
 
Individuals requiring special accommodations are requested to contact the Office of the County Commissioners, 240.313.2200 Voice/TDD, to make 
arrangements. 

 

 

 

 
 

 
BOARD OF COUNTY COMMISSIONERS 

November 28, 2017 
Agenda 

 
10:00 A.M. INVOCATION AND PLEDGE OF ALLEGIANCE 

CALL TO ORDER, President Terry L. Baker 
APPROVAL OF MINUTES –NOVEMBER 14, 2017 

 
10:05 A.M. COMMISSIONERS’ REPORTS AND COMMENTS 
 
10:15 A.M. REPORTS FROM COUNTY STAFF 
   
10:25 A.M. CITIZENS PARTICIPATION 
 
10:30 A.M.  PUBLIC HEARING:  APPLICATION FOR TEXT AMENDMENT - RZ-17-007 – Jill 

Baker, Chief Planner, Planning Department 
 
10:45 A.M. PUBLIC HEARING:  APPLICATION FOR MAP AMENDMENT - RZ-17-009 – Jill 

Baker, Chief Planner, Planning Department 
 
11:15 A.M. COUNTY COMMISSIONERS OF WASHINGTON COUNTY WATER QUALITY 

BONDS, SERIES 2018A AND SERIES 2018B AUTHORIZING RESOLUTION – Sara 
Greaves, Deputy Director of Budget & Finance and Lindsey Rader, Bond Counsel for 
Washington County 

 
11:30 A.M. EXTENSION OF SUNSET DATE PROVIDED FOR IN RESOLUTION NO. RS-2016-

16, WHICH ESTABLISHED THE CONOCOCHEAGUE DEVELOPMENT DISTRICT, 
FROM DECEMBER 31, 2017 TO DECEMBER 31, 2018 – Sara Greaves, Deputy 
Director of Budget & Finance and Lindsey Rader, Bond Counsel for Washington County. 

 
11:45 A.M. AGRICULTURAL ADVISORY COMMITTEE LUNCHEON 
                 Location:  100 W. Washington Street, Suite 2000, 2nd Floor 
 
12:45 P.M. RETURN TO 100 WEST WASHINGTON STREET, SUITE 1113, FIRST FLOOR 
 
01:05 P.M. PRESENTATION OF THE JUNE 30, 2017 AUDITED FINANCIAL STATEMENTS – 

Kim Edlund, Director, Division of Budget & Finance and Christopher Lehman And Bill 
Seymour, Partners of SB& Company 

 
01:35 P.M. BRIEFING ON NEXT GENERATION 911 – Bud Gudmundson, GIS Manager, IT Dept, 

Bardona Woods, Assistant Director, Emergency Services and Julia Fischer, MD 
Geographic Information Officer 

 

Terry L. Baker, President 
Jeffrey A. Cline, Vice 
President 

John F. Barr 
Wayne K. Keefer 
LeRoy E. Myers, Jr. 
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Individuals requiring special accommodations are requested to contact the Office of the County Commissioners, 240.313.2200 Voice/TDD, to make 
arrangements. 

01:55 P.M. GENERAL FUND CONTINGENCY FUNDING REQUEST, TOWN OF HANCOCK, 
MD – James Hovis, Director, Office Of Community Grant Management 

02:05 P.M. CONVEYANCE OF REAL PROPERTY LOCATED AT 13526 PENNSYLVANIA 
AVENUE, HAGERSTOWN, MD – Susan Small, Real Property Administrator, 
Engineering Department 

02:10 P.M. ECONOMIC DEVELOPMENT COMMISSION – Robert Slocum, County Administrator 

02:20 P.M. HEALTH AND HUMAN RESOURCES RECLASSIFICATION / REALIGNMENT OF 
DUTIES – Stephanie Stone, Director of Health and Human Services 

02:30 P.M. REVISED AND UPDATED POLICIES – Stephanie Stone, Director of Health and 
Human Services & Kendall McPeak, Assistant County Attorney 

02:40 P.M. WAGE AND RELATED RECOMMENDATIONS – Stephanie Stone, Director Health & 
Human Services, Kim Edlund, Director of Budget & Finance and Robert Slocum, County 
Administrator 

02:55 P.M. BOARD OF EDUCATION LEGISLATIVE PROGRAM – Robert Slocum, County 
Administrator 

03:05 P.M. CLOSED SESSION   
(To discuss the appointment, employment, assignment, promotion, discipline, demotion, compensation, removal, resignation, 
or performance evaluation of appointees, employees, or officials over whom this public body has jurisdiction; or any other 
personnel matter that affects one or more specific individuals; and to consult with counsel to obtain legal advice on a legal 
matter.)  

03:40 P.M. ADJOURNMENT



 

 

Open Session Item 

SUBJECT: PUBLIC HEARING – Application for Text Amendment – RZ-17-007 
 
PRESENTATION DATE: November 28, 2017; 10:30 a.m. 
 
PRESENTATION BY:  Jill Baker, Chief Planner, Washington County Department of Planning 
and Zoning 
  

 
Case 

 
Application Applicant Proposed Amendment 

 
RZ-17-007 

 
Text  

 
Washington County 

Dept. of Planning and 
Zoning 

 
Washington County Zoning Ordinance 
 
Proposed text amendments –  
Articles 3, 5A, 5B, 5C, 7A, 8, 9, 10, and 28A 
 

 

REPORT-IN-BRIEF: Application is being made to amend portions of the Washington 
County Zoning Ordinance included in Articles 3, 5A, 5B, 5C, 7A, 8, 9, 10, and 28A.  The 
purpose of the amendments is to correct, clarify, and add new language related to boarding 
facilities, tourist homes, boarding and rooming houses, bed and breakfasts, country inns, and 
banquet/event facilities. One person spoke in favor of the proposed changes during the public 
information meeting and submitted written comments. 

DISCUSSION: Detailed discussion of each amendment can be found in the Staff Report 
and Analysis dated September 8, 2017, attached hereto. 

FISCAL IMPACT: None 

ALTERNATIVES: N/A 

ATTACHMENTS: Staff Report and Analysis dated September 8, 2017    
   Proposed text amendments 
   Planning Commission Recommendation dated October 19, 2017 
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Open Session Item 

SUBJECT: PUBLIC HEARING – Application for Map Amendment – RZ-17-009 

PRESENTATION DATE:  November 28, 2017; 10:45 a.m. 

PRESENTATION BY: Stephen T. Goodrich, Director, Washington County Dept. of 
Planning and Zoning 

 

 
Case 

 
Application Applicant/Property 

Owner Proposed Amendment 

 
RZ-17-009 

 
Map 

 
Applicant:   

A & W Plus, Inc. 
(Contract Purchaser) 

 
Property Owner: 
Board of County 

Commissioners of 
Washington County, 

Maryland 
 

 
Washington County Zoning Ordinance – 

Application for Map Amendment: 
 
▪ Property location:  12408 Learning Lane (south 

side of US Route 40 and the west side of 
Learning Lane) (11.74 acres) 

▪ Existing Zoning: RV – Rural Village 
▪ Requested Zoning: RB – Rural Business 

floating  zone 

 

 

Attachments: 

Ordinance Amendment Application 
Staff Report and Analysis dated September 3, 2017 
Site Map 
Planning Commission Report and Recommendation dated October 18, 2017 
(All attachments are available with the online version of the Agenda Report Form 
at https://www.washco-md.net/index.php/county-commissioners/bocc-meeting-archive-
2017/. 
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Open Session Item 

SUBJECT: County Commissioners of Washington County Water Quality Bonds, Series 2018A 
and Series 2018B Authorizing Resolution 

PRESENTATION DATE: November 28, 2017 

PRESENTATION BY: Sara L. Greaves, Deputy Director of Budget and Finance, and 
Lindsey A. Rader, Bond Counsel for Washington County 

RECOMMENDED MOTION: Move to approve the resolution authorizing County 
Commissioners of Washington County (the “County”) to issue and sell to the Maryland Water 
Quality Financing Administration (“MWQFA”) two separate general obligation bonds in the 
respective maximum original principal amounts of $1,387,245 and $462,415 in order to finance or 
reimburse costs of Enhanced Nutrient Removal (ENR) upgrades and improvements to the 
Conococheague Wastewater Treatment Plant (the “Project”), as presented.   

REPORT-IN-BRIEF: Certain provisions of the Environment Article of the Annotated 
Code of Maryland and the County Code authorize and empower the County to issue general 
obligation bonds to MWQFA at private sale, without public bidding, in order to evidence loans 
from MWQFA for wastewater system facility purposes.   The Project meets such legislative 
requirements, and MWQFA has agreed to loan the County money in aggregate original principal 
amount not to exceed $1,849,660 for Project purposes.  There will be two separate loans—each of 
which will be evidenced by a separate bond.  The President and the Vice President of the Board of 
County Commissioners (the “Board”), with the advice of the County’s Chief Financial Officer, 
are each authorized to determine the final principal amounts of the bonds and to approve the 
amortization schedule for the Series 2018A Bond referred to in “DISCUSSION” below within the 
limitations provided for in the resolution.   

DISCUSSION: MWQFA loans bear below market interest rates. MWQFA has advised that 
the loans will not close until early calendar year 2018.  The two bonds are referred to in the 
resolution respectively as the “Series 2018A Bond” and the “Series 2018B Bond”.  Interest on the 
Series 2018A Bond will be tax-exempt for federal income tax purposes and interest on the Series 
2018B Bond will be taxable for federal income tax purposes.  The Series 2018A Bond will have a 
scheduled amortization that ends no later than 20 years after the assumed Project completion date.   
Interest on the Series 2018A Bond will be determined by the following formula: 25% of the 
average of the Bond Buyer 11-Bond Index for the calendar month prior to the month in which the 
Series 2018A Bond is delivered; the resulting rate may be rounded down by MWQFA in its 
discretion.  (For informational purposes, tax-exempt MWQFA loans closing in October 2017 for 
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which the interest rate is set by the same formula bear interest at the rate of 0.70% per annum; 
there is no guarantee that the index by which the rate will be determined for the Series 2018A 
Bond will remain steady until the time that rate is set.)  There will be no scheduled amortization 
for the Series 2018B Bond.  Instead, as long as the County does not default under the loan 
agreement corresponding to the Series 2018B Bond in the 10 years following delivery, the Series 
2018B Bond will be automatically terminated, null and void at such 10 year mark.  If the County 
defaults in that 10 year window, MWQFA may call the entire outstanding principal amount of the 
Series 2018B Bond immediately due and payable.  In such event, the Series 2018B Bond will bear 
interest from the date of demand to the date of payment at a rate equal to 100% of the average of 
the Bond Buyer 11-Bond Index for the calendar month prior to the month in which the Series 
2018B Bond is delivered, which rate may be rounded down by MWQFA in its discretion.  (For 
informational purposes, taxable principal forgiveness MWQFA loans closing in October 2017 for 
which the interest rate is set by the same formula have a default rate of 3.08% per annum; there is 
no guarantee that the index by which the rate will be determined for the Series 2018B Bond will 
remain steady until the time that rate is set.).  Although wastewater system revenues are anticipated 
to be used to pay debt service on the bonds, the County will pledge its full faith and credit and 
unlimited taxing power to payment of the bonds.  Among other remedies available to MWQFA, 
the Series 2018A Bond will be subject to acceleration at MWQFA’s discretion upon an event of 
default under the corresponding loan agreement and, in such event, the County will be subject to 
late charges and payment of interest on unpaid amounts at a default rate.  The County will pledge 
any moneys that it is entitled to receive from the State of Maryland (including the County’s share 
of income tax revenues collected by the State) to secure its obligations under the loan agreements.  
The President of the Board, the County Administrator and the Chief Financial Officer are each 
designated as an “Authorized Officer” for purposes of the loan agreements.  The resolution 
provides that if the office of Chief Financial Officer is vacant, and no acting or interim Chief 
Financial Officer has been appointed, the authority delegated to the Chief Financial Officer will 
be exercised by the Director of Budget and Finance unless any such authority is delegated to 
another official or employee in accordance with County Code Section 2-302. 

FISCAL IMPACT:  Use of bond proceeds has been included in the County’s annual debt 
affordability analysis.   

CONCURRENCES:  Robert J. Slocum, County Administrator, Mark Bradshaw, Deputy 
Director of Engineering Services for Water Quality, and John M. Martirano, County Attorney. 

ALTERNATIVES:  If the resolution is not approved, it will be necessary to determine 
alternative funding for the Project, which is already in progress.   

ATTACHMENTS:  Resolution. 

AUDIO/VISUAL NEEDS: N/A  



RESOLUTION NO. RS-17-____ 
 
A RESOLUTION AUTHORIZING AND EMPOWERING COUNTY COMMISSIONERS OF 
WASHINGTON COUNTY (THE “COUNTY”) TO ISSUE AND SELL, UPON ITS FULL 
FAITH AND CREDIT, TO THE MARYLAND WATER QUALITY FINANCING 
ADMINISTRATION (THE “ADMINISTRATION”) TWO GENERAL OBLIGATION 
BONDS, ONE IN ORIGINAL PRINCIPAL AMOUNT NOT TO EXCEED $1,387,245.00 AND 
THE OTHER IN ORIGINAL PRINCIPAL AMOUNT NOT TO EXCEED $462,415.00, 
PURSUANT TO THE AUTHORITY OF TITLE 6 OF THE CODE OF PUBLIC LOCAL 
LAWS OF WASHINGTON COUNTY AND SECTIONS 9-1601 TO 9-1622, INCLUSIVE, OF 
THE ENVIRONMENT ARTICLE OF THE ANNOTATED CODE OF MARYLAND; SUCH 
BONDS TO BE DESIGNATED AS PROVIDED HEREIN AND THE PROCEEDS THEREOF 
TO BE APPLIED TO FINANCE OR REIMBURSE COSTS OF ENHANCED NUTRIENT 
REMOVAL (ENR) UPGRADES AND IMPROVEMENTS TO OR BENEFITING THE 
COUNTY’S EXISTING CONOCOCHEAGUE WASTEWATER TREATMENT PLANT, 
TOGETHER WITH RELATED COSTS AND FINANCING COSTS, ALL TO THE EXTENT 
PERMITTED BY THE ADMINISTRATION; APPROVING THE SUBSTANTIALLY FINAL 
FORMS OF THE BONDS AND PROVIDING FOR THE EXECUTION AND DELIVERY OF 
THE BONDS, APPROVING OR PROVIDING FOR THE TERMS AND CONDITIONS FOR 
THE ISSUANCE AND SALE OF THE BONDS TO THE ADMINISTRATION BY PRIVATE 
SALE, WITHOUT PUBLIC BIDDING, AND OTHER DETAILS INCIDENT THERETO, 
AND AUTHORIZING CERTAIN OFFICIALS TO DETERMINE CERTAIN DETAILS OF 
THE BONDS, ALL WITHIN THE PARAMETERS PROVIDED FOR IN THIS 
RESOLUTION; APPROVING THE SUBSTANTIALLY FINAL FORMS OF TWO LOAN 
AGREEMENTS WITH THE ADMINISTRATION, AND AUTHORIZING AND DIRECTING 
THE EXECUTION AND DELIVERY OF THE LOAN AGREEMENTS; AUTHORIZING THE 
PAYMENT OF FEES OR COSTS PROVIDED FOR IN THE LOAN AGREEMENTS THAT 
ARE NOT PAYABLE FROM BOND PROCEEDS; PROVIDING FOR THE PLEDGE OF 
MONEYS THAT THE COUNTY IS ENTITLED TO RECEIVE FROM THE STATE OF 
MARYLAND, INCLUDING THE COUNTY’S SHARE OF INCOME TAX REVENUES, TO 
SECURE ITS OBLIGATIONS UNDER THE LOAN AGREEMENTS; ACKNOWLEDGING 
THE RIGHT OF THE ADMINISTRATION TO ACCELERATE PAYMENT OF EACH BOND 
UPON A DEFAULT UNDER THE CORRESPONDING LOAN AGREEMENT; 
AUTHORIZING CERTAIN OFFICIALS TO TAKE CERTAIN ACTIONS UNDER THE 
LOAN AGREEMENTS; PROVIDING FOR THE DISBURSEMENT OF ADVANCES OF 
THE BONDS; PLEDGING THE FULL FAITH AND CREDIT AND UNLIMITED TAXING 
POWER OF THE COUNTY TO THE PAYMENT OF THE BONDS AND PROVIDING 
THAT, IN THE EVENT THAT OTHER FUNDS AVAILABLE TO THE COUNTY ARE 
INSUFFICIENT TO PAY THE PRINCIPAL OF AND INTEREST ON THE BONDS, THE 
COUNTY SHALL LEVY AND COLLECT AD VALOREM TAXES UPON ALL THE 
LEGALLY ASSESSABLE PROPERTY WITHIN WASHINGTON COUNTY SUFFICIENT 
TO PROVIDE FOR SUCH PAYMENTS WHEN DUE; MAKING OR PROVIDING FOR THE 
MAKING OF CERTAIN ELECTIONS, COVENANTS OR DETERMINATIONS 
PERTAINING TO THE TAX-EXEMPT STATUS OF ONE OF THE BONDS; MAKING 
CERTAIN FINDINGS CONCERNING DEBT LIMITATIONS OF THE COUNTY; 
PROVIDING THAT THE PROVISIONS OF THIS RESOLUTION SHALL BE LIBERALLY 
CONSTRUED; AND OTHERWISE GENERALLY RELATING TO THE ISSUANCE, SALE, 
DELIVERY AND PAYMENT OF THE BONDS AUTHORIZED HEREBY. 
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R E C I T A L S 

 
 County Commissioners of Washington County, a body politic and corporate and a 
political subdivision of the State of Maryland (the “County”), has determined to undertake 
Enhanced Nutrient Removal (ENR) upgrades and improvements to or benefiting the County’s 
existing Conococheague Wastewater Treatment Plant, and, in connection with such undertaking, 
to acquire or pay for the acquisition of necessary property rights and equipment, related site 
improvements and utilities, related architectural, planning, design, engineering, surveying, 
bidding, document development, permitting, acquisition, construction, improvement, installation, 
modification, demolition, removal, renovation, reconstruction, rehabilitation, equipping, 
inspection, construction administration and related costs, related financial, administrative and 
legal expenses, and costs of related activities, and has determined to borrow money for the public 
purpose of financing, reimbursing or refinancing all or a portion of the costs of any components 
of such activities, including costs of issuance relating to any such borrowing (collectively, the 
“Project”).  
 
 Title 6 of the Code of Public Local Laws of Washington County, as replaced, 
supplemented or amended (the “Water and Sewer Act”), authorizes and empowers the County to 
issue and sell its bonds upon the full faith and credit of the County to provide funds for the 
design, construction, establishment, purchase or condemnation of water, sewerage and drainage 
systems.  
 

Title VI of the Federal Water Pollution Control Act (commonly known as the “Clean 
Water Act”), as amended by the Water Quality Act of 1987 (“Title VI”), authorizes the U.S. 
Environmental Protection Agency (the “EPA”) to award grants to qualifying states to establish 
and capitalize state water pollution control revolving funds (“SRFs”) for the purpose of 
providing loans and other forms of financial assistance to finance, among other things, the 
construction of publicly-owned wastewater treatment facilities, and the implementation of 
estuary conservation management plans and nonpoint source management programs. 
 
 As contemplated by Title VI, the General Assembly of Maryland at its 1988 session 
enacted the Maryland Water Quality Financing Administration Act, codified at Sections 9-1601 
through 9-1622, inclusive, of the Environment Article of the Annotated Code of Maryland (as 
replaced, supplemented or amended, the “MWQFA Act”), establishing the Maryland Water 
Quality Financing Administration (the “Administration”) and establishing an SRF designated the 
Maryland Water Quality Revolving Loan Fund (the “SRF Fund”) to be maintained and 
administered by the Administration. 
 
 The MWQFA Act authorizes the Administration, among other things, to make a loan 
from the SRF Fund to a “local government” (as defined in the MWQFA Act) for the purpose of 
financing or refinancing all or a portion of the cost of a “wastewater facility” project (as defined 
in the MWQFA Act). 
 

The MWQFA Act authorizes a local government to issue one or more bonds, notes or 
other evidences of obligation (each, a “loan obligation” as defined in the MWQFA Act) to 
evidence its indebtedness under a loan agreement with respect to a loan from the Administration, 
to sell any such bond, note or other evidence of obligation to the Administration at private sale,  
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without public bidding, and to establish a dedicated source of revenues for repayment of such 
loan. 
 
 The County is a “local government” within the meaning of the MWQFA Act, and the 
Project is a “wastewater facility” project within the meaning of the MWQFA Act and a “project” 
relating to a “sewerage system” within the meaning of the Water and Sewer Act. 
 
 Pursuant to the authority of the Water and Sewer Act and the MWQFA Act, the County 
has determined to borrow money from the Administration for the public purpose of financing or 
reimbursing costs of the Project or such components of the Project as the Administration shall 
approve.  The Administration has advised that such borrowing will not close until calendar year 
2018. 
 
 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY 
COMMISSIONERS OF WASHINGTON COUNTY: 
 
 Section 1. (a) The Recitals to this Resolution are incorporated by reference 
herein and deemed a substantive part of this Resolution.  Capitalized terms used in the Sections 
of this Resolution that are not defined therein shall have the meanings given to such terms in the 
Recitals.  
 
 (b) References in this Resolution to any official by title shall be deemed to refer (i) to 
any official authorized under the Code of the Public Local Laws of Washington County, Maryland 
(the “County Code”) or other applicable law or authority to act in such titled official’s stead during 
the absence or disability of such titled official, (ii) to any person who has been elected, appointed or 
designated to fill such position in an acting or interim capacity under the County Code or other 
applicable law or authority, (iii) to any person who serves in a “deputy”, “associate” or “assistant” 
capacity as such an official, provided that the applicable responsibilities, rights or duties referred to 
herein have been delegated to such deputy, associate or assistant in accordance with the County 
Code or other applicable law or authority, and/or (iv) to the extent an identified official commonly 
uses another title not provided for in the County Code, the official, however known, who is charged 
under the County Code or other applicable law or authority with the applicable responsibilities, 
rights or duties referred to herein.   For example, the County Code provides for a County Finance 
Officer who is the director of the Office of Budget and Finance, but the person filling such position 
is now commonly referred to as the “Chief Financial Officer”.  In the event the office of the Chief 
Financial Officer is vacant at the time the Chief Financial Officer is authorized to take any actions 
or provide any advice in accordance with the provisions of this Resolution, and no person has been 
appointed to fill such position in an acting or interim capacity, such actions or advice shall be taken 
or given by the Director of Budget and Finance unless authority for the matter in question has been 
assigned to another County official or employee in accordance with Section 2-302 of the County 
Code. 
 

Section 2. (a) Pursuant to the authority of the Water and Sewer Act and the 
MWQFA Act, the County hereby determines to borrow money and incur indebtedness for the 
public purpose of financing or reimbursing costs of the Project, all to the extent permitted by the 
Administration.  The total cost of the Project not otherwise payable from other sources is not 
expected to exceed One Million Eight Hundred Forty-nine Thousand Six Hundred Sixty Dollars 
($1,849,660.00).   
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(b) As contemplated by the MWQFA Act, such borrowing and indebtedness shall be 

made and incurred in accordance with the provisions of two separate loan agreements between 
the County and the Administration (the “Series 2018A Loan Agreement” and the “Series 2018B 
Loan Agreement”, respectively, and, collectively, the “Loan Agreements” or, individually, a 
“Loan Agreement”).  The Series 2018A Loan Agreement shall be in substantially the form of 
Exhibit A attached hereto and made a part hereof.  The Series 2018B Loan Agreement shall be in 
substantially the form of Exhibit B attached hereto and made a part hereof.  The County is 
referred to in each Loan Agreement as the “Borrower”.  The Project is identified in each Loan 
Agreement with a project name of “Conococheague Wastewater Treatment Plant Enhanced 
Nutrient Removal Upgrade”. 

 
Section 3. (a) Pursuant to the authority of the Water and Sewer Act and the 

MWQFA Act, and to evidence the payment obligations of the County under the Loan 
Agreements, the County shall issue and sell, upon its full faith and credit, two series of general 
obligation bonds for the public purpose of financing or reimbursing costs of one or more 
components of the Project, all to the extent permitted by the Administration.  References to the 
Project in this Resolution are intended to include any modifications or amendments to 
components of the Project provided for in the County budget or capital improvement program or 
through other applicable actions of the Board of County Commissioners of Washington County, 
the governing body of the County (the “Board”), provided that any such modifications or 
amendments to be paid from proceeds of the Series 2018A Bond or the Series 2018B Bond 
identified herein are permitted by the Administration. 

