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THE STAFF ASSOCIATION
OF
MONTGOMERY COLLEGE

The Staff Association of Montgomery College represents the
nearly 500 College employees who hold neither faculty or administrative
positions at the College. Staff members are found in virtually all
administrative and instructional offices of the College performing
functions that are vital to the College's programs and services to
the community.

The Association was established in the spring of 1970 to
represent the needs, concerns, and aspirations of Staft members.
The voice of the Staff Association is an elected, seven-memoer Senate
with proportional representation from the Rockville and Takosa Park
Campuses and from Central Administration, All members of the Staff
Association have the right to participate in th{s election; each Staff
employee holding permanent status at the Colliege is eligible to be a
candidate for the Senate or to serve on a committee of the Senate,
The Bylaws of the Staff Association, which follow, explain the
structure, the duties, and the responsibilities of this representative
Senate,

Since the formation of the Staff Association, Staff personnel have
achieved an important role in the governance of the College, The chair-

person of *the Staff Senate 13 a member of the President's Advisory




Council and of the Staff Review Board and has both the responsibility

and the right to speak before the Hoard of Trustees on matters pertaining
to Staff employees.

There are Staff representatives on all College-wide committees
and on campus governance bodies, including the Campus Assemblies.

The Staff's role in College and campus governance not only assures
that Staff con¢erns will receive consideration but that the expertise of
Staff employees will contribute to the deliberations.

The Staff Association and its elected, representative Senate is
YOUR voice in the College governance system, By your participation and
involvement, by your attendance at meetings, by your informing your
representatives of your concerns, that voice is heard--its questions
answered--and 1ts requests considered.

Following are a list of Staff Senate and Committee members for
1974-75, a copy of the Bylaws of the Staff Association, and sections of

the Policies and Procedures Manual of the College which affect Staff

employees. They are presented for your use and reference through the
cooperation of the Staff Senate and the Personnel and Public Information
offices of the College. A& complete, updated copy of the College Policies

and Procedures Manual {s available in the reference section of the

library at each campus.

i1
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BYLAWS OF
THE STAFF ASSOCIATION
OF MONTGOMERY COLLEGE

Statement of Purpose

The Staff is one of the four vital groups that make up the total college
structure, and is recognized along with the other three groups, faculty,
administrators, and students, as an integral part of the institutional program.
It may exercise, through an appropriate elected body, the right to express its
concern and make recommendations to the President and through him to the Board
of Trustees,

Structure
1. The Staff Association is establishcd to represent all Staff personnel.

2. The Staff Senate shall be the body clected by the Staff Association to
speak for the group, and shall be their official channel of communication
with the governing entities of the college.

3. FEach campus will be represented in the uenate. The proportionate repre-
sentation wvill be as follows:

Central Administration - Two Senators
Rockville Campus ~ Three Senators
Takoma Park Campus - Two Senators

4. To fulfill the statement of purpose, the bylaws of the Staff Association
have been developed by Staff personnel. The bylaws set forth in this and
subsequunt paragraphs of this document have been ratified by a majority
vote of the Staff, approved by the President, and transmitted to the
Board of Trustees.

5. The bylaws written here are not of a fixed nature, but are designed to
accept the creative and experimental attfitude toward change. The
amendments are accomplished by a majority vote of those present at The
Staff Association's Annual Meeting. In the event that a meeting is not
feasible, the Chairman has authority, with the approval of the Senate,
to distribute mail ballots. A majority count of responses to these
ballots will determine the amendmeut, subject to the approval of the
President.

The _Staff Senate

The Staff Senate is an elected body with the assigned task of being
the official representative of Staff employees, and through its chairmman
or his assistant, communicating their concerns and recommendations to the
appropriate parties.

Senate Structure

The Senate is made up of seven elected members who shall elect from
Among themselves their Chairman and Vice-Chairman. The Chairman will appoint
LS
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two (2) secretaries, (one from Rockville and one from Takoms Park) to take
minutes of the meetings on their respective campuses. The aecretary will
not be considered a member of the Senate.

Senate Responsibilities

1. Reviews continuously the college Policies and Procedures regarding Staff
personnel and makes appropriate recommendations.

2. Makes comments, presents suggestions, or takea other appropriate action
on policy and procedural matters sffecting the Staff in general, in
accordance with Section 4.07 of the Policies and Procedures Msnual,

3. Aproints committees as deemed neceasary to perform certain tasks and
holds these committees responsible for their assigned taska.

4. Reviews and evaluates information passed to it by the committeea, and
makes reconmendations to the appropriate areaa.

5. Meets with the President to present recommendations and diacuaa concerna
which are pertinent to the represented body and the college.

6. Appoints annually from among the Staff a parlismentarian to serve at sll
meetings of the full Staff, for which official minutea will be maintained
and a copy sent to the President and other appropriate bodiea.

7. Acts as tpe spokesman group for the Staff employeea of Montgomery Collega.
The chairman or deaignee may accompany an employee and act ss counsel
on his behalf when requested to do so.

8. Exercises judgment for referring Staff conaiderations to appropriate areas
or channels. ’

9. Considers for action only those grievances which relate to satablished
policies and procedures of the College or which affect an entire group
of employees, such as a department, but does not act upon individual
grievances other than to acquaint the employee with the eatablished
procedures for review. .

General Affairs

1. Minutes of all Senate meetings will be available to the represented
members so that all persons represented by that body will have contact
with all matters discussed by that body. The minutes of all Senate
meetings will be transmitted to the President, the Board of Truateea,
and any other appropriate parties.

2. A manual will be developed by the Senate outlining the Association.
Coples will be distributed to all represented employeea and made
available to the Personnel Office to become part of the information
packet given to newly hired employees.

Q
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3.  An annual College-wide Staff Association meeting will be held during
apring vacation an a day the College ia open. Additional Staff Association
meetings may be called between the houra of 8:00 A.M. and 4:00 P.M. br
the Chairman of the Senate in cooperation with the Director of Peraonnel
vho shall coordinate arrangementa with appropriate adminiatrative personnel
in order that the meetinga will not interfere with the normal functiona
of the College.

4, Special meetinga will be called by the chairman in cooperation with the
Director of Personnel aa in item 3 above. To aupport theae meetinga,
8 document will be required atating the nature and urgency of the mstter
in queation with signsturea of at lesat 20% of the repreaented employees
attached. When the detaila of the meeting are eatablished, an informa-
tion flyer will be aent to all represented cmployeea.

S. Meetings of the full Senate are to be held once each month, between the
houra of B:00 A M, and 4 P.M., the date and location eatablished around
the member's availability. In order that a meeting become part of the
official recorda, five of the seven membera must be preaent.

6. Meetinga of the bodiea of the Staff Associstion are to be held between
the houra of 8:00 A.M, and 4:00 P.M. of the normal work day, except
in casea where the Chairman of the Senate feela an urgent meeting ia
needed.

7. Any item to be conaidered at the regular Senate meeting muat be in the
handa of the Senate membera 4 daya prior to the meeting date. Other-
wvise it will be diacuased at the next regular meeting.

Dutiea of the Senate Chairman

1. Preaidea over the Senate and conveys recommendationa to the appropriate
partiea. Abidea by the bylawa of thia document in the performance of
his dutiea. Ia empowered to make neceasary editorial changea to conform
the bylawa to changes in college titlea of poaitions and bodiea.

2, Appointa the chairwman of all atanding and ad hoc committeea ¥ith the
advice of the Senate.

3. Will be informed of all Board of Trusteea meetings involving matters
pertaining to Staff employeea. He or hia deaignee will have the
reaponaibility and right to apeak freely before the Board of Truateea
at such seetings.

4. Will receive a copy of the minutea of all Board meetings where Staff
matters have been diacuased, for review before the Senate.

5. Will be s member of the Preaident'as Advisory Council and the Staff
Review Board. He or hia deaignee will attend the meetinga of these
two groups.

6. In the event of loas of s asenator before hia term of office has expired,
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the chairman of the Staff Senate may, with the approval of the Senate,
appoint & person to serve out the remainder of the temm.

Duties of the Senate Vice-Chairman

Presides over the Senate in the sbsence of the chairman and carries
out the duties usually assaciated with the office.

Duties of the Senators

1. Atrend meetings of the Senate. After two consecutive absences from
regularly scheduled Senate meetings, a Semator will be asked, by the
Chaimman, to declare his intention either to resign or to participate
actively in the fulfillment of the duties of his office.

2. Perform duties as outlined in Senate Responsibilities.

3. Receive communications from any Staff employee and convey this information
to the full Senate.

Duties of the Appointed Secretary.

The secretary wvill take minutes of the meetings assigned, put thea
in final form, and transmit them to the Chairman of the Senate to be distributed
as stated in the bylaws.

Eligibility for the Senate

Any Staff employee holding permanent etatus is eligible to become a candidate
for the Senate, or to serve on a committee of the Senate.

Tenure

1. The term of office of a Senator shall be two years except that for the
first year (only), three of the Senstors ehall serve a term of one year.

2. No Senator may be elected to serve more than two comsecutive terms.

Election
1. Any Staff employee is eligible to vote.

2. At the March Senute meeting; an Ad Hoc Elections Committee of three
(one each from Central Administration, Rockville Campus, and Takoma
Park Campus) shall be appointed by the Chairman of the Senate vith
the advice of the Senate. This committee shall within 10 working
days {nform all Staff employees of Senate positions to be filled
in the annual election and invite nominations in accordance with the
following paragraphs. Nominating ballots must be returned to the
Elections Committee within 10 working daye. (Remainder deleted, see
number 6.)




3.

5.

6.

7.

8.
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Any candidate must receive the total number of monimations that
would equal 5% of the employees who are eligible to vote for that
candidate. All nominating tellots for a candidate shall be added
to determine the total numbe: of nominations received.

The Ad Hoc Elections Committee shail have the responsibiiity of determining
the number of employees in each division who are eligible to vote, and
indicating on the nomirating ballots which they distribute, the nmber

of signatures required to nominate s candidate.

The Elections Committee shall have the responsibility of determining that
nominees hold permanent status with the College and are willing to serve
and fulfill the duties aud responsibilities of a Senator.

The names of all eligible candidates together with a brief description
including position(s) at the College and service on the Senate or its
committees shgll be transmitted to the Chairman of the Senate within

5 working days after the close of nominations so that the election may

be held at ieast one week prior to the last working day in May. The result:
of the election shall be publicized no later “han the last working day in
May,

Write-in votes will not be permitted since such candidates have not been
certified by the Elections Committee as to eligibility and willingness
to-serve nor have they me* the somination requirement. In the event of a
tie vote, the seven curren. Senators shall, by secret ballot, determine
the election.

Any employee who will not be present to vote on the estabiished day may
arrange to vote at another time by requesting an absentece ballot from the
Chairman of the Ad Hoc Elections Committee. Availability of absentee ballots
and the acceptable reasons therefor shall be included in the announcements
of the Electione Committee.

Between election and July 1, the Senate will meet at which time the outgoing
Senators will turn over materials to their successors and the new Senate
shall elect its Chairman and Vice-Chairman, who shall take office upon
election.




4.00

4.05

4.07

4.08
4,081

Q

STAFF POLICIES AND PROCEDURES

GENERAL

The guidelines {n this chapter sre those governing the staff employees of

the College, formerly referred to as Supporting Services. Those paragraphs
titled "policy" contai. policies promulgated by the Board of Trustees; thoss
titled "procedurea” contain the approved {mplementing procedures, Definitions
of terms used herein are contained in paragraph 4,70, L;p. 51-52_/

AUTHORITY

a. The psrsonnsl policies and procedures governing all staff employees
are promulgated with the understanding that the Board of Trustees, in
consultation with the President, and on the basis of all available
facte, establishes the policies by which the College ie¢ operated, and
that the President, with the full approval of the Board exercises his
professional ekill in administering the policies and in reporting the
effeciveness or need for modifications of the policies to the Board.
These policiea are established by the Board of Trustees pursuant to
the authority vested in the President and the Board of Trustees by
Article 7}}' Ssction 1, Annotated Code of Maryland. (See Page A-100)

b. Policies foverning the staff personnel wvhich are adopted by the Board

of Trustees shall be consistent with the State Law, and all action shall

be effective after s public meering, the formal record of which shall
likewise be public.

c. The responeibility for the adminis.ration, in matters pertaining to staff
pereonnel of the College, is vested in the President of the College.
(Board of Trustees Resolution 410-67, July 17, 1967)

d. The use of the term Staff to refer to all employees who are not faculty
or administrators was approved by the Board of Trustees on January 2%, 1972,

PURPOSE AND APPLICATION

The purpose of establishing psrsonnel policiss for staff employess {s to
provide a basis for personnel regulations. The President shall establish
procedures deriving from the policiss which shall become guidelines to pro-
vide uniformity in handling personnel matters of Montgomery College.

In all cassa of proposed modification to policy or procedures affecting
staff employsss in general, the Staff Senate shall be consulted concerning
the propossd modifications with sufficient lead time so that it shall have
the opportunity to maks comments, present suggestions, or take other ap-
propriate action besfore any decision-making body or official of the College
1a requested to taks action with respect to the proposed modifications.

STAFF PERSONNEL RECORDS (Approved by President, April 6, 1973)
LAY VERSONNEL RECORLS
GENERAL

The personnel file of any present or former member of the Staff of the College
is considered s confidential record of the College. Access to such s file is
limited to those peraons who have legitimate need for {nformation contained

-l -
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4,083
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therein, Only duly suthorized personnel of the College ss designsted by these
regulations are permitted accass to such 8 file. In the event s legsl juris-
diction :hall subpoens the release of records, this shsll be construed to mesn
everythisg in such files except those items which are considered to be privi-
leged information, Those considered to be privileged information are: letters
of recommendation; reference forms; other confidential material related to
{nitial sppointment; snd medicsl, or other confidentis] msterial which has been
received by the College, (See slso Article 76A, Annotated Code of Maryland;
republished as Appendix B to this manual.)

ADMINISTRATION OF AND ACCESS TO PERSONNEL FILES

4. The College Personnel Office maintsins a personnel file for esch member of
the Staff, The Director of Personnel is responsible for the security of
this file, The file consists of:

(1) original application for employment.

(2) Letters of recommendation, reference forms, and other confidentisl
materlal related to initial sppointment.

(3) Medical reports and other confidential msterial related to continued
employment.

(4) Copies of personnel actions which authorize the psyment of sslary,

(5) Coples of forms related to insurance, retirement, fringe benefits,
and leave authorization,

(6) Evidence of complisnce with the legsl sspects of employment, such
as the proof of freedom from sctive tuberculosis,

(7) Miscellaneous correspondence and memoranda relevsnt to the individ~
ual's continued employment with the College,

b.  The degree of sccess suthorized to s personnel file is determined on
the bssis of legitimate need. The file {e open to the President, the
Dean of Administration, the Director of Personnel, and stsff members
designated by the Director of Personnel ss those responsible for
csrrying out the assigned functions of the Personnel Office. With
the exception of a confirmation of employment by the Personnel Office,

no information about a Staff member will be given over the telephone
by anyone. '

(1) An individual member of the Stsff shsil hsve the right to the review
of his own personnel file by himself or by his duly authorized rep-
resentstive, designsted ss such in writing by the individual, in sc-
cordance with the following:

(a) An appointment must be msde for the review with the Director of
Personnel who shall be responsible for such s review.




(b) The material listed in 4.08) a(2) and 4.08) a(3) is removed
from the file by the Director of Personnel prior to the review
session,

(c) The entire review is conducted in the Personnel Office in the
presence of the Director of Personnel or his authorized asgsi:-
tant and no material ie permitted to leave the room or to be
removed from the file,

(2) A supervisor of one or more Staff personnel shall have the right to
review the personnel file of a member of the Staff when:

(a) The member of the Staff worke under his supervision and access
to the file is deemed necessary for norwal conduct of super-
visory responsibilities or when,

(b) The member of the Staff has made written application for trans-
fer or promotion to a position under his eupervieion.

Such review of a Staff member's personnel file shall be conducted
under the same conditions as described in paragraphe (1) a, b, and
¢ above.

(3) Outeide requestors may, upon proper identification and upon adequate
determination of need, meet with the Director of Personnel for the
purpose of obtaining {nformation about a Staff employee. The Director
of Personnel will retain the file and answer questions from it. Prop-
erly authorized written requests will be given an appropriate response
by the Director of Personnel, 1In the event a legal juriediction shall
subpoena the release of records, this shall be construed to mean all
files except those listed in 4,083 a(2) and 4.08) a(3), which are con-
sidered to be privileged information. Notification of such subpoena
action shall be given to the individual concerned and to the President
of the College, The Director of Personnel will assure the safc trahe-
port of appropriate records to the legal jurisdiction which has iseued
the subpoena,

4.09 ESTABL ISHMENT AMD LIS oF POSITIONS

4.091 POLICY

e a. The Preeident ehall recommend to the Board of Trustees 3/ for
approval the number of permanent and conditional poeitions he
determinse to be necessary for the efficiant oparation of the
College. The President may establieh temporary poeitions for
a limited period of time to meet the unforeseen and temporary
needs of MC.

b. The Preeident msy authorize employment in excees of the mumber
of budgeted positione in a particular claseification vhen there
ie a critical need and vhen applicants who ara unususlly well
qualified are available, provided the total number of budgeted
positions ie not exceeded.

2/ Hereinafter referred to as "the Board".

-3
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Types of Posjtions

Positions shall be identified 8s permanant, conditional, and
temporary.

Q)

3).-

Permanent Positions. A permanent position is one which has
been established by the Board with the anticipstion that 1t
will bs necssssry to maintsin the existsnce of such position
indefinitely on & continuous yesr-round or academic yssr basis.

Temporary Positions. A temporery positici. is ons, mot contin-
uous in naturs, wvhich may be sstablighed by the Preeidant on the
recommendstion of the Director of 'Pcrlonnel with the epprovasl

of ths sccount managsr. It ehall remain in existsnce only as
long as e temporery work situstion raquires it. Such position
shall be sbolished sutomatically by the Presidant vhen the
temporsry work requirement no longsr existes.

Conditional Positiong. A conditionsl position is ons sstebd~
1ished by the Board for the psriod of time that monies ere
svaileble in whole or {n psrt by ths United Statss Govern-
ment, s private organizstion, s foundation, s revenus-producing
sourcs (cafsteris snd bookstors), or an individual for use

in spacisl rasearch or other long-tsrm projects. This
poeition shall bs sutomatically abolished when no longer

needed - r vhen funds are no longer made available.

Zatsblishment of Pcaitions

1)

During Budget Prepsrstion

Positions may be propossd during the prepsration of the
budget through the recommendstion of en sppropriate
officisl to the Director of Psrsonnel snd subsequent
spproval by the President, or by the President upon his
own initistive. In either case, approval of the Board
is required for final esteblishment of the position.

After Budget Adoption

Appropriate forms requesting 8 new position which was not
budgetad must bs originated by she sppropriste officisl
snd spproved by the Director of Personnel and the Dean of
Aduinistration prior to subwission to ths President. When
in the judgement of the President, it is necesssry for an
official to employ s person on sn extra-help basis in @
type of position for which there {s no classification
provided in the classificetion plan, the President, on
recommendation of the Desn 0f Administration, shall fix
the amount of compsnsstion, shall determine the minimum
qualifications for ths sdditionel employee, and shall limit
the period ~f time the position may be allowed.
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Abolishment of Poaition

(1) Motice to Employee

When a proposed abolishment of a poaition neceaaitatea

the dismiasal or demotion of a permanent-atatua employee,

he shall be notified in vriting by the Director of Personnel
two veeks in advance of Board action. He ahall be informed
that if he wiahea to do so he may preaent reasons againat
the action to the Dean of Adminiatration. (Revised by Presi- |
dent, 10/25/71)

(2) Placement Consideration for Employees

Bach satiafactory permanent-atatus employee who has been
adveraely affected by a reclasaification shall be given

firat consideration for other poaitiona for which he 1a

qualified and {n which vacanciea exiat.

(3) Deciaion on Salary Asaignment

Detamminstion of a salary sssigmment in the case of a down-
grading reclassification or transfer of an employee whos:
position has been abolished shall be made by the Director
of Peraonnel. (Approved by Preaident, 10/25/71)

POSITION CLASSIFICATION PLAN

POLICY

The Pres{dent shall clasaify all positions of MC and recommend the
adoption of the clasaif{cations to the Board. The Preaident ghall
recomsend to the Board for adoption new clasaifications and the
reassigmment of a classification from one pay grade to another.

The clessification title of a position shall be uaed in all official
personnel and budget records and transactions.

PROCEDURE

a, Criteria for Clasaification of Poaitions

Asaigoment of a position to a clasaification shall be determined
by the duties and reaponaibilitiea of the position, based on the

principle that all poaitions shall be fncluded in the asme clasa-
ification {f they are:

(1) Sufficiently similar in reapect to dutiea and reaponaibilitiea
that the amme deacriptive title may be used.

Subatantially the same atandarda as to education and experiencr
are required of applicanta.

Subatantially the same tests of knowledge and ability are
used in aelecting qualified appointees.

The aase salary range can be made to apply with equity tc
all of the poaitiona in the claaa.

-5 -
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b. Reclassification

1)

A request tor a study for reclassification may be made to

the Director of Personnel by an employee's supervisor or

the employee. The Director of Personnel, after consultation
with the appropriate officail, may initiate a study of existing
classifications. The criteria for classification of positions
will be applied to determine whether:

(a) No change should be made in the clagsification of the
position; or

(b) The position should be reclassified to a more appropriate
class in the existing classification and pay plan; or

(c) A new classification should he established to which the
position would be assigned; or

(d) No change be made in the classification of the position,
but that the position classification be assigncd a higher
or lower pay grade. o

.')r‘. . o e



Any personnel recommendation which requirea the establialment, divi-
sion, combination, or sbolishment of existing classes or the
ressaigmment of a classification to another pay grade shall be sub-
nitted by the Preaident to the Beard for action during July,
November and March of each year.

