

















the Internet for approved classroom activities. Misitw.ccboe.com/byoéor more information.

Dress Code and Personal Appearance

All employees are expected to dress professionally and to wear clothing appropriate for their positions. Some e
are required to wear uniforms. A supervisor may ask any employee to leave the workplace if he/she feels the employee’s
attire and/or gpoming are inappropriate. If you have any questions regarding appropriate dress, call the Office o
Resources or ask your supervisor.

Uniforms

CCPS provides uniforms to employees required to wear them. The AFSCME negotiated agreementlgpeldfiesses
the payments made by CCPS for uniforms. Upon separation of employment, all identifying patches on uniforms r
returned. Uniform cleaning and repairs shall be the responsibility of the employee. Please consult your supervis
more inbrmation.

Drug-Free Workplace Policy

CCPS is a community in which responsibilities and freedoms are governed by policies and codes of behavior, int
penalties for violabns of these standards as stated in the employee manual. CCPS has a standard of conduct, wl
prohibits the unlawful possession, use, or distribution of illicit drugs and alcohol by employees on

CCPS sites or as a part of CCPS activities. CCPSmjibse disciplinary sanctions on employees ranging from
educational and rehabilitation efforts up to and including expulsion or termination of employment and referral for
prosecution for violations of the standards of conduct. Each situation will be labkeda casby-case basis.

It is the goal of CCPS to maintain a drixge workplace. To that end, and in the spirit of the EFfee Workplace Act of
1988, CCPS has adopted the following policies:

The unlawful manufacture, possession, distributio use of controlled substances is prohibited in the workplace.

o Employees who violate this prohibition are subject to corrective or disciplinary action as deemed appropriate
and including termination.

e As an ongoing condition of employmenemployees are required to abide by this prohibition and to notify, in wi
and within five days of the violation, the Office of Human Resources of any criminal drug statute conviction tl
receive.

o If an employee receives such a conviction CCR#l sike appropriate personnel action against the employee, u
and including termination. By law, if the employee is working in a federally funded program, the school syst
notify the federal contracting officer within 10 days of receiving natfceuch conviction.

e CCPS provides inforation about drug counseling atrdatment.

e CCPS reserves the right to search and inspect for the maintenance of a safe wor

Fitness for Duty

CCPS retains the right to refer any employee for a Fitness for Duty Evaluation , Drug and Alcohol testing, or an
Independent Medical Evaluation at any time to assess whether an employee’s conduct, behavior, or other factors indicate
that his/her continuepresence on the job may pose a threat to self, others, or the public; interfere with the Board’s ability
to effectively provide services; or interfere with the employee’s ability to perform essential job functions safely and
effectively, with or without rasonable accommodations. An evaluation may also be required to determine return
status; to document medical certification of a serious health condition under the Family Medical Leave Act (FML/
to document workers’ compensation benefits. Refusing a mandatory evaluation or testing may result in termination.

Where to Get Help
A number of community resources are available to help you, including:

Community Resources Phone Numbers

Employee Assistance Program 86633277

Alcoholics Anorymous 8004920209

Narcotics Anonymous 86833-1235

Alcohol Abuse- 24 hour addiction and treatment 8P04-2042
Community Crises and Referral 36453336

This document is inteted solely as a resource. CCPS does not endorse programs and/or agencies listed on this (
nor accept any responsibility for treatment provided by these agencies/programs, nor does it gusussee coverage
of treatment.
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This document is not a comprehensive listing of alcohol/chemical dependency treatment programs. Other sources for both
in-patient and outpatient alcohol/chemical dependency treatment programs may be located by consulting your family
physician, local telephone directory under the heading "Drug Treatment Programs," or through the National Council on
Alcoholism and Drug Dependence at 212-269-7797.

Expense Reimbursement

You are required to have your supervisor’s written authorization (usually by way of a requisition or purchase order) prior
to incurring an expense on behalf of CCPS. To be reimbursed for all authorized expenses, you must submit an expense
report within 60 days of the expense or voucher accompanied by original receipts and your supervisor must approve it.
If you are asked to conduct company business using your personal vehicle, you will be reimbursed at the current Internal
Revenue Service mileage rate. Submit the expense on an expense report on a monthly basis.