 
 (b) One such bond shall be issued in accordance with the Series 2018A Loan 
Agreement in original principal amount not to exceed One Million Three Hundred Eighty-seven 
Thousand Two Hundred Forty-five Dollars ($1,387,245.00) and shall be designated as the “County 
Commissioners of Washington County Water Quality Bond, Series 2018A” or by such additional or 
different designation as may be required by the Administration (the “Series 2018A Bond”).  The 
other such bond shall be issued in accordance with the Series 2018B Loan Agreement in original 
principal amount not to exceed Four Hundred Sixty-two Thousand Four Hundred Fifteen Dollars 
($462,415.00) and shall be designated as the “County Commissioners of Washington County Water 
Quality Bond, Series 2018B” or by such additional or different designation as may be required by 
the Administration (the “Series 2018B Bond” and, together with the Series 2018A Bond, the 
“Bonds”, or, individually, a “Bond”).  Payment of the Series 2018B Bond shall be subject to 
forgiveness by the Administration in accordance with Section 3(n) hereof.   Either the President of 
the Board (the “President”) or the Vice President of the Board (the “Vice President”), whichever 
such official executes either Bond in accordance with the provisions of Section 4 of this Resolution, 
on behalf of the County, is hereby authorized and directed to determine and approve the final 
original principal amounts of the Bonds, provided that the final original principal amount of the 
Series 2018A Bond shall not exceed One Million Three Hundred Eighty-seven Thousand Two 
Hundred Forty-five Dollars ($1,387,245.00) and the final original principal amount of the Series 
2018B Bond shall not exceed Four Hundred Sixty-two Thousand Four Hundred Fifteen Dollars 
($462,415.00), such determination and approval to be evidenced conclusively by the President’s or 
the Vice President’s execution and delivery of the Bonds reflecting such finally determined original 
principal amounts pursuant to subsection (p) below.   
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(c) Each Bond shall be dated the date of its delivery and shall be issued in the form of 
a single, fully-registered bond, without coupons attached.   The initial Series 2018A Bond shall 
be numbered RA-1 and the initial Series 2018B Bond shall be numbered RB-1.  Each Bond is 
referred to in the corresponding Loan Agreement as the “Note.” 

 
 (d) Subject to the provisions of subsections (e) and (f) below and the further provisions 
of this subsection (d), the principal amount of the Series 2018A Bond advanced under the Loan 
Agreement shall be paid in twenty (20) installments on February 1 in each of the years 2019 
through 2038, inclusive, in such amounts as shall be determined by the Administration to 
achieve, as nearly as possible, roughly level debt service payments (on an annualized basis) after 
giving effect to the interest rate provided for in subsection (e) of this Section 3.  Either the 
President or the Vice President, whichever such official executes the Series 2018A Bond in 
accordance with the provisions of subsection (p) below, with the advice of the Chief Financial 
Officer of the County (the “Chief Financial Officer”), on behalf of the County, is hereby authorized 
and empowered to approve the amortization schedule for the Series 2018A Bond, calculated as 
described in this subsection (d), but subject to the further provisions of subsection (f) below, 
provided that the final original principal amount of the Series 2018A Bond does not exceed One 
Million Three Hundred Eighty-seven Thousand Two Hundred Forty-five Dollars ($1,387,245.00), 
such approval to be evidenced conclusively by the President or the Vice President’s execution and 
delivery of the Series 2018A Bond in final form in accordance with the provisions of subsection (p) 
below.   
 
 (e) The Series 2018A Bond, or so much of the principal amount thereof as shall have 
been advanced from time to time under the terms of the Series 2018A Loan Agreement, shall bear 
interest from its dated date at an annual rate of interest equal to 25% of the average of the Bond 
Buyer 11-Bond Index for the month prior to the month in which the Series 2018A Bond is 
delivered, provided that the rate determined by such calculation may be rounded down by the 
Administration in its sole discretion.   Interest due on the unpaid principal amounts advanced under 
the Series 2018A Bond shall accrue on the basis of a 30-day month, 360-day year from the dates of 
the respective advances of such principal amounts, and shall be paid on August 1, 2018, and 
semiannually thereafter on the 1st day of February and August in each year until the entire principal 
amount of the Series 2018A Bond has been paid. 
 
 (f) The payment dates provided for in the foregoing subsections (d) and (e) are based on 
an anticipated date of delivery of the Series 2018A Bond in January 2018 and an estimated 
completion date for the Project in April 2018.  Notwithstanding the foregoing, in the event the 
Series 2018A Bond, for whatever reason, is not delivered in January 2018, the estimated completion 
date for the Project is determined prior to the date of delivery of the Series 2018A Bond to be earlier 
or later than April 2018, or the Administration determines in accordance with its program 
requirements that a different amortization schedule is necessary, the President or the Vice President, 
whichever such official executes the Series 2018A Bond, with the advice of the Chief Financial 
Officer, on behalf of the County, is hereby authorized and directed to adjust and change such 
principal and interest payment dates provided for or contemplated in subsections (d) and (e) above 
(including, without limitation, by providing for a first minimum principal payment on a date 
specified by the Administration and/or by otherwise adjusting the dates on which principal and/or 
interest will be due) and to approve the amortization schedule for the Series 2018A Bond prepared 
by the Administration on a roughly level debt service basis (on an annualized basis, and exclusive of 
any first minimum principal payment due on the Series 2018A Bond specified by the 



- 6 - 

Administration), all as required by the Administration in order to meet the requirements of Section 
9-1605(d)(1)(ii) of the MWQFA Act or to meet other requirements of the Administration, provided 
that the final original principal amount of the Series 2018A Bond shall not exceed One Million 
Three Hundred Eighty-seven Thousand Two Hundred Forty-five Dollars ($1,387,245.00), such 
approval and adjustment to be evidenced conclusively by the President’s or the Vice President’s 
execution and delivery of the Series 2018A Bond in final form in accordance with the provisions of 
subsection (p) below.  
 
 (g) If the Administration determines at any time to reduce the maximum amount of the 
Loan Commitment (as defined in the Series 2018A Loan Agreement) relating to the Series 2018A 
Bond in accordance with Section 3.08 of the Series 2018A Loan Agreement, the Maximum 
Principal Amount (as defined in the Series 2018A Bond) of the Series 2018A Bond shall be reduced 
accordingly and such Maximum Principal Amount as so reduced shall be amortized as provided in 
the Series 2018A Loan Agreement.  In such event, as determined by the Administration, the County 
may execute and deliver (in the manner provided in subsection (p) below for the original delivery of 
the Series 2018A Bond) a new Series 2018A Bond evidencing such reduction in the Loan 
Commitment and/or such other certificates, documents or instruments as the Administration may 
require pursuant to Section 3.08 of the Series 2018A Loan Agreement.  The President or the Vice 
President, on behalf of the County, is hereby authorized and directed to approve, execute and 
deliver any such other certificates, documents or instruments required by the Administration under 
Section 3.08 of the Series 2018A Loan Agreement. 
 
 (h) The County shall pay (i) a late charge for any payment of principal of or interest on 
the Series 2018A Bond that is received later than the tenth (10th) day following its due date, in an 
amount equal to 5% of such payment, and (ii) interest on overdue installments of principal and (to 
the extent permitted by law) interest at a rate equal to the Default Rate provided for in the Series 
2018A Loan Agreement, which Default Rate shall be equal to 100% of the average of the Bond 
Buyer 11-Bond Index for the calendar month prior to the month in which the Series 2018A Bond is 
delivered, provided that the rate determined by such calculation may be rounded down by the 
Administration in its sole discretion.  Amounts payable pursuant to this subsection (h) shall be 
immediately due and payable to the Administration, and interest at the Default Rate shall continue 
to accrue on overdue installments of principal and (to the extent permitted by law) interest until such 
amounts are paid in full.   
 
 (i) The Series 2018A Bond shall be subject to prepayment prior to maturity only as 
provided in Section 3.10 of the Series 2018A Loan Agreement. 
 

(j) Unless the Board provides otherwise by resolution adopted prior to delivery of the 
Series 2018A Bond, the Series 2018A Bond shall be issued in substantially the form of Exhibit F to 
the substantially final form of the Series 2018A Loan Agreement that is attached hereto as Exhibit 
A.  Appropriate variations and insertions to provide dates, numbers and amounts, and modifications 
not altering the substance of the Series 2018A Bond, including, without limitation, to reflect matters 
determined in accordance with subsections (b) through (f) of this Section 3, may be made by the 
President or the Vice President, whichever such official executes the Series 2018A Bond in 
accordance with subsection (p) below, with the advice of the Chief Financial Officer.  All of the 
covenants contained in the form of Series 2018A Bond set forth as Exhibit F to the substantially 
final form of the Series 2018A Loan Agreement attached hereto as Exhibit A, as the Series 2018A 
Bond may be finally completed as provided herein, are hereby adopted by the County as and for the 
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form of obligation to be incurred by the County, and the covenants and conditions are hereby made 
binding upon the County, including the promise to pay therein contained.   The execution of the 
Series 2018A Bond by the President or the Vice President shall be conclusive evidence of the 
approval by the County of all changes in or additions to the form of the Series 2018A Bond and 
of the due execution of the Series 2018A Bond by the County. 

 
 (k) The principal advanced under the Series 2018B Loan Agreement shall be payable 
upon demand by the Administration in accordance with the Series 2018B Loan Agreement, together 
with interest at an annual rate equal to one hundred percent (100%) of the average of the Bond 
Buyer 11-Bond Index for the calendar month prior to the month in which the Series 2018B Bond is 
delivered (provided that the rate determined by such calculation may be rounded down by the 
Administration in its sole discretion) accruing from the date on which such demand is made by the 
Administration, which demand may be made at any time prior to that date which is the ten (10) year 
anniversary of the date of delivery of the Series 2018B Bond.  
 
 (l) The County shall pay a late charge for any payment of principal of or interest on the 
Series 2018B Bond that is received later than the thirtieth (30th) day following the date of demand, 
in an amount equal to 5% of such payment. 
 
 (m) If the Administration determines at any time following delivery of the Series 2018B 
Bond to reduce the maximum amount of the Loan Commitment (as defined in the Series 2018B 
Loan Agreement) relating to the Series 2018B Bond in accordance with Section 3.08 of the Series 
2018B Loan Agreement, the Maximum Principal Amount (as defined in the Series 2018B Bond) of 
the Series 2018B Bond shall be reduced accordingly.  In such event, as determined by the 
Administration, the County may execute and deliver (in the manner provided in subsection (p) 
below for the original delivery of the Series 2018B Bond) a new Series 2018B Bond evidencing 
such reduction in the Loan Commitment relating to the Series 2018B Bond and/or such other 
certificates, documents or instruments as the Administration may require pursuant to Section 3.08 of 
the Series 2018B Loan Agreement.  The President or the Vice President, on behalf of the County, is 
hereby authorized and directed to approve, execute and deliver any such other certificates, 
documents or instruments required by the Administration under Section 3.08 of the Series 2018B 
Loan Agreement.   
 
 (n) PURSUANT TO THE CLEAN WATER ACT, AS AMENDED BY FEDERAL 
APPROPRIATION OR AUTHORIZATION ACTS, AND SECTION 9-1605(d)(9) OF THE 
MWQFA ACT, THE ADMINISTRATION SHALL FORGIVE REPAYMENT OF THE 
PRINCIPAL AMOUNT OF THE LOAN (AS DEFINED IN THE SERIES 2018B LOAN 
AGREEMENT) AND THE INTEREST PAYABLE THEREON UNDER ARTICLE III OF THE 
SERIES 2018B LOAN AGREEMENT AND THE SERIES 2018B BOND SO LONG AS THE 
COUNTY PERFORMS ALL OF ITS OTHER OBLIGATIONS UNDER THE SERIES 2018B 
LOAN AGREEMENT.  UPON DETERMINATION BY THE ADMINISTRATION THAT ANY 
SUCH OTHER OBLIGATIONS UNDER THE SERIES 2018B LOAN AGREEMENT HAVE 
NOT BEEN PERFORMED BY THE COUNTY, PAYMENT OF THE PRINCIPAL OF THE 
LOAN EVIDENCED BY THE SERIES 2018B BOND AND THE INTEREST THEREON FROM 
THE DATE OF DEMAND AT THE RATE DETERMINED IN ACCORDANCE WITH 
SUBSECTION (k) ABOVE WILL BE DUE AND PAYABLE UPON DEMAND.  IF THE 
ADMINISTRATION HAS NOT DEMANDED PAYMENT OF THE PRINCIPAL OF AND 
INTEREST ON THE SERIES 2018B BOND BY THAT DATE WHICH IS THE TEN (10) YEAR 
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ANNIVERSARY OF THE DATE OF DELIVERY OF THE SERIES 2018B BOND, THEN THE 
ADMINISTRATION SHALL BE DEEMED TO HAVE FORGIVEN REPAYMENT OF THE 
LOAN EVIDENCED BY THE SERIES 2018B BOND AND INTEREST THEREON, THE 
SERIES 2018B BOND SHALL BE DEEMED CANCELLED AND THE LOAN EVIDENCED 
BY THE SERIES 2018B BOND AND THE SERIES 2018B LOAN AGREEMENT SHALL BE 
DEEMED TERMINATED AND OF NO FURTHER FORCE AND EFFECT. 
 

(o) Unless the Board provides otherwise by resolution adopted prior to issuance of the 
Series 2018B Bond, the Series 2018B Bond shall be issued in substantially the form of Exhibit F to 
the substantially final form of the Series 2018B Loan Agreement that is attached hereto as Exhibit 
B.  Appropriate variations and insertions to provide dates, numbers and amounts, and modifications 
not altering the substance of the Series 2018B Bond, including, without limitation, to reflect matters 
determined in accordance with subsections (k) through (n) of this Section 3, may be made by the 
President or the Vice President, whichever such official executes the Series 2018B Bond in 
accordance with subsection (p) below, with the advice of the Chief Financial Officer.  All of the 
covenants contained in the form of Series 2018B Bond set forth as Exhibit F to the substantially 
final form of the Series 2018B Loan Agreement attached hereto as Exhibit B, as the Series 2018B 
Bond may be finally completed as provided herein, are hereby adopted by the County as and for the 
form of obligation to be incurred by the County, and the covenants and conditions are hereby made 
binding upon the County, including the promise to pay therein contained.   The execution of the 
Series 2018B Bond by the President or the Vice President shall be conclusive evidence of the 
approval by the County of all changes in or additions to the form of the Series 2018B Bond and 
of the due execution of the Series 2018B Bond by the County. 

 
 (p) Each Bond shall be executed in the name of the County and on its behalf by the 
President or the Vice President.  The corporate seal of the County shall be affixed to each Bond and 
attested by the signature of the County Clerk.  In the event any official whose signature shall 
appear on a Bond shall cease to be such official prior to the delivery of such Bond, or, in the 
event any such official whose signature shall appear on a Bond shall have become such after the 
date of delivery thereof, such Bond shall nevertheless be a valid and binding obligation of the 
County in accordance with its terms. 
 
 (q) Both the principal of and interest on the Bonds will be paid to the registered owners 
thereof in lawful money of the United States of America, at the time of payment, and will be paid by 
electronic funds transfer, or by check or draft mailed (by depositing such check or draft, correctly 
addressed and postage prepaid, in the United States mail before the payment date) to the registered 
owners at such addresses as the registered owners may designate from time to time by notice in 
writing delivered to the Chief Financial Officer. 
 

(r) The Series 2018A Bond shall be transferable only after the first principal payment 
date as set forth in the Series 2018A Bond or the date upon which the Maximum Principal Amount 
of the Series 2018A Bond has been borrowed, whichever is earlier, as provided in the substantially 
final form of the Series 2018A Bond that is attached as Exhibit F to the substantially final form of 
the Series 2018A Loan Agreement attached hereto as Exhibit A, and the Series 2018B Bond shall 
be transferable only after the date upon which the Maximum Principal Amount of the Series 2018B 
Bond has been borrowed.  Each Bond shall be transferable upon the books of the County at the 
office of the Chief Financial Officer, by the registered owner in person or by his attorney duly 
authorized in writing, upon surrender thereof, together with a written instrument of transfer 
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satisfactory to the Chief Financial Officer, duly executed by such registered owner or his duly 
authorized attorney.   References in this Resolution to a Bond shall be deemed to refer to any bond 
or bonds transferred for such Bond in accordance with the provisions of such Bond and references 
in this Resolution to the registered owner of a Bond shall be deemed to refer to any or all of the 
registered owners of bonds of such series as contemplated by such Bond. 
 

(s) In the event of a discrepancy between the provisions of a Bond and this Resolution, 
the provisions of the applicable Bond shall control.  The County agrees to abide by and perform the 
covenants and agreements set forth in the Bonds as finally executed and delivered in accordance 
with this Section 3 as through such covenants and agreements were set forth in full in this 
Resolution. 

 
 Section 4. (a) As authorized by the Water and Sewer Act and the MWQFA Act, 
the County hereby determines to sell the Bonds to the Administration by private sale, without public 
bidding, which sale by private sale is hereby deemed by the County to be in its best interest and in 
the interest of its citizens due, in part, to the benefit of the structures of the Bonds as draw-down 
obligations and the beneficial interest rates and, with respect to the Series 2018B Bond, the potential 
for forgiveness and early termination of the Series 2018B Bond.  Therefore, and pursuant to the 
authority of the Water and Sewer Act and the MWQFA Act, each Bond shall be sold to the 
Administration by private sale, without public bidding, for a price of the par amount of such Bond 
(such purchase price to be advanced in accordance with the corresponding Loan Agreement) or 
such of the principal amount of such Bond as is advanced to the County.   
 
 (b) The Series 2018A Bond shall be sold to the Administration and the purchase price of 
the Series 2018A Bond shall be advanced to the County in accordance with the Series 2018A Loan 
Agreement.  The Series 2018B Bond shall be sold to the Administration and the purchase price of 
the Series 2018B Bond shall be advanced to the County in accordance with the Series 2018B Loan 
Agreement.   The terms and conditions of each Loan Agreement, as completed as provided in this 
Section 4, are hereby incorporated by reference herein and approved by and adopted as the 
obligations of the County.   
 
 (c) The substantially final forms of the Loan Agreements respectively attached hereto as 
Exhibit A and as Exhibit B reflect the expectation, as of the date of introduction of this Resolution, 
that the final original principal amount of the Series 2018A Bond will be One Million Three 
Hundred Eighty-seven Thousand Two Hundred Forty-five Dollars ($1,387,245.00) and the final 
original principal amount of the Series 2018B Bond will be Four Hundred Sixty-two Thousand Four 
Hundred Fifteen Dollars ($462,415.00).  The President or the Vice President, on behalf of the 
County, is hereby authorized and directed to complete, execute and deliver each Loan Agreement 
for and in the name of the County with such changes, insertions and deletions as are approved by 
such official to reflect matters determined in accordance with Section 3 hereof, to comply with 
program requirements of the Administration or to complete the exhibits to the substantially final 
forms of the Loan Agreements attached hereto, or as are determined by such official not to be 
materially adverse to the interests of the County, such approval to be evidenced conclusively by 
such official’s execution and delivery of each Loan Agreement in final form.  The County expressly 
recognizes that the forms of the Loan Agreements respectively attached hereto as Exhibit A and 
Exhibit B are the forms used by the Administration for loans closing in calendar year 2017, and the 
final forms of the Loan Agreements may include modifications required by the Administration to be 
included in the forms of Loan Agreements used for loans closing in calendar year 2018. 
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 (d) Notwithstanding anything to the contrary contained in this Resolution advances 
under the Loan Agreements or the Bonds, payment or prepayment of the principal of and interest on 
the Bonds, and transfer or exchange of the Bonds shall be made in accordance with the 
corresponding Loan Agreements.  In the event of a discrepancy between the provisions of this 
Resolution and either Loan Agreement, the provisions of the applicable Loan Agreement shall 
control.  The County agrees to abide by and perform the covenants and agreements set forth in the 
Loan Agreements as finally executed and delivered in accordance with this Section 4 as though 
such covenants and agreements were set forth in full in this Resolution.   

 (e) The County is hereby authorized and directed to pay any fees or costs provided for 
in the Loan Agreements that are not payable from Bonds proceeds, including, without limitation, 
any Administrative Fee payments provided for in the Series 2018A Loan Agreement, and any other 
costs and expenses relating to the Bonds or the Loan Agreements.  The County hereby expressly 
acknowledges its absolute and unconditional obligation to make such payments. 
 
 (f) As authorized by Section 9-1606(d) of the MWQFA Act, the County hereby pledges 
any moneys that the County is entitled to receive from the State of Maryland, including the 
County’s share of the income tax revenues collected by the State, to secure its obligations under the 
Loan Agreements, subject to any limitations on such pledge provided for in the Loan Agreements in 
accordance with this Section 4.  Such pledge shall be evidenced by and detailed in the Loan 
Agreements. 
 
 (g) The County hereby acknowledges the provisions of Article IV of each Loan 
Agreement (Events of Default and Remedies), which allow for, among other remedies, all payments 
on the applicable Bond to be declared immediately due and payable upon the occurrence of an 
Event of Default provided for in such Loan Agreement. 
 
 Section 5. As soon as may be practicable within calendar year 2018 after the adoption 
of this Resolution, the Bonds shall be suitably prepared in definitive form, executed and delivered to 
the Administration upon a date or dates mutually satisfactory to the Administration and the Chief 
Financial Officer.  The following County officials:  the President, the Vice President, the County 
Administrator, the Chief Financial Officer, the Director of Budget and Finance, the County Clerk, 
and all other appropriate officials and employees of the County are expressly authorized, 
empowered and directed to (i) take any and all action necessary to complete and close the sale and 
delivery of the Bonds to the Administration and to negotiate, approve, execute and deliver all 
documents, certificates and instruments necessary or appropriate in connection therewith and (ii) to 
do all acts and things required of them by the provisions of this Resolution, the Loan Agreements 
and the Bonds for the full, punctual and complete performance of all of the terms, covenants, 
provisions and agreements of this Resolution, the Loan Agreements and the Bonds.  Each of the 
President, the County Administrator and the Chief Financial Officer is hereby expressly authorized 
to take any necessary actions under the Loan Agreements or the Bonds in order to requisition 
advances on behalf of the County.  Each of the President, the County Administrator and the Chief 
Financial Officer is hereby expressly designated as an “Authorized Officer” for purposes of each 
Loan Agreement.  The Board hereby ratifies, confirms and approves any actions taken to date by the 
President, the Vice President, the County Administrator, the Chief Financial Officer, the Director of 
Budget and Finance or the Deputy Director of Budget and Finance in connection with the 
transactions  contemplated by  this Resolution, including,  without limitation,   the execution  and  
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delivery by the Deputy Director of Budget and Finance of the Loan Proceeds Questionnaire and 
Certificate pertaining to the Series 2018A Bond. 
 
 Section 6.   Each advance of the proceeds of a Bond shall be paid directly to the County 
and shall be deposited by the Chief Financial Officer or other appropriate County official in the 
proper account or accounts, or shall be paid at the direction of the Authorized Officer, or shall be 
paid as otherwise required by the Administration.  Advances under the Bonds shall be used and 
applied by the County exclusively and solely for the public purpose described in Section 2 hereof.   
 
 Section 7. (a) The principal of and interest on the Bonds when due shall be payable 
in the first instance from revenues of the wastewater system (within the meaning of the MWQFA 
Act) serving the County, including fees for use of or connection to such system or any special 
assessments or other charges imposed by the County pursuant to the Water and Sewer Act, all to the 
extent available for such purpose; however, such revenues are not specifically pledged to the 
payment of principal of and interest on the Bonds.  In addition, subject to any applicable 
limitations of the Internal Revenue Code of 1986, as amended (the “Code”) with respect to the 
Series 2018A Bond, the County may apply to the payment of the principal of and interest on the 
Bonds any funds received by it and available for such purpose from the State of Maryland, the 
United States of America, any agency or instrumentality thereof, or from any other source.  In 
the event that the funds available to the County from all sources are insufficient to pay the 
Bonds, together with the interest due thereon, the County, in each and every fiscal year in which 
a Bond is outstanding, shall levy and collect ad valorem taxes upon all the legally assessable 
property within the corporate limits of Washington County at a rate and in an amount sufficient 
to provide for such payments when due, together with accrued interest to the date of payment.  In 
the event the proceeds from the taxes so levied in any fiscal year are inadequate for the above 
purposes, the County shall levy additional taxes in the succeeding fiscal year to make up any 
deficiency.   The full faith and credit and unlimited taxing power of the County are hereby 
unconditionally pledged to the payment of the principal of and interest on the Bonds.   
 
 (b)  Wastewater system revenues (which may be referred to as sewer user charges in 
the Loan Agreements) are intended to be the dedicated source of revenues required by Section 9-
1605(d)(1)(iii) of the MWQFA Act with respect to the Bonds. 
 
 Section 8. (a) On the date of issuance of the Series 2018A Bond, (i) the President 
or the Vice President and (ii) the Chief Financial Officer shall be responsible for the execution 
and delivery to counsel rendering an opinion on the validity of the Series 2018A Bond of a 
certificate of the County which complies with the requirements of Section 103 and Sections 141 
through 150, inclusive, of the Code and the applicable regulations thereunder.  Such officials are 
hereby authorized, on behalf of the County, to make in such certificate any elections, 
determinations or designations authorized or required by the Code and the applicable regulations 
thereunder. 
 
 (b) The County shall set forth in said certificate its reasonable expectations as to 
relevant facts, estimates and circumstances relating to the use of the proceeds of the Series 
2018A Bond, or of any moneys, securities or other obligations which may be deemed to be 
proceeds of the Series 2018A Bond pursuant to Section 148 of the Code or the applicable 
regulations (collectively, the “Series 2018A Bond Proceeds”). The County covenants with the 
holder of the Series 2018A Bond that the facts, estimates and circumstances set forth in such 
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certificate will be based on the County’s reasonable expectations on the date of issuance of the 
Series 2018A Bond and will be, to the best of the knowledge of the persons executing such 
certificate, true, correct and complete as of that date. 
 