4.11  STAFF REVIEW BOARD (Approved by Staff Review Board, 4/15/71)
TReviaed by Preaident, 10/25/71)

a. A staff Meview Board ia sppointed by the President and is comprised of
the Dean of Adminiastrastion, the Deun of Education, the campus deanas,
the Director of Personnel, and the Chairman of the Staff Senate. The
Reviev Board will consider sll requeats for establishing and aboliahing
position clasaifications, reclsasification of positiona, tranafer of
positionas between organizational unita or offices and all recommenda-
tiona for outatanding services awards as discussed in section 4.263b.
The Review Board also will consider changes to college policiea and
proceduvea relating to staff employeea.

b. Matters to be conaidered sre first directed to the Director of Peraonnel
for review and development of materisla for conaiderstion by the Review
Board. Where sppropriate the Staff Senste is i{nvolved in thia proceaa
in accordance with section 4.07. The Review Board will make {ita
recommendations to the Desn of Administrstion. The President haa dele-
gated to the Dean of Administrstion the approval authority for reclasai-
fication of positiona, inter-organizationsl unit tranafer of poaitiona,
and outatanding service swards. Recommendations pertaining to sll other
matters will be directed by the Dean of Administration toc the President
with the recommendation of the Dean. In those cases where the Dean of
Adminiatration doea not concur in the recommendation of the Review
Board, both aides of the iasue will be presented to the Preaident for
decision. Recommended establishment and abolishment of position clasai-
ficationa, changes in pay grade asaignments to classes of poaitiona,

and policy changes will be preaented to the Board of Truateea by the
Preaident.

4.12  PAY PLAN

4.121 POLICY

The Preaident shall recommend to the Board for action a staff pay achedule
and ahall asaign sll classifications to the achedule. The President shall
estsblish procedures for placement and movement of employees on the salary

achedule, for payment for overtime work, and for recognizing length of
aervice.

4.122 PROCEDURES

a. Current Claaaificationa

The currently spproved assignment of grade classifications to the pay
achedule ia maintained in the Peraonnel Office.

b. Reviaing the Clasaificationa and Pay Schedule

The Director of Peraonnel shall collect data on exiating rastea of pay and
pay practicea in the local ares, changea in coat-of-1iving indicea, and
other faccora which should be taken into account. On the baais of asuch
dats, s recommendation ahall be made to the Preaident for Board approval
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of those changes deemed necessary in the staff pay schedule, pay
practicea, and placement of classifications on the pay schedule.

c. Placemeat 0on the Salary Schedule \

Esployeas are placed on the salary schedule dapendent upon the
type of appointment which they are granted. (See paragraphs
4.162 £ and g)

d. Movement on the Salary Schedule

<

(1) Proceasing Recommendations

Movement on tha salary schedule or the granting of salary
{ncrements, are normally the result of recosmendations sub-
mitted on an individual employee. Salary incresent recom-
sendations must be in writing and shall be submitted to the
Director vi Personnel via the appropriate campus dean, or the
Dean of Administration for the central sdministrative staff
employees, at least 15 days before the recommended effective
date. Such recommendation shall be made by the appropriste
offictal, shall contain & certification that the employee's
vork record is or is not satisfactory, and shall include a
statement thal the granting of a salary increment is or is
not recommended. Authorization for appropriate action will
be wade by the Director of Personnel after review of recommen-
dations.

(2) Eligibility for Salary Increment Awards

~r

A permanent or conditional employee and & temporary employee
t11ling a permanent position on a military-temporary appoint~
ment shall be eligible to be considered each year for a one
step salary increment award. Such salary increments say be
avarded annually until an esployee reaches the top pay step
(not including longevity) of the pay grade to which his
position is assigned. Salary increments are limited to one
pay step annually and, as they must be earned by satisfactory
performance of work, an employee cannot be granted a salary
increment automatically or solely on the basis of length of
service. In unuaual circumatances, the Director of Personnel
may approve the award of not more than a full pay step salary
{ncrement annually to other temporary employees €illing
permanent positions. (Revised by President, 10/25/11)

(3) Temporary Service Credits for Salary Increment

A full-time temporary employee appointed to & permanent
poaition without s break in service shall be entitled to
be credited with that azount of service credit for &
salary incresent.

(4) Salary lncrement While in Probationary Status

An eligible employee may recieve a salary increment vhile
on prodation. However, if an employee becomes eligible
for a salary increment during a probationary period vhich

Q
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(5)

(6)

(€3]
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has been extended for cause, he may not receive a salary increment
until he {s approved for permanent status. Upon satisfactory com-
pletion of the extended probationary period, the effective dats of
the employee's permanent status will become the salary @ncrement
date. An employee who has been assigned a probationary period of
more than one year may receive an increment, even though he has not
yet earned permanent status, provided his work record up to that
time warrants advancement.

Salary Increment Dates (Approved by the President, July 22, 1972)

Increment dates will be the anniversary of the date of i{nitial
employment. The ettective date of a salary increment is the first
day ot the tirst pay period following the pay period in which the
employee’s fnerement date falls. Should an adverse action be
taken such as the extension of the probabionary period tor cause,
the salary increment date will be reestablished, A temporary
employee who is assigned as a permanent employee without a break
in service shall have his increment date determined by the date
of his emplovment as a temporary employee. An employee on an
vxtended military leave shall be assigned an {ncrement date
determined by the date of employment,

Reassigiment of Salary Increment Date

A new salary (ncrement date shall be assigned under the following
circumstances:

(a) When an employee's probationary period has been extended for
cause, his salary increment date will be extended an equal
amount of time. He may not receive a salary {ncrement until
approved for permanent status.

(b) When an employee has been on authorized leave without pay for
a period exceeding two calendar months (excluding leave for
military service, disability, or self-improvement), the salary
increment date shall be adjusted {n accordance with the num-
her of months the employee is on approved leave.

Delayed Salary Increment

An appropriate official may recommend that an employee's increment

be delayed if he believes that the employee's parformance has bsen
substanderd, In such cases he shall submit in writing to the Diractor
of Personnel his reasons for the delay and a recommendation as to

the period of time the salary increment award should bs delayed.
Approval of the appropriats campus dean, or the Dean of Administration,
and the Director of Personnel shall be necessary bafore such action

is taken, The Director of Personnel shall report in writing to the
President {n July of each year a summary of all actions taken during
the previous fiscal year regarding each delayed salary increment
requested and/or approved. (Approved by Supporting Servicee Reviev
Board, April 15, 1971)




€.

ERIC

Aruitoxt provided by Eic:

(8)

9)

Notification of Salary Increment Delay

In all casea of aalary increment delay, the affected eaployee
shall be notififed in writing st lesst two weeka in advance of

the increment date by the Director of Personnel of the ressons for
the action. He shall be informed that he may regiater a grievance
{f he wishes to do so. The affected parmanent or conditional
employee must request a hearing in sccordance with the griev-

ance procedure within five daya of recipt of notification of the
actlon; otherwise, his salary increment will be delayed., (See
paragraph 4.302) ‘p. 34_/

special Within-Grade Advancement

The Director of Personnel may recommend to the Dean of Admin-
istration that employees of a particular clasaification be given
a special within-grade advanceSent in apecial or emergency situa-
tions. Detailed supporting evidence will be supplied by the
Director of Personnel and other appropriate officials. (Reviaed
bv President, 10/25/71)

Overtioe Work

(1)

(2)

Compensation for Overtime Work

overtime is defined 18 work in excess of 8 hours per day or 40 hours
per week. Hours paid for but not worked such as holidays, vacation,
and paid leave shall be considered hours worked in the implementation
of this policy. The rate of pay for overtime work shall be time and
one-half the employee's regular rate of pay. Notwithatanding tha
foregoing, an employee may work more than 8 hours in one day at hia
regular rate of pay to make up for hours abaent during the aame

week provided that:

(a) He requests such an arrangement for his own convenience, with
the understanding that he will not be paid time and one-half.

(b) His supervisor consents to the arrangement.

(¢) A written agreement to the arrangement, aigned by the employee
and his supervisor be filed with the Piractor of Peraonnel be-
fore more than 8 hours are worked in one day.

(d) No more than 40 hours are worked {n the week.

Approval for Overtime

Permission muat be obtained from the Director of Personnel be-
fore overtime is worked. In exceptional or emergency circumatancea:

(a) The caspus deans may permit overtime when it ia necassary to
protect property or to keep the College in operation.

(b) Campus dasns may suthorizs ovartime becauss of required after-

college use of facilitiea and field tripa for which MC vill
be reimbursed.

- 10 -
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The appropriate fors ghould be submitted by the Campus Deans
to the Director of Persunnel after hs has authoriged overtise
under tha circumstancee mentioned {n (4) and (b) above.
(Reviaed by President, 10/25/71)

Loagevity Pay

(1) Amount of Longevity Salary Increments

The amount of each longevity salary increment shall be
& one-step {ucrease on the Staff pay schedule.

(2) Effective Date
A longevity salary increment shall be etfective the first
day of the first pav rerfod following completion of the
emplavee’s 10¢h, l4ath, and 18ch year of creditable aservics
according to uls anntversary date.

(3) Computing Creditable Service

Cregitatle service for computing llgibility for longevity
salary increwents shall tnclude all permanent and condi-
tlonil esployment with MC, such service with MCPS as is
certitied by the MCPS Department ot Personnel, and such
service with the Montgumery Countv Government as is
vertitied by tne County Persounel Ufficer as qualifying
towitd lengevit. under the County Porsonnel regulations.
Creditahle MC service shall also include all authorized
leave with pay, authcrized leave without pay for military
service or selt-improvement, the period of temporary employ-
ment, and the time a permanent employee is on approved
disability leave. 'n computing the sum for such service,
no credit shall be given for auy month in which sn employes
vas ceployed fewer than 15 calendar days.

(4) Creditable Service for non-staff enployees of MC aasigned to
8 staff positlon

Whenever a non-sta’f employee of MC 1s appointea to a staff
position, he shall be granted creditable service for the
purpose of computing longevity as s permanent or conditional
staff employee for all pertods of full-time employment by MC,

Night Shif 1 tial Pa

All staft employees who are employed to work regularly more
than 25 hours per week and who are required to work between
the hours of 10:00 p.m. and 6:30 a.m. shall receive 2 premium
of 25¢ per hour for all hours actually worked during that
period of time. No shift differential shall apply for less
than one full hour worked during that period. (Approved by
the Board of Trustees, September 25, 1972)




"y

)

(1)

(4)

igibilicy f ighe Shif fferential Fa

All staff employees who are employed to work regularly
more than 25 hours per week and who are required to work
one or more hours during the night shift shall be eligible
to receive the Night Shift Differential Pay premium.

Approval for Night Shi fferential Pay

Approval must be obtained from the Personnel Office before
staff employees are either permsuently or temporarily
asw.igned to the night shift. Such approval shall be re-
quested in writing by the #)propriate supervisor (or adein-
{strator) and shall identify the positions to be assigned
to the night shift by position nuater, and shall be valid
for an indetinite period of time in the case of permanent
assignment and for a specified period of time in the case
of temporary assignment. In exceptional or emsrgency
circumstances where it is impossible to obtain such prior
approval, approval after the fact must be obtained at the
tirst available opportunity.

Reporting Hours Worked ongxhe_!(lht shife

Supervisors of cmployees assigned to the night shift are
responsible for maintaining adequate documentation of all
the hours worked by such employees and for accurately
reporting such hours of work for pay purposes.

Time ot Implementation
Implementation of Nighe Shift Differential Pay is

authorized for July 1, 1973, or sooner, if funds
should become available for this purpose during FY1973.

-12 -
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AFFIRMATIVE ACTION AND NON-DISCRIMINATION POLICY

POLICY (Approved by the non}d of Trustees, May 21, 1974)

Montgomery Community College is an Equal Opportunity Employer and as
such does not discriminate in any of fte pereonnel policies or
procedures against any employee, or applicant for employment, on the
basis of age, sex, race, color, religious belief or national origin.
Montgomery Community College is committed to undertaking conscious,
deliberate action designed to aseure equal opportunity for all
employees and to make additional efforts to recruit, employ, and
promote members of diverse groups as weil as groups formerly under-
represented at the various levels of responeibility who are qualified
or vho may become qualified through aj propriate training or
experience. 1t is the goal of the College to encourage all employees
to realize their fullest potential, to assist them to function wore
effectively, and to reach levels of performance commensurate with
their abilitice and ambitions.

PROCEDURE

Any person having information concerning a violation of this policy
shall file said information in writing with the President. Upon
receipt of said information, the President shall cause an investi-
gation to be conducted to determine whether the non-discrimination
policy has been violated. If the President determsines there hag
been a violation of this policy, he shall take whatever remedial
action he may duem necessary and appropriate.

EMPLOYMENT PROCEDURES

POLICY

The President shall make provision for the receipt of applications
on a non-discriminatory basis and shall establish an eligibiliey
file. He shall recommend the best qualified applicants for appoint~-
ment by the Board.

PROCEDURE

a., Method of Application

Each applicant ghall subait an approved application form to the
Director of Persunnel. Although a vVacancy may not exist, an
application is also-accepted for the purpose of establishing an
eligibility file. “Applicetions and related material shall be
considered the property of Montgomery College.

b. Reterences

References are required to determine the reputation, competence,
honesty, stability, and dependability of each applicant, The
Director of Personnel may recommend disqualification of an
individual before or after appointment who does not possess a
satisfactory record.

-13 -
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d,

oyee ldentification

dentification Cards

An identification card is given to each enployce. The identi-
fication card contains the picture of the individual, means
of identifying the {ndividual, and the signature of the
{ndividual. A second {dentification card is placed in the

personnel fils of sach employss. No esployee should
report to work befors recaiving hia identification card.,
Employesa who resign aust raturn their identification
card to the Dirsctor of Personnel. The final aalary
check will be withhald until the card ia received.

Review of Applicationa

Each application shall be reviewed by the Director of
Personnel and s decision will be made regarding eligibility
for employment.

Causes for Relection of an Applicent for Employment

Any of the following may be deemed sufficient cause for
rejection of an applicant for employment:

(1) Lack of apecified minioum qualification requirementa.

(2) Making falae or incomplete statement on the application,

(3) Lack of physical, mental, or personal requisitea deemed
necessary for the eifective performance of the duties

and responaibilities of a poaition.

(4) Tllegal use of narcotics or the exceaaive use of alcoholic
beverages.

(5) Civi' or criminal record,

(6) Record of diamisasl ur resignatior not {n good standing -
from the MCPS or Y.

(7) Dieziurge or release from the military service under
conditiona nther than honorable.

(8) Yailure to make and complete spplication on standard
application form,

(9) Such other causes and reasona as deemed sufficient by
the President.

- 14 -




ERIC

Aruitoxt provided by Eic:

gt

£, lo;&*ir App&int-entn

Regular appuintments, as ccntrasted to trainee status appoint-
menta, involve applicants who are considered fully qualified
for the pos!ition for which they are applying. Regular appoint-
ments {nvolve permanent, conditivnal, or temporary employees.
Employees so appointed wi!l be placed on the salary schedule

in accordance with the responsibilities of the job to which
they are being appointed and their own abilities.

(1) Permsneat or Conditional Employees

The Director of Personnel shall recommend the best qualified
applicant to the President for appointaent by the Board

to a permanent or conditional position. More than one
person may be appointed to a position; however, the total
nuaber of hours may not exceed the number established for
the position. Part-time employment may be rescinded when-
ever a full-time qualified applicant is available for
appointment to the position on a full-time year-round or
academic year basis.

(2) Temporary Employees

An azplicant may be assigned, as a temporary employee,

to a temporary position or to i permanent or conditional
poeition when the position cannot be filled by a permanent
or conditivnal employee, or {f the position {s temporarily
vacated by an authurized absence. Other persons working
under special Board projects for which monies but not
positions vere allocated are also considered to be temp~rary
employees.

(3) Substitute Employees

Substitute employees are assigned according to the needs
of MC. They are paid for hours worked but are not eligible
for other employee “enefits.

Trainee Status Appointments

When it i« considered in the best interest of MC, a permanent
position may be filled by an applicant who does not possess
all of the qualitications as described in the class specifi-
cation. An individual so appointed will be identified as
being in a trainve status. He will hold a trai..ce status
appointment until he has satisfactorily completed a prescribed
training program and {t has been determined by the appropriate
official and the Director cf Personnel that he meeta the qualifi-
cations described in the class specification. The length and
content of the training pregram will “e determined at the

time of appointment. Alterations in the training progras

must Se approved by the Dircctor of Personnel.

(1) Trainee Appointments
A trainee appointee will heve ell the righte and privilegee

of other staff personnel except that he ghall not hold
permenent status while a treinee.
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(2) Salary Asaignment of Trainees and Length of Training Program

Tha length of the craining period and the pay grade to
which the trainec is assigned will depend on the nature
of the job and the degree of training and job experience
that the applicant possesses at the time of eaploymant.

3 Permapent Appointment

Upon satiafactory complation of the training pro-
grem, the incusbest will be granted a ragular appoint-
ment to a permanant position. He shall then serve

the normal probationary period required and upon
succeasful completion will hold permanent statua.

(&) farly Promotion

In inatancas of exceptionally rapid growth in compe-
tence, a trainee may become eligible for promotion
prior to the complation of his training program.

For pertinent procedures refer to Section 4.283c.

4,18 PHYSICAL EXAMINATIONS .

4.181 POLICY

Each person appointed to & position {a to be frea from disabling
ailments or defects which would disqualify him for the position
for which he {s applying and must be of sufficient health and
vigor to perfo.a the duties and responaibilities of the position
to which he is appointed. The President shall determine the
heslth and physical requirements for spplicants and employees

tn each classitication.

4.182 PROCEDURE

a. All employees are required to submit certain evidence of
freedom from active tuberculosis. See paragraph 1.90 for
I3

detaila. ‘p. 81_/

b, Whanaver it appesrs that an MC employse haas a physical or
mental cordition which adversaly affacta hias competence or
the well-being of either tha public or other employees, or
causea him to be shaent excesaively, the Director of Personnel
may require him to discontinue work immediately or to be
examined by the County Health Officer or a duly licensed
physician, who shall report his findinga to the Dean of
Administration. An employsa who ia raquired to diacortinue
work may not return to work until suthorized by the Director
of Personnel. The status of auch employee during this
pariod shall be determined by tha Director of Personnel.
(Ravised by Presidant 10/25/71)

4.20 FXAMINATION, RATINGS, AND ELIGIBLE LISTS
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4.201 POLICY

The Trasidant shell aatablish a comprahanaiva program of examinationa
for all MC ataff poaitiona and procaduras for the implementation of
such progras. [Entrance and promotional examinations shall be com-
petitive, frea, and opan to all aligibla peraona.

4.202 PROCEDURE

a. Ixaminstion Progrem
1) Compoastion of Examination

The Diractor of Paraonnel shall datarmine the compoai~-
tion and acope of all exsminationa with the approval

of tha Dean of Adminiatration and aftar conaultation
with the appropriata officials to datarmine tha contant,
concapt®, and standarde. Examinationa may consiat of
oral, written, and/or job performance teats or any
othar exesination method deemed nacassary to dateraina
the ralative abilitiaa of tha examinees to perform

tha duties and responsibilitiss of the poaition for
wvhich tha axasination i{a baing given.

(2) Examination Schadulaa

Examinations shall ba conducted on a continuous bLaaia.
Applicanta or employsea msy ba given axaminations
individually or i{n groupa.

(3) Safeguarding Confidantisl Contant of Examinations

Tha Director of Parsonnal shall taks ressonabls precautiona
to asfaguard the contant of examinationa. Information

therain may not ba ralassad without apecific authorization
of tha Praaidant.

(%) Invalidating Bxaminstions

The Diractor of Parsonnal msy invaliidata an examination,
in vhola or {n part, at eny time, if ha determinas
that thare has basn any frregularity in any phass of the

examination procass. This action may diaqualify the
axeminea.

5.  Ratiog Exsminess

A numarical rating syatem or other appropriate rating ayatea
nsy be used to vata examinass.

c. Bligibilicy Pilae

) Estcblishment of E1igibility ¥ilas.

O
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Ratings of examinees who pass examinations for a
pusition shall be placed in the eligibility files
established for that position., Eligibility files
shall be maintained by the Director of Personnel
reflect accurately the employce's relative standing.
All 1ists shall be counsidered the property of
Montgomery College.

(2) Duration of Eligihility Files

Names remain {n the eligibility files :or o period
ot one year, However, because of unusual vircum-
stances, eligibility files may be ubolished prior
to or extended bryond thae date by the Dircetor

of Personnel.

(&) Use of Eligibility Files

wthenever an existing pousition becomes vacant, the
Director of Persomel shall assign the best quali-
tied eligible applicant to the position.

EVALUATION

poLlcy

The President shall establish employee performance evaluation
procedures. The purpose of performance evaluations shall be
to stimulate lmprovement of vmployee services and the ratings
shall be a determining factor {n personnel actiens,

PURPOSE OF EVALUATION CONFERENCE

An evaluation conference shall be neld annually, or more frequently
if needed, tv provide motivation for selt improvement, thereby
gaining greater effectiveness of the employee's service. In addi-
tion, the ratings of the performance evaluation shall be used

in considering employec salary Increment, promotion, demotlon,
transter, dismissal, and advancement within grade as well as for
other =ppropriate actlion,

NOTIFICATION

The Director of Personnel will notify the employee's supervisor
of the required evaluation conference to be scheduled, The
notification will fndicate the purpose of the evzluation, i.e.,
permanent status, annual performance.

PRE-EVALUATION CONFERENCE

a. At the beginning of the emplovee's scrvice, the jomedtlate
suprrviser should hold a conference to orient the employee
to h1s new work assignment and explain when, how, and why
the employee will be evaluated. Standards of work and
personal traits as related to work should be used as a
basis for discussion. The current position description
should serve as a guide:ine throughout such a conference.

