leave
and will not be authorized to return to work until cleared to do so by the Human Resources Director, or
designee.
Upon reasonable suspicion, the supervisor will immediately contact the accused employee and advise the
employee not to operate any vehicle. The supervisor will contact the Human Resources Department and advise
of the situation and request assistance, as needed, to conduct a reasonable suspicion determination.
If an employee is required to undergo reasonable suspicion testing, they will be accompanied by a supervisor
or representative from the Human Resources Department who will remain at the facility with the employee
until the test is complete. Transportation for the employee will be arranged, they will be placed on
Administrative Leave, and will be advised to not return to work until cleared to do so by the Human Resources
Director or their designee.
Where reasonable suspicion of drug and/or alcohol use exists, and when health and safety are not
endangered, the immediate supervisor will immediately call the employee in for a meeting and question the
employee about the observed behavior.
Upon meeting with the employee and their supervisor, the Human Resources Director or their designee will
determine which further action should be taken. This further action may include, but not limited to, referral
for a drug/alcohol test, referral to the City's Employee Assistance Program, and/or disciplinary action.
a. The Human Resources Director will notify the employee of any decision to test.
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All employees who while operating City-vehicles for City-business, or personal vehicles for City-business, and
who are involved in an accident as defined in the City’s Vehicle Safety Policy, will be required to undergo postaccident drug and alcohol testing.
Follow-Up Testing
Employees who had previously tested positive for drugs or alcohol will be required to submit to follow-up
testing prescribed by the substance abuse professional and/or the Human Resources Department.
Responsibilities
A. Human Resources Director
The Human Resources Director oversees the implementation and enforcement of all policies relative to
substance abuse and drug/alcohol testing through appropriate subordinates, the Employee Assistance
Program, Medical Review Officer, and laboratory sources.
The Human Resources Director will ensure that:
1. the drug/alcohol testing is properly conducted on all candidates who have been extended an offer of
conditional employment for safety-sensitive positions, or when such testing is required by laws or regulations
on employees where reasonable suspicion exists as specified by the policy;
2. employees referred to the Human Resources Department for reasonable suspicion of drug or alcohol use
are properly assessed;
3. employees who are to be tested have appropriate transportation to the specimen collection site.
Under no circumstances are employees to be allowed to transport themselves;
4. the samples are taken, maintained, and tested in accordance with current legal requirements;
5. programs are conducted educating employees on the hazards of drug/alcohol abuse, utilizing
appropriate available resources; and
6. employees are referred to the Employee Assistance Program or a heath care provider when
appropriate to do so.
B. Department Director Department Heads
Department Director Department Heads will ensure that:
1. supervisors and employees in the department receive training on drug/alcohol abuse prevention and
maintain a list of supervisors and employees who have been trained;
2. disciplinary action is taken as appropriate; and
3. information about the Employee Assistance Program, the Wellness Program, and this Policy are
appropriately distributed within the department.
C. Supervisors
SSupervisors will be responsible for :
reporting behavior that may amount to reasonable suspicion to the respective Department Director
Department Head and the Human Resources DirectorDepartment; and
r refer employees with acknowledged drug/alcohol problems to the Human Resources Department. .
D. Medical Service/Medical Review Officer (MRO)
1. The Medical Service (laboratory) will obtain consent and collect blood and/or urine specimens from
applicant/employees, and will maintain the chain-of-custody in the collection, handling, and processing of
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specimens, and conduct the drug and alcohol tests in compliance with applicable laws.
2. If the test result determined by the City's Medical Review Officer is positive, the applicant/employee may
have a re-test conducted by an independent laboratory. Upon receiving a request for a re-test, the Medical
Service will arrange for the original specimen to be delivered to the independent laboratory designated by the
applicant/employee. Independent testing is the responsibility of the applicant/employee. Consequently, any
testing other than the test conducted by the City's Medical Service will be done at the applicant/employee's
expense.
3. The Medical Review Officer will notify the Human Resources Director of test results and provide a
copy of the laboratory report within 30 days of the test.
E. City Attorney:
The City Attorney:
1. advises the City Manager, Human Resources Director, Medical Review Officer, and Department Director
Department Heads on changes in federal, state, and local laws affecting drug/alcohol testing and the
treatment of employees with drug/alcohol abuse problems; and
2. provides general advice to the Human Resources Director, Department Director Department Heads
and City management on the application of the proper process.
Testing Methodology
Because of the consequences of positive test results on employees, the City will employ a two- stage testing
program. Urine and blood samples will be analyzed by an independent and certified laboratory., certified by
the State of Maryland. All samples will be tested according to appropriate standards, including immunoassay
screen for chemical substances and a confirmatory Gas Chromatography/Mass Spectrometry test (GC/MS).
Collection of specimens will be scheduled and performed by certified collectors. the Medical Review Officer.
This will be done at the Medical Review Officer's location.
1. Initial and confirmatory testing of collected specimens will be performed by a laboratory designated by
the City and certified by the National Institute of Drug Abuse.
Both the Medical Review Officer and the Medical Service will ensure adherence to chain of custody and
confidentiality requirements.
Reporting of Results
1. The laboratory will report test results in writing to the City's Medical Review OfficerDesignated Employer
Representative within the Human Resources Department, as designated by the Human Resources Director.
2. A positive test result will be reported as confirmed only after the Medical Review Officer has reviewed the
medical history and other information offered by the applicant/employee.
3. The Medical Review Officer will report the test results to the Human Resources Director. The Human
Resources Director will report those results to the City Manager and the Department Director Department
Head. The Human Resources Director will also notify the individual of the results. If positive, the individual
employee will be provided with a copy of the laboratory report.
4. Test result reports and other information acquired in the testing program are confidential and may not be
disclosed except as indicated in the confidentiality section of the Policy on Drugs and Alcohol (PPP# 190-00).
5.4.
Test results will be maintained in the Human Resources Department. as part of
applicant/employee medical records.
6.5.
The Medical Review Officer will not report on the use of any non-prescription drug, other than
alcohol, that is not prohibited by Maryland law, nor will the Medical Review Officer report on the use
of any medically prescribed drug unless the employee or applicant is unable to establish that the drug
was medically prescribed.
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Testing Process and Consequences
Pre-Employment Testing Process
TThe Human Resources Director, ( or designee,) will notify applicants of requirements for testing and the
consequences of positive test results and will schedule appointments for the collection of specimens from
designated individuals as appropriate..
For Pre-Employment Testing,
The Human Resources Director will contact the Medical Review Officer to verify that the applicant appeared
for the test, presented positive identification, and provided a urine specimen. An applicant's failure to provide
a urine specimen, or inappropriate behavior (e.g., tampering with a urine specimen), may result in withdrawal
of an offer of employment.
The Medical Review Officer will process and evaluate the sample appropriately with the City's Medical
Service.
The Medical Review Officer will notify the City's Human Resources Director of the results of the tests.
The Human Resources Director, consistent with confidentiality requirements, will notify authorized City
officials of the test results and determine what further action should be taken.
Pre-employment drug testing for Police Officers will be done in accordance with the State of Maryland,
Department of Public Safety and Correctional Services regulations.
Iif the GC/MS Medical Review Officer has verified that the test is positive, applicants for employment will
no longer be considered for employment.