 (c) The County covenants with the holder of the Series 2018A Bond that it will not 
use, or permit the use of any of, the Series 2018A Bond Proceeds or any other funds of the 
County, directly or indirectly, to acquire any securities or obligations, and will not take or permit 
to be taken or fail to take any other action or actions which would cause the Series 2018A Bond 
to be an “arbitrage bond” within the meaning of  Section  148  of  the  Code and said  regulations 
or that  would  otherwise  cause the interest on the Series 2018A Bond to be includable in gross 
income of the holder of the Series 2018A Bond for federal income tax purposes. 
 
 (d) The County further covenants that it will comply with Section 148 of the Code 
and the applicable regulations and such other requirements of the Code that are applicable to the 
Series 2018A Bond on the date of issuance of the Series 2018A Bond and which may 
subsequently lawfully be made applicable to the Series 2018A Bond. 
 
 (e) The County will hold and shall invest any Series 2018A Bond Proceeds within its 
control (if such proceeds are invested) in accordance with the expectations of the County set 
forth in said certificate. 
 
 (f) The County shall make timely payment of any rebate amount or payment in lieu 
thereof (or installment thereof) required to be paid to the United States of America in order to 
preserve the exclusion from gross income for purposes of federal income taxation of interest on 
the Series 2018A Bond and shall include with any such payment such other documents, 
certificates or statements as shall be required to be included therewith under then applicable law 
and regulations. 
 
 (g) The President or the Vice President and the Chief Financial Officer may execute a 
certificate or certificates supplementing or amending said certificate, and actions taken by the 
County subsequent to the execution of such certificate shall be in accordance with said certificate 
as amended or supplemented; provided, however, that the County shall execute any such 
certificate only upon receipt by it of an opinion of bond counsel addressed to the County to the 
effect that actions taken by the County in accordance with the amending or supplementing 
certificate will not adversely affect the exclusion from gross income for federal income tax 
purposes of interest on the Series 2018A Bond. 
 
 (h) The County shall retain such records as necessary to document the investment and 
expenditure of Series 2018A Bond Proceeds, the uses of Series 2018A Bond Proceeds and of the 
facilities financed with such proceeds, together with such other records as may be required by the 
tax certificate or the Internal Revenue Service in order to establish compliance with requirements 
of the Code and the regulations thereunder as conditions to the exclusion from gross income for 
federal income tax purposes of interest on the Series 2018A Bond. 
 
 Section 9. It is hereby determined that (i) the total unpaid bonded indebtedness of the 
County issued pursuant to Section 6-401 of the Water and Sewer Act, less the amount of any 
sinking funds or reserves for payment of any bonded indebtedness previously issued under such 
Section of the Water and Sewer Act at the date of adoption of this Resolution is $31,518,469; (ii) 
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the total assessed valuation of all property within Washington County subject to County taxation 
as of the end of the fiscal year of the County most recently concluded was $12,180,624,620; and 
(iii) the total amount of bonded indebtedness set out in clause (i) of this Section, together with 
the maximum original principal amounts of the Bonds, will not exceed 10% of the total assessed 
valuation specified in clause (ii) of this Section.  Accordingly, it is hereby found and determined 
that the issuance, sale, execution and delivery of the Bonds is within the debt limit provided for 
in the Water and Sewer Act. 
 
 Section 10. Notwithstanding anything to the contrary contained in this Resolution, the 
County shall use and apply proceeds of the Bonds only as permitted by the Loan Agreements, 
the Clean Water Act and the MWQFA Act (which is referred to in the Loan Agreements as the 
“Act”).   
 

Section 11. The provisions of this Resolution shall be liberally construed in order to 
effectuate the transactions contemplated by this Resolution. 
 
 Section 12.  This Resolution shall take effect from the date of its adoption. 
 
 Adopted this _______________ day of __________________, 2017. 
 
(SEAL) 
 
ATTEST:      COUNTY COMMISSIONERS OF 
       WASHINGTON COUNTY 
 
__________________________   By:_____________________________ 
Vicki C. Lumm, County Clerk        Terry L. Baker, President 
            Board of County Commissioners 
            of Washington County 
 
 
Approved as to form and legal sufficiency: 
 
 
__________________________ 
John M. Martirano 
County Attorney 
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EXHIBIT A 
 

SUBSTANTIALLY FINAL FORM OF SERIES 2018A LOAN AGREEMENT 
 
 

[See Attached]



EXHIBIT B 
 

SUBSTANTIALLY FINAL FORM OF SERIES 2018B LOAN AGREEMENT 
 
 

[See Attached] 
 



 

 

Open Session Item 

SUBJECT:  Extension of Sunset Date Provided for in Resolution No. RS-2016-16, 

which Established the Conococheague Development District, from December 31, 2017 to 

December 31, 2018 

PRESENTATION DATE:  November 28, 2017 

PRESENTATION BY:  Sara L. Greaves, Deputy Director of Budget and Finance 

and Lindsey A. Rader, Bond Counsel for Washington County 

RECOMMENDED MOTION: Move to approve the resolution amending and 

supplementing Resolution No. RS-2016-16 in order to extend the sunset date provided for 

therein from December 31, 2017 to December 31, 2018, as presented.   

REPORT-IN-BRIEF: County Commissioners of Washington County (the “County”) has 

offered certain potential incentives to Dot Foods, Inc. (“DFI”) to expand its business currently 

located in the County at 16301 Elliott Parkway, Williamsport, including tax increment financing 

(“TIF”).  As a first step in the process and pursuant to the Maryland Tax Increment Financing 

Act (the “TIF Act”), the Board of County Commissioners (the “Board”) adopted Resolution No. 

RS-2016-16 on September 13, 2016 (i) designating a contiguous area as the Conococheague 

Development District, a development district for purposes of the TIF Act (the “District”), and (ii) 

creating and providing for the funding of the special fund required by the TIF Act.  Pursuant to 

the TIF Act, the original assessable base of property within the District was fixed as of January 

1, 2015 due to the fact that Resolution No. RS-2016-16 was adopted in calendar year 2016.  

Resolution No. RS-2016-16 provides that if no Bonds (as defined therein) are issued with respect 

to the District by December 31, 2017, Resolution No. RS-2016-16 will be automatically revoked.  

DFI has experienced a delay in finalizing its expansion plans and has advised County 

representatives that it expects to firm up such plans by the end of 2017.  Extending the sunset 

date as provided in the proposed resolution preserves the date as of which the original assessable 

base of property within the District will be calculated if the County ultimately issues TIF bonds 

with respect to the District pursuant to the TIF Act.  It is fairly common with anticipated TIF 

bond financings for an issuer to extend the sunset date provided for in a designation resolution. 

DISCUSSION: Adoption of the proposed resolution does not obligate the County to issue 

any TIF bonds; such adoption will merely preserve the establishment of the District and related 

matters and extend the sunset date.  Before any TIF bonds are issued (i) the Board will need to 

pass a bond ordinance in accordance with the TIF Act authorizing the maximum principal 

amount of TIF bonds to be issued, specifying the maximum interest rate for such TIF bonds and 

Board of County Commissioners of Washington County, Maryland 
 

Agenda Report Form  



delegating to the President of the Board authority to determined final details of the financing, (ii) 

County staff, the County’s bond counsel and financial advisor, and DFI representatives and 

DFI’s counsel will negotiate and prepare documents providing for the financing and (iii) the 

President of the Board will deliver one or more executive orders finalizing TIF bond details and 

approving the bond documents.   All such additional legislation and documentation will have to 

be satisfactory to County representatives. 

FISCAL IMPACT:  Until any TIF bonds are issued, any incremental tax revenues 

collected from properties in the District may be used by the County for any legal purpose.  As 

provided in Resolution No. RS-2016-16, to the extent any TIF bonds are issued to DFI or an 

affiliate of DFI with respect to the District for initial financing purposes, and for a period of up to 

two real property tax collection cycles beyond the stated maturity date of such TIF bonds if not 

paid by their stated maturity, no excess incremental tax revenues will be available to the County 

for other purposes (to the extent debt service and related costs are covered, excess incremental 

tax revenues will be applied to prepay or redeem such TIF bonds).  (Excess incremental tax 

revenues are determined with respect to the original assessable base of properties within the 

District.)  Any TIF bonds will NOT be backed by a pledge of the County’s full faith and credit 

and unlimited taxing power, and the County will have no obligation to pay any such TIF bonds 

except from collected incremental tax revenues in accordance with the TIF Act.  The proposed 

resolution does not affect any of these provisions of Resolution No. RS-2016-16. 

CONCURRENCES:  Robert J. Slocum, County Administrator, and John M. Martirano, 

County Attorney. 

ALTERNATIVES: If Resolution No. RS-2016-16 is allowed to expire by its terms and the 

County determines to approve TIF financing for the benefit of DFI at a later date, the original 

assessable base of property within the District, when re-established, is likely to have increased, 

thereby reducing the incremental tax revenues available to support debt service on any approved 

TIF bonds and related costs.   If the incremental tax revenues available to support debt service 

are reduced in such an instance, DFI may determine not to pursue its expansion plans because 

the amount of financing available through the County will have decreased.  If the incremental tax 

revenues available to support debt service are reduced in such instance and the County and DFI 

determine to proceed with TIF financing, the likelihood that excess incremental tax revenues will 

be available to prepay the TIF bonds earlier than their stated maturity is reduced as the original 

assessable base is increased.   If DFI determines not to pursue TIF financing through the County 

after the proposed resolution is adopted, the Board may revoke Resolution No. RS-2016-16, as 

amended and supplemented, at a later date or let it expire by its terms in accordance with the 

extended sunset date. 

 ATTACHMENTS:  Resolution. 

AUDIO/VISUAL NEEDS: N/A  



 

 

 

 

RESOLUTION NO. RS-2017-____ 

A RESOLUTION FOR THE PURPOSE OF AMENDING AND SUPPLEMENTING 

RESOLUTION NO. RS-2016-16, WHICH ESTABLISHED THE CONOCOCHEAGUE 

DEVELOPMENT DISTRICT AND PROVIDED FOR RELATED MATTERS PURSUANT TO 

THE TAX INCREMENT FINANCING ACT IDENTIFIED THEREIN, IN ORDER TO 

EXTEND THE SUNSET DATE PROVIDED FOR IN RESOLUTION NO. RS-2016-16 FROM 

DECEMBER 31, 2017 TO DECEMBER 31, 2018. 

R E C I T A L S 

 1. Pursuant to the authority of Sections 12-201 through 12-213, inclusive, of the 

Economic Development Article of the Annotated Code of Maryland (the “Tax Increment 

Financing Act”), the Board of County Commissioners of Washington County (the “Board”) on 

September 13, 2016 adopted Resolution No. RS-2016-16 (the “Original Designation 

Resolution”) in order to (i) designate a contiguous area in County Commissioners of Washington 

County, a Maryland political subdivision (the “County”), as the Conococheague Development 

District, a “development district” for purposes of the Tax Increment Financing Act (the 

“District”), (ii) create and provide for the funding of a “special fund” (within the meaning of the 

Tax Increment Financing Act) designated as the Conococheague Development District Tax 

Increment Fund, and (iii) provide for use of moneys in such special fund. 

 2. The County created the District and took related actions pursuant to the Original 

Designation Resolution at the request of Dot Foods, Inc. (the “Company”), which maintains a 

food distribution business at 16301 Elliott Parkway, Williamsport, Maryland in an 

unincorporated area of the County and had communicated to the County its intention (i) to 

construct a new truck maintenance facility and a parking area/truck staging area and (ii) to 

renovate an existing warehouse and construct a warehouse expansion in order to expand its 

business in Washington County.  The Company had requested that the County provide financing 

or reimbursement of a portion of the costs of certain infrastructure improvements in connection 

with such expansion by issuing one or more series of revenue bonds as authorized by the Tax 

Increment Financing Act.  As recited in the Original Designation Resolution, establishment of 

the District and the related matters provided for in the Original Designation Resolution was only 

a first step in the potential financing process.  To date, no such Bonds (as defined in the Original 

Designation Resolution) have been authorized or issued. 

 3. Section 9 of the Original Designation Resolution provides that in the event no 

Bonds are issued pursuant to the Tax Increment Financing Act for the purposes contemplated by 

the Original Designation Resolution on or before December 31, 2017, the Original Designation 

Resolution shall be automatically revoked without further action by the Board and shall be 

considered terminated, null and void. 

 4. The Company has experienced delays in finalizing its planned expansion.  

Representatives of the Company have communicated their intention to finalize plans by the end 

of 2017.  Because no Bonds have been authorized and no Bonds will be issued by December 31, 

2017, the County is willing to extend the sunset date provided for in the Original Designation 

Resolution by 12 months. 
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 5. By adopting this Resolution, the County is not authorizing the issuance of any 

Bonds within the meaning of the Original Designation Resolution.  Any such authorization will 

require separate legislative action of the Board. 

 NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY 

COMMISSIONERS OF WASHINGTON COUNTY, THAT: 
 
Section 1. From and after the effective date of this Resolution, the provisions of 

Section 9 of the Original Designation Resolution shall be deleted in their entirety and inserted in 
place thereof shall be the following: 

 “Section 9.  SUNSET DATE.  In the event no Bonds are issued pursuant 

to the Tax Increment Financing Act for the purposes contemplated by this 

Resolution on or before December 31, 2018, this Resolution shall be 

automatically revoked without further action by the Board and shall be considered 

terminated, null and void; provided that, in such event the Board and appropriate 

officials, officers and employees of the County may take such actions as may be 

necessary in accordance with the provisions of the Tax Increment Financing Act 

to provide for the expenditure or transfer of any moneys then on deposit in the 

Tax Increment Fund subsequent to such date.” 

 Section 2.  From and after the effective date of this Resolution, the Original 

Designation Resolution shall be deemed amended and supplemented as provided herein and all 

other terms and provisions of the Original Designation Resolution shall remain in full force and 

effect. 

 Section 3. This Resolution shall take effect from the date of its adoption.  

 

 

[CONTINUED ON FOLLOWING PAGE] 
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Adopted this _____________ day of _______________________, 2017. 

 

(SEAL) 

 

 

ATTEST:      COUNTY COMMISSIONERS OF 

       WASHINGTON COUNTY 

 

 

 

__________________________   By:_____________________________ 

Vicki C. Lumm          Terry L. Baker, President 

County Clerk           Board of County Commissioners 

            of Washington County 

 

 

Approved as to form and legal sufficiency: 

 

 

__________________________ 

John M. Martirano 

County Attorney 

 
#200466;50052.024 



 

 

SUBJECT:    Economic Development Commission 
 
PRESENTATION DATE:  Tuesday, November 28, 2017, Noon to 1pm 
 
PRESENTATION BY: Leslie Hart and the Washington County Agriculture 
 Marketing Committee 
   
RECOMMENDED MOTION: No motion needed  
   
REPORT-IN-BRIEF:   The Washington County Agriculture Marketing Committee members 
will enjoy a local lunch with the Commissioners and discuss the challenges and opportunities 
that the Agricultural community face in Washington County and Maryland.  
 
DISCUSSION:  Open discussion about Washington County Agricultural industry. 
 
FISCAL IMPACT:   None  
 
CONCURRENCES: 
 
ALTERNATIVES:    
ATTACHMENTS: 
 
AUDIO/VISUAL TO BE USED: None 
 
Washington County Agricultural Marketing Committee Members 
Dan Norris, President 
Tracey Forsythe  
Jill Hudson Miller 
Jim Matheny 
Katie Carr 
Mary McDougal 
Terry Shank 
Jeff Semler Ex-officio 
Paul Frey, Ex-officio 
Kassie Lewis, Ex-officio  
Leslie Hart  
Brooks Long, President Washington County Farm Bureau  
 

Board of County Commissioners of Washington County, Maryland 
 

Agenda Report Form  



 

 

Open Session Item 

 

SUBJECT:    Presentation of the June 30, 2017 audited financial statements 

PRESENTATION DATE:   November 28, 2017  

PRESENTATION BY:   Kim Edlund, Director of Budget and Finance and Christopher 
Lehman and Bill Seymour, Partners of SB&Company 

RECOMMENDED MOTION:   The presentation is for informational purpose. 

REPORT-IN-BRIEF:   The external independent auditors will review the scope of 
services, the audit process, and required communications.  They will also report the results of the 
audit.   

DISCUSSION:  General discussion by external auditor and Chief Financial Officer on various 
funds of Washington County. 

 

FISCAL IMPACT:   The audit report updates the fiscal condition of the County as of the fiscal 
year ending June 30, 2017. 

CONCURRENCES:  Not applicable 

ALTERNATIVES:   Not applicable 

ATTACHMENTS:   Financial statements were distributed as a separate bound document prior 
to the presentation. 

AUDIO/VISUAL NEEDS:   The auditors have a slide presentation. 

Board of County Commissioners of Washington County, Maryland 
 

Agenda Report Form  



Presentation to the Board of County 
Commissioners

November 28, 2017
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SB & Company, LLC

 William Seymour, Client Service Partner

 Chris Lehman, Engagement Partner

Engagement Team Leadership
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E Scope of Services

 Audit of the June 30, 2017, financial statements 

 Performance of the Uniform Guidance Single Audit

 Preparation of Form 990’s for the Golf Course and Agriculture Center

 Compilation of the County’s Agriculture Land Transfer Tax Revenues and Expenditures

 Agreed upon procedures report for the landfill report

 Schedule of Fire and Rescue Expenditures

 Audit of 9-1-1 trust fund

 Detention Center agreed upon procedures

 State Charitable Registration

 Prepared Uniform Financial Report

 Preparation of Data Collection Form
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• Issued an unmodified opinion on the financial statements
• We did not discover any instances of fraud
• Discovered no material weaknesses in internal controls
• Received full cooperation from management
• Implementation of GASB 74 for other post employment benefits (OPEB) 
• Audit journal entries

• No audit journal entries noted
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AUDIT PROCESS



FORCAM Audit Approach
“Focus on Risk, Controls and Account Misstatement”
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Assessment of Control
Environment

Area Points to Consider Our Assessment

Control 
Environment

 Key executive integrity, ethical, and behavior
 Control consciousness and operating style
 Commitment to competence
 Board’s participation in governance and oversight
 Organizational structure, responsibility, and authority
 HR policies and procedures

Risk Assessment
 Mechanisms to anticipate, identify, and react to significant events
 Processes and procedures to identify changes in GAAP, business 

practices, and internal control

Control Activities

 Existence of necessary policies and procedures
 Clear financial objectives with active monitoring
 Logical segregation of duties
 Periodic comparisons of book-to-actual and physical count-to-books
 Adequate safeguards of documents, records, and assets
 Assess controls in place

Not effective

Suggested improvements

Effective

9



KN
OW

LE
DG

E
QU

AL
IT

Y
CL

IE
NT

SE
RV

IC
E

Assessment of Control
Environment 

(continued)

Not effective

Suggested improvements

Effective

Area Points to Consider Our Assessment

Information and 
Communication

 Adequate performance reports produced from information systems
 Information systems are connected with business strategy
 Commitment of HR and finance to develop, test, and monitor IT systems 

and programs
 Business continuity and disaster plan for IT
 Established communication channels for employees to fulfill 

responsibilities
 Adequate communication across organization

Monitoring
 Periodic evaluations of internal controls
 Implementation of improvement recommendations
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Process Function A B C D Design Operation

Treasury

 Cash Management
 Investment Accounting
 Investment Monitoring
 Investment Valuation
 Investment Policy
 Reconciliation

   

Estimation
 Methodology 
 Information
 Calculation

  

Financial 
Reporting

 Accounting Principles and Disclosure
 Closing the Books
 Report Preparation 
 General Ledger and Journal Entry 

Processing
 Verification and Review of Results

  

Expenditures

 Purchasing
 Receiving
 Accounts Payable and Cash 

Disbursement

   

Not effective

Suggested 
improvements

Effective

A Understand the Process C What Can Go Wrong

B Walk-Through D Test of Controls
11
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Process Function A B C D Design Operation

Payroll
 Attendance Reporting
 Payroll Accounting and Processing
 Payroll Disbursements

   

Revenue

 Billing
 Cash Receipts
 Revenue Recognition
 Cutoff

   

Fixed Assets

 Physical Custody
 Asset and Construction in Process 

Accounting
 Depreciation

  

Grant 
Compliance

 Acceptance
 Grant oversight
 Compliance
 Reporting
 Monitoring
 Accounting
 Billing and collection

   

Not effective

Suggested improvements

Effective

A Understand the Process C What Can Go Wrong

B Walk-Through D Test of Controls
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Changes in OPEB Accounting

• GASB Statement No. 74, Financial Reporting for Post-
employment Benefit Plans other than Pension Plans, required
to be implemented for fiscal year 2017.

• GASB Statement No. 75, Accounting and Financial Reporting for
Postemployment Benefits other than Pensions, required to be
implemented for the fiscal year 2018. This can be early
implemented.

• The accounting and disclosures are similar to the pension
standards (GASB 67 and 68).

• Net OPEB liability recorded on the Entity-wide Statement of
Net Position.

• As of June 30, 2017, the County had a net OPEB liability (GASB
74) of $2.9 million.

• As of June 30, 2017, the net OPEB asset (GASB 45) was $3
million.
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1. Auditor’s Responsibilities Under Generally Accepted Auditing Standards (GAAS) 

The financial statements are the responsibility of management. Our audit was designed in accordance with
auditing standards generally accepted in the United States of America, and provide for reasonable, rather
than absolute, assurance that the financial statements are free of material misstatement.

2. Significant Accounting Policies

Management has the responsibility for selection and use of appropriate accounting policies. In accordance
with the terms of our engagement letter, we will advise management about the appropriateness of
accounting policies and their application.

The significant accounting policies used by management are described in the notes to the financial
statements.

3. Auditor’s Judgments About the Quality of Accounting Policies 

We discuss our judgments about the quality, not just the acceptability, of accounting policies selected by 
management, the consistency of their application, and the clarity and completeness of the financial 
statements, which include related disclosures.

We have reviewed the significant accounting policies adopted by the County and have determined that these
policies are acceptable accounting policies.
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Required Communications
(continued)

4. Audit Adjustments

We are required to inform the County’s oversight body about adjustments arising from the audit (whether recorded or not)
that could in our judgment either individually or in the aggregate have a significant effect on the entity’s financial reporting
process. We also are required to inform the County’s oversight body about unadjusted audit differences that were
determined by management to be individually and in the aggregate, immaterial.

There were no recorded or unadjusted audit adjustments for the County’s audit. For the Board of Education, the GASB 74
OPEB report was not available at the time of issuance of the Board of Education’s financial statements.

5. Fraud and Illegal Acts

We are required to report to Susquehanna County’s oversight body any fraud and illegal acts involving senior management
and fraud and illegal acts (whether caused by senior management or other employees) that cause a material misstatement
of the financial statements.

Our procedures identified no instances of fraud or illegal acts.

6. Material Weaknesses in Internal Control

We are required to communicate all significant deficiencies in to the County’s systems of internal controls, whether or not
they are also material weaknesses.

7. Other Information in Documents Containing Audited Financial Statements
None.

8. Disagreements with Management on Financial Accounting and Reporting Matters
None.

16
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Required Communications
(continued)

9. Serious Difficulties Encountered in Performing the Audit 
None.

10. Major Issues Discussed with Management Prior to Acceptance
None.

11. Management Representations
We have received certain written representations from management as part of the completion of the audit.

12.    Consultation with Other Accountants

To our knowledge, there were no consultations with other accountants since our appointment as the County’s 

independent public accountants.

13. Non-attest Services

We attest with the drafting of the financial statement. All information needed for the financial statements is 

provided by management.

14. Independence

As part of our client acceptance process, we go through a process to ensure we are independent of the County .  We 

are independent of the County.

17
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Required Communications
(continued)

15. Our Responsibility Related to Fraud
 Plan and perform the audit to obtain reasonable assurance that there is no material misstatement 

caused by error or fraud;
 Comply with AU-C Section 240: Consideration of Fraud in a Financial Statement Audit
 Approach all audits with an understanding that fraud could occur in any entity, at any time, by 

anyone; and
 Perform mandatory procedures required by GAAS and our firm policies.

Examples of Procedures Performed
 Discuss thoughts and ideas on where the financial statements might be susceptible to material 

misstatement due to fraud;
 Understand pressures on the financial statement results;
 Understand the tone and culture of the organization;
 Look for unusual or unexpected transactions, relationships, or procedures;
 Discussions with individuals outside of finance;
 Evaluate key processes and controls; and 
 Consider information gathered throughout the audit.