Relatives

If you and members of your family are employed by CCPS, one may not supervise the other nor work in the same
department unless explicitly approved by the Office of Human Resources. If the employees are unable to develop a
workable solution, the Superintendent, or designee will decide which employee may be transferred in such situations.
Family members include the employee's spouse, child, parent, parent-in-law, grandparent, grandparent-in-law,
granddaughter, grandson, daughter-in-law, son-in-law, step-parent, domestic partner (a person with whom the employee's
life is interdependent and with whom the employee shares a mutual residence), brother, sister, brother-in-law, sister-in-
law, daughter, son, aunt or uncle of the employee's spouse or domestic partner, and any relative living in the household of
the employee or domestic partner. It is the responsibility of the employee to report to the Office of Human Resources a
situation where there is a conflict.

Should two employees who work as peers or in a supervisory capacity and enter into a personal, non-work related
relationship, one or both employees may be transferred.

Service Awards
Each year, CCPS honors its long-term employees by presenting service awards at an annual system functions. Service
awards will be given after you have completed five, 10, 15, 20 and 25, 30, 35, 40, and 45 years of service.

Solicitations and Distributions

Solicitation for any cause during working time and in working areas is not permitted. Employees are not permitted to
distribute non-system literature in work areas at any time during working time. Working time is defined as the time
assigned for the performance of your job and does not apply to break periods and meal times.

Employees are not permitted to sell chances, merchandise or otherwise solicit or distribute literature without management
approval.

Persons not employed by CCPS are prohibited from soliciting or distributing literature on company property and from
being on CCPS property.

Use of School System Vehicles

The use of a CCPS system owned vehicle is a privilege and not a right. If you are authorized to operate a CCPS vehicle in
the course of your assigned work, or if you operate your own vehicle in performing your job, you must read and sign the
Vehicle Use Procedures form, available through the transportation department, and adhere to the following rules:

e You must hold a valid driver’s license and be at least 18 years of age. All drivers who transport students must hold a
valid driver’s license and be at least 25 years of age.

e  You are responsible for following all the manufacturers recommended maintenance schedules to insure all warranties
remain in effect, and for following manufacturer’s recommended oil change schedule.

e  CCPS provides insurance on company vehicles; however, you will be considered completely responsible for any
fines, moving or parking violations incurred.

e  The vehicle must be kept clean at all times by washing and vacuuming the vehicle as often as necessary.

e  You will be reimbursed for the reasonable expenses incurred to keep the vehicle clean. You must retain receipts to
receive a reimbursement.

e  Persons not authorized or employed by CCP cannot operate or ride in a CCPS vehicle.

e  Prior to operation of any company vehicle, your supervisor will train you on the appropriate steps to take if you are
involved in an accident - filling out the accident report, getting names of witnesses and so on.
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e  You must be registered through the safety and risk management department on the Maryland Driver Flagging System
at least two weeks before you are allowed to drive a CCPS vehicle. If you have an out- of-state license, you are
required to provide the safety and risk management department with a current driving record from the official state
driver license agency prior to driving a CCPS vehicle.

Mileage Reimbursement

Mileage for an employee’s personal vehicle may be reimbursed for the performance of school business by submitting a
mileage report to supervisor within 30 days. The mileage reimbursement rate will be adjusted annually to reflect any
adjustments in the allowable rate determined by the negotiated agreement. Mileage will not be reimbursed for commuting
miles, which are miles driven to and from work. Mileage will be reimbursable from the mileage chart provided to
employees. The commuting miles will be deducted from the total miles driven for school businesses. Mileage forms are
available on the school system website at www.ccboe.com.

Violence in the Workplace

CCPS has adopted a policy prohibiting workplace violence. Consistent with this policy, acts or threats of physical
violence, including intimidation, harassment, and/or coercion, which involve or affect CCPS staff or which occur on
CCPS property are not tolerated.