(Approved by Supporting Services Review Board 4/15/171)
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b. When there is evidencs that the employee will need to
{mprove befors he is given permanent status, before a
salary increment will be recommended, or before other
action will ba taken, more than one pre-evaluation
confarancs suat be hald. The supervisor should make
a written record of the conference and a copy should
ba given to the employee. In all such cases, a pre-
svaluation confersnce shall be held at least three
sonths before s final determination must be made
concarning an employee's status or eligibility for
a salary increment. At that time an employee shall
be given apacific lug.lnq}g?s for continued improvement.

4.225 EVALUATION CONFERENCE

a. Evaluation confarencas should be scheduled so that the
employee will be given sufficient notice of the appointed
time. The employee and the immediate supervisor will
participate in the avaluation conference.

b. The svaluators should take this opportunity to discuss
areas of strangths and needed improvements, and to identify
changes that may need to be made in the employee’s posi-
tion deacription. (Approved by Supporting Services Review
Board, April 15, 1971)

¢. The svaluators shall make comments and recommendations
and shall be reaponsible for obtaining the signature of
the employse. If the employee does not concur with any
part of the evaluation, he may attach his commenta to the
cvnlultign form,

d. Personnel action requiring an evaluation may be determined
by thas report of the last evaluation conference if one was
held within thras months of the date of the proposed action.
In such case, only the recommendation section of the
evaluation form which was forwarded by the Director of
Personnel will be complated. The signature of the employee
and the svaluations ars required.

8. The appropriate campus dean will review and aign evalua-
tions for employess asssigned to his campus. The Dean
of Adminiatration will review and sign evaluations
for employssa assignad to the central adminiatrativas
staff.

4.24 PROBMTION AND PERMANENT STAIUS

4,261 POLICY

The President shall make provisions that allow an eaployee to
attain parmanent atatus after demonstrating competency.

-« 19 -
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4.262 PROBATION

a. Length of Probationary Period

The normal probationary period shall be six months. When
the Director of Personnel decms it necessary, he may assign
longer probationary periods. (Approved by President, 10/25/71)

b. Miscellaneous Provisions

A probationary esployee filling a permanent or conditional
position shall become eligible for consideration for per-
manent status upon satisfactory completion of the probationary
period. A probationary employee is subject to personnel

action (1.e., transfer, lay-off, dismissal, and other personnel
action). A probationary promoted employee who has permanent
status in his former position may be returned to his former
status without the right of appcal.

c. Extension of Prot.ationary Period for New or Promoted Employees

1f the appropriate official is not satisfied that a probationary
employees work record i{s sufficiently satisfactory to warrant

his recommending that the employee be granted permanent status,
he may recosmend extension of that employee's probationary

period for a specified rericd of time, not excceding six months.
This recommendation shall be in writing, shall be submitted to
the Director of Personnel at least 15 days prior to the date the
vmployee is eligible for permanent status, and must contain the
reasons for recommending the exte¢nsion. After review and approval
of the recommendation by appropriate campus dean or the Dean of
Adsinistration, and the Director of Personnel, the employee shall
be notified in writing of the extension of the probationary
period in advance of.the effective date of extension.

d. Separation During Probationarv Period of New Employeces

(1) 1f at any time during a probationavy period an
appropriate official determines that a probationary
employee's work record is unsatisfactory, he may
recommend to the Director of Personnel that the employee
be dismissed. Such recommendation shall be in writing
and must include the reasons foc the recommendation.
he shall so notify the empluyce in writing at least two
weeks i{n advance of the effective date of dismissal.
Such notif{cation shall informs the employee of the
reasons for the dismissal and of his right to appeal.

ERIC
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e.

(2) The esployee who has been recommended for dismissal
may appeal the decisfon within 5 days of receipt of
such notification, otherwise the dismissal shall be-
come final. Such appeal shall be made in writing
to the Paresonnel Officer and shall state specific
reasons vhy the dismissal action should be reversed.
The Director of Personnel shall submit the appeal
along with all other materials pertinent to the
action for dism{ssal to the Dean of Adminietration
for review snd final deciesion. The appellant may
requeat ¢ hearing by the Dean of Administration.
The deciaion of the Dean of Adainistration shall
be final and ha shall notify the appellant of
such decision in writing within 10 days of receipt
oi the appeal by the Director of Personnel. In
the event of dism{isal the employee shall receive
such notice two weeks in advance of the effectiva
date of dismiseal.

{3) 1n the event the Director of Personnel does not spprove
the recommendstion for dismissal, the superviaor
recommending dismiseal may appeal the matter to an
ad hoc panel of three college employevs to be appointed
by the Staff Review Board.

Probationary Period of Promoted Permanent-Status Permanent
Employees

Upon satisfactory completfon of his probatfonary period, a
perssnsnt-status permanent employee may be avarded permaneat
status {n the position to which he has been promoted, The
same procedures provided for granting permanent status as

a permanent employee shall be used. The effective date shall
be the date on which a promoted employee satisfactortly
completce the probationary period.

Probationsry Period of Promoted Probationary-Status Employee

A probationary-status employee shall be required to serve
at least a six-month probationary period in amy permanent
position to which he may be promoted. Such probatf{onary

period may run concurrently with his probationary period
in the original position.

PERMANENT STATUS

a.

b.

Effective Date of Permanent Status

The sffective dete of permanent status shall be at the

satiefactory completion of an employee's probat{onary
period.

Special credits '

A teapurery employee filling a temporary or a permanent
poaition end appointed to a permanent or conditional
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pusition witheut o break in service shall be eutitled
to be credited with that amount of service credit
toward permanent stdatus.

¢, Trauster ot 4 Probationary-Status Permanent Employes

Each prebationary-dtatus pernmanent vaployee who is trans-
terred from ohe permanent position to another permanent
position ot like responsibility shall retain the months

he has satisfactorily served in his former position for
vredit towards edarning permanent status as a permanent
employee and tor the award ot a salary increment. 1f the
prior service has not buen satistactory, he may be assigned
a4 new probationary period and 4 new salary increment date.

d. Recommending Permanent Stafus

A permanent status recommendation must be in writing and
shall be submitted to the Director of Personnel at least
15 days before the recommended effective date. Such
recommendation shall be made by the appropriate official
and shall contain a certification that the employee's
work record is at least satisfactory and a statement that
the granting of permanent status {is recommended,

STATUS OF INCUMBENT OF RECLASSIFIED POSITION

The incumbent of a reclassified position shall retain the
status he has in that position at the time it is reclassified.

TRANSFER OF A PERMANENT-STATUS PERMANENT EMPLOYEE

Each permanent-status permanent employee who is transferred
from one permanent position to another persanent position
shall retain the months he has satisfactorily served in his
tormer position for credit towards the award of a salary
increment or longevity salary increment.

LUSS OF PERMANENT STATUS

Each staff employee who leaves the service of Montgomery College
ghall be considered a probationary employee when he i{s re-
emp loyed.

STATUS OF EMPLOYEE TRANSFERRING FROM ONE TYPE OF STAFF
POSITION TO ANOTHFR

A permanent-status employee transferring to a temporary position
shall automatically forfeit his permanent status as an employee.
A temporary employee transferring or being promoted as a pro-
bationary employee to a permanent position shall be recuired to
serve the probationary period of that position before he can
become e¢ligible to carn permanent status,
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RECREDITING OF FURMER SERVICE CREDITS

A former emplovee, upon redppeintment to a4 permanent or condi-
tional position {n the same classitication, may be granted full
credit for years of service with ¥C in determining placement

on the salary schedule, provided he completed five or more
years ol satisfactory service gt MC and {s re=emploved within
three years ot the termination of his coployment.,

HONORS AND_AWARDS PROGRAMS
PoL1CY

The President shall provide for suitable prugrams to recognize
employces who bring honor to MC or to themselves as well as
incentive programs which recognize and encourage excellent
pertormance of duties. (See also Paragraph 7,13,) Ip. 70/

PROCEDURE FOR GRANTING OUTSTANDING SERVICE AWARD

de Fligibility

An employee who performs the duties and responsibilities of
his pusition in a sustained, outstanding manner and whose
work is continuously well above expectations shall be eligible
to be considered for advancement one or more steps within

his grade ur for other awards.

b. Awards

When an outstanding service increment award is recommended,
it shall be ordinarily limited to one step on the salary
schedule and shall be granted only {n recognition of sus-
tained outstanding service rendered MC. Other types of
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Ce

d.

outstanding service awards which may be granted include -
certificates and/or cash. (See also paragraph 7.13.)/p. 70_/

Procedures for Recommending an Outstanding Service Award

When an appropriste official belfeves that an employee
under his supervision has qualified for considerdtion

for an outetanding service award, he may rccommend the
employee for an avard. The recommendation must be in
weiting, must contain specific examples of the outstanding
vork, and sust be submitted to the Director of Personnel
for transmittal to the Staff Review Board.

Staff Review Board

The Staff Review Board (see paragraph 4.11) shall review
nominations and recommend outstanding service or ather
incentive awards according to the information sub-
mitted. Such avarde (and reasons therefor) shall be

mede a part of the employee's personnel file. Nomina-
tione for awards shall be reviewed in July, November sna

March, or more frequently, if needed. (Approved by
President, 10/25/71)

Procedure for Recognizing Acte of Herolsa

In recognition of an exceptional act or an act of herojsm,
an employee will be honored in a public ceremony. He may
be granted an advancement of one Or more steps within his
pay 8rade which will not affect the employce's increment
date, or he may be given a cash award. A certificate
recognizing the act of honor will also be .warded.

Other Recognition
Eaployees should report to the Director of Personnel any

persons they consider worthy of recognition. The honor
received will be publicized in apprupriate MC publications.

PERSONNZL ACTIONS

POLICY

The Board recognises the necessity for certain personnel actions
which support the principle of career employment. The President
shall meke provisions and prescribe procedures for such actions
as tranefer, promotion, demotion, resignation, retirement, reduc-
tion in force, suspension, and dismiseal.

TRANSPER  PROCEDURES

Def inition

Transfer is the movement of an employee from one position
to another within the same classification.

- 2% -
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Status of Traneferred Employee

An employee who meets minimum qualifications established
for a4 position of the same claseification may be trene-
ferred with or without his consent, except that tranefer
to a tesporary position requires the consent of a perma-
nent employee. A transfer to a permanent or conditional
position shall not change the status (probational or
permanent) which the employee holds.

Righte of Transferred Probationary-Status Employee

A probationary-status employee or a temporary employee
shall have no righte to his former position it he failse

to perform satisfacterily che duties and responsibilities
of his new position or if he wishes to be transferrced back
to his former position. However, every effort will be
made for proper sdjudication of the problem.

Rights of Traneferred Permanent-Status Employee

A permanent-status employee, if he faile to perform satis-
factorily the duties anc responeibilities of the position
to which he was transferred (except for reasons of miscon-
duct), may be permitted to transfer back to his former
position or compatable position if a vacancy exists. 1If
no vacancy exists, every efrort will be msade to place him in
his former position or a comparable position when an
opening occurs. If he requusts a hearing, the employee
M2y not be separated from MC service prior to a hearing
before the Dean of Adminietration. (Approved by
President, 10/25/71)

4.28) PROCEDURES FOR PROMOTION

Definition

Promotion is the movement of an employee from one cl.ssi=
fication to another classification with more responsi-
bility at a higher pay grade.

Promotional Policies and Procedures and Eligibility for
Promotion

Each employee who meets the promotional requirements estab-
lished by the President for a position may be deemed #¢lipible
for consideration for promotion. After the employce files

a promotion request for review by the Director of Personnel
the employee is scheduled for a promotional examination -
either written, oral, or both. If the employee is determined
to be qualified, his application is placed in the eligible
file. As promotional vacancies occur, the best qualified
promotional applicants will be referred from the eligible
file. 1f the appropriate supervisor does not wish to

select the referred spplicant, he must submit in writing

in detail, to the Director of Persunnel, his reascn(s) for re-
Jecting the applicant. 1If satiefactory reasons tcur rejecting

.25 -
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are made, an additional promotional referral may be
sade by the Director of Personnel.

Promotion of an’Incumbent in a Trainee Status

In cases where sn employee who is not fully qualified for
his position in terms of education, training and experience,
is occupying that position in a trainee status at a lower
grade level than the established grade for the position,

the employee may be considered for promotion to that
established grade level upon completion of at least one
year's experience as a trainee in that position. 1n such
cases the appropriate supervisor will be required to demon-
strate to the Director of Personnel that thc employve has been
performing the tasks of the assigned position in a manner
comparable to that of fully qualified incumbents of like
positions. A promotion under these circumstances which
involves an advancement of more than three pay grades
requires the approval of the Supporting Services Review
Board.

Promotion of an Incumbent in a Position which has been
Reclalgljisg

An employee who is an incumbent in a position which has
been reclassified shall be given first consideration for
promotion to the reclassified positiocn on a non-competi-
tive basis. 1f the enployee does not meet the new qualifi-
catlon requirements or does not otherwise qualify for pro-
motion, the appropriate supervisor may recomnend retention
of the incumbent i{n the reclassified position in a trainee
status or he may request that the employce be transferred
to a different position.

Sslary Step of a Promoted Employee

An employee who is promoted from a lower grade to a higher
grade ordinarily shall be placed on the lowest step theveof
of the new grade paying a salary which is approximately 5
percent greater than the salary he i{s receiving at the time
he i{s promoted. However, when there is an increase upon
promotion of three or more pay grades, an employee shall be
placed on the 'owest step of the new grade which will assure
at l-ast a 10 percent increase in pay. A placement which
differs from this procedure requires the approval of the

Dean ¢ Admintstration. (Revised by President, 10/25/71)

Longevity Pay of a Promoted Employee

Longevity pay shall not be used in determining the basic
salary step to whizh a promoted employee will be assigned.
The longevity pay an employee is receiving at the time he
is promoted will be adjusted to be effective on the same
date the employee's pronction is to be effective.

-2 -
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8. Rffective Detes of Promotiona

The effective date of any promotion shall be the date
on which an employee ia assigned hia new poaition.

PROCEDURLS FOR DEMOTION AND VOLUNTARY REASSIGNMENT
a., Definition

Demotion is the movement of en employee from one grade

to & lower grade. The purpoae of demotion may de to match
the akilla and/or abilities of an employee with thoaas
required by a clesaification, to provide placement for en
employee when a poaition ia being sbolished, or to provide
diaciplinary action.

b. [Imployeea Subject to Demotion

Any employee who doea not satisfactorily perform the dutiea
and responaibilities of hia poaition, who faila to obey
duly authorized directiona of hia aupervisor, or who acta
in a manner deemed not i{n the beat intereat of MC aexrvice
shall be subject to demotion.

c. Demotion Procedurea

An appropriate official may, when he conaidera such action
to be necesaary, recommend that an esployee be demoted.
Such demo®ion recommendation shall be i{n writing, ahall
atate the reasona for such recommendation, and muat be
submitted to and epproved by the Director of Peraonnel.

d. Notification of Demotion

Any emplovee who haa been demoted shall be notified {n
writing by the Director of Peraonnel et leeat two weake in
advence of the effective date. Such written notification
shall state the reasons for the demotiomn.

e. Appeals from Demotion

A permanent-atatus permanent employee who has been demoted

sust requeat a hearing before the Dean of Adminiatration within
five days of the receipt of the notification of the action;
otherwise his demotion shall become final without action

by the Dean of Administration. (Revised by Preaident,
10/25/11)

f. Demotfon of Probetf{onary-Stetus Employee

A probationary-atatus employee doea not have the right to
appeal. A permanen: employee who haa permanent atatua as

an esployee but who i{s in a probationary atatus {n hias
preaent poaition as a reault of a prometion shall be informed
in his notification of demotion that he doea not have the
right to appeal {f he {s demoted to hia former position,
.grade, and salary step. A permanent-status permanent
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employee who is {n probationary statue in hie present
position as the result of promotion shall have the same
appeal privilege a a permanent-status employee in that
position if hi< desotion would result in his being placed
{n a different type of position with a lover grade or
aalary than the position he was filling at the time he
was originally promoted.

g+ Decision on Demotion Appeals

Whenever an employee appeals a demotion, the Dean of Adminietration
shall be informed of the reasons for the dewotion by the Director of
Personnel. The Dean of Administration shall grant a hearing on all
demotion appeals, and his decision on demsotion shall be final.
(Revised by President 10/25/71)

¢

h. Procedures for Voluntary Reassignment to a Lower Grade
Position

An employee may be continued in his position without a
reduction i{n salary, whenever it is reclassified to a
lower grade. An eaployee may be reassigned with or
without reduction in his salary whenever he requests a
reassignment to another position ol a lower pay grade
or whenever his position {s abolished and there ie® no
other vacant position in the same or higher grade for
which he may be qualified.

4.285 PROCEDURES FOR RES IGNATION

a. Definition

Resignation is the separation of an emplnyee from

Montgomery Cullege through the submittal of a notice
that he wishes to resign.

b. Resignation in Good Standing

An employee who wishes to resign in gocd standing shall
give his {mmediate supervisor and the Director of Personnel
written notice at least two weeks prior to his last duty
day. The Director of Personnel may agree to a shorter
prriod of time in unusual circumgtances.

c. Status of Leave Credite on Resignation

An employee who leaves Montgomery College receives
termination pay as provided under procedures for
diaposition of sick and annual leave credits. .
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Reaignation Not in Good Standing

An employee vho doea not submit his resignatfon in
compliance with the provisions of these regulationa or
vhose resignation {s not approved in good standing shall
be considered as having resigned not i{n good standing .

Resignation Without Notice and Not in Good Standing

An employce who is abaent from work for a period ¢ three
daya or more wicthout notifying hia immediate supervisor,
the Director of Personnel, or other appropriate official,
of the :asons for his abaence ahall be considered as
having resigned without notice and not in good standing,
provided that the failure to contact the appropriate
official was not caused by unavoidable .ircumstances,

The same rule shall apply when an employee fails to return
to work within three days of the expiration of authorized
leave.

Penalty for Not Resigning in Good Standing

An employee who leaves the College's service without
resigning {n good standing may be deprived of the oppor-
tunity to be considered eligible for reemployment and
may be denied a satisfactory reference.

Resignation Form and Procedure

An employee who is resigning shall submit his resiz:atica
in writing as prescribed by the Director of Peraonnel, on
the appropriate form, Reaignatfon notices should include
the date the resignation {a submitted, the effactive date
of the reaignation, and the reason for resigning.

Reemployment Recommendation of Appropriate Off{cials

The appropriate official shall {ndicate hia approval or
disapproval of reemployment of a resigning employee, The
resignation notice shall then be forwarded to the Director
of Personnel,

Request for Review of Resignation Not in Good Stand{ng

A perasnent-status employee whose resignation has not been
acceptad in good standing may request an appcal thereon be-
fore the Dean of Administration. Such request for an appeal
must be submitted within five days of recelpt of not{fication
of the acceptance of his resignation not in good standing,
and {t shall contain the reasons why the employee bel {eves
his resignation should have been accepted in good standing.
Resignations not appealed within five days shall become

final without action of the Dean ot Aduinistration,

(Revised by President, 10/25/71)
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RETTREMENT

8.

b,

All staff employees covered under the Maryland State
Teachers' Retirement System, Employees' Retirement

System of the State of Maryland, and/or the Montgomery
Community College Retirement Plan, shall be eligible
for retirement when they have fulfilled the requirements
for retirement as specificd hy the appropriate retirement
plan. The Board, upon recommendation of the President,
shall act upon request for retirement.

All permanent-status staff employees not covered under
the Maryland State Teachers' Retirement System or the
Employees Retirement System of the State of Maryland,
and/or the Montgomery Community College Retirement
Plan, but who would ctherwise meet the requirements

for retirement may request retirement from Montgomery
College. The Employees Insurance Benefit Plan provides
certain benefits to employees who retire. The Board,
upon recommendation of the President, shall act upon
requests for retirement.

All retired employees are eligible to continue membership
in the Employee Benefit Plan.

REDUCTION IN FORCE

Definftion

Termination of the employment of a Montgomery College
employee may be made when, because of a change in duties
or organization, lack of work or lack of funds, it becomes
necessary to reduce the number of positions temporarily

or to abolish positions.

Procedure

(1) The Director of Personnel shall recommend any required
reduction in force and report the necessity for termina-
tion of employees and the reasons therefor to the
President through the Dean of Administration. (Revised
by President 10/25/71)

(2) If the President approves this recommendation, the
Director of Personnel shall notify the employee(s) by
letter, stating the reasons for the reduction in force
and indicating the opportunity for reemployment. Each
employee so terminated shall be given as much advance
notice as possible and in no event, less than two weeks .
(Approved by Supporting Services Review Board, April 15,
1971 /Revised by President 10/25/71)

(3) Method of Determining Employees to be lerminated as &
Kesult of Keductlon in Force

Although work records ard length of service may be
considered by the President in determining
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which employvee(s) shall be terminated because of
reduction in force, the chief basis of the decision
shall be the relative competence of the cmployees
for the job that remains. Thus, fn choosing be-
tween two vaployees, the employee more competent
for the job that remains shall be retained.