An employee's refusal to submit to such a test is considered insubordination and constitutes grounds for
dismissal.
If test results are confirmed positive for use of illegal drugs, misuse of legal drugs, or alcohol, the City will
take appropriate actions, which may include discipline, referral to the EAP, and/or dismissal. The individual
may be referred to the Employee Assistance Program for counseling and referred for participation in an
acceptable drug rehabilitation program.


Refusal to submit to testing or comply with the conditions of a rehabilitation program is cause for
immediate dismissal.



Employees who fail any subsequent tests may be subject to dismissal.

Reasonable Suspicion Process
Where reasonable suspicion of drug and/or alcohol use exists, and when health and safety are not
endangered, the immediate supervisor will immediately call the employee in for a meeting and question the
employee about the observed behavior.
The supervisor will decide whether to allow the employee to return to the worksite or to refer the employee
to the City's Human Resources Department for further assessment.
In the event of a referral, transportation should be arranged for the employee, and the Human Resources
Director will be notified.
The supervisor will accompany the employee to the meeting with the Human Resources Director.
The Human Resources Director will meet with the employee and supervisor and determine what further
action should be taken. Further action may include, but not be limited to, referral for a drug/alcohol test,
referral to the City's Employee Assistance Program, and/or disciplinary action.
a. The Human Resources Director will notify the employee of any decision to test, and will
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schedule an appointment with the Medical Review Officer. An employee's refusal to submit to
such a test is considered insubordination and constitutes grounds for dismissal.
b.The Human Resources Director will contact the Medical Review Officer to verify that the employee
complied with drug/alcohol testing requirements. The Medical Review Officer will review the
laboratory's findings, and upon completion of this review, will notify the Human Resources Director of
the test results.
c. If test results are confirmed positive for use of illegal drugs, misuse of legal drugs, or alcohol,
the City will take appropriate actions, which may include discipline, referral to the EAP, and/or
dismissal. The individual may be referred to the Employee Assistance Program for counseling, and
referred for participation in an acceptable drug rehabilitation program.
d. Refusal to submit to testing or comply with the conditions of a rehabilitation program is cause
for immediate dismissal.
2. Employees who fail any subsequent tests may be subject to dismissal.
3. Employees who pass the follow-up test will be subject to periodic testing, upon reasonable suspicion, after
testing positive the first time. Any employee who subsequently tests positive may be subject to dismissal.
4. In situations in which the health and safety of any individual may be endangered as the result of behavior
suspected to be caused by illegal drugs or alcohol use, the immediate supervisor will take steps to secure a
potentially dangerous situation.
Testing Sites
Testing for drug and alcohol will take place at:
Adventist HealthCare Urgent Care, 750 Rockville Pike, Rockville, MD 20852 for all tests to take place between
8:00 a.m. to 8:00 p.m.
Shady Grove Emergency Room, 9901 Medical Center Dr., Rockville, MD 20850 for all tests to take place between
8:00 p.m. to 8:00 a.m.
Employee/Applicant Rights
An applicant or employee, prior to any type of drug/alcohol testing, will be advised of: the reason(s) for
requiring the test; the consequences of refusing to be tested (disciplinary action, refusal of employment);
the name of the laboratory that will perform the test; and that, if the result of the test is confirmed as
positive, the individual is entitled to have a test conducted on the same specimen by a different certified
laboratory at the individual's own expense (full cost).
An applicant/employee who has a confirmed positive drug test result will be given, within 30 calendar days of
the date on which the specimen was taken, a copy of the laboratory report. ; Nnotice that he or she is
entitled to have a test conducted on the same specimen by a different certified laboratory at his or her own
expense will be provided by either the City or the Medical Review Officer; and, if applicable, written notice of
the City's intent to terminate, take disciplinary action against the employee or change the conditions of the
individual's employment. If the employee in question is a member of a bargaining unit, disciplinary action will
be governed by the collective bargaining agreement with the City.
Drug Education
The City may provide educational seminars for all City employees, which may include the following topics:







City policy on drugs and alcohol (what City employees need to know)
Drug and alcohol effects
How drugs affect the health of the employee and family
How drugs affect productivity and the City
How drugs affect the community
The role of the EAP (i.e., services offered, resources available)

Drugs in the Workplace

Attachment 3.a: Draft Personnel Policy Manual (PPM) - 10.09.2020 (3408 : Discussion of the Personnel Policies and Procedures Manual)

3.a

125
Packet Pg. 132

The use, possession, transfer, sale, or purchase of any illegal drug, or any prescription drug without a valid
prescription, on City property (which includes but is not limited to City motor vehicles, City-sponsored
functions, or wherever City business/work is being conducted) is prohibited.
If an employee is found to be in violation of this section of the Policy, the employee will be suspended without
pay immediately. Further disciplinary action, up to and including dismissal, will then be determined by
management in consultation with the Human Resources Director. Management The City may refer evidence
obtained to law enforcement agencies when it is appropriate to do so.
Alcohol in the Workplace
The consumption, use, possession, transfer, sale, or purchase of alcohol on City property (which includes but
is not limited to City motor vehicles, City-sponsored functions, or wherever City business/work is being
conducted) is prohibited with the following exceptions:
1. Consumption, possession, sale or purchase of alcohol at certain City conference, or recreational facilities,
where the exception has prior approval of management.
2. The use of alcohol by employees while conducting business, attending a City-sponsored business or social
function, or otherwise representing the City off City property as approved by management is permitted only
to the extent that it does not lead to impaired performance, inappropriate behavior, endangering the safety of
any individual, or violating applicable law.
3. Possession of alcohol while being transported in a City motor vehicle in compliance with applicable legal
requirements, with prior approval of management.
4. Possession of alcohol while in an employee's personal vehicle.
If an employee is found to be in violation of this section of the policy, management will, in consultation with
the Human Resources Director, determine the appropriate disciplinary action to be taken, up to and including
dismissal.

PPP # 195-00
Policy on Smoking
PURPOSE
The purpose of this Policy is to define the restrictions on smoking in City buildings and in all City vehicles.
SCOPE
The Policy applies to all City employees, applicants, and any member of the general public using City facilities.
PRINCIPLES
Definitions
The following words and phrases, as used in this Policy and the Procedure on Smoking (PPP# 195-10) are
defined as follows:
Employee: Any person who is employed by the City of Rockville, including regular, temporary, full-time or parttime, contractual, and provisional employees, as well as contractors and consultants doing business for the City.
Public Area: An enclosed area in which members of the public are normally invited or permitted.
Public Meeting: Any meeting, wherever held, that is open to the public.
Smoking: The act of lighting, smoking, or carrying a lighted or smoldering cigar, cigarette, or pipe of any
kind.
Vehicle: Any City-owned vehicle, including a car, truck, or van.
Workplace: An enclosed area or any part of an enclosed area used in the performance of employment or
related activities. Workplace includes any City-owned vehicle, conference room, auditorium, lunchroom,
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vending area, locker room, lounge, hallway, or stairwell.
Prohibition on Smoking
Smoking is prohibited in any City-owned or operated facility as well as any City-owned or operated vehicle.