Acts or threats of violence include conduct which is sufficiently severe, offensive, or intimidating to alter the employment
conditions at CCPS, or to create a hostile, abusive, or intimidating work environment for one or several employees.
Examples of workplace violence include, but are not limited to, the following:
e All threats or acts of violence occurring on CCPS’ premises, regardless of the relationship between CCPS and
the parties involved.
e  All threats or acts of violence occurring off CCPS’ premises involving someone who is acting in the capacity of a
representative of CCPS.
Specific examples of conduct, which may be considered threats or acts of violence, include, but are not limited to, the
following:
e Hitting or shoving an individual.
Threatening an individual or his/her family, friends, associates, or property with harm.
Intentional destruction or threatening to destruct CCPS’ property.
Making harassing or threatening phone calls.
Harassing surveillance or stalking (following or watching someone).
Unauthorized possession or inappropriate use of firearms or weapons.

CCPS’ prohibition against threats and acts of violence applies to all persons involved in system operations, including
but are not limited to personnel, contracted, and temporary workers and anyone else on public school property.
Violations of this policy by any individual on CCPS property will lead to disciplinary action, up to and including
termination and/or legal action as appropriate.

Every employee is encouraged to report incidents of threats or acts of physical violence of which he/she is aware. The
report should be made to the Office of Human Resources or your supervisor.

School System Sponsored Employee Events

United Way of Charles County

CCPS supports the United Way of Charles County through an annual payroll deduction campaign. Employees may choose
to give through payroll deduction over 24 pay periods (no voluntary deductions taken from two of the 26 pay periods
during the year). Payroll deduction must be renewed annually. Each school and center designates a campaign leader and is
recognized by the United Way for individual school campaigns.

The United Way of Charles County (UWCC) operates separate and independent from other United Way organizations in
the Washington area. UWCC Board members all live and/or work in Charles County. Unless otherwise specifically
directed by the donor to another county or state’s United Way or Community Health Charities of Maryland, all
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funds contributed to the United Way of Charles County remain in our community and are distributed according to
UWCC policy and procedures. These funds benefit fellow county residents through member organizations
operating in the county. Employees may elect to participate as follows:

Payroll deduction:

e One-time donation taken from one paycheck;

e Specific annual donation with a set amount designated by you taken from each paycheck beginning in January
and for the duration of the year (24 pay periods) or until the designated annual donation is reached; or

e One-time donation through credit card payment, personal check or cash.

If you have any questions or need clarification, you may contact the system’s campaign coordinator, Christine Mais
at ext. 7320.

American Cancer Society — Relay for Life

CCPS supports and encourages participation in the American Cancer Society’s Relay for Life in Charles County.
This annual event is held in June, usually the second Friday and Saturday. Schools and centers, including the
Jesse L. Starkey Administration Building, are encouraged to form teams and participate in the Relay. For more
information on registering a team for Relay for Life, check with your principal or supervisor or visit
www.charlescountyrelay.org for more information.

Ethics Policy:

Charles County Public Schools employees have a standard of ethics that include limitations on gifts, financial disclosures
and involvement with companies that do business with the school system. All employees are responsible for complying
with ethics regulations. The ethics policy outlines conflicts of interest concerning business entities in which an employee
has any interests. The policy does not allow participation by an employee with a business in which the employee or an
immediate family member has a financial interest. In addition to financial matters, conflicts of interest also include post-
employment restrictions, using prestige of office, use of confidential information, procurement restrictions, and acceptance
of gifts. Employees can accept certain gifts up to $20, but a series of gifts may be accepted up to $100 in value on a yearly
basis. Anyone who knows of an ethics violation may file a complaint directly with the Charles County Board of Education
Ethics Panel, P.O. Box 2770, La Plata, MD 20646. The ethics policy is located under the Staff Services section on the
CCBOE website.