18
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19

Management:

 CFO/Controller: controls to 
deter and detect fraud

 General Counsel/Compliance: 
monitoring

Audit Committee:

 Evaluate management 
identification of fraud risk

 Evaluate implementation of 
fraud controls

 Reinforce “tone at the top”

 Conduct special investigations

External Auditor

 Evaluate management programs and 
controls to deter and detect fraud for 
identified risks

 Reasonable assurance that financial 
statements are free of material 
misstatement due to fraudulent financial 
reporting or misappropriation of assets

 Compliance with fraud standard (SAS 99)

 Conversations with finance and 
operations personnel

 Disaggregated analytics

 Surprise audit procedures

 Journal entry testing

Revenue & 
Assets 

Obtained by 
Fraud

Misappropriation 
of Assets

Fraudulent 
Financial 
Reporting

Costs & 
Expenses 

Avoided by 
Fraud

Financial 
Misconduct by 
Member(s) of 

Sr. Management 
of the Board

Expenditures & 
Liabilities 

for an Improper 
Purpose
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• Generally provided through weaknesses in internal control
• Tone at the top is important
• We assess controls and tone at the top

Opportunity

• Pressure can be imposed due to economic troubles, personal vices and unrealistic 
deadlines and performance goals

• There are increased pressures due to economy and minimal salary increases
Pressure

• Individuals develop a justification for their fraudulent activities
• Increased rationalization due to minimal salary increases and less personnelRationalization
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22

We will consistently deliver a Quality Product and Quality Service so that we have the opportunity to
establish a Quality Relationship with you, allowing us to provide you with Quality Knowledge for your
continual success. Only after we have provided you with the knowledge that enables your business to
grow and prosper, we have hit the bullseye!

Our commitment to you is the execution of our Bullseye 
Philosophy. We execute this philosophy for every client, on 
every engagement, every time.



Baltimore Office:
200 International Circle

Suite 5500
Hunt Valley, Maryland 21030

410.584.0060

Washington, D.C. Office:
1299 Pennsylvania Avenue, NW

Suite 1120
Washington, D.C. 20004

202.803.2335
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Open Session Item 

SUBJECT: Briefing on Next Generation 911 

PRESENTATION DATE: November 28th, 2017 

PRESENTATION BY:  Bud Gudmundson, GIS Manager, IT Department, Bardona Woods, Assistant 
Director, Emergency Services, Julia Fischer, Maryland Geographic Information Officer 

RECOMMENDED MOTION: N/A Information Purposes Only 

REPORT-IN-BRIEF:  NG911 is a nation-wide coordinated effort to move 911 to the next level of 
technology.  The State of Maryland is coordinating with all the counties to implement this over the next 
couple years.  The Emergency Numbers System Board is funding some work to assist in this.  MACO 
has formed a Task Force to study this and make recommendations to the Governor.  Each county 911 
office is beginning to work with their GIS folks to get up to speed.  Verizon is getting out of the 911 
business, and it will be taken over by a local or regionally managed infrastructure to route 911 calls, and 
in addition, the address database will be maintained in a GIS format.  Our street and address database 
must be refined to an accuracy level to meet this need – life-and-death. 

DISCUSSION:  The first issue for this discussion is about the addressing authority of the 
Commissioners.  In 2012 the Addressing Ordinance (ORD-2012-38) was adopted.  Section 1.3 says that 
the municipalities are not covered by the ordinance.   This is a problem.  The City of Hagerstown has 
been very good about cooperating with the County, but some of the smaller municipalities have not.  In 
order for NG911 to work, we really must have only one addressing authority in the county.  The process 
will also involve certain corrections to addresses which do not conform to strict standards. 

The second item involves the county boundary.  Since GIS will become the vital source for location 
information when a 911 call comes in, the 911 software will use the GIS map to determine which county 
911 office it will be routed to.  We are now working with Frederick County to delineate this boundary 
more accurately.  The remaining county boundaries will not be as much of a problem.  The county 
boundary for fire and ambulance 911 purposes (the PSAP boundary) does not have to be the “legal” 
boundary, and we are going to be using a line based more on which county a property is taxed in.  The 
Sheriff’s office, according to Doug Mullendore, cannot use such a boundary - it must be the “legal” 
boundary.  The problem is that defining the legal boundary of the county is not so easy.  Various maps 
of the county show it in different places, even if only a few hundred feet different.  NG911 will be 
operating on a higher accuracy level, so this issue will need to be resolved.  

FISCAL IMPACT:  N/A 
CONCURRENCES:   
ALTERNATIVES:   
ATTACHMENTS: 
AUDIO/VISUAL NEEDS:  

Board of County Commissioners of Washington County, Maryland 
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Open Session Item 

SUBJECT:  General Fund Contingency Funding Request, Town of Hancock, Maryland 

PRESENTATION DATE: November 28, 2017 

PRESENTATION BY:  James Hovis, Director, Office of Community Grant Management   

RECOMMENDED MOTION: Move to approve the request for General Fund Contingency funding 
from the Town of Hancock, Maryland in the amount of $________, for direct expenses associated with 
Veterans Memorial enhancement project at Widmeyer Park.   
 
REPORT-IN-BRIEF:  The Town of Hancock, Maryland has requested $10,000 in General Fund 
Contingency funding to support expenses associated with the Veteran’s Memorial enhancement project at 
Widmeyer Park.   

DISCUSSION:  The Town of Hancock has developed plans to improve and enhance Widmeyer Park. 
Included in those plans are enhancements to the parks memorization of the veterans from Hancock and the 
surrounding communities that have served or gave the ultimate sacrifice in defense of our Country. The 
improvements to the park are designed and planned to compliment and coincide with the dedication of the 
new Hancock branch of the Washington County Free Library. 

Specifically, the project will include the erection of over 50 poles with double banner brackets capable of 
holding 2 veterans flags each on what is now Park Road.  The road will be re-named Veterans Way in a 
ceremony dedicating the project next spring.  This project will complement the existing Veterans 
Memorial in Widmeyer Park as well as the new library, which will also be renamed Hancock Veterans 
Memorial Branch Library. 

The Town has estimated the cost of the project as currently planned at approximately $57, 000 for 
equipment and labor. The town has currently committed $25,000 and there is an additional $5,000 from 
the Parks and Recreation Department available. The Town has also collected private contributions totaling 
approximately $6,000 for the project.  

Should the County contribute the requested $10,000 for the project the Town Manager has indicated they 
will be able to identify and raise the remaining funding gap of $11,000.  

It is the recommendation of the Washington County Office of Community Grant Management that this 
application be approved in an amount determined to be appropriate by the Board of County 
Commissioners.   

FISCAL IMPACT:  The General Fund Contingency will be reduced by the amount of this award. 
CONCURRENCES:  N/A 
ALTERNATIVES:  Deny the request for Funding 
ATTACHMENTS:   N/A 
AUDIO/VISUAL NEEDS: N/A  

Board of County Commissioners of Washington County, Maryland 
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Open Session Item 

 

SUBJECT: Conveyance of Real Property located at 13526 Pennsylvania Ave, Hagerstown, 
Maryland 

PRESENTATION DATE: November 28, 2017 

PRESENTATION BY:  Susan Small, Real Property Administrator, Engineering Department 
 
RECOMMENDATION:  Move to declare certain real property located at 13526 Pennsylvania 
Avenue (the “Property”) as surplus property, accept the bid offer received, and approve the 
conveyance of the same and authorize the execution of the necessary documentation to finalize 
the conveyance. 

REPORT-IN-BRIEF:  Staff was directed by the Board of County Commissioners on August 1, 
2017 to solicit for bids to purchase the Property.  The County’s intent to convey and to accept 
bids was duly advertised on October 17, 24 and 31, 2017, with sealed bids due by 10:00 a.m. on 
November 7, 2017.  One (1) bid was received to purchase the Property for $72,100.00. 

DISCUSSION:  It has been determined by the County that the Property is not needed for public 
use and is being conveyed for fair market value.  

 

FISCAL IMPACT:  Income of $72,100 from sale of property  

CONCURRENCES:  N/A 

ALTERNATIVES:  N/A 

ATTACHMENTS:  Bid Offer 
    Aerial of 13526 Pennsylvania Avenue 
    Ordinance 

AUDIO/VISUAL NEEDS:  N/A 

Board of County Commissioners of Washington County, Maryland 
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ORDINANCE NO. ORD-2017-____ 
 

AN ORDINANCE TO DECLARE CERTAIN REAL PROPERTY 
AS SURPLUS PROPERTY AND TO APPROVE THE CONVEYANCE OF SAID 

REAL PROPERTY 
 

 BE IT ORDAINED by the County Commissioners of Washington County, Maryland 
(the "County"), as follows: 
 
 1. It is hereby established and declared that the real property described on 
Exhibit A (the “Property”) is no longer needed for a public purpose or a public use. 
 
 2. The County believes that it is in the best interest of the citizens of Washington 
County to convey the Property, and Notice of Intention of Washington County To Convey 
and Accept Bids was duly advertised pursuant to Section 1-301, Code of the Public Local 
Laws of Washington County, Maryland, in The Herald-Mail, a daily newspaper of general 
circulation, on October 17, 24, and 31, 2017. 
 
 3. Pennsylvania Avenue 2003, LLC was the successful bidder with a purchase 
price offer of Seventy-Two Thousand One Hundred Dollars ($72,100.00). 
 
 4. The President of the Board of County Commissioners of Washington County, 
Maryland, and the County Clerk be, and they hereby are, authorized and directed to 
execute and attest, respectively, for and on behalf of the County, a deed conveying the 
Property to Pennsylvania Avenue 2003, LLC for the sum of Seventy-Two Thousand One 
Hundred Dollars ($72,100.00). 
  
 ADOPTED this _____ day of _______________, 2017. 
 
ATTEST:    BOARD OF COUNTY COMMISSIONERS 
     OF WASHINGTON COUNTY, MARYLAND 
 
__________________________  BY: ________________________________________ 
Vicki C. Lumm, Clerk          Terry L. Baker, President 
 
Approved as to form 
and legal sufficiency: 
 
__________________________ 
Kirk C. Downey 
Deputy County Attorney 
 
 



EXHIBIT A 
 

  
 All that lot or parcel of land situate in Election District No. 27 of Washington 
County, Maryland, along the southerly side of Maugans Avenue, and the westerly 
side of Maryland US Route 11 (Pennsylvania Avenue) being more particularly 
described as follows: 
 
 Beginning for the outline hereof at a 1 1/4” Iron Pipe found at the southwest 
corner of the said property, the said point being the northwest corner of Lot 8 as 
shown on a plat entitled “Spriggs Delight Addition,” dated July 24, 1939 and 
recorded among the Land Records of Washington County, Maryland, as Subdivision 
Plat No. 289A; thence running with a portion of the fourth (4th) or “rear 73.3 foot 
line” for Lot 11 owned by Charles F. Bowers, Jr. by deed dated November 1, 1965 
and recorded among the said Land Records in Liber 431 at folio 764 and continuing 
with a portion the fourth (4th) or “rear 71.1 foot line” for lot 10 owned by 
Washington County Board of County Commissioners by deed dated August 1, 2001 
and recorded among the said Land Records in Liber 1813 at folio 221 on a bearing to 
agree with MD GRID NAD 83/9 
 
 1. North 03 degrees 37 minutes 49 seconds East 118.74 feet to a ½” Rebar 

set in the south margin of Maugans Avenue; thence with the Right-of-
Way lines for Maugans Avenue and Pennsylvania Avenue for four (4) 
courses by a non-tangent curve to the left having a radius of 2814.73, 
and arc length of 113.40 and subtended by a chord having a bearing 
and distance of 

 
 2. South 74 degrees 53 minutes 07 seconds East 113.39 feet, 
 
 3. South 73 degrees 43 minutes 52 seconds East 45.93 feet, by a tangent 

curve to the right having a radius of 50.03, and arc length of 60.97 and 
subtended by a chord having a bearing and distance of 

 
 4. South 38 degrees 48 minutes 22 seconds East 57.27 feet, and 
 
 5. South 03 degrees 49 minutes 49 seconds East 19.84 to a point in the 

northern line of division for the aforementioned Lot 8 of the “Spriggs 
Delight Subdivision,” thence with the northern line of division 

 



 6. South 86 degrees 21 minutes 48 seconds East 183.63 feet to the point of 
beginning, containing an area of 15,788 square feet or 0.3624 acres of 
land, more or less. 

 
 BEING the remaining portion of Lot No. 9 shown on the said Subdivision Plat 
No. 289A, the entirety of which was conveyed unto the Board of County 
Commissioners of Washington County, Maryland, by Phyllis M. Groh and recorded 
among the Land Records of Washington County, Maryland, in Liber 1813, folio 221.   
 
 
 



Open Session Item 

SUBJECT:  Economic Development Commission 

PRESENTATION DATE: Tuesday, November 14, 2017 

PRESENTATION BY: Robert Slocum, County Administrator 

RECOMMENDED MOTION: Move to include business expense account for the 
Economic Development Commission Board, with the exception of ex-officio members 

REPORT-IN-BRIEF:  The Economic Development Commission (EDC) is made 
up of a total of 12 representatives, which include 6 representatives on the executive Board.  
Boards with pay include the Election Board, The Planning Commission, The Zoning Appeals 
Board, the Electrical Board and the Plumbing Board.  The Women’s Board is provided a 
spending account. 
DISCUSSION: The EDC is charged with the following Strategic Priorities 
aligned with the Washington County Division of Business Development: 

o Assist with the retention and growth of existing businesses

o Attract new businesses to Washington County emphasizing targeted industries

o Facilitate workforce development for existing and target businesses

o Identify and prioritize economic development infrastructure needs and opportunities

o Support continued cooperation within the public and private sectors toward achieving
economic development objectives

To successfully accomplish the mission, the EDC members must remain current on various 
industry topics and networking.  This proposal will allow each member an annual spending 
account on a reimbursement basis for eligible expenses. Eligible expenses will include meals, 
travel, conferences, and seminars which benefit the County in economic development. Expense 
approval will be determined by the executive board. 

FISCAL IMPACT: To establish an account of $500 for each of the 6 Executive Board 
Members ($3,000) and $250 for each of the 6 Board members ($1,500) for a 
total cost of $4,500.00 .  Funding for this request will come from the 
Commissioner Contigency; future years will be budgeted in the Business 
Development Budget.

CONCURRENCES: 

ALTERNATIVES: Alternatives include to do nothing, change the recommended amounts 

ATTACHMENTS: 

AUDIO/VISUAL TO BE USED: N/A 

Board of County Commissioners of Washington County, Maryland 

Agenda Report Form  



 

 

Open Session Item 

SUBJECT: HR Reclassification/Realignment of Duties    

PRESENTATION DATE:  November 28, 2017   

PRESENTATION BY:   Stephanie Stone, Director of Health and Human Services   

RECOMMENDEDATION: Approve the recommended HR employee and or position 
reclassification requests as stated in the attached Organizational Chart and Job Descriptions.  

REPORT-IN-BRIEF: After the County Commissioners reviewed the report of the independent 
investigators concerning recent EEOC and other complaints, the investigator made five (5) specific 
recommendations (attached) which were then assigned to me as the Director of Health and Human 
Services to direct their accomplishment.  From this assignment, I am now requesting the following 
reorganization of my department to address the needs as recommended.  The creation of the Deputy 
Director Position and two other Position upgrades will allow my attention to these 
recommendations and future needs of the County Administrator, County Attorney and County 
Commissioners.  
 
DISCUSSION: The attached draft Organizational Chart and accompanying Job Description 
recommendations for HR employees and position reclassifications will help to explain the plan.  
With this change to the HR Organizational Chart, my focus can be on keeping policies updated; 
provided the necessary training to County Commissioners and all staff as recommended; updating 
the Employee Handbook; providing a designated staff person to enforce its procedure for 
confidentially receiving, investigating, and resolving employee complaints expeditiously and 
according to procedure with the approval of county policies.  

Debbie Peyton – Benefits Manager to Deputy Director Human Resources, Grade 14 Step 9 to 
Grade 16 Step 7 increase of  $6,170 

Krista Shipley – HR Administrator to HR Coordinator, Grade 11 Step 11 to Grade 12 Step 10 
increase of $2,580 

Brittany Hyatt – Administrative Assistant to Benefits Coordinator, Grade  9 Step 2 to Grade 11 
Step 1 increase of $4,700 

Tracy McCammon – Title change from Risk Management Administrator to Risk Management 
Coordinator – no fiscal impact. 

Brian Overcash – Title change from Safety Compliance/Training Administrator to Safety 
Compliance/Training Coordinator. 

Board of County Commissioners of Washington County, Maryland 
 

Agenda Report Form  

 



FISCAL IMPACT:   There will be an increase to the HH&S Budget of $13,450 with this request.   

CONCURRENCES:  Rob Slocum, County Administrator    
 
ATTACHMENTS: HH&S Division Organization Chart – Current/Proposed, Job Descriptions 
which are requested to change:  Director of Health and Human Services; Deputy Director, Human 
Resources; Human Resources Coordinator; Benefits Coordinator 

AUDIO/VISUAL NEEDS: None 







 DIRECTOR OF HEALTH AND HUMAN SERVICES  Grade: 18 
  FLSA Status: Exempt 
   
GENERAL DEFINITION OF WORK: 
 
Professional position responsible for planning, implementation, and direction of Health and Human Services 
functions which includes supervision of the Deputy Director of Human Resources and Director of Fitness and 
Recreation.  The Director of Health and Human Services will be responsible for  management of EEOC requirements 
in conjunction with the County Attorney; employee classification and compensation evaluation and management; 
performance evaluation system management; benefits administration; labor relations; negotiations and contract 
administration; employee relations, development, and training; safety and risk management, Health and Wellness 
programs and workers compensation. Direction is provided by the County Administrator.   
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
 
(These are intended only as illustrations of the various types of work performed. The omission of specific duties does not exclude 
them from the position if the work is similar, related, or a logical assignment to the position.) 
1. Works with elected officials, the County Administrator and County Attorney on a wide variety of issues dealing 

with County operations. 
2. Responsible to assure that all County Commissioners, senior staff and all other county staff receive training to 

improve workplace productivity and professionalism. 
3. Directs the operation of the Human Resources and Fitness & Recreation Departments. 
4. Reviews and responds to general correspondence, including preparing correspondence on vendor’s issues for 

the County Administrator and the County Commissioners. 
5. Maintains open lines of communication with all County staff, elected officials community organizations and      
         other stakeholders particularly as it relates to issues of Health and Human Services. 
6. Participates in preparing fiscal year budgets. Previews requests for and presents recommendations to the Board 

of County Commissioners on new positions, reclassifications and miscellaneous matters. 
7. Participates in County strategic planning process and has primary responsibility for recommending 

organizational changes to the County Administrator and County Commissioners. 
8. Coordinates, develops, revises and updates policies, procedures, job descriptions and other requirement 

specific to Health and Human Services. 
9. Serves as the Washington County Disability Coordinator. 
10. Performs related tasks as required 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Comprehensive knowledge of the philosophy, principles and practices of public personnel administration such as the 
accepted methods and practices of classification and pay, testing and selection and insurance administration; 
comprehensive knowledge of governmental organization and administration; ability to communicate ideas effectively, 
both orally and in writing; knowledge and ability to bargain union contracts; ability to conduct detailed analytical 
evaluations and studies, and to prepare related reports and recommendations; ability to establish and maintain effective 
working relationships with County officials, supervisors, associates and the general public. 
 
EDUCATION AND EXPERIENCE: 
 

1. Possession of a Bachelor’s Degree from an accredited college or university with major course 
work in human resource management, business management or related field and management or 
supervisory experience. Master’s Degree in a related field preferred. 

2. At least 5 years of HR Management experience. 
 

 
 
 



PHYSICAL REQUIREMENTS: 
 
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount of 
force frequently or constantly to move objects; work requires walking, fingering, and repetitive motions; vocal 
communication is required for expressing or exchanging ideas by means of the spoken word; hearing is required to  
perceive information at normal spoken word levels; visual acuity is required for preparing and analyzing written or 
computer data, determining the accuracy and thoroughness of work, and observing general surroundings and 
activities; the worker is not subject to adverse environmental conditions. 
 
SPECIAL REQUIREMENTS: 
 
Certified Human Resource Professional - PHR or SHRM-CP or ability to receive this certification within 6 months; 
Washington County, MD residency (or ability to meet residency requirement within six (6) months of appointment); 
possession of a valid driver's license. 
 
 
Revised:  11/17 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the essential tasks. 



DEPUTY DIRECTOR, HUMAN RESOURCES  
                  Grade 16 
                   FLSA Status: Exempt 
 
GENERAL RESPONSIBILITIES 
 
Performs professional work, under the direction of the Director of Health and Human Services to 
facilitate the day-to-day management of the Human Resources Department including supervising 
HR Staff and managing the Health and Human Services division in the absence of the Director.  
Providing retirement counseling and processing along with the HR Coordinator, and 
administration and updating of various Human Resources related materials. 
 
ESSENTIAL TASKS 
 
(These are intended only as illustrations of the various types of work performed.  The 
omission of specific duties does not exclude them from the position if the work is similar, 
related, or a logical assignment to the position.) 
 
1. Facilitates the day-to-day management of the Human Resources Department including 

supervision of all assigned staff.  
2. Takes action during the Health and Human Services Director’s absence and uses 

initiative and judgment to see that the human resources matters requiring immediate 
attention are handled in a manner as to minimize the effect of the Director’s absence. 

3. Coordinates and administers the County's Defined Benefit Retirement Plan in partnership 
with the HR Coordinator; to include record keeping for the County's retirement actuary; 
calculating retirement monies when an employee terminates and processing paperwork 
accordingly; requesting calculations from actuary for retirement/drop plan/buy back 
purposes; processing retirement paperwork with employee and notification to our 
Trustee; monitoring military credit; processing transferred service; maintaining retiree 
files; and processing death benefits, etc. 

4. Handles administration and communication of health insurance coverage, life 
insurance/AD&D (accidental death and dismemberment), COBRA (health insurance 
continuation option), short term disability, long term disability and flexible spending 
accounts. 

5. Coordinates claims problems between the employee/insurance company/doctor’s offices. 
6. Calculates administrative billing for all insurance vendors. 
7. Designs and manages annual open enrollment for employees to review and change their 

benefit elections. 
8. Provides counseling, guidance and recommendations to managers, supervisors and 

employees on all personnel issues to include disciplinary actions, grievances 
terminations, etc.  Keeps Director of Health and Human Services apprised of issues of 
concern. 

9. Brings personnel requests and recommendations to the County Administrator and County 
Commissioners for approval. 

10. Works with the Director of Health and Human Services in preparation of department 
budgets. 

11. Serves as Project Manager for integration of PeopleSoft/ORACLE Platforms of Benefits 
Administration for use by the Human Resources Department. 

12. Assures that employee personnel information is maintained in a safe, secure and 
organized operation. 



13. Meets quarterly with vendors to address issues, discuss solutions, and evaluate plan 
design options. 

14. Assists the Director of Health and Human Services in drafting policies as they relate to 
employee benefits or policy and procedure issues. 

15. Assists with special projects to include salary studies, completing surveys, heading 
retirement review committee, etc. 

16. Performs related tasks as required. 
 

KNOWLEDGE, SKILLS AND ABILITIES 
 
1. Thorough knowledge of basic methods, practices and objectives of public personnel 

administration. 
2. Thorough knowledge of the County's policies and procedures. 
3. General knowledge of basic research techniques and report writing. 
4. Excellent record keeping ability. 
5. Ability to communicate effectively. 
6. Capability to establish and maintain an effective working relationship with employees 

and the general public. 
7. Ability to maintain strict confidentiality as it relates to employees and personnel issues. 
 
EDUCATION AND EXPERIENCE 
 
Bachelor’s Degree or any combination and experience equivalent to graduation from an 
accredited college or university with major course work in human resources management, 
business administration or related field.  Human Resource Certification (PHR, SHRM – CP) 
preferred. 

 
 
PHYSICAL REQUIREMENTS 
 
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a 
negligible amount of force frequently or constantly to move objects; work requires walking, 
fingering, and repetitive motions; vocal communication is required for expressing or exchanging 
ideas by means of the spoken word; hearing is required to perceive information at normal spoken 
word levels, visual acuity is required for preparing and analyzing written or computer data, 
determining the accuracy and thoroughness of work, and observing general surroundings and 
activities, the worker is not subject to adverse environmental conditions. 
 
SPECIAL REQUIREMENTS 
 
Valid Driver's License.   
 
 
 
Revised: 11/2017 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential tasks. 



                        HUMAN RESOURCES COORDINATOR               
       Grade 12  

                      FLSA Status:  Non-exempt 
 
GENERAL RESPONSIBILITIES 
Performs efficient and effective administrative support to the Deputy Director of Human 
Resources as it relates to payroll inputting and updating, employee relations, administration of 
Length of Service Awards Program (LOSAP), Retirement benefits and updating of various 
Human Resources related materials. Direction is provided by the Deputy Director of Human 
Resources. 
 
ESSENTIAL TASKS 
(These are intended only as illustrations of the various types of work performed.  The 
omission of specific duties does not exclude them from the position if the work is similar, 
related, or a logical assignment to the position.) 
 

1. Maintains payroll records, to include inputting into payroll system new hires, 
terminations, changes in pay status, etc.  Assure that payroll system is updated accurately 
for job code/position data changes. This involves working closely with affected 
departments and the Payroll Manager in Budget and Finance. 

2. Performs all work related to the processes of hiring personnel for departments including 
advertisement in local media, providing information and applications to interested 
citizens, processing applications, communicating with departments and updating Job 
Hotline. 

3. Responsible to see that interviews are arranged as requested by departments. Coordinates 
new hire start dates, schedules pre-employment physicals and obtains required information 
for employment. 

4. In conjunction with the Deputy Director of Human Resources coordinate and administer 
the County's Defined Benefit Retirement Plan; to include record keeping for the County's 
retirement actuary; calculating retirement monies when an employee terminates and 
processing paperwork accordingly; requesting calculations from actuary for 
retirement/drop plan/buy back purposes; processing retirement paperwork with employee 
and notification to our Trustee; monitoring military credit; processing transferred service; 
maintaining retiree files; and processing death benefits, etc. 