PPP # 195-10
Procedure on Smoking
PURPOSE
This Procedure implements the Policy on Smoking (PPP# 195-00).
GENERAL RULES
RESPONSIBILITIES
The City Manager or designee is responsible for ensuring that all proper signs are posted and that all City
employees and the public are aware of and understand the Policy.
The supervisors are responsible for implementing the Policy within the worksite and ensuring that all
employees understand and follow the rules of the Policy.
The City employees are responsible for following the rules of the Policy and, whenever necessary,
informing the general public, at the worksite, about the Policy.
The Human Resources Director is responsible for the overall implementation and enforcement of the Policy,
as it applies to City employees, ensuring that each individual is treated equally and fairly and that discipline
for all employee infractions is handled in accordance with the City's Policy and Procedure on Discipline and
Dismissal (PPP# 75-00 and 75- 10) and/or contractual agreements.
The Division of Inspection Services is responsible for the overall enforcement of the Policy as it applies to
City-owned buildings and vehicles.
GENERAL RULES
All City employees, as well as the general public, are responsible for adhering to the Policy on Smoking.
Signs prohibiting smoking must be posted conspicuously and will comply with existing regulations. Signs need
not be permanently attached to a structure.
Employees violating the Policy or Procedures on Smoking are subject to disciplinary action, up to and
including dismissal.
The supervisor or person in charge at a City facility must ensure adherence to the City's Smoking Policy and
must ask any individual found smoking to leave the facility or area if the person continues to smoke after
proper warning.
The City of Rockville will provide a smoke-free work environment for non-smoking employees to the
maximum extent practical.
All complaints concerning the Policy and Procedures on Smoking should be directed to the Human
Resources Director, who will keep a record and handle the problem as appropriate.
The restaurant/snack bar area of the Redgate Golf course, a leased facility, will follow the same smoking
regulations as any other restaurant located in the City. All other areas of the facility including the pro-shop,
bathrooms, hallways, etc. will be operated in accordance with this Policy and Procedure.

PPP # 200-00
Policy on Vehicle Safety Review
PURPOSE
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The City of Rockville Vehicle Safety Review Policy has been established in an effort to review and reduce the
number of employees' accidents while driving City vehicles or private vehicles on official City business. Other
objectives of this program include reducing the rate of motor vehicle insurance premiums; obtaining longer life
from City vehicles; improving the safe driving ability of City drivers; improving public relations by
demonstrating to the public that City drivers practice good traffic safety; and ensuring consistent treatment of
employees when disciplinary action is taken as a result of an accident.
This policy covers all employees who operate City vehicles or private vehicles on official City business., while
driving for the City:
1.
2.
3.
4.
5.

Are involved in an accident;
Negligently operate a City vehicle or private vehicle on official City business;
Violate the Vehicle Safety Backing Policy;
Fail to comply with a traffic laws ; and
Fail to pay a parking citation received while operating a City vehicle.

However, the Vehicle Safety Policy excludes the Police DepartmentOfficers while operating Emergency
Vehicles. The Police Department Officers operating Emergency Vehicles both under emergency conditions and
normal patrol, and the pursuit of a suspect/violator follow General Order policy 4-6.

PPP # 200-10
Procedure on Vehicle Safety Review
PURPOSE
The purpose of this procedure is to implement the Policy on Vehicle Safety Review.
SCOPE
Operation of vehicles and equipment shall be in accordance with all City, County, State and Federal Laws.
Employees assigned to drive vehicles or equipment shall at all times drive in a safe and courteous manner.
Vehicles or equipment shall not cross the roadway centerline to be positioned against traffic flow as a
maneuver to perform a task unless all traffic control devices along with trained and certified flagger personnel
are in place. Passengers will ride only in designated seating and wear safety belts at all times. Employees shall
not ride on the running boards, toolbox, tailgate or roof of any vehicle, or in the back of a truck bed or trailer.
Refuse truck riding steps should be used sparingly, avoided when slippery conditions exist, and never used
when the vehicle is exceeding 105 miles per hour, or traveling more than 0.2 mile.
Drivers are responsible for the cleanliness and proper care of their vehicles and equipment, which includes
reporting all needs for repair to Fleet Servicesthe Department of Public Works as they occur. All scheduled
servicing, maintenance, and repairs will be done by Fleet Services.
Before vehicles and equipment are placed into operation, drivers are responsible for conducting a daily visual
inspection to include all lights, signals, horn, mirrors, body, tires, fluid levels, and leaks of any kind. Operators
of vehicles in excess of 25,000 GVW or any bus designated to carry more than ten (10) people (Code of
Maryland Regulation 11.22.03.01) are required to possess a CommericialCommercial Driver’s License and must
perform a pre-trip and post-trip inspection upon use of the vehicle in accordance with State regulations. In
addition to the daily inspections, the driver is responsible for ensuring that any operational requirements
described in the vehicle or equipment operator’s instruction manual are performed. An incident report must be
filled out and submitted to the supervisor whenever any damage is noted.
With the exception of police officers on an emergency run, red-light and speed camera tickets while operating
a city vehicle are the responsibility of the employee.
All employees who operate a City vehicle or a private vehicle on official City business are covered by this
Procedure.
Any recommendations made within the scope of this Procedure are not to be interpreted as serving in the
place of, or superseding, a decision made in a court of law.
VEHICLE SAFETY REVIEW
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Definitions:
Vehicle – means any land motor vehicle designed for travel on public roads, including any attached machinery
or equipment. Examples include, but are not limited to: cars, trucks, sport utility vehicles, pick-up trucks,
specialty vehicles, and their appurtenances. Vehicles do not include Mobile Equipment.
Mobile Equipment – means any self-propelled vehicles not otherwise classified as a Vehicle. Mobile Equipment
may be licensed or unlicensed and examples include but are not limited to: backhoes, front-end loaders, skidsteers, powered industrial trucks/forklifts, golf carts, all-terrain vehicles, tractors, powered line stripers, riding
mowers, scissor or aerial lifts, among others.
General:
The Safety and Risk Management Administratorr (SRMA), or their designee, will review reports of:
1. Vehicle aAccidents involving City employees who were operating vehicles or mobile equipment or private
vehicles driven on official City business;
2. Negligent operation of any City vehicle, mobile equipment, or private vehicle driven on official City business;
3. Violation of the Vehicle Safety Backing Policy;
4. Failure to obey a traffic law while driving for the City; and
5. Failure to pay a parking citation received while operating a City vehicle.
According to this policy on Vehicle Safety Review an “accident” is defined as any of the following incidents
involving an employee who operates a City vehicle, mobile equipment, or a private vehicle on official City
business that meets any one of the following:
1. There is a fatality; or
2. Injury to anyone involved in the accident that requires medical treatment; or
3. Any involved vehicle is damaged so that it cannot be legally driven during daylight hours after minor
repairs; or
4. As a result of the collision a citation has been issued to the City employee;operator of the City vehicle or the
private vehicle operated on official City business; or
5. A supervisor or Safety and Risk Manager has objective facts giving reason to believe that the employee is at
least partly responsible for causing or contributing to the accident; or
65. There is property damage to public, private, or City property.
Exceptions:
This policy does not apply to unoccupied or parked vehicles.
This policy does not apply if the City employee who while operating a vehicle or mobile equipment on official
City business is involved in an accident and did not contribute to the accident occurring. An example of this
exception is below:

A City employee who while driving a vehicle on official City business is stopped legally at a
red signal at a traffic light and is struck (rear-ended) by a vehicle behind it.

In certain approved circumstances, (for example, when performing snow plowing and salting operations in
inclement weather), discretionary review by the Supervisor and the SRMASafety and Risk Manager will
determine the application of these guidelines.
The SRMSafety and Risk ManagerA may review incident reports, liability notices, police reports, resident
complaints, and any other reports as necessary. The Safety and Risk Manager SRMA may also interview
employees involved, any witnesses, Police Department personnel, and any other appropriate individual to aid
the investigation.
The Safety and Risk Manager SRMA shall make a determination of an accident as either preventable or nonpreventable as defined by the National Safety Council. The National Safety Council defines a preventable
accident as "a collision in which the driver failed to do everything reasonable to avoid it." This determination
will be utilized in the event of any administrative corrective action taken as a result of the accident.
A determination of preventable and non-preventable also will be made of the other listed occurrences.
The Safety and Risk Manager SRMA may use any available means and devices to administer this Policy.
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VEHICLE BACKING POLICY
City Drivers should avoid backing whenever possible and plan ahead to reduce the amount of backing
required. A vehicle should be backed up only if there is no other alternative and then only if any available
passenger positions himself/herself behind the vehicle (no riding on the vehicle) to guide the driver. The
passengers are equally responsible during the backing maneuver. If they do not request to be allowed to exit
the vehicle to be posted at the rear of the vehicle, each passenger will be held accountable.
If the driver refuses the passengers requests, then only the driver is held in violation of the rule. If there is no
passenger or anyone available to assist the driver, the driver is responsible for getting out of the vehicle to
make a visual inspection behind the vehicle to be sure of no obstructions or other vehicles within the area of
intended back up. After the scene has been surveyed the driver should back with great care, and only the
distance necessary to begin forward progress. Additionally, this procedure will apply to pickups, sedans, SUVs
and vans if conditions are not favorable for driver to back the vehicle, i.e., the driver’s view is blocked or blind
spots are a condition of the vehicle being backed up.
PROCEDURE ON VEHICLE SAFETY REVIEW
The SRMA will then submit to the Director of PersonnelDirector of Human Resources the determination and
copies of all pertinent reports and facts. The Director of PersonnelDirector of Human Resources will then
contact the appropriate supervisor to discuss recommended action. For accidents that are determined to be
preventable, the eEmployees who violate this policy may be disciplined in accordance following are
recommended disciplinary actions depending on the employee's number of previous offenses, and/or the
severity of the accident
and/or traffic violation involved:
1.
2.
3.
4.
5.
6.

Oral reprimand;
Written reprimand;
Probation;
Suspension without pay;
Reassignment or demotion to a non-driving position if possible; and
Dismissal.

All disciplinary actions must be taken in accordance with the Policy on Discipline and Dismissal (PPP# 75-00).
Employees may review the reports regarding accidents in which they were operating the vehicle and the
accident was determined to be preventable. Employees should request through their supervisors to set up an
appointment with the SRMA to review the reports. Supervisors and Designated Union Representatives shall
must be in attendance at these reviews.
Accidents that are determined to be preventable, and any violations of this policy, including and any resulting
disciplinary action will become a part of the driver's Personnel record. (PPP # 203.)