Employee Suggestion Reward Program
The Employee Suggestion Reward program is an opportunity for employees to share new and creative cost savings or

revenue generating ideas for improving school system operations. Employees are encouraged to submit their ideas and
suggestions for improvement, which will be reviewed and evaluated by an independent committee, qualified to judge the
merits of each suggestion. If the suggestion meets certain criteria, recognition and compensation may be provided to the
employee. Please review the program description and requirements in the employee portal for more details on how to
apply for an award.
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FREQUENTLY ASKED QUESTIONS

Insurance

e When does my health insurance coverage begin?
If you complete your online enrollment within 31 days of your life event, your coverage will begin on the first
day of the following month.

e What do I do if I need to go to the doctor before I receive my membership card?

Newly enrolled members can print a confirmation statement by creating a new user login on the Carefirst
BlueCross BlueShield website. www.carefirst.com.

¢ I completed my on-line enrollment weeks ago and I haven’t received my cards.
There are several factors that may cause a delay in the processing of your cards.

o Current Address — when completing the enrollment form, make sure to include an accurate local address. Out-
of-state addresses, other than Virginia or the District of Columbia, will be rejected for out- of-coverage area.

o Blue Choice Open opt Out Open Access Primary Care Physician — failure to select a primary care physician
may delay the processing of your enrollment.

o Completed Enrollment Form — make sure to complete all required information such as date of birth and
Social Security number.

e Why do I have to pay for a family premium if it is only my husband and me?
Currently there are only two premium options — individual and family.

o | elected not to enroll in the health insurance at this time, will I ever have another opportunity to enroll?

Yes, during open season. This is generally October or November of each year with the effective date of January
Ist. During this time, employees can add, make changes or drop health insurance coverage without an explanation
of the qualifying event.

e What is a qualifying life event?
A qualifying event defined by the Internal Revenue Service is a birth, marriage, death, divorce, adoption, and
change in work hours or work status for you or your spouse. In special circumstances, different situations may
qualify for changes in enrollment.

e If I have a change in my personal information such as a name change, a birth, divorce or address change,
what do I need to do?

Please submit address changes in writing to the benefits office and the human resources office. For any type of
enrollment changes, a new form would need to be completed and signed to add, change or terminate dependent
information.

e I am terminating my position with Charles County Public Schools. When does my health insurance
terminate?

Your health insurance benefits will terminate at the end of the month that you separate your employment from
Charles County Public Schools.

Payroll

e How do I change my income tax withholdings?
Federal (W4) and state forms for Maryland, Virginia and Washington, D.C. are available on the school system
website, www.ccboe.com and the Employee Portal.

e How is my bi-weekly salary calculated?
Regardless of whether an employee is employed 10, 11, or 12 months, all contract (annual) salaries are divided
evenly by 26 paychecks. If an employee starts after the first day of the contract year, a different calculation
applies.
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Why is my check different during the summer months?
EACC dues are not withheld during July or August. (Teacher and Retirement/Pension, Classified Retirement, and
AFSCME dues are withheld year-round.)

What deductions are excluded from the third paycheck of the month?

Twice a year there are three pay periods occurring in one month. The third paycheck of the month excludes certain
“voluntary” deductions. The only deductions occurring on the third paycheck are: all taxes, wage garnishments,
and pension/teacher retirement classified retirement.

What is offered in the way of tax sheltered annuities?
All schools have the listing of approved companies offering 403(b) and 457(b) tax sheltered annuities.

Can I have my paycheck set up on direct deposit in any bank I choose?
Direct deposit applies to any bank in the continental United States. All employees are eligible for this benefit.

When will I get paid for my overtime?
All overtime received in payroll by the deadline date (Monday after payday) is processed for the next payday.

Where do I send my new mailing address?
The Office of Human Resources processes all changes of address. Status change forms are available on the
Employee Portal.

How many federal or state withholding exemptions do you think I should claim?
Employees should contact a tax consultant, the Internal Revenue Service or their personal tax preparer. Payroll
employees are prohibited from dispensing any personal advice.

If my salary is “---,” can you tell me how much I’ll clear after taxes?
No. There are too many variables to consider including tax status and number of exemptions; health and/or life
insurance, pretax or after tax; tax shelter annuities; and a variety of miscellaneous pre- or after-tax deductions.