5. Monitors employment activity, i.e. affirmative action, number of applicants received, 
approved for hire and start dates. 

6. Prepares Conditional Job Offer letters for new employees and Conditional Promotion 
Letters to employees and prepare/track their 6 month Performance Evaluation paperwork. 

7. Composes required information to the Maryland New Hire Registry. 
8. Add/delete employees as required by job description to the County's, FTA, CDL, FAA, 

Sheriff and F&R Random Drug Lists and Driver's License information in PeopleSoft and 
to Health @ Work. 

9. Scan all new hire County personnel, health benefits, life insurance, retirement and 
COBRA files and finalize terminated County employee’s records. 

10. Manage the employees parking system including providing employee parking permits. 
11. Enroll and terminate all COBRA and RETIREE monthly billing charges in HRIS 

Financials and Excel.                              
12. Transmit and track computer set-up/removal information for new hires and terminated 

employees from County services/facilities 
13. Prepare and communicate the County/Agency new hire Benefit Orientation Packets for 

enrollment.  



14. Maintain files of current job descriptions for the various employee classifications. 
15. Organize the annual Employee Service Award Breakfast. 
16. Perform all administrative requirements involved with LOSAP Program. 
17. Perform related tasks as required. 

 
KNOWLEDGE, SKILLS AND ABILITIES 
 

1. Ability to maintain the confidentiality associated with personnel. 
2. Excellent organization and interpersonal skills, including the ability to deal with the 

public and county employees in a friendly and professional manner. 
3. Ability to perform multiple tasks and projects independently without supervision. 
4. Ability to remain calm under pressure and maintain neutrality in controversial situations. 

 
EDUCATION AND EXPERIENCE 
 

1. High School Diploma/GED required, Associate and/or College Degree in Human 
Resource subjects preferred. 

2. Five (5) years office experience required preferably supporting a department head, 
division director and/or supporting a high level executive position. 

3.  Varied office management and secretarial experience including the ability to use all office 
equipment. 

 
A comparable amount of training and experience may be substituted for the minimum 
qualifications. 
 
PHYSICAL REQUIREMENTS 
 
Must have the use of sensory skills in order to effectively communicate and interact with other 
employees and the public through the use of the telephone and personal contact as normally 
defined by the ability to see, read, talk, hear, handle or feel objects and controls.  Physical 
capability to effectively use and operate various items of office related equipment, such as, but 
not limited to a personal computer, calculator, copies and fax machine.  Some standing, walking, 
moving, climbing, carrying, bending, kneeling, crawling, reaching, and handling, pushing and 
pulling.   
 
SPECIAL REQUIREMENTS 
None 
 
Revised 11/2017 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential tasks. 



BENEFITS COORDINATOR 
Grade: 11 

      FLSA Status: Non-Exempt 
 

GENERAL DEFINITION OF WORK: 
 
Performs intermediate professional work managing employee self-insured benefits program for 
all County and outside agency employees enrolled as well as updating forms for unemployment 
vendor.  This would include:  FMLA, COBRA, Health Insurance, ACA etc. Direction is provided 
by the Deputy Director, Human Resources. 
 
ESSENTIAL FUNCTIONS/TYPICAL TASKS: 
 
(These are intended only as illustrations of the various types of work performed. The omission of 
specific duties does not exclude them from the position if the work is similar, related, or a logical 
assignment to the position.) 
1. Assists Deputy Director with administration and communication of health insurance 

coverage, life insurance/AD&D (accidental death and dismemberment), COBRA (health 
insurance continuation option), short term disability, long term disability and flexible 
spending accounts. 

2. Assists Deputy Director with claims problems between the employee/insurance 
company/doctor’s offices. 

3. Assists with billing monthly for all insurance vendors. 
4. In conjunction with Deputy Director designs and manages annual open enrollment for 

employees to review and change their benefit elections. 
5. Conducts benefits portion of new hire employee orientation program. 
6. Assists with calculations of monthly insurance premiums for outside agencies. 
7. Performs electronic data submission to health insurance carriers via the various vendor 

systems. 
8. Performs electronic data submission to UTS for unemployment claims. 
9. Forwards and maintains all COBRA (initial/continuation) paperwork for new hires, 

terminated employees, agency employees, and non-eligible dependents. 
10. Tracks COBRA, Retiree, and dependents on COBRA of benefits coverage and notify at time 

of termination. 
11. Enrolls new/terminated county/agency employees in HRIS System and in the medical, dental, 

vision carrier systems. 
11. Conducts weekly payroll changes to allow for the proper administration of benefits. 
12. Assists with compliance and Health Care Reform (Affordable Care Act). 
13. Manages, administers, and tracks the Family Medical Leave (FMLA) for County employees. 
14. Along with the Deputy Director, meets quarterly with vendors to address issues, discuss 

solutions, and evaluate plan design options. 
15. Performs related tasks as required. 
 
 
KNOWLEDGE, SKILLS AND ABILITIES: 
 
Knowledge or ability to learn the insurance and benefits programs, methods and record keeping; 
thorough knowledge of the basic methods, practices and objectives of public personnel 
administration; some knowledge of basic research and survey techniques and report writing; 
ability to conduct personnel interviews and counsel employees; ability to maintain technical 
records; ability to communicate ideas effectively orally or in writing; ability to operate a 



computer and other office equipment; ability to establish and maintain benefits records 
accurately; ability to maintain effective working relationships with associates, insurance 
representatives and the general public.  
 
EDUCATION AND EXPERIENCE: 
 

1. High School Diploma/GED required, Associate and/or College Degree in Human 
Resource subjects preferred. 

2. Five (5) years office experience required preferably supporting a department head, 
division director and/or supporting a high level executive position. 

3.  Varied office management and secretarial experience including the ability to use all office 
equipment. 

 
A comparable amount of training and experience may be substituted for the minimum 
qualifications. 
 
PHYSICAL REQUIREMENTS: 
 
This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a 
negligible amount of force frequently or constantly to move objects; work requires walking, 
fingering, and repetitive motions; vocal communication is required for expressing or exchanging 
ideas by means of the spoken word; hearing is required to perceive information at normal spoken 
word levels; visual acuity is required for preparing and analyzing written or computer data, 
determining the accuracy and thoroughness of work, and observing general surroundings and 
activities; the worker is not subject to adverse environmental conditions. 
 
SPECIAL REQUIREMENTS: 
Valid Driver's License. 
 
 
 
Revised: 11/2017 
 
Reasonable accommodations may be made to enable individuals with disabilities to perform the 
essential tasks. 
 



 

 

Open Session Item 
 

SUBJECT: Revised and Updated Policies  
   
PRESENTATION DATE: November 28, 2017 
 
PRESENTATION BY:  Stephanie Stone, Director of Health and Human Services and Kendall 
McPeak, Assistant County Attorney 
      
RECOMMENDED MOTION: To approve the Policies (EB, PR, RMS) under the purview 
of the Health and Human Services Department which have been provided to the Commissioners. 
 
REPORT-IN-BRIEF:   The Division of Health and Human Services has been working with the 
County Attorney’s Office to update and revise policies.  These revised policies must then be 
approved and accepted by the Board of County Commissioners.  Revised and reviewed policies 
will allow the department to create an updated employee handbook for all current and new 
employees.  Since last presentation and per request of Commissioners, several policies have been 
updated.  They include: 
 
PR-13 Anti-Harassment and Complaint Procedure 
PR-21 Violence in the Workplace 
PR-26 Whistleblower Policy 
PR-34 Leave Policy 
PR-36 Tobacco Free Campus 
PR-37 Anti-Discrimination and Complaint Procedure 
PR-39 Cell phone Use during Board Meetings 
 
DISCUSSION:  The Human Resources staff has worked to revise Employee Benefit (EB), 
Personnel (PR) and Risk Management/Safety (RMS) policies.  As policies have been updated, 
staff has been working with the Kendall McPeak, Assistant County Attorney for their office’s 
input. Some policies have been updated and/or consolidated, and others address County, State and 
Federal regulations that may have changed over time.  Some policies may not have changed at all, 
but with new administration and the upcoming upgrade to the Oracle Cloud by the end of the year, 
it is time to bring all policies for your information and discussion. Attached you will find the list 
of all policies requiring Commissioner approval with an explanation of changes which have been 
made to previous policies.   
 
All but three policies were provided to the Commissioners in notebook form on October 17, 2017.  
Three additional completed policies were provided to the Commissioners on October 24, 2017 so 
that all policies under the purview of the Health and Human Services Department will have the 
most up to date commissioner approval.  With these policies approved, this will allow HR to 
provide an updated employee handbook by the end of the year for your review.  In addition to the 
updates, we will have the capabilities to post all policies and the updated handbook on our website 
this year accessible to all staff. 
    

Board of County Commissioners of Washington County, Maryland 
 

Agenda Report Form  



FISCAL IMPACT: None 
 
CONCURRENCES: County Attorney, County Administrator 
  
ALTERNATIVES:   Allow policies to stand as written 
  
ATTACHMENTS: Health and Human Services Policies spreadsheet. Policies with changes:   
PR-13 Anti-Harassment and Complaint Procedure 
PR-21 Violence in the Workplace 
PR-26 Whistleblower Policy 
PR-34 Leave Policy 
PR-36 Tobacco Free Campus 
PR-37 Anti-Discrimination and Complaint Procedure 
PR-39 Cell phone Use during Board Meetings 
 
AUDIO/VISUAL NEEDS:  N/A 



 
 

POLICY TITLE:  Anti-Harassment and Complaint Procedure 
(includes Dating/Consensual Relationship Provision) 

 
POLICY NO.:   PR-13 
                                                  
 
I. PURPOSE 
 
 The purpose of this Policy is to establish formal guidelines to ensure that County 

employees, potential employees, and volunteers of Washington County may work in 
an environment free from Harassment, intimidation, humiliation, insult, or subjection 
to offensive physical or verbal abuse or actions of a harassing nature. 

 
II. GENERAL POLICY 
 
 The Board of County Commissioners strives to create and maintain a work 

environment in which people are treated with dignity, decency, and respect.  The 
environment of the County should be characterized by mutual trust and the absence of 
intimidation, oppression, and exploitation.  Employees should be able to work and 
learn in a safe, yet stimulating, atmosphere.  The accomplishment of this goal is 
essential to the County’s mission.  For that reason, the Board of County 
Commissioners will not tolerate unlawful Harassment of any kind.  Through 
enforcement of this Policy, and by education of Employees, the County will seek to 
prevent, correct, and discipline behavior that violates this Policy. 

 
III. SCOPE 
 
 This Policy applies to all Employees as defined herein. 
 
IV. DEFINITIONS AND PROHIBITED CONDUCT 
 

The Board of County Commissioners, in compliance with all applicable federal, 
State, and local Harassment laws and regulations, enforces this Policy in 
accordance with the following definitions and guidelines: 

 
A. Definition of “Employee” or “Employees” 

 
For purposes of this Policy, “Employee” or “Employees” means elected and 
appointed officials, department heads, division directors, all full- and part-
time employees, board and commission members, and unpaid volunteers. 

 
B. The Board of County Commissioners prohibits Harassment of any kind, 

including Sexual Harassment as defined herein, and will take appropriate 
and immediate action in response to complaints or knowledge of violations 
of this Policy. 

 
 

Formatted: Top:  1.13"
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C. Harassment 

 
1. Harassment is a form of unlawful employment discrimination that 

potentially violates Title VII of the Civil Rights Act of 1964, the Age 
Discrimination in Employment Act of 1967 (ADEA), and the 
Americans with Disabilities Act of 1990 (ADA). 

 
2. For purposes of this Policy, “Harassment” is defined as any verbal or 

physical conduct designed to threaten, intimidate, or coerce an 
Employee, co-worker, or any person working for or on behalf of the 
County.  Verbal taunting (including racial and ethnic slurs) that, in the 
Employee’s opinion, impairs his or her ability to perform his or her job 
is included in this definition of Harassment.  Harassment may be based 
on race, color, religion, sex (including pregnancy), national original, 
age (40 or older), disability, or genetic information. 

 
3. Harassment becomes unlawful where (i) enduring the offensive 

conduct becomes a condition of continued employment or (ii) the 
conduct is severe or pervasive enough to create a work environment 
that a reasonable person would consider intimidating, hostile, or 
abusive. 

 
4. Petty slights, annoyances, and isolated incidents (unless extremely 

serious) will not rise to the level of illegality.  To be unlawful, the 
conduct must create a work environment that would be intimidating, 
hostile, or offensive to reasonable people. 

 
5. Harassment may be inflicted by the victim’s supervisor, a supervisor 

in another area, an agent of the County, a co-worker, or a non-
employee.  The victim does not have to be the person who is the object 
of the Harassment, but can be anyone affected by the offensive 
conduct.  Unlawful Harassment may occur without economic injury 
to, or discharge of, the victim. 

 
6. The following examples of Harassment are intended to be guidelines 

and are not exclusive when determining whether there has been a 
violation of this Policy: 

 
a. Verbal Harassment includes comments that are offensive or 

unwelcome regarding a person’s nationality, origin, race, 
color, religion, gender, sexual orientation, age, body, disability, 
or appearance, including epithets, slurs, and negative 
stereotyping. 

 
b. Nonverbal Harassment includes distribution, display, or 

discussion of any written or graphic material that ridicules, 
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denigrates, insults, belittles, or shows hostility, aversion, or 
disrespect toward an individual or group because of national 
origin, race, color, religion, age, gender, sexual orientation, 
pregnancy, appearance, disability, sexual identity, and marital 
or other protected status. 

 
D. Sexual Harassment 

 
1. Sexual Harassment is a form of unlawful employment discrimination 

and is prohibited under this Policy. 
 

2. According to the Equal Employment Opportunity Commission 
(EEOC), Sexual Harassment is defined as “unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical 
conduct of a sexual nature…when…submission to or rejection of such 
conduct is used as the basis for employment decisions…or such 
conduct has the purpose or effect of…creating an intimidating, hostile, 
or offensive working environment.”  For purposes of this Policy, the 
definition of Sexual Harassment is as defined by the EEOC. 

 
3. Two Types of Sexual Harassment 

 
a. Quid Pro Quo Sexual Harassment 

 
Quid Pro Quo Sexual Harassment occurs where submission to 
Sexual Harassment is used as the basis for employment 
decisions.  Employee benefits such as raises, promotions, and 
better working hours are directly linked to compliance with 
sexual advances.  Therefore, only someone in a supervisory 
capacity (with the authority to grant such benefits) can engage 
in Quid Pro Quo Sexual Harassment. 

 
b. Hostile Work Environment Sexual Harassment 

 
Hostile Work Environment Sexual Harassment occurs where 
the Sexual Harassment creates an offensive and unpleasant 
working environment.  A Hostile Work Environment can be 
created by anyone in the work environment, whether it be 
supervisors, other Employees, or customers.  Hostile Work 
Environment Sexual Harassment consists of verbiage of a 
sexual nature, unwelcome sexual materials, or even 
unwelcome physical contact as a regular part of the work 
environment.  Texts, emails, cartoons, or posters of a sexual 
nature; vulgar or lewd comments or jokes; or unwanted 
touching or fondling all fall into this category. 

 
4. Sexual Harassment occurs when unsolicited and unwelcome sexual 
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advances, requests for favors, or other verbal or physical conduct of a 
sexual nature is explicitly or implicitly made a term or condition of 
employment; is used as a basis for an employment decision; or 
unreasonably interferes with an Employee’s work performance or 
creates an intimidating, hostile, or otherwise offensive environment. 

 
5. Sexual Harassment may take different forms.  The following examples 

of Sexual Harassment are intended to be guidelines and are not 
exclusive when determining whether there has been a violation of this 
Policy: 

 
a. Verbal Sexual Harassment includes innuendoes, suggestive 

comments, jokes of a sexual nature, sexual propositions, lewd 
remarks and threats; requests for any type of sexual favor (this 
includes repeated, unwelcome requests for dates); and verbal 
abuse or “kidding” that is oriented toward a prohibitive form of 
Harassment, including that which is sexual in nature and 
unwelcome. 

 
b. Nonverbal Sexual Harassment includes the distribution, 

display, or discussion of any written or graphic material, 
including calendars, posters, and cartoons that are sexually 
suggestive or show hostility toward an individual or group 
because of sex; suggestive or insulting sounds; leering; staring; 
whistling; obscene gestures; content in letters and notes, 
facsimiles, email, photos, text messages, tweets, and internet 
postings; or other form of communication that is sexual in 
nature and offensive. 

 
c. Physical Sexual Harassment includes unwelcome, unwanted 

physical contact such as touching, tickling, pinching, patting, 
brushing up against, hugging, cornering, kissing, fondling, and 
forced sexual intercourse of assault. 

 
6. Courteous, mutually respectful, pleasant, non-coercive interactions 

between Employees, including men and women, that are appropriate 
in the workplace and acceptable to and welcomed by both parties, are 
not considered to be Harassment, including Sexual Harassment. 

 
E. Retaliation 

 
1. No hardship, loss, benefit, or penalty may be imposed on an 

Employee in response to filing or responding to a bona fide 
complaint of Harassment or Sexual Harassment, appearing as a 
witness in the investigation of a complaint, or serving as an 
investigator of a complaint. 
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2. Retaliation or attempted retaliation in response to lodging a 
complaint or invoking the complaint process is a violation of this 
Policy.  Any person who is found to have violated this aspect of the 
Policy will be subject to discipline up to and including termination 
of employment. 

 
F. Dating and Consensual Romantic or Sexual Relationships 

 
The Board of County Commissioners strongly discourages romantic or 
sexual relationships between a manager or other supervisory Employee and 
his or her staff (i.e., an Employee who reports directly or indirectly to that 
person) because such relationships tend to create compromising conflicts of 
interest or the appearance of such conflicts.  In addition, such relationships 
may give rise to the perception by others that there is favoritism or bias in 
employment decisions affecting the staff Employee.  Moreover, given the 
uneven balance of power within such relationships, consent by the staff 
member is suspect and may be viewed by others or, at a later date, by the 
staff member as having been given as the result of coercion or intimidation.  
The atmosphere created by such appearances of bias, favoritism, 
intimidation, coercion, or exploitation undermines the spirit of trust and 
mutual respect that is essential to a healthy work environment.  If there is 
such a relationship, the parties need to be aware that one or both may be 
moved to a different department or that other actions may be taken in 
accordance with County policy. 

 
1. If an Employee enters into a consensual relationship that is romantic 

or sexual in nature with a member of his or her staff who reports 
directly or indirectly to him or her, or if one of the parties is in a 
supervisory capacity in the same department in which the other 
party works, the parties must immediately notify the Director of 
Health and Human Services .  Because of potential issues regarding 
Quid Pro Quo Sexual Harassment, this reporting is mandatory.  This 
reporting requirement does not apply to Employees who do not 
work in the same department or to parties who do not supervise or 
otherwise manage responsibilities over each other. 

 
2. Upon receipt of notification of such a relationship, the Director of 

Health and Human Services will review the facts and circumstances 
(i.e., reporting relationship between the parties, effect on co-
workers, job titles of the parties, etc.) and determine whether one or 
both parties need to be moved to other jobs or departments.  If the 
Director of Health and Human Services  determines that one party 
must be moved, and there are jobs in other departments available for 
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both, the parties may decide which one of them will apply for a new 
position.  If the parties cannot or fail to reach a decision in a given 
time period, or if the applying party is not chosen for the position to 
which he or she applied, the parties will contact the Director of 
Health and Human Services who will recommend to the County 
Administrator which party should be moved to another job or 
department.  The Director of Health and Human Services’  decision 
will be based on which Employee’s move will be least disruptive to 
County operations as a whole.  If the Director of Health and Human 
Services  determines that one or both parties must be moved, but no 
other jobs are available for either party, the parties will be given the 
option of terminating their relationship or resigning. 

 
G. Complaint Procedure 

 
1. The Board of County Commissioners will courteously treat any 

person who invokes the complaint procedure under this Policy.  The 
County will handle all complaints swiftly and confidentially, to the 
greatest extent permitted by applicable law, in light of the need to 
take appropriate corrective action.  Lodging a complaint will in no 
way be used against an Employee or have an adverse impact on the 
Employee’s employment status.  Because of the damaging nature of 
Harassment, including Sexual Harassment, to victims and the entire 
workforce, aggrieved Employees are strongly urged to use this 
procedure.  However, filing groundless or malicious complaints is 
an abuse of this Policy and will be treated as a violation thereof. 

 
2. The Board of County Commissioners has established the following 

procedure for lodging a complaint of Harassment, including Sexual 
Harassment, or retaliation.  The County will treat all aspects of the 
complaint procedure in accordance with the confidentiality 
provisions of this Policy. 

 
a. An individual may initiate the complaint procedure under 

this Policy by filing a complaint in writing with the County 
Attorney.  No formal action will be taken against any person 
under this Policy unless the County Attorney has received a 
written and signed Harassment/Discrimination Investigation 
Consent Form containing sufficient details to determine 
whether this Policy may have been violated.  The 
complainant [the person filing the complaint] may obtain a 
copy of the Harassment/Discrimination Investigation 
Consent Form from the County Attorney’s Office, the 
Department of Human Resources, or online as part of this 
Policy made available by the Department of Human 
Resources at www.washco-md.net.  If a supervisor or 
manager becomes aware that Harassment or Sexual 
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Harassment is occurring, either from personal observation or 
as a result of an Employee’s report, the supervisor or 
manager must immediately report the conduct to the County 
Attorney. 

 
 

b. Upon receiving a complaint or being advised by a supervisor 
or manager that violation of this Policy may be occurring, 
the County Attorney will notify the County Administrator 
and the Director of Health and Human Services and review 
the Complaint with the County Administrator and the 
Director of Health and Human Services. 

 
c. Within five (5) business days of receiving a complaint, the 

Director of Health and Human Services  will notify the 
respondent or respondents [the person or persons charged in 
the complaint] of a complaint filing and initiate the 
investigation to determine whether there is a reasonable basis 
for believing that an alleged violation of this Policy 
occurred. 

 
d. During the investigation, the Director of Health and Human 

Services, with the assistance of the County Attorney  or other 
legal counsel or other appropriate management employees, 
will interview the complainant, the respondent or 
respondents, and any witnesses to determine whether the 
alleged conduct occurred. 

 
e. Within fifteen (15) business days of the the matter being 

referred to the Director of Health and Human Services by the 
County Attorney, the Director of Health and Human 
Services, together with  other persons conducting the 
investigation, will conclude the investigation and submit a 
written report of the investigative findings to the County 
Administrator and the County Attorney. 

 
f. If the investigation determines that Harassment, Sexual 

Harassment, or retaliation occurred in violation of this 
Policy, the Director of Health and Human Services, with the 
advice of the County Administrator and the County 
Attorney,  will recommend appropriate disciplinary action.  
The appropriate disciplinary action will depend on the 
following factors:  (i) the severity, frequency, and 
pervasiveness of the conduct; (ii) prior complaints made by 
the complainant; (iii) prior complaints made against the 
respondent or respondents; and (iv) the quality of the 
evidence (e.g., first-hand knowledge, credible 
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corroboration). 
 

g. If the investigation is inconclusive or if the investigation 
determines that there has been no violation of this Policy, but 
potentially problematic conduct may have occurred, the 
Director of Health and Human Services, with the advice of 
the County Administrator and the County Attorney,  may 
recommend appropriate preventive action. 

 
 

h. Within five (5) business days after the investigation is 
concluded and a recommendation is determined, the Director 
of Health and Human Services  will meet with the 
complainant and the respondent or respondents separately, 
notify them of the findings of the investigation, and inform 
them of the action being recommended. 

 
i. The complainant and the respondent or respondents may 

submit statements to the Director of Health and Human 
Services  challenging the factual basis of the findings.  Any 
such statement must be submitted no later than five (5) 
business days after the meeting with the Director of Health 
and Human Services  in which the findings of the 
investigation are discussed. 

 
j. If the recommendation is any disciplinary action other than 

termination, then within ten business (10) days from the date 
that the Director of Health and Human Services  meets with 
the complainant and respondent or respondents, the Director 
of Health and Human Services will review the investigative 
report and any statements submitted by the complainant and 
respondent or respondents; discuss results of the 
investigation with the County Administrator, the County 
Attorney, and other management staff as may be appropriate; 
and decide what action, if any, will be taken.  The Director 
of Health and Human Services  will report the decision to the 
respondent or respondents and the appropriate management 
staff assigned to the department or departments in which the 
complainant and the respondent or respondents work.  The 
decision will be in writing and will include findings of fact 
and a statement for or against disciplinary action.  If 
disciplinary action is to be taken, the respondent or 
respondents will be informed of the nature of the discipline 
and how it will be executed. 

 
k. If the recommendation is termination, then the Director of 

Health and Human Services will make the recommendation 
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at the next regularly scheduled meeting of the Board of 
County Commissioners.  Within five (5) business days 
following the Board of County Commissioners’ decision 
regarding the recommendation of termination, the Director 
of Health and Human Services will report the Board’s 
decision to the respondent or respondents and the appropriate 
management staff assigned to the department or departments 
in which the respondent or respondents work.  The decision 
will be in writing and will include findings of fact and a 
statement for or against disciplinary action.  If disciplinary 
action is to be taken, the respondent or respondents will be 
informed of the nature of the discipline and how it will be 
executed. 