SUSPENSION 4

Definition

Suspension {s the temporary removal of an employee from
the MC service, A suspended coplovee shall not receive
pay, nor shall he be permitted to use or to accrue any
privileges or benefits during the suspension period.

b. Lmployees Subject tu Suspension
An employee may be suspended by the Dircctor of Personnel
without pay for reasons of {nvestigation, misconduct,
negligence, inefficiency, insubordination, disloyalty,
receated urauthorized absences, or other offenses, when
alteirsrive personnel actions, (demotion, dismissal, etc.)
would not be appropriate. The Dean of Administration is
the appellate authority in such cases. (Revised by
President 10/25/71)
c. Procedure
(¢)) The Director ot Perscnnel may suspend an employee
for purposes of investigation at any time. Such
suspension notice shall be in writing to the
employee and shall contain the effective date of
suspension. (Revised by President, 10/25/71)
(€)) Status of an Exonerated Employee for the Period
he was Suspended During an lnvestigation
Whenever an employve is suspended during ar
investigation and such employee {s subsequently
“exonerated,” he shall he refinstated without
loss of pay and benefits.
) Status of Employce Found "Not Guilty" for the
Period he was Suspended Pending a Court Decision
Whenever an employee is suspended pending a Court
decision and such empleyee {s subsequently found
"Not Guilty,” he may be reinstated without loss
of vay and other benefits.
DISMISSAL
a. Employees Subject to Dismissal

Any emplovee may be dismissed for cause when alternative
personnel actions wou.. not be sufficient.
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b.

Causes for Dismissal

' BEST COPY AVAILABLE

Any one of the followiny shall be deemed sutticient

cause for dismissal, though dismissal may be tor
causes other than those enumerated:

(1) That the emplevee be incompetent or ancttcient
in the pertormance ot his duties,

(2) That the emplovee has been wantonly careless or
negligent in tie performacge ot duts.

3 That the employee has been offPensive or brutal
in his treataent o stusents, lellow vopleyees
ot uther persens.

(4) That the employve has some permanent or cnronfe
physical or eental ailment or defect that inca-
pactitates him for the propet perfermange o his
dutles.

(%) That the emplevee fas s iclgted ¢n oFFicial reyru-
fation or revt ot the tosrd or ta'lel te ebey
reasofable firections i.@n by v apprepeialc
oticial vher suvh vi-laties e Fatlure te .hey
amounts te insuburdinat fon o1 serious brogeh of
discipline which aay reasenably be rxpecteo to
result in lgss @r injury te the doard or to the
public,

(6) That the emplotee has taker for persenal use a
fee, gift. or other valuahle in the ceurse ot
his wotk tar MC or in conrection with tt when
such is given him by any jerson in the hope
ur expectation ot receiving preterential treat-
ment.

@) That the employee has engaged in tne illegal use
of narcotics, has reperted to work under the
inf luence of alcohul, or has imbibed after reporting
to work.,

(8) That the reputation of MC has been prejudiced by
an employee’s conduct of his personal affairs,
as by his failure to pay just debts or to main-
tain common ethical and moral standards.

(9) That the employee has been cenvicted of a criminal
offense or of a misdemeanor involving moral
turpitude,

(10) That the employee through negligence or willful

conduct haz caused damage t~ public property or
waste of public supplies.
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(11) That the employee haa besn guilty of uaing,
threatening to uss, or sttempting to uass
unethical preaaure on any membar of the Board
or any employee of MC f{n ascuring promotion,
tranafer, leave of sbaencs, increased pay, or
other favora.

(12)  That the employee is s aubvaraive paraon or
uembar of a subveraive group as defined by law.

(13) That the employss faila to comply with the MC
health regulationa.

Dismissal Procedures

An sppropriats official msy recommend to the Director

of Paraonnel that sn employse be dismissed when such
action {a deemed to bs nscsasary by virtus of one or
mors of the causes for dismisasi as sat forth in pars-
graph b. immedistsly pracading. A dismisaal recommenda-
tion, ahall bs in wricting, shall atats the reason(a) for
such rscommendation, ahall bear the endoraement of the
appropriate campua desan or centrsl offics dean, and muat
bs aubmitted to the Dirsctor of Paraonnel for review. If
the Director of Personnsl decidea upon dissisasl, he
notifiea the employse of ths affactive date of diamisasl
and hia right to appsal. (See aubparagraph e below) If
the Director of Parsonnel decidea that dismisssl {a not
warranted, he may take wvhatever altsrnative action he daems
moet appropriaste for the beat intsreat of the College.
(Reviaed by Prasaidanct, 10/25/71)

Notification of Dismiasal

An employee who ia to be dismissed shall be so notifisd
io writing by ths Director of Paraonne! Such writtan
notification shall atate the reason(s) tor the diamiasal,
and shall be given to the affsctsd employee at least

tvo wasks in advance of the effective date of dismiasal.
(Revised by Preaident, 10/25/71)

Appesl from Dismisasl

A permanent or conditionsl employss who haa received
notification of diswisasl may appesl ths deciaton within
five days of recsipt of the notification of dismisaal
action, othervine dismisssl shall becoms final. Such
appesl must bs mads in writing to the Dirsctor of Parscansl
and shall stats apecific reasona wvhy the dismiasasl action
ahould be revarsed. The Diractor of Patsonnel shall submit
the appsal along with all other matariala paertinent to

the diemissal action to an Appsslas Panal composed of

two deans and s member of ths Scaff Senate.




None of these three panel members shall be trom within
the same organizational unit as the appellant and they
shall be elected by the Senate to serve on this pane..
The Appeals Panel shall hear the appellant's case,
conduct whatever investigatien {t deems accessary,

and make {ts recommendation to the Dean of Adminastration,
1f fts conclusion is not unanimous, 4 minority statcient
shall 2lso be submitted to the Dean. The Dean's decas
sion shall be final and he shall notity the appellant ot
his decision in writing., The appellant shall receive
such notice two weeks in advance of the ettective date
of such dismissal

4.30 GRIEVANCES
4.301 POLICY

A uniform procedure wiil be established for expeditiously
handling gr cvances of all personnel employed by the Board,
Every effort should be made to settle such matters in the
normal system of supervision and administration. An aggt ieved
person may contact other designated {ndividuals for advice

and assistance and may petition a grievance review without
penalty or heing placed {n Jeopardy for this daction. Rev.iews
will be concucted by MC employees especially chosen tor this
purpese. Reports and recommendations will be made to the
President.

4.302 PROCEDURFE.

a. In the event that an employee feels he has a grievance,
he shoui? contact his {mmediste supervisor or adminise
trator vr a higher level supervisor or administrator
in the normal channels of supervision and administra-
tion. W.enever It is possible to reach a satisfactory
solution through this means, this procedure should be

a followed.

b. An emp.uvee who feels he has a grievance mdy, .t any
time, contact other employees of MC for advice and
agsistan’e.

C. 1f the employee feels a satisfactory solution cannot
be or has not been reached, the aggrieved employee
or his representative will contact the Director of
Personnel to request a grievance review. These procedures
are to bo discussed and accepted In writing by the
aggrieved and the statement becomes a part of the formal
record. The review will be conducted by a special
comit-ee of five MC employees.

(1) The panel of five shall consist of two people
selected by the Directur of Personnel, and three
representitives selected by the aggrieved. The
clerk of the Director of Personnel will be chgrged
with the responsibility of convening the committec,
keeping the records, and presiding until a chair-

Q man {s elected.
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)

(&)

(4)

(5)

(6)

)

(8

9

All matters pertaining to a hearing shall be
considered strictly confidential.

Fformal recorde are to be kept on avy and all
proceedings of the committee and are to be
maintained in the sggrieved individual's
personnel records ~- such records to be
classified confidential.

The committee of five will be called to convene
for hearing the aggrieved's summary presenta-
tion of his own case no later than three weekes
after referral to the Director of Personnel.

This preliminary hearing will be reatricted to
the aggrieved's oral susmary of his case and
presentation of any materials he wishes to sub~
mit {r support of his case. If the grievance
has been filed against an individual(s), a
written summary of the charges contained in the
grievance will be submitted to the individual(s)
by the Chairman of the committee of five. Within
10 days after receipt of the written statement,
the individual(s) shall appear to discuss the
charges with the comittee of five at e¢ither the
committee's request or the {ndividual's request.

The committee of five shall have authority to
request individuals for testimony, to review
records (provided such personnel records are not
classified confidential), and to secure relevant
data from the Director of Personnel. No record
may be used in the final determination of the

case by the comaittee unless it has been presented
to the aggrieved and to the committee of five.

Relevant data, records, or documents should be
niade available for review by comiittee members
at the beginning of each subsequent hearing.

The committee of five ts to function as a unit

in conducting necessary investigations. An
aggrieved employee, as well as principals in the
case, shall have no communications with individual
committee members prior to preliminary hearing

or during subsequent steps «f comnmittee pro-
cedure and should be so advised.

Reports and recommendations are to be forwarded to the
Director of Personnel in writing for appropriate action
except in those cases where the Director of Personnel {s
the person against whom the grievance is filed. In such
cases, the reports and recommendations should be for-
warded in writing to the Dean of Administration for
appropriate action with one copy to be sent to the
Director of Personnel. These reports must be signed in
fiual form by the aggrieved and by each member of the
committee. If there are dissenting opinions, a minority
report muet also be made.
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(10) One copy of the recommendation ia to be forwarded
to each of the following:

(a) The aggrieved

(b) The individual(a) against whom the grievance
was filed

d. Any employee who has followed one or more of the above procedures
and whose grievance remaina unresolved may make a tinal appeal
to the President.

CONFLICT OF INTEREST

The policies of the Board of Trustees governing conflict of interest
are applicable to all employeea of the College. These policiea are
enumerated in paragraph 3.28. /p. 57_/

LEAVE (Approved by the Board of Trustees, June 4, 1973)
a;  General

The leave described in paragraphs 4.41 through 4.53 pertains to membera
of the Staff. The various types of leave to which these employees are
entitled are: holiday leave, annual leave, aick leave, administrative
leave, leave without pay, and special lcave with pay for such reaaons
as bercavement, court service, annual military training, diaability,
self-improvement, while attending professional meetinga and extended
administrative leave.

b, Definitions
(1) Pay period -- a period of two weeks.

(2) ADE -- a date of employment which has been moved backward in time
for the purpose of granting credit for previous service with the
College, Montgomery County Public Schools and the Montgomery County
Covernment; or which has been moved forward in time to allow for
excluded periods of service. (See 4.421 c.)

HOL. IDAY LEAVE

POLICY

Members of the Staff are authorized paid leave on official holidays when
such holidays fall on days on which they are regularly scheduled to work.,
Such leave is referred to as "holiday leave". Official holidays are
those days Jesignated cach year in the College calendar on which the
twllege is 1o ted as being closed, including the Saturdays and Sundays

so listed,

PROCEDURE

a4, Eligibility
Each employee who is assigned to a permancri, vonditional, or temporary
position and who works a regularly scheduled 20 hours per week or more
is cligible to be granted paid holiday leave. Temporary employees not

assigned to established positions (authorized {n acvordance with

- 36 -




ERIC

Aruitoxt provided by Eic:

Section 4.09) are not eligible for paid holiday leave.

b. MWork on Holidays
An employee may be required to work on an official holiday if a
determination is made that certain College services must be main-
tained. The President or the appropriate Campus Dean or Dean of
Education or Dean of Administration shall determine which College
services must be maintained and each department head concerned
shall determine which employees work and which employees do not
work on the holiday involved.

¢, Pay for Work on a Holiday
An eligible employee who i{s required to work on an official
holiday shall be paid (in addition to pay for his regular holiday
leave) at one and one-half times his regular rate of pay for cach
hour of work performed on such holiday, or a total of two and
one~half times base pay.

d. When an Official Holiday Falls on an Employee's Regular Day Off
When an official holiday falls on an employee's regularly scheduled
day off, such employee shall not be paid for that day.

e, Pay for Work Performed on an Official Holiday FallinR on Regular
Day off
When an employee is required to work on an official holiday falling
on his regular day off, he shall be paid for such work at one and
one-half times his regular hourly rate of pay.

f. Holiday Falling during Periods of Other Authorized lLeave
When an official holiday falls during a period of either annual or
sick leave, it {s counted as a day of holiday leave.

g. Temporary Change in Regular Work Schedule
In those situations where a temporary change in work schedule serves
to reduce the individual's number of paid holidays below the minimum
number received by those working a regular work schedule, the person
so affected will receive an alternate paid holiday during the same week,

ANNUAL LEAVE

POLICY

de

b,

General

Eligible staff employeces shall be pranted paid annual leave which shall
accrue throughout cach year as it s earned,

Eligibility

Each employee who is assigned to a permanent, conditional, or temporary
position and who works a regularly scheduled 20 hours per week or more

- -




shall earn ennual leave.

c, Entitlement

Annual leeve shall be eerned end computed bi-weekly on the basie
of assigned work week end work year.

1)

2)

(3)

gmployees with less than three years of service with the
Cullege and whose essigmment is e 40-hour work veek, earn ennual
leeve at the rete of 4.6154 hours per pay period worked. Each
such employee with three or more yeers but less than 15 years
of College service shall earn annusl leave at the rete of 6.1539
hours per pay period worked. Each such employee with 15 or wore
yeers of College service shall earn annusl leave et the rate of
8 hours per pay period vorked.

Employees whose essigmment is less than 40 hours, but no less
than 20 hours per week, shall earn annusl leeve in the proportion
that their work week is to a 40 hour work week.

Changes in entitlement ere effected on the firet dey of the firet
pay period following completion of the prescribed ysars of ser-
vice es computed from the adjusted date of employment (ADE).

d. Disposition of Accumulated Anpual Leave upon Termination of Employment

(1)

(2)

An employee vho leeves the service of the College prior to the
completion of 30 celendar deys of employment shall not be
eligible to receive psyment for asnual leave earned during
these first 30 days of employment.

An employee who leaves the service of the College after comple-
tion of 30 calender days of employment shall receive a lump-sus
payment for ell accrued but unused ennuel leave at the terminal
salary rete, but not to exceed ¢ maximum of two yeers' entitlement,
or 30 deys (240 hours), vhichever {s the lesser.

4,422 PROCEDURE

Q
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s, Use of Annual Leeve

(1)

2)

Annusl leeve may not be used during the first 30 celender days of
employmsnt uniess pre-errenged €s & condition of employment or ins
exceptional cases epproved by the Director of Personnel. After
the first 30 celendar days of employment leeve may be used only
efter it has been eerned and credited to the employee's eccount.
See peregraph c below for exception to this provision.

Annuel leeve shall be scheduled by the appropriete supervisor et
such time(e) as may be deamad to be in the best interest of the
College. Generally, blocke of annusl leave (more than two
successive days) for ten-month employees should be scheduled
during pe.iods when Feculty are not on duty.
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(3) Except in emergencies, a requeet for annual leave shall be made
through the appropriate supervisor(s) in advance of use. In an
emsrgency, the employee is responeidble for reporting to his
supervisor as early ae possible that he will be unable to report
for work, stating the reason for the absence and hie desire to use
annual leave.

(4) Except in emergency situations every eligible employee upon
request shall be granted the opportunity to use at least one
year's entitlement of earned snnual leave during each year.

Accrual and Accumulation of Annusl leave

(1) Although annual leave is earned from the date of employment, it is
not credited to the employee'e account until the completion of the
first 30 consecutive calendar days of employment.

(2) Annual leave not used may be accumulsted up to 2 maximum of 30 daye
(240 hours) and carried forward to the next year.

(3) Each year annusl leave that is not used, or forwarded in accordance
with (2) above, shall be automatically traneferred (up to a maximum
of 10 days) to the employee's accumulated eick leave gccount at
12:01 a.m, on the firet day of the firet full pay period in
September. Any further excess annual leave shall be lost.

Special Credit for Temporary Service

A temporary employee, not assigned to an established pusition, who is
later assigned to s permanent, conditional, or temporary position without
a8 break in service shall be credited with that amount of annual leave
that would have otherwise been credited to him had he been placed
initially in an established poeltion.

Advancement of Annual Leave

In exceptional cases, sn employae may be advanced upearned or earned
but not credited annual leave ui.n the recommendation of his supervisor
with the approval of the Director of Personnel. Such advance shall not
exceed the amount to be earned during the next succeeding twelve months.

Creditable Service

Creditable service for uee in determining an employee’s aniusl accrual
rate for annual lease ehall include all previous full-time service in
an established position with the College (service in 10-month positions
and part-time positions of 20 hours per week or more to be counted
proportionately), Such service shall include all authorized paid leave,
authorized leave without pay for military service or self-improvement,
the period of a temporary sppointment when it is immediately followed
by a permanent appointment, and the time s permanent employee is on
approved disability leave. Previoue service with the Montgomery County
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Coverrment and MontBomery County Public School System properly
authenticated is considered credicable service.

f. Transfer of Accumulated Leave or lndebtedness

An employee who transfers from one College position to another (Staff,
Adsinistrative or Faculty) shall retain his accumulated annual leave
balance or any indebtedness or advanced annual leave he may have
incurred.

Be Excluded Service

Perfods of layoff and suspension and periods of authorized leave RN
without pay in excess of two months (60 calendar days) shall not be
credited for use in determining annual leave accrual rate. The only
exceptions to this are leave without pay tor military service, for
self-improvement, and for disability.

h. iIndebtedness at Termination of Emp'avment

Indebtedncss by an emplovee for advanced leave or any other indebted-
ness shall be deducted from the employee's final payv. 1In the event
the employee's final pay is {nsuffic.ent to cover such indebtedness,
the emplovee shali be bille! for rle remaining balance of such
indebtedness and he shall make arrangements for payment satisfactory
to the College. 17, because of long-term disability or death, the
indebtedness cannot be eliminated, it shall be written off.

4,43 SICK LEAVE
4,451 poLICY
a, Guperal

Eligible staff employees shall be granted paid leave when, because of
personal illness, injury, or ‘quarantine, they are unable to perform
their assigned duties. Such leave is referred to as "sick leave". Sick
l2ive may also be used for medical examination or treatment impossible
to schedule on non-duty days. Sick leave may alwo be used for illness
in the immediate family {f the emplovee's attendance is required.

———w, e

b, Eligibility
Fach employee who is assigned to a permanent, conditional or temporary
position and who works a regularly scheduled 20 hours per week or more
shall earn sick leave.

c. Entitlement

Sict leave shall be earned and computed bi-weekly on the basis of
assigned work week and work year.

(17 Sick leave accrues at the rate of 3.6923 hours per pay period
for eligible full-time (40 hours per week) employees.

Q - 40 -
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(2) Ewployees who work less than 40 hours per week but no less than
20 hours per week shall earn sick leave in the proportion that
their work week is to a 40-hour work week.

Disposition of Accumulated Sick lLeave at Termination of Employment

An employee who resigns from the service of the College after complet {on
of at least five consecutive years of service immediately preceding

such separation shall receive a lump-sum payment at the terminal

salary rate for one-fourth of his accumulated, unused sick leave. An
emplovee who is dismissed from employment with the College is not
entitled to this lump-sum payment.

3 *

4.432 PROCEDURE

Aruitoxt provided by Eic:

a.

Use of Sick Leave

(1) Sick Leave may be used only after it has been earned and credited
to the employee's account. See paragraph c below for exception
to this provision.

(2) The employee is responsible for reporting to his supervisor as
early as possible that he will be unable to report for work
because of personal i{llness, injugy or illness in the
{mmediate family, (nless phyl(cn§{y impossible, this reporting
should he accomplished before or during the working hours of the
first day of such sick leave. If an employee fni?"to comply
with this requirement, he wtll te considered absent without
authorized leave (without pay status) unless it can be demon-
strated to the satisfaction of his gupervisor that it was
physically impossible for him to have complied.

Accumulation

Unused sick leave may be accumulated and carried forward from year to
year without limit.

Advancement of Sick Leave

Upon recormendation of the employee's supervisor an advancement to an
employee of unearned sick leave with pay not to exceed the amount to
be earned during the next succeeding twelve months mav he approved by
the Director of Personnel. For possible further extension of paid
leave for illness, see Section 3.45./p, 58_/

Use of Sick Leave While on Apnual Leave

When an employee becomes {11 or disabled while on annual leave, he

may use his accumulated sick leave provided he notifies his supervisor
as soon as possible and submits to his supervisor satisfactory evidence
confirming the {llness or disability.

Transfer of Accumulated Sick Leave

An cmployee who transfers from one College position to another (Staff,
Administrative or Faculty) shall retain his accumulated sick leave
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bslance or any indebtedness for sdvanced sick lesv: he may have incurred.

Excessive or Questionsble iUse of Sick leave

Each supervisor is respo.sible for reviewing the use of sick lesve by
each employee under his supervision. If an employec's use of aick
leave appears excessive or questionsble, the supervisor shall report
this fact in writing to the Personnel Office. The Director of
Personnel may require such employee to have a physical examination or
to subuit medical evidence confirming the necessity for the sick
leave in question. If it is estsblished that an employee used more
sick leave than was medicslly neceseary, the Director of Personnel
may take sppropriste adminietrative action, including adjustment to
the amount of eick leave allowable.

Indebtedness for Advanced Sick Lesve st Termination of Employment

An employee who lesves the service of the College with an indebtedness
to the College for sdvanced, unearned sick leave shall have the amount
of such indebtedness deducted from his final psy. In the event the
employee's final pay is insufficient to cover such indebteduess, the
eaployee shall be billed for the remaining balance of such indebtedness
and shsll maks arrangements for psywent eatiefactory to the (vllege.
1f, because of long-term dissbility or desth, the indebtedness cannot
be eliminated, it shall be written off.’

ADMINISTRATIVE LEAVE

POLICY

Staff vmployees may be granted psid leave when the safety, health, or
general welfare of the employee is in danger or when such leave 1{s deemed
to be in the bes’ interest of the College. Sich lesve 18 called 'sdainie-

trative leave" and may be granted on either an institution-wide basis or
to selected segments of the Staff of the College.

a.

b.

PROCEDURE

When conditions justify sadministrative leave on an institution-wide,
campus or central office basis, the President authorizes such leave.

Wheu conditione justify granting sdainistrative leave to on.y selected
offices or personnel of the College otaff, such suthorizaticu whall be
made by the Director of Personnel upon the recommendation of the
appropriste sdministrator for the orgsnizational unit involved.