How much do I make per hour?
Divide your annual salary by the number of workdays and holidays in your contract. Divide the result by the

number of hours worked per day.

How many days are in my contract?

Months Workdays/Holidays
12 (all) 261

12 (certificated) 227

11 (technical) 226

11 (support) 226

11 (certified) 210

10.5 (support) 217

10.5 (certified) 200

10 (support) 207*

10 (certified) 190

10 (IAs) 190
*Exceptions:

Food Service Managers 191 or 261
Food Service Workers 184

Bus Drivers 207

If I am a full-time employee, how many hours per day is my contract based on?
Instructional assistants and all certified employees are based on 7.5 hours per day; all other employees are
based on 8 hours.

28



Notice

The Employee Manual outlines CCPS’ history, philosophy, employment practices, and policies, as well as the
benefits provided to employees.

Some Things We Want Employees To Understand

The policies in this employee manual are to be considered as guidelines.

e Employees may not accrue eligibility for monetary benefits they have not become eligible for through actual time
spent at work.

e Employees shall not accrue eligibility for any benefits, rights, or privileges beyond the last day worked.

e No one other than the Superintendent of Schools may alter or modify any of the policies in the Employee Manual.
Alterations or modifications of the employee manual policies must be in writing.

e No statement or promise by a supervisor, manager or department head, past or present, may be interpreted as a
change in policy nor will it constitute an agreement with an employee.

Should any provision in the Employee Manual be found to be unenforceable and invalid, such finding does not
invalidate the entire Employee Manual, but only that particular provision.

This Employee Manual replaces any and all other or previous CCPS Employee Manuals.

Employee Receipt and Acceptance

I hereby acknowledge receipt of the Charles County Public Schools’ Employee Manual.
I understand that it is my responsibility to read and know its contents. I also understand and agree that the Employee

Manual is not an employment contract for any specific period of employment or for continuing or long term
employment. Please return this form to Pamela Murphy, Executive Director of Human Resources.

Signature

Print Name

Date




IMPORTANT CONTACTS
OFFICE OF HUMAN RESOURCES
PAYROLL DEPARTMENT

BENEFITS DEPARTMENT

AFSCME
P.O. Box 2443, La Plata, MD 20646

EACC

105 Centennial Street, Suite H, La Plata, MD 20646

REFERENCE TELEPHONE NUMBERS

Pre-tax Benefits and Voluntary Supplemental Insurance

AFLAC Representatives:
AFLAC Supplemental

Aflac/Wageworks
To report a lost or stolen flex card

American General Universal Life
Genworth Long Term Care

Health Insurance

CareFirst BlueCross BlueShield - PPN
CareFirst BlueCross BlueShield — Dental
CareFirst (Davis Vision)

Retirement
State Retirement and Pension System of Maryland

Tax Sheltered Annuity Companies
Metropolitan Insurance Companies
TIAA-CREF

VALIC

Insurance Group Claims
AFLAC Supplemental Insurance Ind. Policy Claims

804-270-4795
800-323-5391
800-992-3522
800-950-0105
866-619-7649

540-829-8070
540-872-0465

877-691-5856
866-891-2802
520-6099

800-492-5909

443-957-6082
888-842-7782
410-279-4074

EXT 7255
EXT 7347/7351/7564

EXT 7459/7289

301-609-0866

301-392-0150

www.aflac.com

www.carefirst.com

The Charles County public school system does not discriminate on the basis of race, color, religion, national origin, sex,
sexual orientation, age or disability in its programs, activities or employment practices. For inquiries, please contact Dr.
Patricia Vaira, Title IX Coordinator and Section 504 Coordinator (students), or Pamela Murphy, Title [X/ADA/Section 504
Coordinator (employees/adults), at Charles County Public Schools, Jesse L. Starkey Administration Building, P.O. Box 2770,
La Plata, Maryland 20646; (301) 932-6610/870-3814. For special accommodations call (301) 934-7230 or TDD 1-800-735-
2258 two weeks prior to the event.
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