 
H. Confidentiality 

 
1. The Employee Assistance Program (EAP) provides confidential 

counseling services to County Employees.  An employee who 
wishes to discuss an incident confidentially or to seek information 
and advice of a personal nature is encouraged to contact the EAP.  
The EAP’s role in such cases will be limited to personal counseling 
and treatment for the person who is then an EAP client.  Contacting 
the EAP will not qualify as notification to the County of a potential 
Harassment, including Sexual Harassment, issue.1 

 
 

2. During the complaint process, the confidentiality of the information 
received, the privacy of the individuals involved, and the wishes of 
the complainant will be protected to the greatest extent permitted by 
applicable law.  The expressed wishes of the complainant for 
confidentiality will be considered in the context of the County’s 
legal obligation to act on the charge and the right of the respondent 
or respondents to obtain information.  In most cases, however, 
confidentiality will be strictly maintained by the County and those 
involved in the investigation.  In addition, any notes or documents 
written by or received by the person or persons conducting the 
investigation will be kept confidential to the greatest extent 
permitted by applicable law. 

 
I. Alternative Legal Remedies 

 
Nothing in this Policy may prevent the complainant and the respondent or 
respondents from pursuing formal legal remedies or resolution through 
local, State, or federal agencies or the courts. 

                                                 
1 See Policy No. EB-14 Employee Assistance Program (EAP) for information on offered services. 
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Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption December 8, 1992 December 8, 1992 
Revision September 16, 1997 September 16, 1997 
Revision January 22, 2003 January 22, 2003 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 

HARASSMENT/DISCRIMINATION INVESTIGATION 
COMPLAINT AND CONSENT FORM 

 
Washington County maintains a policy that all of its employees should be free from any form of 
harassment and discrimination.  As part of that policy, the County is committed to investigating 
claims of harassment and discrimination and taking appropriate disciplinary or other actions when 
the facts show that harassment or discrimination has occurred.  So that Washington County may 
conduct an investigation of your concerns, please complete and submit this form to the County 
Attorney. 
 
Complainant’s Name:       Date:    
 
I wish to file a complaint regarding the following event(s):     
            
            
            
            
             

Provide any and all information pertinent to what has occurred, including the names of witnesses, events, 
dates, times, places, and what was said and done.  Attach additional sheets if necessary. 

 
I,      , hereby consent to Washington County’s conduct of a 
complete and thorough investigation of the above complaint.  I further authorize Washington 
County representatives to disclose to others, as necessary, on a need-to-know basis, and as required 
by law, certain of the information that I have provided or that I may provide in the future.  I 
understand that disclosure of certain information that I have provided on this form or in the future 
may be necessary to ensure that a complete investigation can be conducted.  I acknowledge that I 
have read and understand the contents of this consent statement. 
 
             
Complainant’s Signature    Date 
 
If you do not wish for the County to disclose certain information that you have provided, 
please specify that information in detail below.  The County will attempt to honor your 
request to an extent that is consistent with the County’s obligation to identify and correct 
instances of harassment and discrimination. 
            
            
            
             
 
By signing this form, I acknowledge that the information I have provided is true and 
accurate to the best of my knowledge and recollection.  I agree to fully and honestly 
cooperate with the investigation that the County will conduct as a result of this complaint. 
 
             
Complainant’s Signature    Date  
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POLICY TITLE:  Violence in the Workplace 
 
POLICY NO.:   PR-21 
                                                  
 
I. GENERAL POLICY 
 
 All employees have the right to work in an environment free from threats, 

intimidation, and violence.  Such behavior, in any form, will not be tolerated in the 
County Workplace. 

 
II. PURPOSE 
 

This Policy describes unacceptable behavior and establishes guidelines for 
reporting, investigating, and addressing situations in the Workplace which involve 
threatening acts, intimidation, or violence. 

 
III. SCOPE 
 
 This Policy applies to all Employees as defined herein. 
 
IV. DEFINITIONS 
 

The following terms as used in this Policy are defined as follows: 
 

A. “Employee” or “Employees” means elected and appointed officials, 
department heads, division directors, all full- and part-time employees, 
board and commission members, and unpaid volunteers. 

 
B. “Law Enforcement Personnel” are as defined in the Annotated Code of 

Maryland, Article 27, Section 36F, as from time to time amended. 
 

C. “Person” and “Persons” include one or more individuals, associations, 
corporations, partnerships, or unincorporated associations. 

 
D. “Threat” means the implication or expression of intent to inflict physical 

harm or actions that a reasonable person would interpret as a threat to 
physical safety or property. 

 
E. “Threaten” means to menace or to express, through oral, written, or any 

other means, an intrusion to inflict pain, injury, or harm upon a person or 
thing. 

 
F. “Violence” and “Violent Act” mean physical force or verbal abuse exerted 

for the purpose of intimidation or for the purpose of harming, damaging, or 
causing injury to persons or property. 
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G. “Weapon” means guns, knives, or any other instruments which can be used 
to cause injury in an unlawful manner. 

 
H. “Workplace” means any location, either permanent or temporary, where an 

employee performs any work-related duty.  This includes, but is not limited 
to, the buildings and the surrounding perimeters, including the parking lots, 
field locations, alternate work locations, and travel to and from work 
assignments. 

 
IV. PROHIBITED ACTIVITIES 
 

A. Employees are prohibited from engaging in the following activities during 
the course of employment with the County: 

 
1. Threatening or committing any Violent Act against another Person 

or Employee in the Workplace; 
 

2. Intentionally and/or maliciously damaging or destroying the 
property of another person or Employee; 

 
3. Bringing Weapons of any kind onto County property without written 

permission from both the County Administrator and the County 
Attorney, except that Law Enforcement Personnel may possess 
legally authorized Weapons. 

 
V. PROCEDURE 
 

A. Managing the Violent Situation 
 

1. Contacting Law Enforcement Personnel 
 

a. Employees are encouraged to seek the immediate assistance 
of Law Enforcement Personnel when confronted with 
situations which are Violent, or which have the potential of 
becoming Violent.  If a telephone can be safely accessed, an 
employee should dial “9-1-1,” should describe the situation 
and location where the incident is occurring, and, if possible, 
should maintain telephone contact with the “9-1-1” 
dispatcher until the police arrive, or until the “9-1-1” 
dispatcher indicates the call may be ended. 

 
 2. Other Actions 

 
a. When confronted by a verbally abusive Person or Persons, 

an Employee should undertake the following actions if able 
to do so safely: 
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i. Attempt to restore calm by courteously asking the 
Person or Persons to cease their verbally abusive 
actions; 

 
ii. Notify a supervisory Employee of the situation as 

soon as possible; and 
 

iii. Request the assistance and aid of fellow Employees. 
 

b. When confronted by a Person or Persons Threatening bodily 
harm, an Employee should undertake the following actions if 
able to do so safely: 

 
i. Leave the presence of the Threatening Person; 

 
ii. Notify a supervisory Employee of the situation as 

soon as possible; or 
 

iii. Contact law enforcement personnel if necessary. 
 

c. When an Employee observes a Person, other than Law 
Enforcement Personnel, possessing a Weapon while on 
County property, an Employee should immediately call Law 
Enforcement Personnel. 

 
C. Reporting the Violent or Threatening Act or Situation 

 
1. An Employee who has witnessed a Violent Act or Threat of 

Violence in a County Workplace, or who has knowledge of facts 
causing the Employee to reasonably believe a Violent situation is 
present or is Threatened in the County Workplace, shall 
immediately report the act or situation to: 

 
a. His or her immediate supervisor; 

 
b. His or her department head or division director; or 

 
c. The County Attorney. 

 
2. A supervisor who has witnessed a Violent Act or Threat of Violence 

in a County Workplace, who has knowledge of facts reasonably 
causing him or her to believe a Violent situation is present or is 
Threatened in a County Workplace, or who has received a report 
from an Employee that a Violent Act or Threat occurred or exists in 
a County Workplace, shall immediately report the act or situation to: 
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a. The department head or division director; or 
 

b. The County Attorney. 
 

3. After receiving a report that a Violent Act or Threat of Violence has 
occurred, or that a Violent situation or Threat occurred or exists in a 
County Workplace, the department head or division director and the 
County Attorney shall immediately report the matter to the County 
Administrator and the Director of Health and Human Services, 
orally and in writing. 

 
4. In making reports under this policy, an employee shall provide as 

much factual information and detail as possible and shall reduce 
their report to writing. 

 
D. Investigation of Violent or Threatening Acts of Situations 

 
1. To the extent practicable, appropriate, and required by applicable 

law, confidentiality will be maintained throughout the investigatory 
process. 

 
2. The Director of Health and Human Services, with the assistance of 

the County Attorney or other legal counsel or other appropriate 
management employees, will conduct any investigations under this 
Policy unless the County Administrator determines otherwise. 

 
3. All Employees have a duty to cooperate in any investigation 

conducted under this Policy. 
 
VI. DISCIPLINE 
 

A. Discipline for Employees Engaging in Prohibited Conduct 
 

An employee who has engaged in prohibited conduct under this Policy will 
be disciplined.  Appropriate discipline will be determined by the County 
Administrator after consultation with the Employee’s department head or 
division director, the Director of Health and Human Services, and the 
County Attorney, and may include reprimand, demotion, suspension 
without pay, and/or recommendation for termination. 

 
 B. Discipline for Other Violations of this Policy 
 

An Employee who fails to report Violent or Threatening Acts or situations 
as required by this Policy, or who fails to cooperate with investigations 
conducted under this Policy, will be disciplined.  Appropriate discipline will 
be determined by the County Administrator after consultation with the 
Employee's department head or division director, the Director of Health and 
Human Services, and the County Attorney, and may include reprimand, 
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demotion, suspension without pay, and/or recommendation for termination. 
 
VII. GENERAL PROVISIONS 
 

A. The Employee Assistance Program (EAP) is available to all County 
Employees and includes counseling and referral services.  Employees 
should use the services of the EAP to prevent and deal with Violent Acts 
and situations and Threats of Violence occurring in the Workplace.1 

 
B. Recommendations and suggestions from Employees for improving security 

and reducing the risk of Violence and Threats in the Workplace are 
encouraged and should be made in writing to the Employee's department 
head or division director, the Director of Health and Human Services, the 
County’s Safety Administrator, or the County’s Safety Committee. 

 
C. Because the County does not tolerate Threats, intimidation or Violence in 

its Workplaces, the County will, to the extent practicable, appropriate, and 
permitted by law, investigate any incident involving a non-employee and 
will take any action necessary to remove Threats posed by non-employees.  
The County encourages the reporting of all incidents covered by the terms 
of this Policy, regardless of the offender’s identity, in accordance with the 
procedures established in this Policy. 

 

                                                 
1 See Policy No. EB-14 Employee Assistance Program (EAP) for information on available services. 
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Policy Actions 
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POLICY TITLE:  Whistleblower Policy 
 
POLICY NO.:   PR-26 
                                                  
 
I. PURPOSE 
 

The Board of County Commissioners expects officers and Employees to observe 
high standards of business and personal honesty, integrity, and ethics in the conduct 
of their duties.  This Policy is intended to enable Employees to raise concerns about 
violations of law, gross waste of County funds or property, or gross neglect of duty 
committed by County officers, Employees, or Independent Contractors.   

 
II. DEFINITIONS 
 

Unless otherwise specified, the following terms have the meanings indicated: 

A. “County” means the Board of County Commissioners of Washington 
County, Maryland. 

B. “Employee” or “Employees” means a person or persons employed by the 
County. 

C. “Adverse Personnel Action” means the discharge, suspension, transfer, or 
demotion of an Employee or the withholding of bonuses, the reduction in 
salary or benefits, or any other adverse action taken against an Employee. 

D. “Independent Contractor” means a person or entity, other than an 
Employee, who is engaged in a business and who enters into a contract with 
the County to provide goods or services to the County. 

E. “Whistleblower” means an Employee who reports an activity that he or she, 
in good faith, considers a violation of law, gross waste of County funds or 
property, or gross neglect of duty committed by County officers, Employees 
or Independent Contractors. 

 
III. EMPLOYEES PROTECTED 
 

This Policy protects the following: 

A. Whistleblowers who disclose information in a written and signed complaint 
form as provided in Section V of this Policy; 

B. Employees who participate in an investigation, hearing, or other inquiry 
conducted by the County; and 

C. Employees who refuse to participate in an adverse action prohibited by this 
Policy. 
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IV. RETALIATION PROHIBITED 
 

A. The County shall not dismiss, discipline, or take any other Adverse 
Personnel Action against a protected Employee as defined in Section III of 
this Policy. 

B. The provisions of this Policy shall not be applicable if an Employee 
discloses information known by the Employee to be false. 

C. No immunity is provided under this Policy to any person for his or her own 
wrongdoing. 

 
V. REPORTING PROCESS 
 

A. An Employee wishing to disclose information consistent with Section VI of 
this Policy must file a written and signed complaint form with the County 
Attorney. 

B. An Employee wishing to disclose information concerning an Adverse 
Personnel Action prohibited by this Policy must file a written and signed 
complaint form with the County Attorney within sixty (60) days of the 
Employee having received notice of the Adverse Personnel Action 
prohibited by this Policy.   

C. The complaint form referenced in this Section V is available upon request 
from the County Attorney’s Office, the Division of Health and Human 
Services, or on the County’s intranet site at http://intranet.washco-md.net. 

D. Upon receipt of a signed and written complaint form, County Attorney will 
review the complaint and consult with the appropriate staff for investigation 
or other resolution. 

E. If the information to be disclosed by an Employee concerns or involves the 
County Attorney, disclosure will be made to the County Administrator. 

 
VI. NATURE OF WHISTLEBLOWER INFORMATION 
 
 The information disclosed by an Employee must concern at least one (1) of the 

following: 
A. A violation or suspected violation of a federal, State, or local law, rule, or 

regulation, committed by an officer or Employee of the County or an 
Independent Contractor; 

B. An act of gross mismanagement, gross waste of public funds, or gross 
neglect of duty committed by an officer or an Employee of the County or an 
Independent Contractor; or 

C. An Adverse Personnel Action against a protected Employee as defined in 
Section III of this Policy. 

Deleted: Director of Health and Human Services.

Deleted: Director of Health and Human Services

Deleted: 100 West Washington Street, Hagerstown, Maryland, 

Deleted:  

Deleted:   

Deleted: the Director of Health and Human Services

Deleted: County Attorney

Deleted: Director of Health and Human Services
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VII. RULES AND PROCEDURES 

The County Administrator is authorized to promulgate such other rules and 
procedures necessary to effectuate the intent of this Policy. 
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Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption November 29, 2011 November 29, 2011 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 
 
POLICY TITLE:  Leave 
 
POLICY NO.:   PR-34 
                                                  
 
I. PURPOSE 
 

This Policy establishes consistent practices County-wide regarding administering 
employee leave; provides information and sets County policy regarding compliance 
with federal and State statutes, rules, and regulations; and establishes uniformity in 
reporting absences. 

 
Absences adversely impact employees and their departments.  Loss of earnings can 
be devastating to employees, and loss of productivity to County departments can 
disrupt the County’s provision of services to its citizens.  Therefore, while the 
County provides a paid leave program to eligible employees as income protection 
for absences, the administration of the paid leave program is subject to strict 
requirements and monitoring. 

 
II. SCOPE 
 

This Policy addresses various types of leave and applies to all full-time (working at 
least [40] hours per week) personnel employed by the Board of County 
Commissioners of Washington County.  If other leave policies are in place within 
departments reporting to elected officials, such as the Washington County Sheriff’s 
Office, the State’s Attorney’s Office, and the Washington County Treasurer’s 
Office, this Policy is intended to work in conjunction with, and not to supersede, 
those other leave policies.  If this Policy conflicts with any federal, State, and local 
laws, ordinances, rules, and regulations, then the federal, State, and local laws, 
ordinances, rules, and regulations will prevail. 

 
III. VACATION LEAVE 
 

A. The amount of paid vacation leave to which an employee is entitled each 
year depends on the employee’s length of service with the County.  The 
employee should consult with his or her supervisor each year concerning 
scheduling vacation leave.  Every effort will be made to accommodate 
employees’ requests for vacation leave.  However, the needs of the County 
and the balancing of work schedules will take precedence over vacation 
leave requests.  If a department head cannot accommodate all employees 
when two or more employees request overlapping vacation leave periods, 
the requests will be granted on the basis of seniority within the County.  
Vacation is a benefit granted to employees by the County and may be 
denied if the circumstances described here in so warrant. 

 
B. Although vacation leave begins to accrue during the first month of 

employment, vacation leave may not be taken by any employee until six (6) 
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months of employment have been completed.  Employees who terminate 
prior to the completion of six (6) months of employment are not entitled to 
vacation pay.  However, after six (6) months of employment, an employee 
will be eligible for vacation leave pay for unused vacation if the employee 
terminates employment with the County. 

 
C. Vacation leave may be taken in increments of one-quarter (¼) hour or more. 

 
D. Carryover of vacation leave will run on a calendar year basis from January 

1 to December 31.  Years of service for purposes of vacation leave accrual 
are based on an employee’s actual time in full-time County employment, 
computed from the employee’s anniversary date of hire.  Earned vacation 
leave will accrue as indicated in the following table, according to the 
anniversary date of hire. 

 

Years of Service Rate of Accrual per 
Pay Period 

Annual Vacation 
Leave Entitlement 

Maximum Carryover 
at end of the calendar 

year 
0 through 5 3.08 hours 2 weeks 200 hours  
6 through 15 4.62 hours 3 weeks 200 hours 

Over 15 6.16 hours 4 weeks 200 hours 
 

E. For an employee who is on extended unpaid leave, the accrual of vacation 
leave will be suspended until the employee returns to work. 

 
IV. PERSONAL LEAVE 
 

Employees are entitled to personal leave consisting of six (6) personal days per 
calendar year.  Three (3) days of personal leave are granted on January 1 of each 
year, and three (3) days of personal leave are granted on July 1 of each year.  
Personal days must be taken in full day increments with the exception of 
Emergency Services which has its own policy regarding the use of personal leave.  
Personal leave cannot be carried over at the end of a calendar year. 

 
V. SICK LEAVE 
 

A. Sick leave accrues for all eligible employees from the first day of work; 
however, no sick leave may be taken until completion of three (3) months 
of employment.  Any absence during the first three (3) months of 
employment due to illness will be unpaid unless the use of any available 
personal leave is authorized by an employee’s supervisor. 

 
B. Sick leave accrues on a bi-weekly basis at the rate of fifteen (15) days per 

year, and accumulation of sick leave is unlimited. 
 

C. For an employee who is on extended unpaid leave, the accrual of sick leave 
will be suspended until the employee returns to work. 

 

Deleted: or forty-eight (48) hours 

Deleted: or twenty-four (24) hours 

Deleted: or twenty-four (24) hours 

Deleted: Personal leave may be taken in one (1) hour increments

Deleted: for all but Emergency Services, 

Deleted: Emergency Services has their own policy for use of 
Personal Leave.  

Commented [s1]: Do you think it is necessary to designated 
what their policy is? 

Commented [MKA2R1]: No 
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D. Sick leave is paid only for days and hours of regularly scheduled work.  If 
an employee has been approved for use of sick leave under the Family and 
Medical Leave Act (FMLA), any used sick leave will be counted against 
and will run consecutively with the approved period of absence allowed 
under the FMLA.1 

 
E. Upon termination of employment, an employee will be paid Ten Dollars 

($10.00) for each accumulated sick day [measured in increments of eight (8) 
hours] up to a maximum of one hundred thirty (130) days not to exceed 
$1,300.00.  No sick leave payout will be made to any employee who has not 
completed his or her first three (3) months of employment. 

 
F. Any accrued sick leave may be applied to credited service for retirement 

purposes only. 
 

G. If an employee is absent for three (3) or more consecutive work days, the 
employee must obtain an excuse from a licensed healthcare provider and 
must provide the excuse to the employee’s supervisor upon return to work.  
The employee must also provide the Department of Human Resources with 
a copy of the excuse upon return to work.  This requirement also applies to 
an employee who is absent from work either the day before or the day after 
a holiday; failure to provide the required excuse will result in the employee 
not being paid for the holiday. 

 
VI. ABUSE OF SICK LEAVE 
 

A. Sick leave is intended to be used for bona fide illnesses and for health-
related reasons such as doctor appointments.  Sick leave is not to be used 
for vacation, personal business, or leave of absence. 

 
B. An employee’s supervisor and department head are jointly responsible for 

monitoring sick leave usage, notifying an employee of problematic sick 
leave use, and taking appropriate disciplinary action in cases of 
substantiated sick leave abuse. 

 
Examples of sick leave abuse include, but are not limited to the following: 

 
1. Any pattern of unsubstantiated sick leave use, such as the use of six 

(6) days in a six (6) month period in increments of one (1) or two (2) 
days at a time; 

 
2. Habitual sick leave absences on Mondays, Fridays, and the days 

immediately before and after holidays; 
 
 
 
                                                 
1 See Policy No. PR-15 Family and Medical Leave (FMLA). 



PR-34 Leave  Page 4 

3. Use of sick leave in excess of any sick leave accrued, whether 
substantiated or unsubstantiated, during the first calendar year of 
employment; 

 
4. Use of sick leave along with other types of leave; 

 
5. Use of sick leave to avoid undesirable scheduling of work; 

 
6. Participation in activities or secondary employment that would 

indicate fitness for duty while an employee is on sick leave; 
 

7. Engaging in unsubstantiated sick leave use for lengthy illnesses; 
 

8. No significant accumulation of sick leave after at least three (3) to 
five (5) years of service, without sustaining a major illness during 
that time period. 

 
VII. FAMILY SICK LEAVE 
 

A. Employees are entitled to use up to forty (40) hours of their accumulated 
sick leave per calendar year (January through December) to care for ill 
family members.  A family member includes spouse, eligible dependent, or 
parent.  Family sick leave may also be used for the birth or adoption of a 
child, for the placement of a child in foster care with an employee, or for the 
care of any person for whom the employee is financially responsible. 

 
B. All family sick leave hours should be coded FAMILY SICK (SFM) on time 

reporting records. 
 

C. Family sick leave is paid only for days and hours of regularly scheduled 
work.  If an employee has been approved for use of family sick leave under 
the Family and Medical Leave Act (FMLA), any used family sick leave will 
be counted against and will run consecutively with the approved period of 
absence allowed under the FMLA.2 

 
D. If an employee is absent for three (3) or more consecutive work days due to 

care of an ill family member, the employee must obtain an excuse from a 
licensed healthcare provider and must provide the excuse to the employee’s 
supervisor upon return to work.  The employee must also provide the 
Department of Human Resources with a copy of the excuse upon return to 
work.  This requirement also applies to an employee who is absent from 
work either the day before or the day after a holiday; failure to provide the 
required excuse will result in the employee not being paid for the holiday. 

 
 
 
                                                 
2 See Policy No. PR-15 Family and Medical Leave (FMLA). 
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E. Use of family sick leave will be counted against an employee’s eligibility 
for incentives under the County’s Sick Leave Incentive Program (see 
Section VIII of this Policy). 

 
VIII. SICK LEAVE INCENTIVE PROGRAM 
 

A. To reward employees who sparingly use sick leave, an incentive of up to 
$90.00 per day (with a maximum payout of a five [5] days) will be given to 
each employee whose sick leave usage record during the fiscal payroll 
period (from the first pay end of the fiscal payroll year to the last pay end of 
the fiscal payroll year) meets the following eligibility requirements: 

 
1. One (1) day incentive payment not to exceed $90.00 for two (2) 

days of sick leave used; 
 

2. Two (2) day incentive payment not to exceed $180.00 for one (1) 
day of sick leave used; 

 
3. Three (3) day incentive payment not to exceed $270.00 for zero (0) 

days of sick leave used; 
 

4. Four (4) day incentive payment not to exceed $360.00 for three (3) 
or four (4) consecutive fiscal payroll years with no sick leave usage; 

 
5. Five (5) day incentive payment not to exceed $450.00 for five (5) or 

more consecutive fiscal payroll years with no sick leave usage. 
 

B. For immediately preceding subsections A.4. and A.5., any use of sick leave 
will constitute a break in consecutive fiscal payroll years; and the employee 
must work at least three (3) consecutive fiscal payroll years before 
regaining eligibility for the sick leave incentive. 

 
C. Sick leave used due to a work-related injury or to visit a physician at the 

County’s direction due to a past work-related injury will not adversely 
affect the calculation of an employee’s eligibility for the sick leave 
incentive if the employee’s time is properly coded on time records. 

 
D. If sick leave is used for additional bereavement leave purposes (see Section 

XI of this Policy), the use of sick leave for that purpose will not be counted 
against an employee’s eligibility for the sick leave incentive. 

 
E. The incentive at the end of the fiscal payroll year will not be subject to any 

applicable deduction from accumulated sick leave totals. 
 

F. Any sick leave approved under the FMLA will be treated as sick leave for 
purposes of calculating eligibility for the sick leave incentive. 
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G. All new employees who are hired during the course of the fiscal payroll 
year will receive sick leave incentive benefits on a pro rata basis.  The 
County will calculate the benefit due to a new employee by using only that 
specific period of time that the employee could have actually used sick 
leave. 