PPP # 203-00
Policy on Driver's License Check and Flagging Program
PURPOSE
This Policy establishes a system to verify the validity of driver's licenses for new employees who will drive for
the City, and to maintain a flagging system, which will ensure continued license validity for existing employees
who drive for the City. This system will ensure that City drivers meet the City's standard for driving City
vehicles or privately owned vehicles on official City business.
SCOPE
This Policy applies to all City employees who operate City owned/leased vehicles or privately owned vehicles
driven on official City business.
PRINCIPLES
All City employees must possess a valid driver's license valid in the State of Maryland of the type and class
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appropriate to its use in order to drive a City-owned/leased vehicle or privately owned vehicle on official City
business. Employees with suspended or revoked licenses, will have their City driving privilege revoked and
will be subject to the revocation prococessprocess. edures.

PPP # 203-10
Procedure on Driver's License Check and Flagging Program
PURPOSE
This Procedure implements the Policy on the Driver’s License Check and Flagging Program (PPP# 203-00).
GENERAL RULES
ResponsibiltiesResponsibilities
City Employees Who Will Drive for the City are responsible for:
1. Completing a Driver's License Check and Flagging Form and promptly returning it to their immediate
supervisor who will then submit it to the Human Resources Department. Employees who possespossess a
driver's license that is not issued by the State of Maryland must obtain and submit a current original printout
of their driving record from the license issuing jurisdiction prior to starting to drive for the City and on an
annual basis thereafter. Before driving, new employees who will drive for the City must complete and submit
to their supervisor a Driver’s License Check and Flagging form before driving.
2. Completing a Driver's License Check and Flagging Form when there is a name change or a new license
issued. The "change existing record" box should be checked and a note describing the change should be
made on the form. Renewal of a current license does not require the completion of a Driver's License Check
and Flagging Form.
3. Maintaining a driver's license that is valid in the State of Maryland and a driving record that meets the
City's standard for driving City-owned/leased vehicles or privately owned vehicles on official City business.
4. Informing their supervisor, or the Human Resources Department,s of all status changes toof their driver's
license, including any suspensions. .
5. Informing the Human Resources Department of any charges related to driving under the influence of
drugs and/or alcohol which may affect your driving privileges.
56. In the event that an employee requests that City driving privileges be reinstated, the Reinstatement
Process found in this Procedure must be followed. This applies only when an employee's City driving privilege
was revoked and the employee was:
allowed to remain in the same City position without maintaining a City driving privilege;
temporarily or permanently transferred or demoted in pay and/or rank without maintaining a City driving
privilege.
Reinstatement of the City driving privilege will not necessarily rescind any disciplinary actions taken.
Immediate supervisors of City drivers are responsible for:
1. Ensuring that all City drivers under their supervision have completed a Driver's License Check and
Flagging Form prior to allowing them to operate vehicles for City business. , and that non-Maryland licensed
drivers have submitted a current original printout of their driving record.

2. Ensuring that new employees complete a Driver's License Check and Flagging Form prior to performing
any driving services for the City.
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Completing a Driver's License Check and Flagging Form when an employee will no longer be driving a Cityowned/leased vehicle or privately owned vehicle on official City business. The "delete record" box should be
checked in this case.
Conducting an annual review of all drivers under their supervision to ensure that all name changes and
new license issues have been reported on a Driver's License Check and Flagging Form. This review will be
done during the month of July in each year.
Forwarding all Driver's License Check and Flagging forms and original printouts of driving records to the
Human Resources Department promptly.

1. Revoking an employee's privilege to drive a City- owned/leased vehicle or a privately owned vehicle used
on official City business, when the Department Director Department Head has advised the supervisor that the
driver no longer meets the City's driving requirements. The immediate supervisor must ensure that the
driving stops immediately and initiate the Revocation Process.
2. Consulting with their Appointed Official or Department Director Department Head on the course of action
to recommend to the Human Resources Director to take for drivers under their supervision who have had
their City driving privilege revoked.
3. Informing employees of the reinstatement of their City driving privilege. The Reinstatement Process
should be followed at this point.
Department director Department Heads are responsible for:
1. Ensuring that all supervisors and employees who drive a City-owned/leased vehicle or privately owned
vehicle on official City business in their department are included in the Driver's License Check and Flagging
Program.
2. Overseeing the annual review of all drivers in their departments by the immediate supervisors. A written
notice that all drivers in their department have supplied current information should be sent to the Human
Resources Department along with all updated Driver's License Check and Flagging forms by the end of July in
each year.
3. Advising the immediate supervisor of an employee who has had their City driving privilege revoked. The
Revocation Procedure should be followed at this point.
4. Consulting with immediate supervisors on course of action to recommend to the Human Resources
Director to take for drivers in their department who have had their City driving privilege revoked.
5. Notifying the Human Resources Director in writing of the recommended course of action for drivers in
their department who have had their City driving privilege revoked.
6. Advising the immediate supervisor of an employee who has had the City driving privilege reinstated
(when applicable). The Reinstatement Process should be followed at this point.
The Human Resources Department is responsible for:
1. Entering employees who will drive into the flagging system by forwarding the pertinent information
from the completed Driver’s License Check and Flagging forms to the Motor Vehicle Administration.
2. Conducting a review of all existing employees' driving records to ensure that all drivers meet the
minimum requirements for City driving.
3. Advising employees and their supervisors, through their Department Director Department Heads, that
their City driving privileges have been revoked. This notice will be in the form of a memorandum, and will be
sent to the Department Director Department Head.
4. Maintaining a file that records all actions taken with regard to the Driver's License Check and
Flagging Program.
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5.4.
Monitoring the Driver's License Check and Flagging Program to ensure that all procedures are
accurately followed.
6.5.
Reviewing driving records for out-of-state licenses supplied by employees to supervisors and
verifying that these records are valid.
7.6.
Reviewing driving records supplied by employees to supervisors for the purpose of
reinstatement of the City driving privilege (when applicable).
8.7.
Informing Department Director Department Heads that City driving privileges are reinstated to an
employee through a memorandum.
Minimum Criteria to Operate Vehicles for City Business