Cenetal

When administrative leave {s suthorized, it shall be snnounced in
writing by the suthorizing officisl no later than the day following
the suthorizatlon decision. The no* fication shall identify those
employees entitled to use such leuve.
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4.45

4.451

When administrativa lasva is suthorized for all employass of tha

Collega, or major sagmant thereof, it shall apply to all affacted
employees who are on the payroll in s wrk or paid leave status.

1f such leave happens to fall un an ewrployee’s normal day off, it
shall not apply for thatéemployee.

Adminietrativa Leava - Salected Offices or Personnel

When adminietrative leave is suthor'zed for selected offices or
personnel of the College, only those employees o0 identified, and
who are on the payroll in s work or paid leave status, shall be
entitled to use such leave. If such leave happens to fall on s
normal day off for any such empioyee, it shall not apply for that
employee.

Required Work During Periods of Administrative Leave

Those employeea who are required to work in order to service and
protect those portions of College property affected by the
authorized administrative leave shall be paid for such work in the
same manner as employees are paid for wprk performed on an official
holiday. (See Section 4.412c.) [p. 37/

LEAVE WITHOUT PAY

POLICY

General

Leave without pay may be granted a Staff employea for a dafinita time
period not to exceed 12 months. Leave without pay may be granted for
such reasone as iliness in tha fauily, maternity, military sarvice,
travel, family obligations, self-improvement, disability or any other
reason whi.h i{s in the best interest of both tha Coliage and the employse.
In the case of military service (see Section 4.48 below for laave for
periods of annual military resarve training) in the armed forces of

the United States, such leave without pay may be extendad to cover the
entire period of such service. An employee does not earn paid leave

of any type while on leave without pay.

Eligibility

only those Steff employees who have achieved permanent status may ba
granted leave vithout pay {n excess of 30 calendar days.
L3

Reinstatement Rights

(1) An employee who has completed: three consacutive years of satis-
factory service to the Collegé and who has been grantad laave
without pay under this section shell have the right of reinetste-
ment in his (or her) former position upon return from such laave
unless the employee waived such right prior to the expiration of
such leave.




()

(3

An employee who has completed less than three years of satisfactory
service to the College and who has been granted leave without pay for
a period no greater than three months shall have the right of reimn-
statement in his (or her) former position upon return from such leave
unless the employee waived such right prior to the expiration of such
leave,

In all cases where reinstatement rights do not apply, the College will
make every attempt to place the empluyee in a position comparable to

the one previously held, 1t such placement {s not achieved by the end

uf six months from the end of the period uf leave without pay, the em-
plovee will be separated from the service of the College in good standing.

d. Benetits During Leave Without Pay (Approved by the Board of Trustees, 6/25/73)

(1) An emplovee on leave without pay, except when such leave is granted for mil-

itary service, may cc-tinue participation in the employee benefit plan.

ta) Eligible Staff employees, having fulfilled the standarde set forth in
criteria approved by the President and the Board of Trustees, may be
granted upon the recommendation by the President and approval of the
Board of Trustees, leave without pay for self-improvement for periods
from 30 days to 12 months. In such cases, the total cost of cone
tinued benefit plan participation (including the amount usually paid
by the employee) shall be paid by the College, and the employee shall
sign a written agreement to return to work at the College for a period
of at least one year immediately following such leave. This agreement
shall specify that i{n the event the employee fails to complete esaid
one ycar of employment after return from leave, he (or she) shall refund
to the College any funds paid to him or on hir behalf by the College
during such leave.

(b) In all other cases of apprr 4 leave without pay in excess of 30
calendar days the employee shall pay the entire cost of continued
participation in the employee benefit plan, including the amount
usually paid by the College. The employee shall be billed quarterly
and if payments are not received promptly, benefits will be discontinued.

[E

(2) As a result of each period of leave without pay in excess of 60 ca'’endar
days (except for self-improvement, disability, and military service), the
employee's annual salary increment date and adjusted date of employment
shall be moved forward the same number of days as the employee was on
leave without pay in excess of 60 calendar days.

Criteria (Approved by the Board of Trustees, July 16, 1973)

A Staff emplovee who has completed three consecutive years of service with the
College mav be granted leave without pay fcr self-improvement by the Board of
Trustees and the College mav pay the total cost (including the amount usually
paid bv the cuplovee) of the emplover's continued participation in the
emplovee benefit tretirement, health and life insurance) plan upon satis-
factoril: meetirng the following standardes.

‘1) The content of the planned course of studv or vocationa! training pro-
sram i{s directlv applicable to the work performed by the employee for
the College and will be of immediate benefit to both the employee and
the College upon the employee's return from leave, or, it will prepare

Q
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the employee for a different role at the College which is mutually
agreed upon in advance and {dentified as an actual, funded need of

the College. In the latter case the planned course of study must be
sufficient to enable the employee to meet fully the required qualifi-
cations for the new position. 1In either case the applicability of the
course Or program content must be clearly established by the materials
presented i{n support of the recommendation.

(2) The course of study is either a terminal program; a self-contained,
independent unit; or the final phase of a degree or other long term
program; and can be completed within the maximum period of time
(12 months) allowable for this kind of leave.

(3) The course of study will be undertaken at an {nstitution or organi~
zation which has appropriate accreditation, professional reputation
or status in the field being studied. In the event of doubt on this
point the opinion of a recognized expert in the field will be obtained
by the College to consider the selection.

(4) The course of study is full~time, and the employee provides a written
certification to the effect that during this leave he or she will not
engage in other employmnt which might jeopardize the obtaining of
maxirum benefit from the study. In addition, the employee documents
the fact that he or she will not receive from a scholarship, grant, or
salary (either singly or combined) an amount greater than the salary
regularly received from Montgomery College less the amount regularly
contributed to the cost of participation {n the retirement, health and
1ife insurance plans by the cmployee. All allowances over and above the
grant, scholarship, or other compensation, which are awarded specifically
for necessary related purposes such as housing, traveling, and moving
expenses, are to be identified but not counted in this income comparison.

4.452 PROCEDURE
a. General

(1) Leave withoul pay for one through five couserutive working days may
be granted to a Staff employee by his supervisor.

(2) Leave without pay for self-improvement for periods from 70 days to
12 months, involving College payment of the total cost (including
the amount usually paid by the employee) of continued employee par-
ticipation in the employee bencfit plan, requires approval by the
Board of Trustees.

(3) All other leave without pay in excess of five consecutive working days
may be granted only upon approval of the Director of Personnel.

b. Application

(1) 1n all cases of leave without pay in excess of five consecutive work-~
ing days but no more than 30 consecutive calendar days, the employee
shall submit, through the immediate supervisor to the Personnel Office,
a request accompanied by a brief explanation of the need for leave.

(2) In all cases of leave without pay in excess of 30 consecutive calendar
days the request shall be submitted to the Personnel 0ffice via the

Q
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appropriste aduiniatrative chamnel. In thoae casea vhere it ia
required, the Director of Personnel will prepare the materiala

to be prasanted to the Preaident for obtaining approval from the
Board of Truateaa.

(3) All applications for leava without pay for military aervice shall
be sccompanied by a copy of the employee'as official ordera which
summon the employee to active duty. Military service includea
activa service aa a commissioned officer, warrant officer, or
enliated peraon in the Army, Navy, Air Force, or Marine Corpa.

c. Reinatatement After a Perfod of Leave Without Pay

(1) An employee who haa been on leave without pay for a period of not
more than three montha shall notify the Perasonnel Office no later
than two weeks before the end of the leave period of his or her
intention to return to duty.

(2) An employee who haa been on leave without pay for a period in
exccaa of thras montha shall notify the Personnel Office no
latar than )0 calendar daya before tha end of the leave
period of hia or her intentfon to return to duty.

(3) An employas with reinstatement righta shall be reinatated in
the formar poaition, sasuming tha individual {s atill qualified
to perform tha dutisa of aaid poaition and assuming that the
position has not baen sbolished or reclasaified. The Director
of Parsonnel shall hava the rasponsibility for determining the
raturning eeployea's fitnaaa for resuming the responaibilitisas
of hia or har formar poaition.

(4) 1f tha returning employse's formar position no longer exiats or
has been reclasaifiad he shall be givan preferential conaideration
for any other comparable vacant position; or, if qualified, he
ahall ba placed in the raclassified formar poaition.

(5) 1f the returning employss's exparience while on leava has reaulted
in qualifying him for s higher level position than tha previoualy
hald poaition, the employse may raquest conaidaration for any
other vacant position for which he is now qualiffad, inatead of
sutomstic rainatatement in tha formerly held poaition.

(6) An employee on laava without pay for military servica shall
surrender all reinatatement righta if, after completing the
initial period of military aarvice, he voluntarily elects
to remain in the military service; or, after being diacharged
aubsequently decides to re-enliat voluntarily. An employee
ahall not be eligible to be granted leave without pay for military
aarvice or to be continued on such laave for auch voluntary ser-
vice beyond the initial period of aarvice.

(7Y An employee returning from laava without pay who doas not accept
reinatutement to his former poaition or to s comparable or batter
poaiticn shall thereby surrender all reinatatement righta.
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(8) An employce retuming from military leave who does not accept
reinstatement to hie former position or to a comparable or
better position within 90 days after the offer of reinstatement
ie made shall thereby surrender all reinetatement rights.

(9) In cases where the employee who has been on leave without pay
does not have reinstatement rights, the Personnel Office shall
make every effort possible to place the returning employee in
a poefition comparable to the formerly held position at the
earliest poseible date.

SPECIAL_LEAVE WITH PAY FOR BEREAVEMENT

POLICY

A Staff employee may be allowed up to a maximum of five consecutive work
days of special leave with pay upon the death of a member of the employee's
tamily,

PROCEDIURE

The employee shall submit a request to the Personnel Office through
the employee's supervisor.

SPECIAL LEAVE WITH PAY FOR COURT DUTY

POLICY

A Staff employee who is subpoenaed as a court witness or who is called
to serve on a jury msy be granted special leave with pay for the
period he (or she) is required to be in court plus necessary travel time.

PROCEDURE

4. The employee shall submit a request to the Personnel Office
through the employee's supervisor. A copy of the subpoena
or sumsons shall be attached to the request.

b. Upon return to work the employec shall substantiate the extent of his
(or her) absence by the submission of an official statement from the
court indicating the exact duration of the employee's court service.

c. Any pay (less extra travel or other necessary and uncompensated ex-
penses) received by the employee for such court service shall be paid
%0 the College unleas the employee elects to use annua! leave or leave
without pay, in which case the employee may retain all pay received
for such court service.

SPECIAL LEAVE WITH PAY FOR ANNUAL MILITARY RESERVE TRAINING

POLICY
A Staff employee who is a member of the National Guard or of the United

States Armed Forces Reserves may be granted special leave with pay for
training purposes not to exceed 15 calendar days in any 12-month period
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when required by federal or state order, In addition, such leave with
pav as may be required may be granted an employee when his (or her)
reserve unit is activated by federal or state order in the event of «
civil disturbance or other cnergency.

PROCEDRE

4. The employee shall submit a request to the Persomnel Otfice through

thye employee's supervisor. A copy of the military or other governmental

orders shall be attached to the request.

b, Any pay (less extra travel or other necessary and unconpensated
expenses) received by the employee for such active duty shall be
paid to the College unless the employvee clects to use antual leave
or leave without pav, in which case the employee may retain all pay
received for such active duty,

SPECTAL LEAVE WITH PAY FOR DISABILITY

PoLILY

A Statt emplovee who is unable to report for work hecause of an injury
or an illness may be granted speclal leave with pay tfor disability
atter all available sick leave has been exhausted.  See Sectfon 3.45
tor details. '

SPECIAL LEAVE WITH PAY FOR SELF-IMPROVEMENT

PaLicy
1. General

Elfizgible Staff cmployees, having fulfilled the standards set forth in
criteria approved by the President and the Board of Trustees, may be
granted, upon the recommendation by the President and approval of the
toard of Trustees., paid leave for various periods of time not to
vvived ten calendar months for the purposc of attending school or
parsuing other forms of study designed to help them pertorm more
cffectively and prepare for higher level responsibilities in their
emplovment with the College.

he Eligibility

A Staff employee who has achieved permanent status in a regular
‘budgeted position and who has completed at lcast seven consecutive
vears of full ime employment with the College without lcave for
selt-improvement may be granted paid leave in excess of 30 calendar
days for the purpose of attending school or pursuing other long-
term study. The employee shall sign a written agreement to return
1o work at the College for a period of at lcast two vears immediately
iallowing such leave. The agreement shall specify that in the event
the emplovee falls to complete such two years of emplovment, he {or




she) shall refund to the College any funds paid to him by the Cullege during
such leave. .

Pay

Self-improvement lesve may be granted either with full pay for periods no
longer than five calendar months or with one-half pay for periods between five
and ten calendsr months. The period of approved leave for self-improvement
shall count towards creditsble service and shall be considered in evaluating
the ewployee for a merit increment.

Criteria (Approved by the Board of Trustees, July 16, 1973)

An eligible Staff employee may be granted specisl lesve with pay for self-
improvement by the Board of Trustees upon sstisfactorily meeting the
following standsrds.

(1) The content of the planned course of study or vocational training program
is directly applicable to the work performed by the employee for the
College and will be of immediate benefit to both the employee and the
College upon the employee's return from leave or, it will prepare the
employee for a different role at the College which is mutually agreed
upon in advance and identified as an actual, funded need of the College.
In the latter case the planned course of study must be gufficient to
enable the employee to meet fully the required qualifications for the
new position. In either case the applicability of the course or program
content must be clearly established by the materials presented in support
of the recommendation.

The course of study is either a terminal program; a self~-contained, inde~-
pendent unit; or the final phase of a degree or other long-term program;
and can be completed within the maximum period of time (10 months) allow-
able for this kind of leave.

The course of study will be undertaken at sn institution or organization
which has appropriate accreditation, professzional reputation or status in
the field being studied. In the event of doubt on this point the opinion
of a recognized expert in the field will be obtained by the College

to consider the selection.

In the event the employee {s the recipient of a grant, scholarship, or
other form of financial aid from external sources, leave at full pay
will be granted only in those cases where it can be clearly shown that
the amount of external (to the College) financial aid is only enocugh to
cover increased costs of living attributable solely to the course of
study being undertaken; otherwise, the pay provided by the College will
be reduced correspondingly,

(5) The program of study {s full time and the employee provides a written
certification to the effect that he or she will not engage in other
employment during this leave. °

(See also Paragragh 7.38.) L;. 737
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PROCEDURE
a. Application

In all cases of self-improvement leave the request shall be accom-
panied by z detailed outline of the planned course of study with
particular attention given to the relevance of the study to the
individual's work at the College. This application shall require

the approval of the appropriate campus or administrative dean and

the Director of Personnel. The Director of Personnel will prepare
the materials to be presented to the President for obtaining approval
from the Board of Trustees.

o

Benefits

An employee mav continue to participate in College benefit programs
during periods of self-improvement leave. Annual and sick leave
may not be used or earned while on self-improvement leave.

c. Reinstatement

U'pon completion of self-improvement leave the employee shall return
to the position held prior to such leave unless by mutual agreement
it 1s decided to place the returning employee in a different position.

LEAVE WITH PAY FOR ATTENDING PROFESSIONA! MEETINGS
POLICY

staff employees may be granted paild leave for the purpose of attending
of f= campus professional meetings (conventions, conferences, seminars
and short courses) when it is determined that such attendance i{s in the
best interest of both the individual and the College.

PROCEDURE

Applications for this type of leave are submitted through normal super-
visory channcls on MC Form 7,40, See paragraph 7.40. /p, 77_/

EXTENDED ADMINISTRATIVE LEAVE (Refer to Paragraph 3.446.) /p, 57_7

EDUCAT10NAL ASSISTANCE PLAN (Refer to Paragraph 3.60.° /p. 65_7

TUITION WAIVER PLAN (Refer to Paragraph 3.61.° /p. A8 7

GROUP HEALTH AND LIFE INSURANCE PLAN (Refer to Paragraph 3.51.) /p. 61_7
RETIREMENT SYSTEMS

A description of the retirement systems_to which staff employees may
belong is contained in paragraph 3.55.'p. 63_~

WEARING OF UNIFORMS (Approved by the Board of Trustees, FY1973 Operating
Budget, May 15, 1972)

POLICY

All security, maintenance, custodial and warehouse personne! of each
campus are authorized by the College to wear uniforms. Each employee
authorized a uniform may wear it while traveling to and from the College
and while at the College. No other use of the uniform is permitted. ™
The entire cost of rental and upkeep is borne by the College.
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PROCEDURE

a. Each employee of the College who is autherized to wear a uniform
shall furmieh hie immediate supervisor with the measurements
necessary to insure a good fit of the particular uniform articles
he 18 authorized to wear. The supervisor will notify the Director
of Procurement who will arrange with the appropriate vendor for
the correctly altered uniform to be {ncluded in the carliest
poscible scheduled weekly delivery of cleaned and reconditioned
uniforms.

b, All female maintenance employees are authorized to wear white
uniform dresses. Each employee {e authorized five changes of
uniform per week.

c. All male central maintenance employees are authorized to wear
wvhite industrial short sleeve shirte and forest green trousers.
Each employee is authorized five changes of uniform per week.

d. All other male maintenance,custodial and warehouse personnel are
authorized to wear white industrial short sleeve shirts and blue

trousers. Each erployee is authorized five changes of uniform per
week.

e. All security personnel are required to wear white shirts, beige
trouseres, and, if assigned to the Rockville Campus, burgundy
blazers; if assigned to the Takoma Park Campus, navy blazers.
Each employee is authorized one change of uniform per week.

DEFINITION OF TERMS

a. Permanent Employee: One who has completed the designated period
of probation and is granted permanent statue in a permanent or
conditional poeition.

b, Temporary Employee: One who is employed for a limited period of time.

c. Conditional Employee: One'who is assigned to a staff position .
established for the period of time that monies are made available
in whole or in part for use in special research or other long-term
projects by the United States Government, a private organization,
a foundation, a revenue-producing source (e.g., cafeteris, book-
store) or an individual.

d., Substitute Employee: One who is employed in a permanent, temporary,
or conditional position during absences of the incumbent.

e, Salary Increment: A one-step pay increase which shall be granted
annually for satisfactory service.

f. Creditable Service: All sermanent and conditional employment and
temporary employment whoa followed within 30 duty days by appointment
to a permanent or conditional position.

#. Reduction in Force: Termination of employment of an employee when
necessary to reduce the number uf employees.

h. 1ransfer: Movement of an employee from one position to another
within the same classification.

{, Promotion: Movement of an employee from one classification with

more responsibility at a higher pay grade.
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Demotion: Movement of an employee from one classification to
another classification with less responsibility at a lower pay
grade.

ApproDbriate Ofticial: Division Chaiman, Administrator, or
{mmed{ate supervisor, depending on the emplovee's position,

Duty Days: Those days on which the employee is required to
report for duty as determined by the college calendar adopted
annually by the Board of Trustees.

Military Service: Military service as that term is used in the
Selective Service Act of 1948, as amended, and hereinafter
referred to as military service, includes active service as a
commissioned officer, warrant officer, enlisted man {n Army,
Navy, Air Force, Marine Corps, Coast Guard, the Coast and
Geodetic Survey, and Public Health Service; a cadet of the
United States Naval Academy or United States Coast Guard Academy.

Pay period: A period of two weeks.

ADE: A date of cmployment which has been moved backward in time for
the purpose of pranting credit for previous scrvice with the
College, Montgomery County Public Schools and the Montgomery
County Government; or which has been moved forward in time to
allow for excluded periods of service.




< DIRECTOR OF PERSONNEL (Board ot Trustees, December 15, 1971)
Sl GENERAL

Under the supervision ot the Dean of Administration, the Director of
Personnel serves as the otticial responsible for recruitment, selection,
tlassification, evaluation, promotion, training and separation of the
staff. He is fbrther responsible tor pusition control und certaln phasvs
ot employmnt processing and salaryv dadministration tor Administrators and
Faculty, as well as administration of employee bunetits tor all employees
of the College. He is responsible to the Dean ot Admunistration.

- ADMINISTRAVEIVE GND STAFF " i3
Minutes ot ot e Tl cae Adman e it senees gt the Sba it Sonate
i tranentte e the soar: o the dbrositent ot tac Colloco ror tin

1 rmatim ot Ue Buard,
ot COMMUN LUAL LS

e Policy

s wuntoations between the board ind the dollege re in writing
toroh the Mresident of the college,

ul

h, et

-

torsallv, ettort is made within the tollere to take into account
representative points o1 view on matters to be presented to the
ward, However, when there is an unresolved substantial differ-
cace between the recommendations ot the President ot the Collepe
and the point ot view ot onv ot the senates, otter appropriate
eftorts toward solution have 1ot succeeded, the President ot the
College will invite a representative ot the involved senate to
speak at the Board meetings where the particular item has been .
;laced on the agenda for this purpose. This senate point of
view, vxpressed in writ g, is distributed to the Board through
the President of the toilege fn advaonee ot the meeting ot the
Soard.  Such items would tvpically relate to Board policices
attectime an entire bodv, such as salar., tringe benetits, leave
ev.. ation, tevire, the avademiec caltendar, and new curricula,
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STAFF ASSOCIATION (Approved by Prestdent, July 27, 1971)

PURPOSE

The Staff ts one of the four vitsl groups that make up ths totsl collsge
structure snd {s recognized along with the othar three groups, faculty,
adninistrators, and students, as an integrsl part of tha fnstitut fonsl
program. It may exercise, through sn appropriate elected body, the right
to express its concerns and make recommendstions to the President and
thesugh him to the Board of Trustees.

CONST ITUTION AND BY~LAWS

The Associstion maintsins its own constitution end by-lews and develops
chenges therets. The constitution and by-laws sre rotified by the steff
employees, approved by the President before {mplementation, and transmitted
to the Board of Trustees.

MEMBEKRSHLP

All staff employees of the College are considered sambers of the Associetion
snd are entitled to a vote in any plenary session and in sny election of
officers to the Assoclation's senate.