 
The following example illustrates the practical application of this subsection 
VIII.F.  A new employee who is hired effective October 1 would have nine 
(9) full months of County service as of July 1 of the following fiscal payroll 
year.  However, during the first three (3) months of the individual’s 
employment, sick leave was not usable pursuant to County policy.  
Assuming no sick leave usage for the full nine (9) months, the employee 
would not receive nine-twelfths (9/12) of the total sick leave incentive, but 
would instead receive six-twelfths (6/12) because 6/12 x 3 days equals 1½ 
days of sick leave incentive pay due, not to exceed $90.00 per day. 

 
IX. HOLIDAYS 
 

A. Regular full-time employees observe thirteen (13) holidays per calendar 
year listed below.  Yearly holiday schedules are established by the County 
Administrator prior to the beginning of each new calendar year and 
distributed to each department. 

 
Month    Holiday 

 
January   New Year’s Day 
    Martin Luther King Day 

 
   February   Presidents’ Day 
 
   March/April   Good Friday 
 
   May    Memorial Day 
 
   July    Independence Day 
 
   September   Labor Day 
 
   November   Veterans’ Day 
       Thanksgiving Day 
       Friday after Thanksgiving 
 
   December   Christmas Eve 
       Christmas Day 
       New Year’s Eve 
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B. Certain County departments have twenty-four (24) hour operations or have 
schedules requiring work on County holidays.  Employees required to work 
on County holidays will abide by the guidelines established by the County. 

 
X. ANNUAL PHYSICAL LEAVE BENEFIT 
 

To promote good health and well-being of employees, routine annual physicals are 
covered under the County’s health care plan, subject to any applicable office visit 
co-pays and charges for non-covered procedures.  All full-time employees will be 
granted up to two (2) hours per fiscal year (July through June) during normal 
business hours for an annual physical under the following conditions: 

 
A. The physical must be with the employee’s primary care physician; 

 
B. The physical must be documented as an annual physical; 

 
C. The documentation of the annual physical must be forwarded to the 

Department of Human Resources; 
 

D. No special time reporting is needed because annual physical leave will 
show on time reporting records as time worked. 

 
XI. BEREAVEMENT LEAVE AND PROCEDURE 
 

A. A regular full-time employee who experiences the death of an immediate 
family member may take off up to three (3) working days with pay to attend 
services and handle related matters.  An immediate family member is 
defined as mother, father, parent-in-law, step-parent, spouse, grandparent, 
grandchild, child, step-child, brother, sister, step-sibling, foster parent, or 
foster child as recognized by law, or other close relative residing with the 
employee.  The employee should notify his or her supervisor as soon as 
possible of the death and plans to take bereavement leave. 

 
B. Bereavement leave should be coded as BEREAVEMENT on time reporting 

records. 
 

C. Temporary full- and part-time employees are not eligible for paid 
bereavement leave. 

 
D. If an employee needs more than three (3) days of bereavement leave, the 

employee may use up to three (3) additional days of any available leave for 
bereavement purposes.  If sick leave is used for additional bereavement 
leave and is coded BEREAVEMENT SICK on time reporting records, an 
employee’s use of sick leave for bereavement purposes will not be counted 
against the employee’s eligibility under the sick leave incentive program 
(see Section VIII of this Policy).   
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XII. WORKERS’ COMPENSATION DISABILITY LEAVE 
 

A. If an employee suffers a compensable workers’ compensation illness or 
injury and is unable to work, he or she will receive temporary total 
disability benefits from the County’s third-party administrator and as 
provided by Maryland and other applicable law.  These benefits are due 
only if the employee is off work more than three (3) days and will be 
administered according to applicable State and federal statutes, laws, rules, 
and regulations. 

 
B. An employee’s workers’ compensation disability period will not be deducted 

from the employee’s accrued vacation, personal, or sick leave balances.  In 
addition, the employee’s regular accruals of benefit time will continue during 
the period of workers’ compensation disability.  However, this workers’ 
compensation disability period of leave will be calculated toward and will run 
concurrently with any approved period of absence allowed under the FMLA. 

 
C. While an employee is on workers’ compensation disability leave, the 

County will continue the employee’s health, life, and disability benefits 
during the leave period at the same level and under the same conditions as if 
the employee were continuing to work, paying both the employer’s share 
and the employee’s share of benefit premiums.  Upon the employee’s return 
to work, the employee will repay the County for the amounts paid by the 
County for the employee’s share of the benefit premiums during the period 
of workers’ compensation disability leave.  The employee’s repayment will 
be made by the employee’s payment of an additional 25% above the 
employee’s share of the benefit premium for each pay period until the 
County is repaid in full.  Repayment amounts will be automatically 
deducted from the employee’s paycheck.  Alternatively, the employee may 
elect to pay the employee’s share of benefit premiums while on workers’ 
compensation disability leave. 

 
D. An employee who is released to duty with medical restrictions may be 

eligible to participate in the County’s modified duty assignment program on 
a case-by-case basis.3 

 
XIII. FAMILY AND MEDICAL LEAVE 
 
 See Policy No. PR-15 Family and Medical Leave (FMLA). 
 
XIV. ADMINISTRATIVE LEAVE OF ABSENCE WITH PAY 
 

Any approved administrative leave or leave of absence with pay is available only 
sparingly, on a case-by-case basis, upon the recommendation of the department 
head and in concurrence with the Director of Health and Human Services and the 
County Administrator. 

                                                 
3 See Policy No. PR-17 Modified Duty Procedure. 
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XV. ADMINISTRATIVE LEAVE OF ABSENCE WITHOUT PAY 
 
 Upon an employee’s exhaustion of available paid leave, department heads and 

elected officials may, at their discretion, grant up to five (5) days of administrative 
leave or leave of absence without pay within each fiscal year.  The County 
Administrator will review all requests for administrative leave or leave of absence 
without pay for more than five (5) days on a case-by-case basis.  Such requests 
must be made in writing through the department head to the County Administrator, 
specifically stating the reasons for the request and the covered time period.  The 
department head will accompany an employee’s request with a written 
recommendation for approval or disapproval and state the supporting reasons if 
disapproval is recommended.  The employee may initiate the County’s four (4) step 
grievance procedure4 if he or she is dissatisfied with the disapproval.  For an 
employee who is on extended unpaid leave, the accruals of sick and vacation leave 
will be suspended until the employee returns to work. 

 
XVI. SHORT-TERM DISABILITY 
 
 See Policy No. EB-4 Short-Term Disability. 
 
XVII. LONG-TERM DISABILITY 
 

The County provides for long-term disability benefits with eligibility determined 
by the County’s insurance carrier on a case-by-case basis.  Employees who require 
more information regarding long-term disability should contact the Department of 
Human Resources. 

 
XVIII. REPORTING DOCUMENTATION, AND RETURN TO DUTY 

REQUIREMENTS 
 

A. If an employee cannot report to work because of illness, his or her 
supervisor must be notified as soon as possible.  Each department head will 
develop and post notification requirements specifically applicable to their 
areas of responsibility.  If an employee’s illness of several days’ duration, 
the employee must keep his or her supervisor informed at regular intervals 
(no less than weekly) of the state of his or her condition and expected 
return-to-work date. 

 
B. Sick leave taken for three (3) consecutive work days or more must be 

substantiated by a statement from a licensed healthcare provider on 
professional letterhead, signed and dated by the provider, indicating the 
dates or anticipated dates of the employee’s absence, the probable duration 
of the employee’s illness or condition, and the employee’s fit-for-duty 
status. 

 
 
                                                 
4 The County’s four (4) step grievance procedure is set forth in Washington County’s Employee Handbook. 
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C. Each department head is responsible for notifying the Department of 
Human Resources when an employee is absent for three (3) or more 
consecutive days for the same health-related reason.  Each department head 
is responsible for forwarding medical and disability statements to the 
Department of Human Resources for inclusion in personnel files. 

 
D. The Department of Human Resources will distribute periodic absence 

utilization reports to department heads, division directors, and the County 
Administrator. 
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Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption – new policy 
consolidating and rewriting 
EB-3 Holidays (last revised 
1/22/03), EB-8 Personal 
Days (adopted and effective 
7/1/87, revised 1/22/03), 
EB-9 Employee Sick Leave 
Incentive (adopted and 
effective 7/1/85, revised 
1/22/03), and EB-13 Annual 
Physical (adopted and 
effective 7/1/00) 

  

   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 

POLICY TITLE:  Tobacco Free Campus 
 
POLICY NO.:  PR-36 
 
 
I. PURPOSE 
 

The purpose of this Policy is to establish and maintain the safest possible 
environment for Washington County’s employees and citizens, to minimize 
adverse effects of tobacco to employees, visitors, volunteers, and citizens; to reduce 
the risk of fire; to promote health and wellness; to serve as a community role 
model; to enhance employee productivity; and to reduce healthcare costs. 

 
II. GENERAL POLICY 
 

No employee, volunteer, or visitor may use any form of tobacco product on 
property that is owned, leased, occupied, or operated by Washington County, 
except in areas designated for tobacco use pursuant to this Policy. 

 
III. APPLICABILITY 
 

This Policy applies to all employees, volunteers, and visitors while at, on, or in 
property that is owned, leased, occupied, or operated by Washington County, 
including County vehicles. 

 
IV. PROCEDURE 
 

A. Washington County is tobacco-free.  This Policy applies to all forms of 
tobacco products including cigarettes, electronic cigarettes, cigars, pipes, 
herbal tobacco products, snuff, and chewing tobacco, the use of which is 
prohibited at, on, or in property owned, leased, occupied, or operated by 
Washington County, unless otherwise accepted by this Policy. 

 
B. With the exception of Black Rock Golf Course and the Washington County 

Agricultural Center, tobacco use is prohibited at, on, or in all campuses, 
facilities, and properties owned, leased, occupied, or operated by 
Washington County, or used for County government functions, including, 
but not limited to, buildings, parking lots, parks, recreation areas.  Tobacco 
use is also prohibited in all vehicles which are owned, leased or operated by 
Washington County.1  Additionally, County employees are prohibited from 
using tobacco products on private property if they are on private property 
for County business purposes. 

 
C. Notice of this Policy will be given to employees in writing with formal and 

informal reminders as necessary for implementation and enforcement.  
                                                 
1 See Policy No. PR-25 Use of Official Cars and Equipment for guidelines on permitted uses of County 
vehicles. 

Deleted: <#>The director of each campus, facility, or property 
subject to this Policy will establish designated tobacco use areas 
with the approval of the Director of Public Works.¶
¶
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Additional notice of this Policy will be given by the posting of signage at 
each campus, facility, or property subject to this Policy. 

 
D. New employees will be made aware of this Policy at orientation for new 

hires. 
 

E. Supervisors are responsible for managing the implementation and 
enforcement of this Policy within their respective work areas.  Employees 
violating this Policy will be subject to progressive disciplinary action.  
Volunteers and visitors will be asked to cease the activity causing the 
violation and/or leave the property. 

 
F. Washington County understands that it is not easy to overcome a reliance 

on nicotine and is willing to assist in this undertaking.  A variety of 
smoking cessation resources are and will be offered to employees.  
Employees interested in such resources are encouraged to contact the 
Department of Health and Human Services for more information. 
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Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 

POLICY TITLE:  Anti-Discrimination and Complaint Procedure 
 
POLICY NO.:   PR-37 
                                                  
 
I. PURPOSE 
 
 The purpose of this Policy is to establish formal guidelines to ensure that County 

employees, potential employees, and volunteers of Washington County may work in 
an environment free from Discrimination or actions of a Discriminating nature. 

 
II. GENERAL POLICY 
 
 The Board of County Commissioners strives to create and maintain a work 

environment in which people are treated with dignity, decency, and respect.  The 
environment of the County should be characterized by mutual trust and the absence of 
intimidation, oppression, and exploitation.  Employees should be able to work and 
learn in a safe, yet stimulating, atmosphere.  The accomplishment of this goal is 
essential to the County’s mission.  For that reason, the Board of County 
Commissioners will not tolerate unlawful Discrimination of any kind.  Through 
enforcement of this Policy, and by education of Employees, the County will seek to 
prevent, correct, and discipline behavior that violates this Policy. 

 
III. SCOPE 
 
 This Policy applies to all Employees as defined herein. 
 
IV. DEFINITIONS AND PROHIBITED CONDUCT 
 

The Board of County Commissioners, in compliance with all applicable federal, 
State, and local Discrimination laws and regulations, enforces this Policy in 
accordance with the following definitions and guidelines: 

 
A. Definition of “Employee” or “Employees” 

 
For purposes of this Policy, “Employee” or “Employees” means elected and 
appointed officials, department heads, division directors, all full- and part-
time employees, board and commission members, and unpaid volunteers. 

 
B. The Board of County Commissioners prohibits Discrimination of any kind 

as defined herein, and will take appropriate and immediate action in 
response to complaints or knowledge of violations of this Policy. 

 
C. Discrimination 

 
1. It is a violation of this Policy and, therefore, prohibited conduct, to 

discriminate in the provision of employment opportunities, benefits, or 

Formatted: Top:  1.13"
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privileges; to create discriminatory work conditions; or to use 
discriminatory evaluative standards in employment if the basis of that 
discriminatory treatment is, in whole or in part, the person’s race, 
color, national origin, age, religion, disability status, gender, sexual 
orientation, gender identity, genetic information, or marital status. 

 
2. The discrimination that is prohibited conduct under this Policy may 

also be strictly prohibited by a variety of federal, State, and local laws, 
including, but not limited to, Title VII of the Civil Rights Act of 1964, 
the Age Discrimination Act of 1975, and the Americans with 
Disabilities Act of 1990.  This Policy is intended to comply with the 
prohibitions stated in these and other applicable anti-discrimination 
laws. 

 
D. Types of Prohibited Discrimination and Associated Laws 

 
1. Age Discrimination – Age discrimination involves treating an 

applicant or employee less favorably because of his or her age in 
any aspect of employment, including hiring, firing, pay, job 
assignments, promotions, layoffs, training, benefits, and any other 
term or condition of employment.  The Age Discrimination in 
Employment Act of 1967 (ADEA) prohibits age discrimination 
against people who are age forty (40) or older. 

 
2. Disability Discrimination – Disability discrimination occurs when 

an employer or other entity covered by Title I and Title V of the 
Americans with Disabilities Act of 1990, as amended, or the 
Rehabilitation Act of 1973, as amended, treats a qualified individual 
with a disability who is an employee or applicant unfavorably 
because he or she has a disability or a history of a disability or is 
believed to have a physical or mental impairment that is not 
transitory and minor.  Disability discrimination also occurs when an 
employer or other entity treats an employee or applicant unfavorably 
on the basis that he or she has a relationship with a disability.  
Disability discrimination may occur in any aspect of employment, 
including hiring, firing, pay, job assignments, promotions, layoffs, 
training, benefits, and any other term or condition of employment, 
including not making reasonable accommodation to the known 
physical or mental limitations of an otherwise qualified individual 
with a disability who is an applicant or employee when making such 
reasonable accommodation would not cause undue hardship. 

 
3. Equal Pay/Compensation Discrimination – Equal pay/compensation 

discrimination involves the inequality in wages between men and 
women and is illegal under the Equal Pay Act of 1963, as amended, 
the Lilly Ledbetter Fair Pay Act of 2009, as amended, and Title VII 
of the Americans with Disabilities Act of 1990, as amended.  The 
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Equal Pay Act requires that men and women in the same workplace 
be given equal pay for equal work.  The jobs need not be identical, 
but they must be substantially equal.  Job content, not job titles, 
determines whether jobs are substantially equal.  All forms of pay 
are covered, including salary, overtime pay, bonuses, stock options, 
profit sharing and bonus plans, life insurance, vacation and holiday 
pay, cleaning or gasoline allowances, hotel accommodations, 
reimbursement for travel expenses, and benefits.  If there is an 
inequality in wages between men and women, employers may not 
reduce the wages of either sex to equalize their pay. 

 
4. Genetic Information Discrimination – Genetic information 

discrimination involves the use of genetic information in making 
employment decisions and is illegal under Title II of the Genetic 
Information Nondiscrimination Act of 2008 (GINA).  GINA also 
restricts employers’ acquisition of genetic information and strictly 
limits disclosure of genetic information.  Genetic information 
includes information about an individual’s genetic tests and the 
genetic tests of an individual’s family members, as well as 
information about the manifestation of a disease or disorder in an 
individual’s family members.  Genetic information includes family 
medical history.  Genetic information also includes an individual’s 
request for, or receipt of, genetic services, or the participation in 
clinical research that includes genetic services by the individual or a 
family member of the individual, and the genetic information of a 
fetus carried by an individual or by a pregnant woman who is a 
family member of the individual and the genetic information of any 
embryo legally held by the individual or family member using an 
assisted reproductive technology.  Discrimination on the basis of 
genetic information is illegal with regard to any aspect of 
employment, including hiring, firing, pay, job assignments, 
promotions, layoffs, training, fringe benefits, or any other term or 
condition of employment.  An employer may never use genetic 
information to make an employment decision because genetic 
information is not relevant to an individual’s current ability to work. 

 
5. Harassment – Harassment is a form of employment discrimination 

that violates Title VII of the Civil Rights Act of 1964, the Age 
Discrimination in Employment Act of 1967 (ADEA), and the 
Americans with Disabilities Act of 1990 (ADA).  While harassment 
is included in this Policy as a type of prohibited discrimination, 
Washington County maintains a separate policy that specifically 
deals with harassment, including sexual harassment.  See Policy No. 
PR-13 Anti-Harassment and Complaint Procedure. 

 
6. National Origin Discrimination – National origin discrimination 

involves treating people (applicants or employees) unfavorably 
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because they are from a particular country or part of the world, 
because of ethnicity or accent, or because they appear to be of a 
certain ethnic background even if they are not.  National origin 
discrimination also can involve treating people unfavorably because 
they are married to or associated with a person of a certain national 
origin.  Title VII of the Civil Rights Act of 1964, as amended, 
protects applicants and employees from discrimination in hiring, 
promotion, discharge, pay, fringe benefits, job training, 
classification, referral, and other aspects of employment, on the 
basis of national origin. 

 
7. Pregnancy Discrimination – Pregnancy discrimination involves 

treating a woman (applicant or employee) unfavorably because of 
pregnancy, childbirth, or a medical condition related to pregnancy or 
childbirth.  The Pregnancy Discrimination Act (PDA) forbids 
discrimination based on pregnancy.  Discrimination on the basis of 
pregnancy is illegal with regard to any aspect of employment, 
including hiring, firing, pay, job assignments, promotions, layoffs, 
training, fringe benefits, or any other term or condition of 
employment.  If a woman is temporarily unable to perform her job 
due to a medical condition related to pregnancy or childbirth, she 
must be treated in the same way as any other temporarily disabled 
employee must be treated.  For example, the employer may have to 
provide light duty, alternative assignments, disability leave, or 
unpaid leave to pregnant employees if it does so for other 
temporarily disabled employees.1 

 
8. Race and Color Discrimination – Race discrimination involves 

treating an individual (applicant or employee) unfavorably because 
he or she is of a certain race or because of personal characteristics 
associated with race (such as hair texture, skin color, or certain 
facial features).  Color discrimination involves treating an individual 
unfavorably because of skin color complexion.  Race and color 
discrimination also can involve treating someone unfavorably 
because the person is married to or associated with a person of a 
certain race or color.  Title VII of the Civil Rights Act of 1964, as 
amended, protects applicants and employees from discrimination in 
hiring, promotion, discharge, pay, fringe benefits, job training, 
classification, referral, and other aspects of employment, on the 
basis of race or color. 

 
9. Religious Discrimination – Religious discrimination involves 

treating a person (applicant or employee) unfavorably because of his 
or her religious beliefs.  The law protects not only people who 
belong to traditional, organized religions, such as Buddhism, 

                                                 
1 See Policy No. PR-32 Reasonable Accommodation Due to Pregnancy. 
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Christianity, Hinduism, Islam, and Judaism, but also others who 
have sincerely held religious, ethical, or moral beliefs.  Religious 
discrimination can also involve treating someone differently because 
that person is married to or associated with an individual or a 
particular religion.  Title VII of the Civil Rights Act of 1964, as 
amended, protects applicants and employees from discrimination in 
hiring, promotion, discharge, pay, fringe benefits, job training, 
classification, referral, and other aspects of employment, on the 
basis of religion or sincerely held religious, ethical, or moral beliefs. 

 
10. Sex-Based Discrimination – Sex-based discrimination involves 

treating an individual (applicant or employee) unfavorably because 
of the individual’s sex.  Discrimination against an individual 
because of gender identity, including transgender status, or because 
of sexual orientation, is discrimination because of sex in violation of 
Title VII of the Civil Rights Act of 1964, as amended.  Title VII of 
the Civil Rights Act of 1964, as amended, protects applicants and 
employees from discrimination in hiring, promotion, discharge, pay, 
fringe benefits, job training, classification, referral, and other aspects 
of employment, on the basis of sex, gender identity, and sexual 
orientation. 

 
11. Sexual Harassment – Sexual harassment is a form of employment 

discrimination that violates Title VII of the Civil Rights Act of 
1964, the Age Discrimination in Employment Act of 1967 (ADEA), 
and the Americans with Disabilities Act of 1990 (ADA).  While 
sexual harassment is included in this Policy as a type of prohibited 
discrimination, Washington County maintains a separate policy that 
specifically deals with sexual harassment, together with harassment 
of a non-sexual nature.  See Policy No. PR-13 Anti-Harassment and 
Complaint Procedure. 

 
12. The types of discrimination addressed in this Policy also constitute 

potential violations of the Civil Rights Act of 1991, as amended, 
which provides monetary damages in cases of intentional 
employment discrimination. 

 
13. The U.S. Equal Employment Opportunity Commission (EEOC) 

enforces all of the laws addressed in this Policy, together with other 
federal, State, and local laws as applicable.  The EEOC also 
provides oversight and coordination of all federal equal employment 
opportunity regulations, practices, and policies which will be 
consulted in interpreting and implementing this Policy. 

 
E. Retaliation 

 
1. Retaliation is the punishment of job applicants or employees for 
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asserting their rights to be free from all types of employment 
discrimination, including harassment.2 

 
2. All of the laws addressed in this Policy, together with other federal, 

State, and local laws as applicable [collectively, the equal 
employment opportunity (EEO) laws], prohibit retaliation.  
Retaliation is prohibited conduct under this Policy. 

 
3. An employee’s assertion of his or her rights under the EEO laws is 

called “protected activity” which can take many forms.  The 
following examples of protected activity are intended to be guidelines 
and are not exclusive when determining acts that constitute protected 
activity under this Policy or all applicable laws: 

 
a. Filing or being a witness or investigator in an EEO charge, 

complaint, investigation, or lawsuit; 
 

b. Communicating with a supervisor or manager about 
employment discrimination, including harassment;3 

 
c. Answering questions during an employer investigation of 

alleged harassment;4 
 

d. Refusing to follow orders that would result in discrimination; 
 

e. Resisting sexual advances, or intervening to protect others;5 
 

f. Requesting accommodation of a disability6 or for a religious 
practice; 

 
g. Asking managers or co-workers about salary information to 

uncover potentially discriminatory wages; 
 

h. Participating in a complaint process;7 
 

i. Other acts to oppose discrimination as long as the employee 
was acting on a reasonable belief that something in the 
workplace may violate the EEO laws, even if he or she did 
not use legal terminology to describe it. 

 

                                                 
2 See also Policy No. PR-13 Anti-Harassment and Complaint Procedure. 
3 See also Policy No. PR-13 Anti-Harassment and Complaint Procedure. 
4 See also Policy No. PR-13 Anti-Harassment and Complaint Procedure. 
5 See also Policy No. PR-13 Anti-Harassment and Complaint Procedure. 
6 See also Policy No. PR-31 Americans with Disabilities Act (ADA) and Americans with Disabilities 
Amendments Act (ADAAA). 
7 See also Policy No. PR-13 Anti-Harassment and Complaint Procedure. 
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4. Engaging in protected activity does not shield an employee from all 
discipline or discharge.  Employers are free to discipline or 
terminate workers if the discipline or termination is motivated by 
non-retaliatory and non-discriminatory reasons that would otherwise 
result in such consequences. 

 
5. An employer is not allowed to take any action in response to 

protected activity that would discourage an individual from resisting 
or complaining about future discrimination. 

 
6. The following examples of potential retaliation are intended to be 

guidelines and are not exclusive when determining whether there has 
been a violation of this Policy: 

 
a. Reprimanding an employee or giving a performance 

evaluation that is lower than it should be; 
 

b. Transferring an employee to a less desirable position; 
 

c. Engaging in verbal or physical abuse; 
 

d. Threatening to make or actually making reports to 
authorities, such as reporting immigration status or 
contacting the police; 

 
e. Increasing scrutiny; 

 
f. Spreading false rumors or treating a family member 

negatively, e.g., canceling a contract with an employee’s 
spouse; or 

 
g. Making an employee’s work more difficult, e.g., punishing 

an employee for filing an EEO complaint by purposefully 
changing his or her work schedule to conflict with family 
responsibilities. 

 
F. Compliance with Policy and Applicable Laws 

 
All Employees are expected to comply with this Policy and to take 
appropriate measures to ensure that the conduct prohibited herein does not 
occur.  Appropriate disciplinary action will be taken against any Employee 
who violates this Policy.  Based on the seriousness of the offense, 
disciplinary action may include verbal or written reprimand, suspension, or 
termination of employment. 