All City employees must possess a valid driver's license of the type and class appropriate to its use in order
to drive a City-owned/leased vehicle or privately owned vehicle on official City business.
City employees are expected to operate vehicles lawfully and respectfully. Therefore, the City will take the
following action(s) if employees are assessed Points by the Maryland Motor Vehicle Administration (MVA)
on their driver’s licenses:
 5 to 7 points – employees will be required to enter and successfully complete a Defensive
Driving Course at the direction of the Human Resources Director or designee.
 8 to 11 points – employees will have their City driving privileges revoked for the greater of
six (6) months or the amount of time the license is suspended by the MVA.
 12 points or more – employees will have their City driving privileges revoked for the
greater of twelve (12) months or the amount of time the license is suspended by the
MVA.
Revocation Process
When an employee no longer satisfies the minimum City criteria for driving a City vehicle or private vehicle on
official City business, a memorandum of revocation will be sent by the Human Resources Department to the
Department Director Department Head. The Department Director Department Head must notify the supervisor
immediately to ensure that driving stops immediately.
When the driving privilege is revoked for an employee, the immediate supervisor will then consult with the
Department Director Department Head to determine whether arrangements can be made for the
continuation of employment activities for the employee. In the event an employee who has their driving
privileges revoked, and whose job requires them to operate City vehicles, Tthe Department Director
Department Head will then recommend in writing to the Human Resources Directorwill determine:
a. whether the employee may remain in the same capacity for the City without maintaining
a City driving privilege;
b. whether the employee may serve in another capacity, in the same department without maintaining
a City driving privilege. For an employee, this may include, but may not be limited to, a transfer or
demotion in rank and/or pay, which will remain in effect at least until the employee's driving
privileges are reinstated; or
c. that the employee cannot remain in the same department in any capacity without maintaining
a City driving privilege; and/or.
c.d.
whether to proceed with recommending discipline pursuant to the Policy on Discipline
and Dismissal (PPP #75-00).

The Human Resources Director will then decide whether to accept the Department Director Department
Head's recommendation or to pursue a different course of action. In the event of dismissal, the Human
Resources Director will follow standard procedures for dismissal of employees through the City Manager.
Reinstatement Process
1. An employee must provide a current original printout of his or her driving record to the
supervisorHuman Resources Department, upon request., and this driving record must reflect that the
employee presently meets the minimum criteria for City driving.
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2. The supervisor will promptly forward the copy of this driving record to the Human Resources Department.
3.2.
The Human Resources Department will review the driving record, and decide whether to reinstate the
City driving privilege to the employee. If the City driving privilege is not reinstated, the Human Resources
Department will detail the reason(s) in writing to the immediate supervisor and send copies to the employee
and the Department Director Department Head.
4.3.

When the driving privileges of an employee are reinstated
a. The Department Director Department Head and immediate supervisor will be notified in writing
through a memorandum of reinstatement from the Human Resources Department;
b. The Department Director Department Head will then advise the immediate supervisor of the
employee of the reinstatement and supply the immediate supervisor with a copy of the memorandum
of reinstatement;
c. The immediate supervisor will then inform the employee of the notice of reinstatement by
giving the employee a copy of the memorandum of reinstatement;
d.b.
Any temporary demotions in rank and/or pay may be rescinded by the Department Director
Department Head at this time, provided a suitable vacancy exists. Standard procedures for
reinstating personnel into their original status should be followed. (See Policy on Personnel Changes
(PPP# 80-00).)

Should an employee wish to challenge the results of the Driver's License Check and Flagging Program, they
may contest the findings of the Driver's License Check and Flagging Program by supplying the immediate
supervisor with a current original printout of the driving record. The original printout of the driving record
must be dated after any memorandums of revocation in order to be considered current. Any revocations of
driving privileges will stay in effect until the validity of the driving record supplied by the employee is verified
to be accurate. The immediate supervisor should immediately forward the original printout of the driving
record to the Human Resources Department for verification. The Human Resources Department will check
the validity of the driving record in a timely fashion. If the information determined through the Driver's
License Check and Flagging Program is found to be in error, driving privileges will be reinstated if they have
been revoked.
An employee may review their driving record as kept by the Human Resources Department. A request
should be made in advance, when possible.