ANNUAL MEETING

Ar anncial College-wide Staff Assoclation meeting will be held during spring
vacat ion on a day the College {s open.

ORGANIZATION

As specified in the by-laws, the Association {s represented by an elected
senate that includes s balanced representation from esch campus and from
Central Administration. serving in staggered terms that sfford continuous
representation. The members of the Senste elect from among themselves their
chatrman and vice chatrman. The chatrman sits as a member of ths President’s
Advisnry Council and the Staff Review Bosrd, among others. Standing cosmittees
heve been establinhed in four arcas of employee concerns; other committses

sre developed as needed.

RESPUNSIBILITIES

The responsibilities of the elacted representstives are outlined in ths
by-laws.

REPORTS AND COMMUNICATIONS

A copy of the minutes of each meeting of the Ssnate and of the full
Assoc lation 1s forverded to the President of the College. All written
communication with the Board of Trustees ts through ths President; ths
Senate cheirmen or his designee will have the responsibility and right
to spesk freely before the Board of Trustees st its Weetings.
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STAFF COUNCTL, TAKOMA PARX CAMIl'S (Approved by Campus Dean, Takoma
Park, March [8. 157207

CAMPUS ROLE OF THE STAFF (SUPPORTING SERVICES)

8. The campus staff should participate {n formulating those college policies
and procedures that concern them directly and in which they are knowl edge-
able. The Staff Council will encourage attitudes which will serve to
strengthen unity among the campus sta’f and to promote cooperation and
foster the exchange of {deas with faculty and admin{strators,

b. The Staff Council officially represerts the campus staff,

FUNCTIONS

The Staff Council:

a.

b

d.

e,

f.

8.

h.

Advises the dean of the campus and makes recommendations to him concerns
{ng the day-to-day operati.n of the campus as {t affects the staff.

Presents recommendations tu the Staff Senate concerning any campus
matters that have college-wide Implications.

Conducts the s=lectfor of a staff member to attend meetings of the Campus
Assembly. This {ndividual shall also be the vice chairman of the Staff
Council,

Annually appoints two campus staff members to ,serve ot the Campus
Assembly Committee on Faciliti{es I'lanning, Mdintenance, and Use.
Annually appoints one member to serve o the Traffic Appeals Board.
Biennially appoints two members tu serwe on the Takoma Park faculty/
staff fund committee. The chairman of the Staff Council shall keep
the Campus Dean and the Campus Assembly Chairman informed of such
appointments ,

Appoints an elect{on committee and such ad hoc commltfeel as m;} be
required and charges these committees with the tasks to be performed.
The Staff Council shall keep the Campus Dean {nformed.

Calls staff meetings wheuever {t considers that auch meetings are
required. or by request of the Campus Dean, or upon written request
of at least ten percent of the campus staff.

Determines t’ ntert of the agenda for campus staff meetings and
priority of therein.
Maintains ¢\ - ommunication with the Staff Senate.

.

COMPCSITION. LENGTH OF SERVICE, AND MEETINGS

L

The Staff Council shall be made up of representatives of all segments

of the campus staff: bookstore, buildings and grounds, business office,
cateter{a, Campugs Dean's office, Divisfon of Humanities and Social
Sciences, Divisfon of Mathematics and Science, instructional aides,
learning resources, library, reg{strar's office, security, and student
personnel. Any group of two or more employees may request permission of
the Staff Council to appoint a representati{ve, These representatives




are responsible for maintafiinyg 1rse contact with the statt members
they represzent.

b, The term of office for members of the Staff Council shall be for one
year.

¢. The Staff Council shall meet at least unce a month or at other times
at the call of {ts chairman,

d. All meetings of the Staff Council shall be open meetings.
2,904 PROCEDURE FOR ELECTING A STAFF REPRESENTATIVE TO THE CAMPU'S ASSEMBLY
a. During the first two weeks {n May each year, an election committee
will conduct an election of & staff representative to the Lampus

Assenmbly.

b. The electiun committee will be appointed by the Chairman of ~he
staff Council,

c. Nominations will be solicited from all employeen and an election
conducted by bailot.

d. The person receiving the largest number of votes will be the staff
representative to the Campus Assembly.

2,905 PROCEDURE FOR CHOOSING STAFF COUNCIL MEMBERS

4. Staff Council members shall bhe chosen during the last two weaks in
May each year.

b. Each staff group will choose a represcntative (and an slternate)
from that Broup to serve as a member of the Staff Ccuncil,

<. Each supporting staff member will receive the following information
about May 15 each year:

(1) A lfst of all staff groups on the campus and the names of the
{nd{v{duals in each group.

(2) The name of the person in each group who {s responsible for
(a) Meeting with the group to select its representative and

(b) Notifying the Chairman of the Staff Council of the decision.

7,906 OFFICERS OF THE STAFF COUNCIL

a. The Staff Council Chairman shall be chosen by the Staff Council and
«hall serve as an alternate for the staff representative to the
Campus Assembly.

b. The staff repreientative to the Campus Assembly will serve as the
vice chafrman of the Staff Council.

¢. A secretary is chosen by the Staff Council. The secretary shall
maintain a record of all actions taken or conclusions reached by
Q the Staff Councile

ERIC e
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3.28  CONFLICT OF INTEREST

3.

281 GENERAL POLICY

The following policy on conflict of interest snd related matters
wae sdopted by the Board of Trustees, Montgomery College, in
reeolution 532-62, November 19, 1962 end reeffirwmed on June 29,
1967. This policy supersedes all exieting policies perteining to
this matter snd covers ell employees of the College.

“No employee of the Board of Trustees of the Montgomery College
shall engage in or have a financial {nterest, directly or
indirectly, in any activity that conflicts or raises a
reasonable question of conflict with his duties and responsi-
bilities.”

3.282 OUTSIDE EMPLOYMENT

3.4

a. Qeneul

(1) Employees shall not st any time engsge in any esploymant
that would affect their usefulness as employees in the
system, would compromise or embarrsss the College, would
adversely affect their employment ststus or professional
standing, or would creste e conflict of interest.

(2) Employees shall not engage in work of any type where the
source of information concerning customer, client, or
employer originates or results from any {nformation
obtained from the College.

46  EXTENDED ADMINISTRATIVE LEAVE (Approved by the Board of Truatees,
September 17, 1977)

O
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4. General - Extended administrative leave {s defined as that type of

personnel development leave authorized and assigned an Administrator
or a member of the Faculty or Staff and required for the benefit of
the tollege. College personnel! are placed on extended administrative
leave only for the purpose of acquiring a set of skills or specific
knowledge required for the operation of the College. Placement of

an individnal on such lcave, and the financial arrangements therefor,
st be approved by the Board of lrustees., Extended administrative
'vive will not be used when other methods such as independent or self-
prograrmed study or educatfonal (tuition) assistance will provide the
skil! meeded in the tine frame involved, When che criteria for the
Ldueating! Assvistatce Program are met, the program may be used in

cenjnet ion with est.nded dministrative leave, with the approval of
the [resident. . ¢ paregtaph .00, /p. 65_/
Pligibility - "ny individys! currentiy cmploved fulletime by the

tollege may ' pleced on extended administratiee leave provided
that the rorson 1s willimg and that, noraally, the person has: been
fn the service of the College tor at least four consecutive years.




-

(See also

ER
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Secitnife the otter to be »laced an this Leave will not -ttect
the person's emplovment statas at the College,

oo Salary and denciits = AL salary and benetits normally roceived
will continn during an individi' ' teave, In addition,
expenses tor travel, room and boatd may be paid by the tollope,
as warranted,

d. tontractual Agreement - Laindividual who aprees to be s lacad on
oxtended administrative leave must (ontract to retum to the to 07
upon its completion tor twic. the duration ot the leave Lot in ae
case less than the equivialent ot ball ot an acdemic cear. barl oo
to return and serve will wake the dadividaal trable tor 0 b cwondes
paid to him or on his behialt ov the (ollege, anless relieved ot this
obligation, in part or in tall, bv the HBoard of lrustees tor such
reasons as disability or death,

¢. Duration of lLeave = Lxtended administrative leave is normally tor
no nere tha, the equivalent ot 4 semester.  fhe minimum duration ot
cetended administrat.ve leave will asually be more than two weeks.
Personnel development leave of two weeks or less will normally be
considered under the category of short=term leave to attend pro-
tinsiondl meetings, Although extended administrative lcvave will
usuilly be tor pericds in excess of two weeks, an individual's
daily absence over a continued period of time while on extended
administrative lewve might well be tor only a fraction of a working
dayv, tor example, two hours per dav for six weeks.

t. Tenure and Status = An individual on this leave will have the time
of authorized absence count towa"d tenure or other employment
status and will return to the sane or cquivalent position on
return from leave.

Paragcaph 7,38 - Administration .. Personnel Development Leave.) Ipe T
OTHER LONG-TERM LEAVE

The Board of Trustees mav authorice, uwion recorzrendation ot the President,
lonveterm leave with pay tor anuesual and imperative reasons not covered by
any ot the forevoluy catepories of leave, The President may authorice,
pon recorrendation trom the appropriate dean, long=term leave without pay
for catevories of leave not covered in the preceding paragraphs pertaining
to Lonpetcrm leave. A determination #ill be made in each case concerning
continuced varticipation in the retirement and otiwer benefit plans and
pavments therefor, tModificd by the Board of Irustees, November 1, 1971,
see reading agenda Novesber 19, 1971,

JISABILITY LEAVE (Approved by .he noard vt irustees, March 19, 19/ 4

POLICY

ALl (Lieable volloge sersancoel who have been disabled because of sickness
veoace detital ey s s he stanted Dosaba it Yeans ith pav

Jaevne e tiesr Y0 aiendar conthe o e abaty, Vhipitatity tor
[TRET I ERE R PR chiteraaed g acordmcs with the toliowine dorsenoes,
e tanaties
Do laett e per o whio e o lete e Toasr g1 wethin
- 38 .



of continuous service with the College and who is an Administrator,
Faculty or Staff member of the Collegce who works at least half
time in a regular budgeted position on a continuing basis.

(2) Eligibility for disability leave does not require that a person be
a participant in the long-term disability insurance plan to which
the College makes contributions.

(3) A disabled person is one who, by reason of sickness or bodily
injury, is completely unable to engage in his or her regular
occupation.

(4) Due proof {: 4 medical opinion by s legslly qualified physician
as to the nature and extent of the slckness or injury responsihle
for the person's inability to completely perform his or her regular
tasks which includes a statement as to the effective date of such
disablement and an estimate as to the probabic¢ duration of the
disability. When in the opinion of the President or his designuted
representative, or the Board in instances requesting its approval,
there 18 a reasonable doubt as tn the nature, extent or continuiation
of a dieability claim, the {nd’.idual may be required to have a medi~
cal examination by a legally qualified physician, selected or spproved
by the College, at the College$ expense for the purpose of justify-
ing the continuation of disability leave pay. In cases vwhere the
legally qualified physician retained by the College and the legally
qualified physician retained by the individual disagree as to whether
or not the individual i{s a dieabled person, the two physiciane shall
together select a third physician to examine the disabled individual
at the Coilege's expense. The majority opinion of the physicians
concerned shsll prevail, -

(5) Regular pay is the compensation per pay period at the current salar:
rate exclusive of extra compensation for such thinge as coaching,
special projects, summer school and community services instruetion.

b. Disability leave provides for eslary continuation at 80% of regular pay
after exhsustion of all accumulated sick leave and continues for as long
as six consecutive months.

¢. Upon completion of the period authorized under (b) above, disability
leave may be continued at 60% of regular pay for the remainder of the
12 month period following the firet date of sickness or injury.

d. In instences wvhere the disabled person qualifies for Workmen's Compensa~
tion, Social Security or other disability compensation plans to which
the College contributes, the rate of salary contimation by the College
under (b) and (c) above shall be reduced by the amount of such compen-
sation received from these other plans.

e. In all ceses where the requested period of disability leave exceceds by
more than 30 celendar daye the expiration of all carned eick leave, the
request shall require approval by the Board of Trustees,

f. In instances where due proof (as defined above) establishes disabillty
effective during s period of approved leave without pey or during the
no pey period for continuing 10~month personnel (only those who have
been committed to return to pay status) salary continustion under (a)

Q
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1,45

above shall commence on the date the individual was scheduled
to return to active duty and pay status.

If a disabled person engages in any rehabilitative work for wage or
profit, the disability leave pay othervise payable with respect to any
month during this 12-month period, will be reduced by 807 of the amount
of such wage or profit to which the employee {s entitled for such work
during that month.

The period of 12 calendar months for which the College grants paid
disability leave shall not be extended. Successive unrelated disa-
bilities shall entitle the individual to a new 12-month period under

the disability leave provisions. 1In the event an individual returns

to work prior to the end of the initial 12-month period and subsequently
is unable to continue at work because of the original disability, the
individual i{s entitled to receive the benefit of any remaining unused
balance of the original 12-month salary continuation permissible under
these regulations.

Disability leave with pay shall not be granted for disabilities caused
or contributed to by:

(1) war or any act of war, whether declared or undeclared;
(2) intentionally self-inflicted injury,

(3) injury sustained in the commission of or in consequence of having
participated i{n committing a felony;

Eligibility for paid disability leave will gutomatically cease on:
(1) the date the individual returns to active duty with the College;
(2) the individual's 65th birthday;

(3) the date upon which the individual retires under the College
retirement plan, if prior to 65th birthday;

(4) the datc on which employment with the College ceases;

(5) the date on which the individual ceases to be under the care of
a legally qualified physician;

No period of time during which disability leave pay is being received
shall be counted toward satisfaction of the required probatienary
period for granting of tenure or permanent status.

PROCEDURES

a.

The individual, or his or her representative, completes a copy of MC
Form 3,45 "Application for Disability Lrave'*and submits the completed
form along with due prouf of disability to the Personnel Office through

“fo by published. Unuil publication, requests for approval of Disability Leave are
to be submitted by memorandum and should contain such apecifics as are required to
enable those concerned to render appropriate decisions on the request.
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the appropriate administrative channel ror processing and .approval,

b. On the basis of this medical opinion, and any other pertinent
fnformation available, the Divector of Personnel shall establish
the effective date of disablenent,

¢. The Persomel Office makes the necessarv arransements with the
Director of Finance to cifect salary continnation during periods
of approved disability leave.

d, In all cases where the requested period ot disability leave with
pay exceeds by more than 30 calendar days the expiration of all
earned sick leave, the Personnel Office shall prepare the required
materials for requesting Board of Trusteu2s' aporoval.

e, The Director of Personnel is the designated representative of the
President for purposes of administering Section 3,451 a %) of the
policy on Disability Leave.

ACCOUNTABILITY

a. The Director of Personnel is responsible for the administration of
the disability leave program.

b. Appeals from disability leave decisions of the Director of Personnel
may be made to the President.

GROUP HEALTH AND LIFE INSURANCE PLAN

BENEFIT PLAN COVERAGE

All 'peraons employed by Montgomery College who work at least half
time and who occupy regular budgeted positions on a continuing
basis are eligible to participate in the Group Hecalth and Life
Insurance Plan consisting of life, accidental death and dismember-
ment, long term diaability, hoapitalization, aurgical, medical,
dental, and major medical coverages. The College pays 807 of the
premiums attributable to this insurance program. (See brochure

"Montgomery College Group Health and Life Insurance Plan" for details.)
All questions concerning this insurance should be referred to the
Personnel Office.

ENROLLMENT

The Personnel Office will explain the Group Insurance Plan to all
peraona employed by the College and will provide cach individual
with a copy of the benefit plan brochure. Each person will complete
-either an enrollment or a refusal card dependent upon his or her
desire to participate in the plan. If enrollment is completed
during the first 30 days of employment, no evidence of insurability
is required and coverage becomes effective (except for long term
disability insurance which has a 6 month waiting period) on the
first of the month following ¢nrollment. Enrollment after the
first 10 days of employment may be accomplished only after proviaion
of evidence of insurability satisfactory to the insurance company.




1,513

3,514

1,515

Aruitoxt provided by Eic:

TERMINATION OF EMPLOYMENT

"pon temmination ot employment with the Collepe, an individual who
1s enrolled in the group insurdance plan may convert certain portions
ol the College wroup insurance to 1adividual coverage with the
College 1nsurance carrier. In order to take advautage of this
conversion privilepe, the terminating person must contact the
insurauce company and accomplish the necessary conversion paper-
work within 30 days ot the date of termination,

CLAIM PROCEDURES
4. Health Insurance

Each enrolled person and spouse 1s provided an identification
card which contains information descriptive of the plan, in
addition to identifying data. Claim forms arc also provided
at the time of enro!luent and additional claim forms may be
obtained as needed from the Persontiel Services Office. To
apply for benefits, the individual presents the identification
card and o claim form to the hospital, physician, dentist,
laboratory or other provider of health services, The provider
ot health services may verity coverage by telephoning the

John Hancock Mutual Lite lnsurance Company; 703-534-6077
tcollect, if from another toll zome). The provider of

health services submits the claim form to the local office

ot the insurance company and payment is made directly to

the provider of the health service, except for major medical
claims which are paid directly to the individual who has sub-
mitted the c¢laim.

b. Long-Term Disability lnsurance

Claim forms for use by the enrolled person are available
in the Personnel Services (ffice, Benefits are paid
directly to the enrolled person.

¢, Life Insurance

Upon the death of an enrolled person, the Personncl Services
Office should be notified immediately. Three copies of the
death certificate or an attending physician's report, whichever
is most expedicut, will be required for processing of a death
claim by this office.

BENEFITS YOR PERSONS ON LEAVE AND FOR RETIRER

a. All coverages for which an individual i{s enr-lled remain in
effect during periods of authorized leave.

h. Certain portions of the College group insurance program continue
{n ctieet tor retirees. these include o reduced amount of life
insurance and basic health insurance. The Personnel Services
Office should be contuacted for details of the coverages cone
tinued for retirees.




3.5 TAX-S D ANNUITLES
31.%1 PURPOSE

Tax-sheltered annuities should be considered principally as supplesental
fetirament income.

3.542 PROVISION

a. Simply Stated, a Tax-Sheltered Annuity Provides:

(1) An employee may elect to have his salary reduced - Federal income
tax paid on reduced amount.

(2) The employer purchases a nonforfeitable annuity in an amount equal
to the salary reduction.

(1) Federal income tax to be paid by employee or retiree on full
amounc received from annuity.

b. Optione: (Board of Trustees, March 19, 1973)

Employees have the opportunity to purchase tax-sheltered annuities
from the Teachers Retirement System of the State of Maryland, The
Prudential lneurance Company of America or the Teachers lnsurance
and Annuity Association - College Retirement Equities Fund (TIAA-
CREF). Forms are available at the Employee Services Office.

¢. Employeed Contribution: (Reduction of Salary)

There is a legal limit to the amount of reduction of salary allowed.
Empioyees may request the Teachers' Retirement System, the Prudential

Insurance Company or TIAA-CREF to calculate the maximum participation
allowed.

d., Bmplover Participation:

The employer purchases annuity on request of the employee with the

funds withheld from employee. There are no emplover matching con-
tributions to the annuity fund.

3.55  RETIREMENT JENEFITS
3.551  BACKGROUND

a. Full-time employees of the College are permitted to participate in
the retirement systems as follows:

(1) Haintensnce, custodial, and cafeteria employees are enrolled only
in the Hontgomery Community College Retirement Plan (Aetna
supplementsl),

e 6} «
O

ERIC

Aruitoxt provided by Eic:
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ERIC

Aruitoxt provided by Eic:

(2) 1In order that College policy be in accord with State policy,
and to provide for optional membership or other proviafona
vhich the State may from time to time provide, by Reaclution
70-89, July 7, 1970, the Board of Truatecs provided that Yall
eligible Faculty and Staff shall become membera of the Teachera'
Retirement Syatem of the State of Maryland aubject to the
proviaions of the Public General Laws of Maryland, sa amended
from time to time."

(3) The Montgomery Community College Retirement Plau is & aupplementary
plan to (2) aforementioned. Participation is sutomatic for Faculty,
Staff, and Adminiatrators who belong to the Maryland State Teachera'
Retirement Syatem. By Board Resolution 74-37, February 18, 1974,
participation is voluntary for thoase employeea deacribed in aub-
paragraph (1) above.

b. Those who are enrolled only in the Montgomery Community College Retirement
Plan (3.551a (1)) will receive all of their retirement income from the
Aetna Life Inaurance Company, which sdministers the plan. Those enrolled
in both the Maryland State Teachera' Retirement Syatem and the Montgomery

, Community College Retirement Plan will receive two checka - one from the
Teachera' Retirement Syatem and a supplemental check from the Aetna Life
Inaurance Company.

BENEFPITS

a. Benefita that accrue from the Teachers' Retirement System, without
supplementation from the College plan, accrue in the following manner:

Years of creditable aervice x Average final compensation
55 for higheat three consecutive
years

b. Retirement benefits paid, as s result of participation in both ayatema
or in the College plan only, sare calculated in the following manner:

Years of service x 2.0% x Average final compenastion
(to a maximm of 36) for higheat three consecu- -
tive yeara
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3.60 EDUCATIONAL ASSISTAMCE PROGRAM (Board of Trustees, August 27, 1971; Modified
by approval o' the FY73 Operating Budget, p. 516 and the FY74 Operating Budget,
Appendix G-1)

3.601 poLicy

The purpose of the Rducational Assistance Program (EAP) is to assist all
eligible College employees with educational expenses in order:

b.

To help them perform more effectively in their current job
classifications through g,proved knowledge and skills.

To help them in preparing for higher level reeponeibilities in
the College by virtue of broadened capabilities.

3.60) DEPINITIONS

b.

d.

An eligible employee 1o one who {s working full time at the College
and who hae completed six months of employment with the College.