 
G. Complaint Procedure 
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1. The Board of County Commissioners will courteously treat any 
person who invokes the complaint procedure under this Policy.  The 
County will handle all complaints swiftly and confidentially, to the 
greatest extent permitted by applicable law, in light of the need to 
take appropriate corrective action.  Lodging a complaint will in no 
way be used against an Employee or have an adverse impact on the 
Employee’s employment status.  Because of the damaging nature of 
all types of discrimination against victims and the entire workforce, 
aggrieved Employees are strongly urged to use this procedure.  
However, filing groundless or malicious complaints is an abuse of 
this Policy and will be treated as a violation thereof. 

 
2. The Board of County Commissioners has established the following 

procedure for lodging a complaint of discrimination or retaliation.  
The County will treat all aspects of the complaint procedure in 
accordance with the confidentiality provisions of this Policy. 

 
a. An individual may initiate the complaint procedure under 

this Policy by filing a complaint in writing with the County 
Attorney.  No formal action will be taken against any person 
under this Policy unless the County Attorney has received a 
written and signed Harassment/Discrimination Investigation 
Consent Form containing sufficient details to determine 
whether this Policy may have been violated.  The 
complainant [the person filing the complaint] may obtain a 
copy of the Harassment/Discrimination Investigation 
Consent Form from the County Attorney’s Office, the 
Department of Human Resources, or online as part of this 
Policy made available by the Department of Human 
Resources at www.washco-md.net.  If a supervisor or 
manager becomes aware that discrimination has occurred or 
is occurring, either from personal observation or as a result 
of an Employee’s report, the supervisor or manager must 
immediately report the conduct to the County Attorney. 

 
b. Upon receiving a complaint or being advised by a supervisor 

or manager that violation of this Policy may be occurring, 
the County Attorney will notify the County Administrator 
and the Director of Health and Human Services and review 
the Complaint with the County Administrator and the 
Director of Health and Human Services. 

 
c. Within five (5) business days of receiving a complaint, the 

Director of Health and Human Services  will notify the 
respondent or respondents [the person or persons charged in 
the complaint] of a complaint filing and initiate the 
investigation to determine whether there is a reasonable basis 
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for believing that an alleged violation of this Policy 
occurred. 

 
 
 
 
 

d. During the investigation, the Director of Health and Human 
Services, together with the assistance of the County Attorney 
or other legal counsel or other appropriate management 
employees, will interview the complainant, the respondent or 
respondents, and any witnesses to determine whether the 
alleged conduct occurred. 

 
e. Within fifteen (15) business days of the matter being referred 

to the Director of health and Human Services by the County 
Attorney, the Director of Health and Human Services, 
together with other persons conducting the investigation will 
conclude the investigation and submit a written report of the 
investigative findings to the County Administrator and the 
County Attorney. 

 
f. If the investigation determines that discrimination or 

retaliation occurred in violation of this Policy, the Director 
of Health and Human Services, with the advice of the 
County Administrator and the County Attorney, will 
recommend appropriate disciplinary action.  The appropriate 
disciplinary action will depend on the following factors:  (i) 
the severity, frequency, and pervasiveness of the conduct; 
(ii) prior complaints made by the complainant; (iii) prior 
complaints made against the respondent or respondents; and 
(iv) the quality of the evidence (e.g., first-hand knowledge, 
credible corroboration). 

 
g. If the investigation is inconclusive or if the investigation 

determines that there has been no violation of this Policy, but 
potentially problematic conduct may have occurred, the 
Director of Health and Human Services, with the advice of 
the County Administrator and the County Attorney, may 
recommend appropriate preventive action. 

 
h. Within five (5) business days after the investigation is 

concluded and a recommendation is determined, the Director 
of Health and Human Services will meet with the 
complainant and the respondent or respondents separately, 
notify them of the findings of the investigation, and inform 
them of the action being recommended. 
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i. The complainant and the respondent or respondents may 

submit statements to the Director of Health and Human 
Services challenging the factual basis of the findings.  Any 
such statement must be submitted no later than five (5) 
business days after the meeting with the Director of Health 
and Human Services in which the findings of the 
investigation are discussed. 

 
 
 
 

j. If the recommendation is any disciplinary action other than 
termination, then within ten (10) business days from the date 
that the Director of Health and Human Services meets with 
the complainant and respondent or respondents, the Director 
of Health and Human Services will review the investigative 
report and any statements submitted by the complainant and 
respondent or respondents; discuss results of the 
investigation with the County Administrator, the County 
Attorney, and other management staff as may be appropriate; 
and decide what action, if any, will be taken.  The Director 
of Health and Human Services will report the decision to the 
respondent or respondents and the appropriate management 
staff assigned to the department or departments in which the 
complainant and the respondent or respondents work.  The 
decision will be in writing and will include findings of fact 
and a statement for or against disciplinary action.  If 
disciplinary action is to be taken, the respondent or 
respondents will be informed of the nature of the discipline 
and how it will be executed. 

 
k. If the recommendation is termination, then the Director of 

Health and Human Services will make the recommendation 
at the next regularly scheduled meeting of the Board of 
County Commissioners.  Within five (5) business days 
following the Board of County Commissioners’ decision 
regarding the recommendation of termination, the Director 
of Health and Human Services will report the Board’s 
decision to the respondent or respondents and the appropriate 
management staff assigned to the department or departments 
in which the respondent or respondents work.  The decision 
will be in writing and will include findings of act and a 
statement for or against disciplinary action.  If disciplinary 
action is to be taken, the respondent or respondents will be 
informed of the nature of the discipline and how it will be 
executed. 
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H. Confidentiality 

 
1. The Employee Assistance Program (EAP) provides confidential 

counseling services to County Employees.  An employee who 
wishes to discuss an incident confidentially or to seek information 
and advice of a personal nature is encouraged to contact the EAP.  
The EAP’s role in such cases will be limited to personal counseling 
and treatment for the person who is then an EAP client.  Contacting 
the EAP will not qualify as notification to the County of a potential 
discrimination issue.8 

 
2. During the complaint process, the confidentiality of the information 

received, the privacy of the individuals involved, and the wishes of 
the complainant will be protected to the greatest extent permitted by 
applicable law.  The expressed wishes of the complainant for 
confidentiality will be considered in the context of the County’s 
legal obligation to act on the charge and the right of the respondent 
or respondents to obtain information.  In most cases, however, 
confidentiality will be strictly maintained by the County and those 
involved in the investigation.  In addition, any notes or documents 
written by or received by the person or persons conducting the 
investigation will be kept confidential to the greatest extent 
permitted by applicable law. 

 
 

I. Alternative Legal Remedies 
 

Nothing in this Policy may prevent the complainant and the respondent or 
respondents from pursuing formal legal remedies or resolution through 
local, State, or federal agencies or the courts. 

                                                 
8 See Policy No. EB-14 Employee Assistance Program (EAP) for information on offered services. 
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Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption December 8, 1992 December 8, 1992 
Revision September 16, 1997 September 16, 1997 
Revision January 22, 2003 January 22, 2003 
   
   
   
   
   
   
   
   
   
   
   
   
   
   
 



 
 

HARASSMENT/DISCRIMINATION INVESTIGATION 
COMPLAINT AND CONSENT FORM 

 
Washington County maintains a policy that all of its employees should be free from any form of 
harassment and discrimination.  As part of that policy, the County is committed to investigating 
claims of harassment and discrimination and taking appropriate disciplinary or other actions when 
the facts show that harassment or discrimination has occurred.  So that Washington County may 
conduct an investigation of your concerns, please complete and submit this form to the County 
Attorney. 
 
Complainant’s Name:       Date:    
 
I wish to file a complaint regarding the following event(s):     
            
            
            
            
             

Provide any and all information pertinent to what has occurred, including the names of witnesses, events, 
dates, times, places, and what was said and done.  Attach additional sheets if necessary. 

 
I,      , hereby consent to Washington County’s conduct of a 
complete and thorough investigation of the above complaint.  I further authorize Washington 
County representatives to disclose to others, as necessary, on a need-to-know basis, and as required 
by law, certain of the information that I have provided or that I may provide in the future.  I 
understand that disclosure of certain information that I have provided on this form or in the future 
may be necessary to ensure that a complete investigation can be conducted.  I acknowledge that I 
have read and understand the contents of this consent statement. 
 
             
Complainant’s Signature    Date 
 
If you do not wish for the County to disclose certain information that you have provided, 
please specify that information in detail below.  The County will attempt to honor your 
request to an extent that is consistent with the County’s obligation to identify and correct 
instances of harassment and discrimination. 
            
            
            
             
 
By signing this form, I acknowledge that the information I have provided is true and 
accurate to the best of my knowledge and recollection.  I agree to fully and honestly 
cooperate with the investigation that the County will conduct as a result of this complaint. 
 
             
Complainant’s Signature    Date  
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POLICY TITLE:  Cell Phone Use During Board Meetings and Proceedings 
 
POLICY NO.:  PR-39 
 
 
I. PURPOSE 
 

The purpose of this Policy is to promote decorum and propriety, as well as to 
protect the confidentiality and lawfulness, of all meetings and proceedings 
conducted by the Board.  This Policy is also intended to enhance the quality and 
quantity of productivity in the workplace. 

 
II. SCOPE 
 

A. This Policy applies to all Employees, defined for purposes of this Policy, as 
all elected and appointed officials, department heads, division directors, all 
full- and part-time employees, board and commission members, and unpaid 
volunteers. 

 
B. This Policy applies to Employees’ use of all cell phones, whether owned by 

the County or Employees, during open and closed meetings and 
proceedings conducted by and before the Board. 

 
III. GENERAL POLICY 
 
Except as otherwise provided herein, Employees’ use of cell phones is prohibited during 

all open and closed meetings and proceedings conducted by and before the Board.  
This Policy applies regardless of the location of such meetings or proceedings.  
However, cell phones may be used to take photos and to check business- and 
emergency-related electronic communications. 

Policy Actions 
 

Action Taken Approval Date Effective Date 
Adoption   
   
   
   
   
   
   
   
   
   
   
   
   
   

Formatted: Indent: Left:  0", Hanging:  0.5",  No bullets or
numbering

Deleted: Exception:  

Deleted: C

Deleted: for the following purposes; 

Deleted: of awardees, etc. or

Deleted: personal 

Deleted: /

Deleted:  

Deleted: e-mails

Deleted: ¶
<#>While in attendance at any meeting or proceeding conducted by 
or before the Board, Employees will turn off all cell phones in their 
possession and place them in a non-visible location until the meeting 
or proceeding has concluded.

Section Break (Next Page)



   
   
   
 



 

         

Open Session Item 
 

SUBJECT:  Wage and Related Recommendations   
 
PRESENTATION DATE:  November 28, 2017 
 
PRESENTATION BY:   Stephanie Stone, Health and Human Services Director; Kim Edlund, 
Director of Budget and Finance; Robert Slocum, County Administrator 
   
RECOMMENDED MOTION:  Reach concurrence upon the plan below 
 
REPORT-IN-BRIEF:   The BOCC approved and staff, at that time, initiated a salary study in early 
2017.  The largely anticipated study was delayed temporarily. The additional time allowed for a 
benefit analysis, detailed review and further consideration of investment in employee wellbeing. 
Current staff has reviewed the pertinent information, including the available budget and draft study, 
and is now prepared to present recommendations. 
 
DISCUSSION:    A wage increase was considered for the fiscal year 2018 budget, to be effective 
July 1, 2017. The Board was formally presented with recommendations for a 15% increase, by staff 
at that time. The Board decided to proceed with a 5% COLA while waiting upon a salary study, 
already underway, for further guidance. This discussion will make recommendations based upon the 
study results to date and other pertinent information. 
 
In benefits, a number of categories were analyzed against peer employers, ranging from medical, 
dental, and vision to paid leave, risk insurance, and pension. The study found that in all categories 
the County provides equal or superior employee benefits.  The benefits are difficult to quantify in 
dollar value as there are various plans with each personal account receiving different benefits each 
year.  However, co-pays and deductibles may benefit County employees by several thousand dollars 
over peer employers.  The County retirement plan benefit in dollar value also varies by employee, 
yet provides outstanding value in terms of employee contribution and security. 
 
In wage, the largest recommendation of the study was a new salary structure with a low and high 
cost option.  The low option would cost $826,951 annually to place each position in the closest step 
in the consultant plan while the high option would cost $1,743,045 annually to bring each position 
to the next highest step in the consultant plan. Staff is not confident the premise of a new structure 
will address the County or employee needs.  The recommendations may prove unfavorable as the 
new structure introduces significant variation in pay increase from one position to another.  The 
consultant confirmed that there is no direct correlation of the peer and job assessment results to the 
proposed salary structure or the proposed wages. There is some concern as well over the application 
of peer analysis and cost of living data. Finally, the study did not consider ancillary improvements 
for employee wellbeing. 
 
The recommendation before the Board is to address employee wellbeing with five equally important 
investments: WAGE–EQUITY–TRAINING–RECOGNITION–TEAM BUILDING. 

Board of County Commissioners of Washington County, Maryland 
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The WAGE of the County employee has suffered from 0% increase in years 2011, 2012, and 2014. 
When increased in other years, County increases largely fell behind other employers. Even with the 
latest COLA, other employers have outpaced the County since 2000.  The average wage increase for 
County employees since 2000 ranks fifth after four other peer employers, the Board of Education, 
Frederick County, The City of Hagerstown, and the State of Maryland. The recommended COLA 
will address entry level salary. With approximately one third of the employees, the Sheriff has 
explained concern over entry level wages. In the future, the step increase should be reviewed in 
comparison with other employers. The step of others is lower while considering COLA. A COLA 
increase of 3.5%, effective mid-January of 2018 is recommended. A subsequent increase in fiscal 
year 2019 is recommended for review under the normal budget cycle. 
 
The EQUITY in pay and recognition across departments within the County varies for select 
positions. For instance, a Highway position performing a very similar job to a Solid Waste position 
may be classified differently.  An Airport position may be under recognized in value the good will 
creating repeat customers. A tradesperson may save the County tens of thousands of dollars in 
service and productivity when compared to the labor cost of the same skills in the private market. 
The wage of a Budget and Finance position may not compete with other similar positions offered by 
local government employers. Each example and more were not fully identified or addressed by the 
study, yet must be considered. A review of individual departments is recommended for further 
consideration by the Board. 
 
The TRAINING offered to Washington County employees is not on par with others. To be 
recognized for a desire to learn and empowered to grow with the County, all employees should be 
afforded the opportunity to request annual training of some kind.  Those who enjoy the opportunity 
to grow and learn will set an example of achievement.  Training may include physical training and 
exercise.  Because the County is self-insured, an investment in physical fitness is on par with mental 
fitness.  Both are personal investments in the employee. A minimum training budget of $120 per 
year for each full time employee is recommended. 
 
The RECOGNITION of employees with extraordinary customer service is an opportunity the 
County has not recognized. While more must be done to reward employees that reward the County 
and its customers, a beginning is by offering extra training and related travel to training for model 
employees who strive to achieve and overachieve. Travel may include industry events, such as the 
Public Works Association or the Maryland Association of Counties or others. Department heads and 
division directors deserve the trust and responsibility to reward employees that have demonstrated 
and documented a desire to provide outstanding customer service.  A recognition budget of $77,000 
per year is recommended, to be distributed equitably by department size. 
 
The TEAM BUILDING efforts vary greatly among departments in the County. Consistency and 
equitable investment by position is necessary.  There are no means of support to a department head 
to offer the occasional celebration or recognize employee achievements in the office setting.  Some 
departments purchase shirts or jackets while others understand such goodwill gestures to be against 
policy. A budget of $25 per employee per year is recommended to be dedicated to individual 
departments for department wide investment. 
 



 
 
 
 
 
Each investment is calculated by employee to appropriately quantify and equally distribute each 
component to each department. 
 
FISCAL IMPACT:  The recommended investments are within budget for this and future 
fiscal years. 
 
A 15% increase, per prior recommendation, would require an additional 10% over the 5% COLA 
approved and in place. That 10% increase would cost approximately $5.42 Million annually, which 
exceeds the available budget of $2.85 Million. 
 
The fiscal impact of the recommended investments is estimated at $2.52 Million. 
 
Reducing the increase that went into effect July 1, 2017 from 15% to 5% initially and 8.5% in total 
over the entire fiscal year will save approximately $4.4 Million this fiscal year.  The subsequent 
annual savings will be approximately $2.90 Million. 
 
CONCURRENCE:    
 
ALTERNATIVES:  To do nothing or modify the recommendations made by staff  
 
ATTACHMENTS:   
 
AUDIO/VISUAL:   



 

 

Open Session Item 
 

SUBJECT:     Board of Education Legislative Program 
 
PRESENTATION DATE:  Tuesday November 28, 2017 
 
PRESENTATION BY:                     Robert Slocum, County Administrator 
    
RECOMMENDED MOTION: To arrive at consensus regarding the requests 
 
REPORT-IN-BRIEF:   In the November 7, 2017 joint meeting with the Washington County 
Board of Education (BOE), the BOE presented three proposed local initiatives.  Those initiatives 
are: 1.) Repeal of public local law to remove the Advisory School Design Review Committee 
(ASDRC). 2.) Increase in Maintenance of Effort (MOE) based upon the Consumer Price Index 
(CPI). 3.) Dedication of funds from automated speed enforcement to school resource officers. 
 
DISCUSSION:  The Washington County Board of County Commissioners (BOCC) have been 
requested by the BOE to provide response to the legislative program items above.  The following 
information is offered from the annual operating and capital budget to share the existing spending 
on programs related to those requested in both operating and capital. 
 
Education is a top priority in Washington County with over one third of the County’s operating 
budget going to public education. 
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Washington County proudly supports primary, secondary, and higher education opportunities in 
the County along with vocational and professional training programs.  The commitment to 
Education is the single largest expenditure in the County’s budget. 

The change in fiscal year 2018 spending upon education is up 2.30%; the increase in spending on 
for BOE is up 2.33% 

 

Nearly one third of the County’s capital budget is also dedicated to Education facilities in the ten 
year capital plan. 

 

 

  



The BOCC has provided the BOE with the following local funding since 2009 for new and 
systemic improvements. 

Fiscal Year Capital - County 
2009 8,962,000 
2010 13,453,200 
2011 3,292,700 
2012 1,782,900 
2013 3,769,000 
2014 8,147,800 
2015 6,075,000 
2016 2,738,000 
2017 2,316,000 
2018 4,385,000 

 
The BOCC has provided the BOE with the following local funding for Maintenance of Effort since 
2009. 
 

Fiscal Year MOE - County 
2009 86,010,700 
2010 87,829,920 
2011 88,433,730 
2012 89,518,310 
2013 92,952,490 
2014 94,453,580 
2015 94,845,550 
2016 94,844,030 
2017 94,844,030 
2018 97,053,410 

 
The ASDRC provides for local participation in the review of school design, commensurate with 
the local funding levels.  The review requires a total of three submittals throughout the entire 
design process.  The submittals are aligned with those that should be made to the owner already, 
thereby eliminating redundancy and cost. Local participation has provided cost saving comments 
in school design and construction.  The most beneficial solution will likely come from a discussion 
among staff, in which the submittal schedule may best align with other submittals.  To address 
contractor participation, County staff in both Engineering and Construction are knowledgeable and 
capable in plan review.  County staff from both departments may provide the most appropriate 
review in a timely and cost effective manner.  Both Boards may direct staff to arrive at a workable 
solution to maintain the value and function offered by the ASDRC. 
  



The MOE, by law, provides clear budgeting criteria to the County, as well as all Counties 
statewide.  The Washington County BOCC has met or exceeded the MOE criteria required by the 
state each year while some counties have not met the criteria and some counties have applied to 
the state for waivers to the criteria. More information was not provided nor found, except 
Montgomery County, concerning CPI in other Counties. Montgomery County does include CPI 
under some scenarios, yet has apparently been notified of noncompliance as recently as 2015. 
 
The School Resource Officers (Officers) are budgeted at $700,000 in the fiscal year 2018 
Washington County Public School Approved Operating Budget.  The actual Officers expense in 
fiscal year 2017 was $603,954.  The Officers actual expense has increased from $354,184 in fiscal 
year 2013. The Sheriff has provided remarks to both the BOCC and BOE regarding the use of 
automated speed enforcement funds. 
 
FISCAL IMPACT: If coordinated properly, the ASDRC submittals should cost only a fraction 
of the reported cost today. The ASDRC has and will return savings with staff coordination. 
 
The MOE request is more difficult to quantify; however, the 2016 CPI of 1.3% applied to the 2016 
MOE of $94,844,030 would result in a cost of $1.23 Million, which is currently unfunded. 
 
To fund School Resource Officers over and above or in addition the existing MOE expense would 
cost approximately $700,000, which is unfunded as a separate expense. 
 
CONCURRENCES:    
 
ALTERNATIVES:    
 
ATTACHMENTS:    
 
AUDIO/VISUAL TO BE USED:  N/A 
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	ARF_ATT_HHR_Restructure.pdf
	ATT_DirHHS Updated 10-17 (003).pdf
	1. Works with elected officials, the County Administrator and County Attorney on a wide variety of issues dealing with County operations.
	2. Responsible to assure that all County Commissioners, senior staff and all other county staff receive training to improve workplace productivity and professionalism.
	3. Directs the operation of the Human Resources and Fitness & Recreation Departments.
	4. Reviews and responds to general correspondence, including preparing correspondence on vendor’s issues for the County Administrator and the County Commissioners.
	5. Maintains open lines of communication with all County staff, elected officials community organizations and               other stakeholders particularly as it relates to issues of Health and Human Services.
	6. Participates in preparing fiscal year budgets. Previews requests for and presents recommendations to the Board of County Commissioners on new positions, reclassifications and miscellaneous matters.
	7. Participates in County strategic planning process and has primary responsibility for recommending organizational changes to the County Administrator and County Commissioners.
	8. Coordinates, develops, revises and updates policies, procedures, job descriptions and other requirement specific to Health and Human Services.
	9. Serves as the Washington County Disability Coordinator.
	10. Performs related tasks as required
	1. Possession of a Bachelor’s Degree from an accredited college or university with major course work in human resource management, business management or related field and management or supervisory experience. Master’s Degree in a related field prefer...
	2. At least 5 years of HR Management experience.

	ATT_HRCoordinator (003).pdf
	HUMAN RESOURCES COORDINATOR
	Grade 12
	None


	ATT_BenefitsCoordinator (003).pdf
	Performs intermediate professional work managing employee self-insured benefits program for all County and outside agency employees enrolled as well as updating forms for unemployment vendor.  This would include:  FMLA, COBRA, Health Insurance, ACA et...
	1. Assists Deputy Director with administration and communication of health insurance coverage, life insurance/AD&D (accidental death and dismemberment), COBRA (health insurance continuation option), short term disability, long term disability and flex...
	2. Assists Deputy Director with claims problems between the employee/insurance company/doctor’s offices.
	3. Assists with billing monthly for all insurance vendors.
	4. In conjunction with Deputy Director designs and manages annual open enrollment for employees to review and change their benefit elections.
	5. Conducts benefits portion of new hire employee orientation program.
	6. Assists with calculations of monthly insurance premiums for outside agencies.
	7. Performs electronic data submission to health insurance carriers via the various vendor systems.
	8. Performs electronic data submission to UTS for unemployment claims.
	9. Forwards and maintains all COBRA (initial/continuation) paperwork for new hires, terminated employees, agency employees, and non-eligible dependents.
	10. Tracks COBRA, Retiree, and dependents on COBRA of benefits coverage and notify at time of termination.
	11. Enrolls new/terminated county/agency employees in HRIS System and in the medical, dental, vision carrier systems.
	11. Conducts weekly payroll changes to allow for the proper administration of benefits.
	12. Assists with compliance and Health Care Reform (Affordable Care Act).
	13. Manages, administers, and tracks the Family Medical Leave (FMLA) for County employees.
	14. Along with the Deputy Director, meets quarterly with vendors to address issues, discuss solutions, and evaluate plan design options.
	15. Performs related tasks as required.
	Knowledge or ability to learn the insurance and benefits programs, methods and record keeping; thorough knowledge of the basic methods, practices and objectives of public personnel administration; some knowledge of basic research and survey techniques...
	PHYSICAL REQUIREMENTS:
	This is sedentary work requiring the exertion of up to 10 pounds of force occasionally, and a negligible amount of force frequently or constantly to move objects; work requires walking, fingering, and repetitive motions; vocal communication is require...
	SPECIAL REQUIREMENTS:
	Valid Driver's License.
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	PR-37 Discrimination Corrected 11-2-2017 KAM Redlined.pdf
	POLICY TITLE:  Anti-Discrimination and Complaint Procedure

	PR-36 Tobacco Free Campus Corrected 11-2-2017 KAM Redlined.pdf
	I. PURPOSE
	II. GENERAL POLICY
	IV. PROCEDURE


	PR-34 Leave Corrected 11-2-17 KAM Redlined.pdf
	POLICY TITLE:  Leave

	PR-26 Whistleblower.pdf
	POLICY TITLE:  Whistleblower Policy

	PR-21 Violence in the Workplace Corrected 11-2-17 KAM Redlined.pdf
	POLICY TITLE:  Violence in the Workplace

	PR-13 Harassment Corrected 11-2-2017 KAM Redlined.pdf
	POLICY TITLE:  Anti-Harassment and Complaint Procedure
	(includes Dating/Consensual Relationship Provision)