PPP # 205-00
Policy on Reporting Incidents Involving Property Loss or Personal Injury
PURPOSE
The purpose of this Policy is to establish the general rules to be followed by
employees involved in or responding to incidents that result in property damage or
personal injury, including motor vehicle accidents.
PRINCIPLES
Employees are responsible for reporting all such incidents to their immediate
supervisors and for providing complete information and details necessary to
complete appropriate reports.
Employees are responsible to report the location, nature of the incident, and any
assistance needed, immediately after such incident to their immediate supervisors
and secure such emergency services as may be appropriate.
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PPP # 205-10
Procedure on Reporting Incidents Involving Property Loss or Personal Injury
PURPOSE
This Procedure implements the Policy on Reporting Incidents Involving Property
Loss or Personal Injury (PPP# 205-00).
GENERAL RULES
ResponsibiltiesResponsibilities
Employees are responsible for:
Summoning help to the scene of the incident as may be appropriate (fire, emergency
medical, police, towing). When possible, a police report must be generated for every
incident involving a City vehicle or private vehicle driven on official City business.
This includes any incident on City property and any incident involving damage to
City, public or property. or vehicles that exceed $1,000 in estimated damages.
Notifying their immediate supervisors and informing them of their location and that
of the incident as soon as possible.
Being courteous, cooperative, and responsive to all persons involved in the incident.
Making no statements as to who is at fault or how the damage or injury will be dealt
with.
Getting the names, addresses and telephone numbers of all individuals involved in
the incident and any individual witnessing the incident, and all other information
that may be necessary for properly reporting the incident. Even though the police
may file a police report, employees must obtain this information on their own.
Supplying all such pertinent information to their immediate supervisor to enable
completion of appropriate claim forms and associated investigative reports. This
information shall be supplied to their supervisors as soon thereafter as possible, but
no later than the end of the working day in which an incident occurs. Information
concerning incidents that occur after the normal business hours for that facility shall
be supplied to the supervisor at or before the beginning of the next City
workday. Incidents reported by citizens to employees shall be communicated to the
supervisors immediately.
In the event of a vehicular accident that meets the Policy on Vehicle Safety Review
definition of an “accident”, the employee shall submit for alcohol/drug-testing, in
accordance with the Policy on Drugs and Alcohol (PPP# 190-00). The scope of this
requirement includes all employees who operate a City vehicle or a private vehicle
on official City business.
Immediate supervisors are responsible for:
Ensuring that appropriate action is taken relative to the incident.
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Ensuring that employees involved in an incident comply with their responsibilities.
Investigating the incident.
Ensuring that appropriate claim forms and associated investigative reports are
completed and are submitted to the Human Resources Department. Reports of
incidents shall be completed and forwarded to the Human Resources Department by
the end of the workday in which the incidents occur. Reports of incidents occurring
after normal business hours shall be completed and forwarded to the Human
Resources Department at the beginning of the next City workday. These required
reports are available at www.rockvillemd.gov/claims.
Telephoning the Human Resources Department immediately in case of a fatality, any
treatment requiring inpatient hospitalization, amputation, loss of an eye, multipleperson injury, or traffic accident in which one or more vehicles are not drivable after
the accident. Any injuries that require an injured individual to be transported to a
hospital in an ambulance shall also be reported to the Human Resources
Department. Reports on the above listed types of serious incidents must be
completed as soon as possible and hand carried to the Human Resources Department
immediatelyon the City’s claims website at www.rockvillemd.gov/claims.. Serious
incidents occurring after normal business hours shall be reported to the Human
Resources Department at the beginning of the next City workday.
Ensuring that vehicles involved in an accident are not moved until a police officer
has investigated the accident. After that investigation, the City vehicles should be
returned to their storage locations. If towing is necessary, it should be done through
the City's Fleet Services Division's current policy.
Reporting all incidents involving theft of or vandalism to City property to the City
Police Department.
The City Police Department shall forward to the Human Resources Department
copies of all reports involving City property.
Ensuring that in the event of an accident necessitating alcohol/drug testing, the
Safety and Risk Manager is contacted and the involved City driver is transported for
immediate alcohol/drug testing.
Human Resources Department is responsible for:
Ensuring that all incidents involving property damage or personal injury are properly
reported to and processed through the self-insurance fundCity’s insurers, or thirdparty administrators.
Sending copies of claim forms to appropriate Department Director Department Heads
and/or supplying Department Director Department Heads with timely reports
detailing claims that affect their departments.
Review of any alcohol/drug testing results and the facilitation of any appropriate
corrective actions.
Reporting all work-related fatalities within 8-hours and all inpatient hospitalizations
of one or more employees, amputations, or losses of an eye within 24-hours to the
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Maryland Occupational Safety and Health (MOSH).
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