Eligible study is any course or training program, offered either for
credit or not for credit, which {s related to any of the functional

ar~as of the College in which an eligible eamployee works or through

normsl career progression may expect to work, if qualified.

L]
An acceptable educational {netitution {e: a public or private secon-
dary, vocationsl, trade, or business school; or s public or private
college, univeratty, profeseionsl school, or technical institution.
It {s expected tiat the educational {netitution is sccredited or
recognized by some agency or governing body from within {te genersl
functional area or frame of reference.

Educational expenses are the costs for tuition, books and materials
required for the eligible study approved through the EAP procedures.

Satiefectory completion {s the obtaining of any grade or designation other
than failure {n sccordance with the standar’s established by the inetitu-
tion or organization attended.

3.605 FINANCIAL BENEFIT

ERIC

Aruitoxt provided by Eic:

The meximum financial benefit in the form of assistance to defray
educational tuition expensea for eligible study is $400 per emplovee,
per fiscal yesr. Of this $400 maximum, $50 may be spplied toward
the cost of booke and materisls necessary for the approved course(s).

In lnltgncel where the employee {s eligible for benefits under the
Tuition Waiver Plan (eee paragraph 3.61),reimbursement of up co $50 per
fiscal year for required tooks and supplies may also be allowed from EAP,
provided that the course of etudy at Montgomery College is job-related or
8 part of a degree or certificate program which ie joberelated.

Funds shall normally be apportioned for use by Faculty, Adminfatrators,
and Staff members based upon the percentage of eligible College employees

in each category. Variations from thia apportionment will be approved
by the Dean of Adminiatration. :
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3. 607

d'

An employee receiving other educational benefits, including Vetarans'
Administration benefits, for a given course of study, 1a eligibla

to recaive benefits under EAP for ths same course only 1f the other
benafits do not cover the full cost of tuition. In such csass the
samount Of benefit under EAP is limited to the difference batween the
amount of the totsl tuition costs and ths amount supplied by the othar
benefite, excapt that,in addition,tha EAP benefit is subjsct to ths
limitation set forth in paragraph 3.605a.

Ths costs sssocisted with this benafit for atudy during regular susmer
school ssssions will bs charged to ths budget of ths fiscal ysar in
vhich such susmer school ssssion snds.

APPLICATION PROCEDURES

a,

b'

The swployss is rasponsibls for applying at an apprupriats, sccaptabla
sducational institution for admission to or snrollment in a coures or
program of sligibls study.

To apply for EAP banefits, an sligible swployss complates MC Form 3.607b,
"Application for EAP/Tuition Weiver Plen Benefite", and submits the
completed form according to the following:

(1) An sdministrator shall submit ths complatad forms to his super-
visor vho shall raview ths application for accuracy of datas,
make & racommendati.a regarding approval of the sslacted study
and forward ths application to ths Dirsctor of Personnel. The
Director of Psrsonnel shall revisw ths application for proper

procadurs and give approval of ths selacted study within tha
sstablished guidalines.

(2) A staff swployse shall submit ths complated forms to his super-
visor vho shall raview the application for accuracy of dats, maks
s recommendation regarding approval of ths selacted study and
forward ths application to ths Dirsctor of Personnel. The Dirsctor
of Personnel shall raview ths application for proper procadurs

and give approval of the salactsd study within the establishsd
guidalirea,

(3) A faculty mesbar shall submit the completed forms to his depart-
sent chairman vho shall raviaw ths application for sccuracy of
data, make a recomsendation ragarding approval of the selacted
coursss and forvard the application to either ths Campus Dean
(for faculty assigned to ths Takowa Park Campus) or tha Academic
Dean (for faculty assigned to the Rockvills Caspus)., The Cawpus
Dean or Acadsmic Dean shall review the application, give aspproval
of the sslsctsd study within the sstablished guidslines, and
forvard 1t to ths Dirsctor of Personnel for processing. The
piractor of Psrsonnel shall raview the application for content
and preper procsdurs.

Aftar complats procsssing and approval, the copies of ths spplication
form ars distributed to: ths Personnel Office, ths supsrvisor, and
tha employes.

When an application for EAP involvas study during normal work houre,
an agrassant detailing how the suployss is to maks up ths lost time
mist be attachad to ths application, This agrsement must bs signed
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by the emplovee and his supervisor and approved by an appropriate

administrator. Approval should be granted only i{n instances where
the absence of the employee will not result in any interruption of
normal services of the office or department concerned and where the

study desired is not generally available outside of the regular work~
ing hours.

Upon completion of processing and/or approval of the application,

the Persomnel Office will, upon request as {ndicated on the application
form 3.607b, issue the employee a letter suthorizing the selected
educational institution to bill the College for the proper tuition
expenses within the limitations set forth in paragraph 3.605. If

the employee so chooses, he mav instead receive the benefit by reim-
bursement. (See paragraph 3.608a).

In the event the educational {nstitution selected is not willing to
bill the College, the employee will normally receive this benefit
by reimbursement. (See paragraph 3,608a). However, {f in such
instances the eligible employee does not have sufficient funds to
pay the eligible expenses in advance, he may so certify to the Di-
rector of Finance on MC Form 3.607bh, and the Director of Finance may
advance the employee an appropriate amount to cover only the actual
exnenses incurred and within the limitations set forth in paragraph
3.605, as an {nterest free educational loan. Such a loan i{s to be
repaid via the reimbursement procedure. (See paragraph 3,608a),

In alt cases, the application should be received by the Personnel
Office no later than 15 days prior to registration. An employee
should submit his application {n time to allow his supervisor suf-
ficient time to meet this deadline.

3.608 REIMBURSEMENT AND REPORTING PROCEDURES

ERIC

Aruitoxt provided by Eic:

Upon completion of approved study for which an employee paid the
approved educational tuition expenses himself because efther he did
not choose to use a letter from the College authorizing the selected
institution to bill the Collge directly, or because the selected
institution was not willing to bill the College, reimbursement may
be requested by submitting MC Form 3.609, "Request for EAP Reimburse-
ment,”" to the Personnel Office, accompanied by a tuition receipt and
evidence of satisfactory completion of the approved study, Receipts
will be roquired also for reimbursement for costs up to $50 of nuc-
essary books and materials. After approval by the Personnel Office,
this form is sent to the Finance Office for processing snd reimburse-
ment to the employee. in cases where the empioyge received a loan

from the College, the processing of the form, after it is approved,
will effect the payment.

In order to be eligible for continued financisl benefits under EAP,

the employce must have submitted evidence of satisfactory completion

of all study for which he has received EAP benefits, to his super-

visor and to the Personnel Office, or have applied to the Personnel Office

for excused withdrawal for reasons of health, family obligations, or
similar compelling considerations,
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3.609

J.61

J.e1t

3.612

3.613

ERIC

Aruitoxt provided by Eic:

¢. Employees who do not satisfactorily complete study for which EAP
benefits have been received must reimburse the College for all
monies that the College has expended in relation to that specific
study which was not satisfactorily completed before being eligible
to apply for any further benetits under EAP

ACCOUNTABILITY POR EAP

The Director of Personnel is responsible for the administration
of the EAP. Appeals from decisions of the birector of Personnel

may be made to the Dean of Administration.
TUITION WAIVER PLAN (Approved by the President, December 20, 1973)
GENERAL

The purpose of the Tuition Waiver Plan is to allow college employees,
under certain conditions, to enroll in courses for credit at Montgomery
College without paying tuition charges. There is no limit on the number
of courses that can be taken, nor is there any requirement as to the
grade level that must be maintained.

DEFINITIONS
a. Eligible personnel are all full-time college employees.

b. Eligible study is any credit course offered at Montgomery College
having at least ten regularly enrolled students and scheduled outside
of the individual's normal working hours.

APPLICATION PROCEDURES

a. To apply for Tuition Waiver Plan benefits, an eligible employee com-
pletes MC Form 3.607b, “Application for EAP/Tuition Waiver Plgn Benefits',
and submits the completed form according to the following:

(1) An administrator shall submit the completed form to his supervisor
who shall review the application for accuracy of data and forward
it to the Director of Personnel. The Director of Personnel shall
review the application for proper procedure. If within established
guidelines, he shall approve it. 1f rejected, the applicant shall
be notified of the reason therefor.

(2) A staff employee shall submit the completed form to his supervisor
who shall review the application for accuracy of data, make
appropriate recommendations and forward it to the Director of
Personnel. The Director of Personnel shall review the application
for proper procedure. If within established guidelines, he shall
approve it. If rejected, the applicant shall be notified of the
reason thereof.

(3) A faculty member ahall submit the completed form to his department
chairman who shall review the application for accuracy of data, and
forward it to either the Campus Dean (for faculty assigned to the
Takoma Park Campus) or the Academic Dean (for faculty assigned to

[T




3.614

ERIC

Aruitoxt provided by Eic:

the Rockville Campus). The Campus Dean or Academic Dean shall
review the application, make recommendations, and forward it to
the Director of Personnel. The Director of Personnel ahall
review the application for proper procedure. 1If yithin
established guidelines, he shall approve {e. 1f rejected, the
applicant shall be notified of the reason therefor,

In conjunction with the Tuition Waiver Plan, application may be
aade under the Educational Assistance Program for up to $50 to
defray the cost of books and materials in cases where the course
of atudy is job related. (See paragraph 3.60,)

ACCOUNTABILITY AND APPEALS

The Director of Personnel {s responsible for the administration of
tite Tuition Waiver Plan. Appcals from decisions of the Director of
Personnel may be made to the Dvan of Administration.
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7.13

7.

RECOCNITION AWARDS

POLICY (Approved by Board of Trustees, February 20, 1973

a. To provide recognition tor outstanding service to the College by
members of the Board of lrustees, the Facultw, the staft, and
Administrators, the award, as appropriate, ot a silver or bronge
medallion is authorised and is made retroactive tor servives
completed after 'ily 1, 1970,

b. As an exception to the prescribed completion date, an initial
sward of medallions was made at the 25%th Anniversarv Convocatiovn,
or in connection therewith, to surviviny founders of the College
(members of the Hontgomery Countv Board of Fducation in 1946,
members of the Founding Conmittee, members of the first fulletime
taculty, the State Superintendent of Schools, and the widow of the
tounding dean, in commesoration of his services to the College.)

¢. ‘fhe College President is responsible tor development of criteria
for the award uf such vegtificates as he may deem essential to
proper recognition of other types of service to the College.

AWARD OF MEDALLIONS (Approved by Board of lrustees, February 20, 197H

The following puidance is provided in connection with the development
of awards of medallions for outstanding service and the submission ot
recommendat ions therefor. In each case the specific action(s) supports
ing a determination of outstanding ©-reise will be included in the
recommendat fon.  the length of service to the College, indicated in

the following parayraphs, is to be considered onlyv as puidance; the
quality of the service is to be the essent tal basis for the award.

a. Silver Medallious

(1) Board of Trustees: U'pon departure trom the Board after
completion of at least one appointed term of office; the
awa.d Is initiated at the discretion of the Board of
irustees, voordinated bv the President of the College,
and approved by the board.

(31 President: Upon departure from the College, usually after
at least five ~ears in the office. Ihe award is Initldted
at the discretion of and approved by the Board of Trustecs.

{3) ‘taculty, Administrators, Staft: !pon retiring or resigning
after 10 continuous years of service with the college with
distinction. A confidential recommendatian for the sward
mav be Initiated by the rerson's inc ediate supervisor or
hv the Director of Persom.e!. it is forwarded tor considera-
tion to the College President through appropriate supervisory
personnel for tinal approval by the Board of Trustees. The
recommendat fon must contain appropriate detsiled justification
and description of the onrstanding service rendered.
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b, Bronze Medallions

(1) Board of Trustees: Upon departure from the Bosrd prior to
completion of eppointed term of office. The award {s
iniciated at the discretion.of the Board of Trustees,
coordinated by the President of the.€ollege, and approved
by the Board.

President: Upon departure from the College, with less than
five years in office. The awsrd is {nitiated at the discretion
of and approved by the Board of Trustees.

Faculty, Administratore, Staff: Upon retiring or resigning, with
distinction, with less than 10 years at the College. A confiden-
tial recormendation for the award may be initiated by the person's
immediate supervisor or by the Director of Personnel; {t ies for-
warded for consideratio: to the College President through approe
priate supervisory personnel for final approval by the Board of
Trustees. The recommendation must contain appropriate detailed
justification and description of the outstanding service rendered.

PURLICATIONS OF THE FACULTY, ADMINISTRATORS, AND STAFF (Approved by President,
February 25, 1972)

A3,

Publications of the faculty, administrators and staff may bs deposited {n
campus libraries for reference by intercsted vartiece. The following ptro~
cedure 1s followed in haridling eush publicatiens: ’

4. The Office of the Dean of the Faculty will annaupce periodically to the
faculty, rdminietrators, and staff that publicatfons.of-Montgomery
College personncl may be sent to the Office of the Dean of the Fecuity
for deposit in their respective campus library.

Upon receipt of the pvblication, the Dean of the Faculty will forwerd
informat{on concerning the pudlication to the President for {nclusion
in the Board of Trustecn' Reading Agends.

The publicatfon will then be depcsited {n the respective campus
library. e

Each library will dcsignate shelf wpace for publications of Montgomery
College personnel and will maintain a locator card for sll such publica-
tions deposited in tie 1library.




7.136 LENGTH OF SERVICE AWARDS (President's Advisory Council, Iulv 12, 1979

Eligibility

d.

b.

Members of the full=time Faculty, Statt, and Administration, will
be precented a suitable award upon completion of certain intervals
of vears of creditable scrvice with Montgomery College. [hose
included under the term “full-time" are: ‘itaff persons who
normally work 40 hours per weck during the academic year or
calendar year, depending npon their assignment or other employment
agreement; Faculty membeis who have a full-time academic year
assignment; and Administrators who are assigned to a full-time
position. "Years ot creditable service" include all time worked
from the original date of hire to the completion of the required
length of service for recoynition under this paragraph. These
definitions spetitically include an academic year for Faculty and
a 10-month assignment for ..aff as one full year of service.

A certificate and an appropriate decorative pin will be awarded
uypon completion of 10 years and each 5-year interval chercafter.

The President will present the certificates and pins at appropriate
ceremonies throughout the year.

The Director uf Personnel is responsible for the design of the
certificate and pin, the identification of eligible persons, and
the preparation and processing of certificates.

7.375  WORKMEN"S COMPENSATION

a.

O

ERIC

Aruitoxt provided by Eic:

sorkmen's Compensation protects the employee from serious financial loss
if he is fnjurcd in the course of employment, except:

(1) When the injury results from the willful intention of the employee
to injure himself or another, or

(?) When the injurv results solely from the intoxication of the injured
employee whiie on duty.,

In general, atl modical or hospital expenses dircctly associated with an
fnjury resclting from an on-the-iob accident are covered. Employees
must report ail accidents to their supervisoms immediately.

In the over:t an individual cmployee wishes to file a claim arainst Work-
men's wortensation, he should obtain a claim form from the Fmployec
Services Oftic. .,

The Horkmen®s ' o aensation clatm should be completed as instructed and
went to the Lialo.ee Gervices Office within 48 hours after the
accident,

The Fuiploves Serviars Office will make one photustat uf the claim form
and file it in a file under the claimant's name and then send the
erivinal c¢laim torm to the rompany for processing.
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7.38

7.381

7.382

ERIC

Aruitoxt provided by Eic:

ADMINISTRATION OF PERSONNEL DEVELOIMENT LEAVE (Approved by the President,
September 17, 1973)

CENERAL

For the purpuse of this paragraph, personnel development leave cncompasses
that leave which is granted with pay under the categories of sabbatical
leave, paragraph 3.441 a; extended administrative leave, paragraph 3.446,
and special lcave with pay for self-improvement, paragraph 4.50. 1t is the
purpose of this section of the Policies and Procedures Manual to delineate
approved policy and to provide the necessary administrative and fiscal
procedures for coordinating the granting of these three types of leave and
for considering the prior use of short-term leave for professional meetings
before authorizing extended administrative leave,

POLICY (Board of Trustees, 11/19/73)

The evaluative erttiria that follow will be used by the President and the
President's designees in determining what recommendations will be made to
the Board of Trustees concerning proposals requesting consideration for
sabbat{ical leave. ’

4. The proposal should clearly indicate how the program to be undertaken by
an ind!vicual on sabbatical leave will benefit the person's professional
duties at Montgomery College.

b. The following are examples of types of activities or projects that might
be engaged in during the period of the sabbatical leave:

(1) To carry on 1 program of purposcful course wotk for a period of at
least one semester or to attend a semester~-long institute.

(2) To complete a book or some other scholarly wotk that is of value to
the individual concerned and/or to the academic community,

(3) To participate in research or an operational project of at least a
semester's duration or more which would result i1 improvement of
the applicant's overall competency for responsibilities at
Montgemery Comnunity College.

(4) To take part in some organized community project designed
to improve relations between the College and the citizenry
support ing {t

(5) To travel, provided such travel has a direct bearing on the
particular subject matter field or educational methodology of the
instyuctor.

c. The foilowing aspects will also be considered {ir arriving at & recommen-
datfon with a report thereon to the President,

(1) Contributions which the applicant has made over the years to the
College as a whole,

(2) The eventuality that the applicant may have had such leave or
comparable leave hefore.

(3) Length of service of the applicant at Hontgomery Community College.

-~ 73 -




1t should be understood, however, that the above criteria are not listed
in 4n order of priority ovr importance and that the leave policy will be
administered on a wwllege=wide basis; i.e., without necessarily allocating
available sabbativals to the campuses in equal measure, but with due
considerat fon to the hurden placed upon the College in any particvlar
discirline in uny year,
[

7.783  APPLICATIONS fOR LEAVE

a. Anplications tor sabbaiical leave and special lvave for self-improvement,
ave processed o accordance with paragraphs 3.441a and 4.50, respectively.

b. in the case ot sabbatical leave, an ad hoc committee (8 appointed by the
Faculty Sendte with the concurrence of the President. The President
seleets the ad hoc comnittee chairman each year with the concurrence of
the Faculty Senate. The ad hoc committee reviews applications, and
within approved evaluative policy and fiscal guidance, establishes
recommended prioritivs ror consideration of the President.

. Althouph normally initiated at the supervisory level, any member of the
College mav recommend that extended administrative leave be granted to
one or more vlipible persons or for one or more purposes., 1f not origina-
ting vwith the President, a Campus Desn, the Dean of Administration, or the
Dean of Administration,or the Dean of Education, the request will be ftore-
witrded theuugh supervisory channels to the appropriate dean., The request
should (xplain the purpose of the leave, state how {t will benefit the
aperatisn of the College, explain why it {s necessary or essential for
the College to authorize thi: type of leave, provide a specific cost
estimate, cecomsnd an Individual (s) to be sent on the leave, list any
prior leave tur protessional meetings or vxtended administrative lesve
wranted to tiat person during the prior 12 months, and indicate the
willingness of the individual (8) to be placed on leave if 1t is granted,
I'he dean concorned will review the request, make a recommendation, and
forward it t» the Director of Personnel for consideration and recommenda-
tion to ihe President.  TIhe President, upon receipt of the recommendation
of the Director of Personnel, may approve and recommend the request to
the Board ot Trustees for final approval, or wmay disapprove or modify 1t
as appropriate,

d. A1l salury and benefits nomally received will continue when a person is
placed on cxtended adninistrative leave. 1n addition, travel, room, and
board expuuses may be paid by the College, as warranted, The amount of
allowance tor swen and board will be determined in advance by mutual
spreement betweon the individual and the Director of Finance, and be
approved by the President.




e, When extended administrative leave has been authorized by the Board of
Irustees, application for leave will be made administratively on MC
Form 7,40, Request for Leave for Professional Mectings And/Or Special
Funds, 1In the space, "Reason for Request”, the applicant will enter:
“Extended Administratfive Leave as approved by resolution number
Board of Trustevs, _ y 197"

f. Applications from the staff for "Special Leave for Self-Improvement" are
vonsidered by the Staff Review Board.

L]
7.384  THE COLLEGE COMMIT:EE FOR PERSONNEL DEVELOPMENT [EAVE

a. General

The unnual operating budget will usually contain limited funds for the
support of personnel development leave (i.e., gabbatical leave, self-
improvement leave and extended administrative leave). The overall bud-
retary ceiling requires, therefore, that a process be created to develop
recomnendations for the President regarding the amount to be included
for such leave .nd to recommend to the President an amount to be
tllovated to each such category after the budget has been funded. For
this purposc, there has been established a College Chmmittee for Per-
sonnel Developwent Leave,

b. Committeec Urganization

The Collepe Committee on Personnel Development Leave is appointed by
and reports to the President, 1t g composed of the following members
and such additional appointees as may be dernirable from time to time:

Dean of Administration Campus Deans
Dean of Education Two (2) Stsff Senate designees
Two {2 Faculty Senate designees Dire:tor of Personnel (w/o vote)
Dean ot the Fuaculty
V.
The chairman ot the committee is appointed by the President.

c. Committee Functions

The Committce:

(1) Develops recommendations concerning criteria, fc mula, parameters,
or guide!ines to be used {n determining amounts :o be included
each year in the operating budget for each type of leave, sabbatical,
self«impr vement, and extended administrative. For these purposes,
the Committee's tentative recoomendations are developed and discussed
with their constituencies by committee members, after which final
recommendat fons are forwarded by the Committee to the President, with
any minority comments, for approval.
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2)

3)

Develops, for FY1974 only, recommended initiai allocations of
budgeted funds to be used for sabbatical leave, special leave with
pay for self-improvement, and extended administvative leavea;
forwards the Committee's recommendations, with any minority
comments, .o the President fotr approval.

Using previously approved criteria, develops, for fiacal years
other than 1974, recommended smounts to be included as a single
line item in the operating budget in support of sabbatical, self-
improvement, and extended administrative leaves, and forwards its
recommendations to the President for approval.

Recommends, on request of the President, after final approval of
the operating budget, the annual allocation of funds for personnel
development leave in order to take into consideration the amount
finally funded for this type of leave.
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TRAVEL

GENERAL

Employses of the Bosrd of Trustees who sre required to travel on business
pertaining to the College will be reimbursed dependent upon the type of
travel performed, local or distant. Specifically designsted students,

vho srs members of collsge-leval committees which function uoder the
spproved statutss for the governance of the College, sre slso authorized
locsl treval reimbursement. Regsrdless of the type of travel, when veshicles
ere usad, individuale going to the neme location are requestrd to use one
vehicls only, unless the cepacity of the vehicle {s leas than ths number of
persons involved. Since the totsl amount of trsvel funds is limited, payments
from such funde ars governad by the following guide-lines. Should budgsted
funde for travel become insufficisnt to support psyments as explained herein,
tazporary modificstions to these procedures will be issued by the Dirsctor
of Finance.

LOCAL TRAVEL (PAC, April 29, 1971; Prssident, June 26, 197}, Modified
November 21, 1972)

8. Locel trsvel, ss used in this manual includes, but is not limited to,
inter-cempus travel and treval betwesn an {ndividual's sssigned campus
and othsr points of business. It doee not include travel:

(1) For vhich overnight sccommodstions srs required.

(2) TFor which round-trip milesgs exceeds 300.

(3) %etweesn en individuel's sseigned campus and his residence, for
normal duty during reguler work days. Mileage hatween an individual's
residence and & campus other than ths sssigned cempus may be rsim-
burssd in the cess of suthorized travel to ths othar campus prior to
reporting to ths sssigned campus. In such instances reimbursement
will be only to ths extent that the distance batwssn the sssigned
cempus and the rssidenca by wey of the other campus excesds ths
direct distance bstween ths cssignad campus end ths rssidencs.
Round-trip milssgs between ths residence and & cempus othar than
the sssigned campus msy bs reimbursed in situations whars it would
have been impossible, impracticel, or insfficient to make ths trip
enrouts to or from the assigned campus but only to ths extent that
such mileage exceeds s round trip between the rssidences and the
sssigned campus.

(4) To or from placss of businsss locstad on s dirsct route between an
individual's sssigned caspus and his residence, unless it would be
impossible or imprecticel to make the raquirsd vieit to thess placas
of business enroute to or from the sssigned campus. If g placs of
businsss {s visited enroute to or from the ssaigned cempus, and {t
is not on ths dirsct routs betwean ths home and the sssigned cempus,
reimbursement shall bs bsssd on the difference between ths milesge
between home and sssigned campus by way of the place of business snd
ths distance betwesn home and sssigned campus by diract routs.

(5) To end from mestings of the Board of Trustess, sxcept vhers ths
individual 1s required to sttand such meetings by virtue of:
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7.404 DISTANT TRAVEL (Approved by the President, November 21, 1972)

a. Diatant travel, usually used in conjunction with leave for profeasional

+ Requests for approval of use of college funds and subsequent reim-

(a) The office in which he is aerving.

(b) Material he muat peraonally preaent to the Board, or
(c) A requeat from hia auperviaor.

When one of the above qualificationa {a met, the round-trip travel ahall
be reimburaable regardleas of the cempus on which the Board of Truatees
meeting {a held.

Authorized travel between campusea {a that which ia neceasary to attend
scheduled classea, departmental meetinga, and officially acheduled meetinga
of the college ataff or faculty, and return to the asaigned campus when such
{s iequired. Diatance between campusea ia officially recognized as 15 milea.

Authorized travel between a campua and & place other than another campua ia
that which {s neceasary to conduct official college buaineaa at the aecond
place. Thia would include travel batween a campus and acheduled claasseas
off campua, e.g., phyaical education clasases at golf ranges and bowling
alleya and nuraing claaaes at hoapitalas.

Authorized personnel are reimburaed for the use of their privately owned
vehiclea at the rata of 12 centa per mile traveled. They may also be
reimburaed for parking feea. When two or wore individusla travel in the
same privately owned vehicle, only one peraon will receive compensation
for the mileage traveled, uaually the owner. The driver, {f the owner
ia not preaent, may receive a mileage payment if one i{a not claimed by
tha owner.

Reimbursesent for travel will be made only to thoae individuala who aubmit

an approved ''Statement of Local Travel Expenae", MC Yorm 7.403. Thia form

may be obtained from the Office of the Director of Procurement on Storea
Requiaition, MC Form 7.506. Monthly atatementa should be aubmitted to the
appropriate departmental chairmen or staff supervisora for approval no later
than the third of each month for travel during the preceding month. State-
menta should be proceasad through appropriate account managers 8o aas to

reach the Director of Finance by the aixth of each month. -

meetinga (paragraph 3.442 f), {s travel yhich meets any one or more of
the following criteria:

(1) Overnight accommodations are required.

(2) Total expenae incurred for all reimbursecable items related to the
trip, including conference registration fees, exceeds $50.00,

(3) Round trip mileage exceeds 300.

bursement for expenses {ncurred on dJdistant travel will be submitted
through the {ndividual's supervisor on the Form for Requeat for
Leave for Profesaional Mvetings and Special Funds, MC Form 7.40.
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(1) Distant travel, for members of the Faculty, for which reimburse-
ment is to be requested, must firet be approved on the Request
for Leave tor Professional Meetinge and/or Special Funds, by
their Department Chairman, Division Chairman/Academic Dean, and
Campus Dean,

(2) Distant travel by members of the Administration and Statf, for
vh:ch reimbursement is to be requested, must first be approved
by the individual's immediste supervisors. Final approval {s
granted by the College President for the Campus Deans, Dean of
Adninietration, Dean of Education, Dean of the Faculty and
personnel assigned to the President's office, The Campus Deans,
Dean of Administration, or Dean of Education approve requests
submitted by personnel sssigned respectively to the officea
supervised by them.

Travel to distant points may be made by any conveyance desired by the
individual. Reimbursement for travel by private conveyance, however,
will be made only on the basis of the leaser of 10 cents per mile or
the cost of & tourist ticket by air. Actual tickets, if desired may
be obtatned through the College. When air transportation ia used,
trevel reimbureement will also include the cost of travel between home
and airport, airport and hotel at destination, and travel between
hotel and place of buainess at deatination. In addition to travel
reimburaement, individuals are authorized reasonable reimburaement
for the cost of meals and, upon submission of a paid bill, overnight
lodging.

An annual record of expense (MC Form 7.404 (7/1/72)) tncurred for
dietant travel for each individial member of the faculty and
adminiatrative staff ie naintained in the Office of the Director
of Finance.

7.406 USE OF COLLEGE VERICLES

b'

Q
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Gengral

Whether travel on official buaineas by Prculty, Staff or Adainiatrators

ia local or diatant, college vehiclea, if available, should be uased.

When thia wode of travel ia uaed, no monetary reimbursement for mileage
ia authorized. Requeata for the use of theas vehiclea should be made to

the reaponaible office well in advance to insure their availability.

Priority for the use of vehiclea will normally be in accordance with the
requeata received. Exceptions, if any, will uaually be based on obtaining

the greateat economy in the use of College travel funda.
Responsible Offices

(1) The Offtce of the Campua Facilitiea Manager is reapousible for the daily

control of vehiclea asaigned to the Rockville Campua.

(2) The Office of the Buaineaa Manager ia reaponaible for the daily control

of vehiclea asaigned to the Takoma Park Campus.

(3) The Office of Internal Management ia reaponaible for the daily control

of vehiclea ssaigned to the Central Adminiatration.
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c. Procedures
The
Q%)

&)

(5)

(6)

(¢2)

(8)
(9)

(10)
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following procedures will gorern the use of College vehicles:

On the campuses, keys are maintained {n the Security Offfce; for the
Central Administration, kevs are waintained in the Office of Internal
Managenment. When kevs for a vehicle which has heen reserved are picked
up, the operator of the vehicle also obtains a Motor Vehicle Trip Form,
MC Porm 7.406. The trip fom, fully executed, is to be returned with
the vehicle kevs at the vonclusion of the trip.

Normally, tmployces may not drive motor vehicles to their home. When
it is necessary to do so, however, the employee must include this
information on the trip form.

Gasoline and oil for college vehiclys are to be procured from the Lincoln
Center or the Randolph Road Depot of the Montgomery County Public Schools
which will bill the College for supplies used. The gasoline in the
storage tank on the Rockville Campus is reserved primarily for use of
utility vehicles assigned to the Rockville Campus.

When fuel is needed and the vehicle is distant from MCPS facilities, or
the need is at an hour when MCPS facilities are closed, the operator
should purchase gasoline or oil using cash or his own personal credit
card. If using cash, a cash receipt must be obtained and attached to
the monthly "Statement of lLocal Travel Expense'", MC Form 7.403, in order
to secure reimbursement. 1If the individual uses his personal credit
card. he should attach his copy of the voucher to the Statement of

Locas Travel Expense in order to secure reimbursement.

No vehicle should be returned after use with less than one fourth of
a tank of fuel.

No vehicle is to be away from the College overnight unless permission
fe granted by the responsible office. Normally, college vehicles
will not be kept out overnight locally.

Normally, vehicles are to be driven only by Administrators or members
of the college Staff or laculty who possess a valid operator's license.
Students are not normally authorized to drive college vehicles. In
unusual circumstances, pormission may be granted only {f the student ie
over 21, possesses a valid operator's license, and receives permiseion
from the office responsible for the operation of the particular vehicle.

Hitchhikers ahall not be picked up.

1f mechanical failure occurs to a vehicle within a 25 rile radius
from the responsible office, the responeible office should be con-
tacted. Otherwise, a nearby local garage, preferably one which
specializes in the make vehicle affected, should be contacted for
aseistance, I1f it is estimated that repsirs will exceed $100, the
responsible office should be contacted for clearance prior to
authorization of repairs. Bille for repaire should be turmed in
to the responsible office for reimbursement from the appropriate
vehicle repair account.

A driver of a College vehicle involved in an accident should
immediately contact the local police and the Director of Internsl
Management. '
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POLICY (Board of Trustees, March 20, 1972)

The Board of Trustees of Montgomery Community College requires as a condition

of employment that:

.

b.

All employees submit medically veritied evidence of treedom trom dctive

tuberculosis at the time ot vmployment,

In
on

addition to the above, foud service employees submit similar evidence

an annudl basis throughout their employment.

PROCEDURES (Approved by President, March 20, 19,.)

de

The evidence of freedom trom active tuberculosis required by paragraph

7.901 may be tu the torm ot a signed physician's statement or other

official health certiticate indicating that, by means ot a chest X-ray,
{ntradermal tuberculin test, or other medically recognized method, the
person concerned has been found to be free of tuberculosis at the time
his employment at Montgomery College. This evidence must be submitted

of

prior to reporting tor work, and no prospective employee will be con-
sidered as employed until this requirement has been satisfied.

Persons who desire to satisfy their health certification requirement by
obtaining a chest X-ray on 4 mobile unit or in a hospital health clinic
shall submit as a certificate the postal card or other ottficial document

returned to them as evidence ot freedom from active tuberculusis.

Proper evidence ot treedom trom active tuberculosis may be obtained
in the geographical area ot residence of the individual concerned,

(1) All food service employees, as well as faculty, staff, or

2)

(3)

4)

students participating or enrolled in programs or courses which
involve the handling of foud, or the supervision of {ts
preparation or serving, will submit evidence of treedom from
active tuberculusis both on an initial and an annual basis.

Chapter 82, Montgomery County Code, 1965 edition, alsu requires
that such persons be free of all communicable discases and in-
fected wounds, sores, or lesions on exposed parts of the body.
Although no initial or periodic certificate is required, super-
visors are held responsible for reporting suspeated carriers and
reporting them to the proper authorities for proper verification
vt their health condition,

The Montgumery County Code defines a food service employee as
"Any person, including owner or manager, who handles tuod or
drink during preparation or serving, or who comes in contact
with any cating or cooking uteusils, or who is employed in a
room in which food or drink is prepared or served."

The above code also tequires that "Fvery person connected with
an cating and drinking establishment whose work brings him in
contact with the production, handling, serving or storage of
tood, drink, utensils or equipment, shall furnish such informa-
tion, permit such physical examination, and/or X-rays, and
submit such laboratory specimens as the health officer may
require for the purpose of dvtermining freedom from infections.”
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7.91 HEALTH MAINTENANCE PROGRAM

7.911 PoLICY (Approved by the Board of Trusteea, FY 1974 Operating Budget,

7.912

7.913

1.92

7.921

Q
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May 21, 1973)

The Health Maintenance Program (HMP) ia Jeaigned to encourage College
personnel to achedule regular physical exaainations in the intereat of
»the maintenance of good heslth. The program providea for the reimburse-
ment of up to $25 every other fiscal ysar to each eligible peratn toward
payment of tha phyaician'a fee (axcluaive of chargea for diagnoatic
aarvicaa, auch aa x~ray or laboratory work) for a general phyaical
examination.

ELIGIBILITY

An eligibla person ia a full-time College employse at leaat 40 years of
ags who has worked for the College for at leaat one year.

PROCEDURE

b.

a.

Application for reimbursement of the $25 1a accomplished by complation
of an Application for Reimburasment (MC Form 7.91) which 1ia available
from tha Employse Services Office.

Aftar the phyaician has certified that tha physical examination was
parformed, the form MC 7.91 ia aubmitted to the College Personnel
Offica.

1

Upon verification that the employase is at leaat 40 years old, has bean

a full~time employea of the College for at lesat one year, and that he

or ahe haa not raceived reimbursement during the current or immediately
pracading fiacal year, the Director of Personnel authorizea reimburaement.

Ona copy of the approved Form MC 7.91 1a forwvardad to the Finance Offica
aa authorization for the reimburaement and the other copy ia retained
in the Peraonnel Office.

In tha event the application is not spproved, it ia returned to tha

requaator by the Director of Peraonnel with an ~xplanation for the
diaspproval.

- 11

POLICY (Approvad by tha Board of Trustass, May 20, 1974)

a. All candidatas for approvad positiona st Montgomery Collaga shall have a

(] lo hyaicsl azaminstion for tha purposs of asauring that sach
::r::q,ro;:dptz phyaically sbls to parform tha dutiaa and raaponaibilitias
of the position for which the individusl is baing conaidarad, and for the
purposs of avoiding tha employmsnt of paraons whose health and physical
condition could adveraaly affact the health, safaty, and welfara of paraona
associatad with tha Collage. It is the axpactation of the Board of
Truatsss, also, that the pra-employment phyaical examination will help to
sinimizs tha spplicabls public cost of ataffing tha Collaga. The wedical
opinion shall ba s aignificant consideration in tha finsl dacision ralative
to employment. Usnder sxceptional circumstancas tha Prasident, or tha
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C.

President's designee, may suthorize temporary employment in spite of &
medical opinion which would normally preclude employment becsuse of s
health condition.

If temporsry smployment is suthorized undar axceptional circumstancss, the
psraon employsd will not bs sligible for participstion in ths College's
group hasslth end life insursnce program and the Collegs's dissbility leavs
program for & period of st lesst twelvs consscutive cslendar months. During
this pariod ths College will contributs (up to the current dc ler amount
peid by the Collegs for similar covarsge for those persons covarad by ths
Collages group insursnce policy) toward ths cost of rassonsbly gquivelent
individusl heslth end 1ife insurancs obtainad indspandently by the employes.
If, after completion of st leset tvelvs consscutive celendsr wonthe, ths
individual has bsen complataly trestmsnt free in relation to the pra-exiast-
ing condition, the employment stetus can bs changed by ths Prssident, or
the Prsaident's designes, to rsgulsr (as oppossd to temporury), thersby
making the individusl fully sligible at that time to participsts in the
group heslth and life {nsurancs and the disebility leasvas program.

Except for purposss fndicsted hersin, ths pra-employment physicsl
sxaminstion will not bs usad to deny employment to qualified parsons who
ars sslactad by the Collegs.

7.922 PROCEDURES (Approved by the Prasident, May 20, 1974)

.

é:) ..

b,

C.

Q
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In the spplicetion process, the Collage shsll notify ssch spplicant that
s pra-ssployment physicel exeminstion is a condition of employment and
will provide the spplicant with forms snd information, as spproprists,

The Dirsctor of Personnsl shall recommend to the Dean of Aduinigtration,
and ths Desn of Administretion shall sslsct, e physician or team of
physicians experienced 1o the field of occupstionsl medicins to provids
pra-employment physicsl sxaminetions for the Collags st & ressonsble
unit fes. This fas shall be psid by ths Collegs. The Diractor of
Parsonnel ghall provide the physician with s job description, and
related information as raquired, in order for the physician to have an
8daquate undsrstanding of the physicel requirements of the position

to bs filled, and in ordsr for the physician to bs sbls to use this and
other dets in resching s medicel opinion concerning ths physicsl
fitnsss of candidatss for smployment with the Collage.

Prior to final consummation of an employment sgresment and upon racsipt

of s notice of prospactive smployment, ths Dirsctor of Parsonnsl will make
srrangesents for s pra-employment physicsl examinetion. WNotice of
prospective employment is mads by ths employing supsrvisor for Steff
candidates, by the Campus Dean for fsculty candidates, and by the Prssident
for administrative candidates. Ths notics of prospsctive employment shall
ba in writing indiceting to the Dirsctor of Paraonnsl that the candidsts
probebly will bs recommendad for smployment upon raceipt of s favorsbls
sedical opinion. The position numbar of the vscancy to be filled by the
candidats should sleo be indiceted on ths notics of prospactive smployment.

The Dirsctor of Parsonnsl shall provids s medicsl examination form

(MC Yorm 7.92) for the candidats end make the srrangements for the
szaminstion with s physican selacted by the Collags. Undrr cartasin
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¢ircumstances, a candidate msy be granted pernissfon by the Divector of
Personnel to have the examination performed by a difterent physician at the
expenne of the individual candidate, with reimbursemenrt from the College up
to the same amount paid by the College for the same cervice. In this case
the report from the other phvsician must be prepared on the College form
(MC Forw ~.92), and sent to the College-selected physician for review and
de\elopment of a report on the candidate’s physical fitness for employment
at the College. The Director of Peraonnel will grant this deviation from
normal proredure in those cases where a final employment decision would be
undulv delav ' or the candidate unduly irconvenienced {n terms of time

and expense by adhetence to the standard procedure.

e. The examining phvsician will perform a routine phyrical examinat fon
{ncluding such {tems ay.

Medical history
Vision

‘learing

Blo:d pressure
Urinalysie
Serology

As a reault of the examination the college-selected physicia will provide
the College with a medical opinfon regarding the ability of the candidate
to perf.rm the task. cf the position for which the candidate is applying.
when the uxamination is performed by other than the (ollege retained
physician, the examiner’s report shall be sent to the (Coliege retained
phvaician for review and development of such a medical opinion.

f. This physician's teport to the College will atate that either: (1) The
candidate's health and physical condition are acceprable for any posfition
at the College, cr, (2) The candidate’s health and physical condition are
acceptable for the proposed assignment only and that further medical
opinfon should be required before any change of assignment is made or,
(3) The candidate's health and physical coenditfon are not acceptable for
the propused sssignment at Montgomery College.

g. All medical records shall be retained by the College-selected physician.

h. Upon recetpt of the physician's renort, the Director cof Personnel shall
gend a copv of this report to the candidate and to the referring (ollege
official tor conatderation in arriving at a dectston relative to employment.
Fxcept in extremelv urusual circumstances (such as the candidate's
possession of an exti-melv rave skill or expertise) the medfcal opinion
shall be a signitican: consideration in the final decision rclative to
employment. When unusual circumstances pertain, the involved campus ov
administiat ive dean may request that an exception to st andard practice
be made and that ewplovment be autherized in spite of the contrary wedical
opinion. The request must be in wiiting to the Dean of Administration when
tbe candidate is being conaidered for a Staff position and to the President
when the . andidate ts being ronsidered for a Paculty or Administtative
pogition. !pon approval of the request by the Prestdent, or his designee,
the requent ing supervigor and the Director of Peraonnel are authorized
to proceed with appiop. {ate employment arranpements,
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i.

In casea vhere temporary smploynent s authorized by the President or his
designee under exceptional circumstances, and enrollnment {n the College
g.oup health and life inaurance program ia not allowed, the Director of
Peraonnel will arrange for payuant of a monthly amount (no greater than
the current dollar amount paid by the College for similar coverage for
thoae persona covered by tha Collage group insurance policy) toward the
cost of reasonably equivalent {ndividual health and life inaurance
coverage obtained independently by the employee. Such payzent shall be
authorized and peid to tha individual only after the Director of Personuel
has buen provided dus proof of the extstence of such equivalent fasurance
protection by the ewployee or the deaignated inasurance carrier.

1f, aftar completion of at least twelve consecutive calendar montha, the
individual has been completaly treatment free in relation to the pre-
existing condition which pracluded emplovment on a regular basis, the
Dirsctor of Personnel will {nform the appropriate adminiatrator who
authorized the employment initially. This person will change the
employment status from temporary to regular. Thia change in atatus makes
the individual eligible at that time to participate ir the group health
and 1ife insurance and the dicability laave program. Upon receipt of
confirmation of this change in employment atatus from the appropriate
adainiatrator, the Diractor of Personnel! will see that the employee s
properly enrolled in the group health and 1ife insurance program and is
otherwise treatad aa a regular employee rather than & temporary one.

1f, aftar completion of at leaat twelve consecutive calendar months, the
{ndividual has not been completely treatwment free, he or ahe may be
continued in a temporary capacity for another twelve consecutive calendar
months under the conditiona outlined in (i) above.

7.923 ACCOUNTABILITY

The Diractor of Parsomnal shall be responsible to the President or his
designae for tha coordinetion of the pre-employment phyaical examination
progras and for authorizing the expenditure of funda budgeted for the
program.

O
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