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TO:  Human Resources Committee and Board of Supervisors 
 
FROM:  Michael J. Marciano 
 
DATE:  June 10, 2019 
 
SUBJECT: HR Committee Agenda 
 

 
 
The HR Committee will meet in the First Floor Executive Committee Room at 107 North Kent 
Street on Monday, June 17, 2019 at 9:00 a.m.  
 
The agenda for the meeting is as follows: 
 

1. Fiscal Year 2019-2020 Request for New Position – Presentation by Department 
Representative 
 

a. Old Dominion Court Services Pretrial Services & Local Probation 
i. Seek Approval to Create “Case Officer” Position 

2. Human Resource Policies Recommended Revisions 

a. Administrative Leave & Unsafe Conditions Policies 

b. Anti-Discrimination and Anti-Harassment Policy 

3. Employee Recognition  
 

a. Employee Nomination  



 

 

 

 

 

 

 

 

Old Dominion Court Services Pretrial Services  

& Local Probation “Case Officer” Position Request 

   

















Title Department Range
ACCOUNT ANALYST TREASURER'S OFFICE 6
ACCOUNT CLERK  FREDERICK COUNTY 3
ACCOUNTING SUPERVISOR FINANCE 9
ACCOUNTING TECHNICIAN NRADC 4
ADMINISTRATIVE ASSISTANT FREDERICK COUNTY 6
AIRPORT EXECUTIVE DIRECTOR WINCHESTER REGIONAL AIRPORT NC
ANIMAL CARETAKER  PUBLIC WORKS/ANIMAL SHELTER 2
ANIMAL SHELTER MANAGER PUBLIC WORKS/ANIMAL SHELTER 8
ASAP CASE MANAGER NRADC/DCS 5
ASAP CASE MANAGER ASSISTANT NRADC/DCS 4
ASSESSOR I COMMISSIONER OF THE REVENUE 7
ASSESSOR II COMMISSIONER OF THE REVENUE 8
ASSESSOR III COMMISSIONER OF THE REVENUE 9
ASSISTANT CHIEF FIRE & RESCUE 12
ASSISTANT COUNTY ADMINISTRATOR COUNTY ADMINISTRATION NC
ASSISTANT COUNTY ATTORNEY COUNTY ATTORNEY'S OFFICE 10
ASSISTANT COURT SERVICES DIRECTOR NRADC/DCS 9
ASSISTANT DIRECTOR PLANNING & DEVELOPMENT 12
ASSISTANT DIRECTOR, TRANSPORTATION PLANNING & DEVELOPMENT 12
ASSISTANT FINANCE DIRECTOR FINANCE 12
ASSISTANT PUBLIC WORKS DIRECTOR PUBLIC WORKS/ADMINISTRATION 11
ASSISTANT REGISTRAR REGISTRAR'S OFFICE 4
ASSISTANT SUPERINTENDENT NRADC 12
ASST ANIMAL SHELTER MANAGER PUBLIC WORKS/ANIMAL SHELTER 6
ASST COMMONWEALTH ATTY COMM ATTORNEY'S OFFICE 10
ASST CONVENIENCE SITE SUPERVISOR PUBLIC WORKS/LANDFILL 4
ASST NURSING DIRECTOR NRADC 8
AUDITOR  COMMISSIONER OF THE REVENUE 8
BASICREC MANAGER PARKS & RECREATION 7
BENEFITS ADMINISTRATOR HUMAN RESOURCES 6
BLDG OFFICIAL CODE ADMIN PUBLIC WORKS/INSPECTIONS 10
BOOKING TECHNICIAN NRADC 3
BUSINESS DIVISION/CHIEF ADMIN COMMISSIONER OF THE REVENUE 8
BUSINESS MANAGER NRADC 8
BUSINESS RETENTION MANAGER EDA 9
CAPTAIN SHERIFF'S OFFICE/NRADC 10
CASHIER  TREASURER'S OFFICE 3
CERTIFIED MEDICATION ASSISTANT NRADC 2
CHIEF COMMUNITY CORRECTIONS NRADC/DCS 10
CIRCUIT COURT CLERK CLERK'S OFFICE NC
CIVIL ENGINEER PUBLIC WORKS/ADMINISTRATION 9
COLLECTOR TREASURER'S OFFICE 8
COMMISSIONER OF THE REVENUE COMMISSIONER OF THE REVENUE NC
COMMONWEALTH'S ATTORNEY COMM ATTORNEY'S OFFICE NC
COMMUNICATION OFFC I PUBLIC SAFETY COMMUNICATIONS 4
COMMUNICATION OFFC II PUBLIC SAFETY COMMUNICATION 5
COMMUNICATION OFFC III PUBLIC SAFETY COMMUNICATION 6
COMMUNICATIONS SHIFT SUPERVISOR PUBLIC SAFETY COMMUNICATIONS 7
COMMUNITY OUTREACH COORDINATOR SHERIFF'S OFFICE 5
CONVENIENCE SITE ATTENDANT PUBLIC WORKS/LANDFILL 1
CONVENIENCE SITE SUPV PUBLIC WORKS/LANDFILL 5
CORRECTIONAL INVESTIGATOR NRADC 5
CORRECTIONAL NURSE I NRADC 6
CORRECTIONAL NURSE II NRADC 6.5
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Title Department Range
CORRECTIONAL NURSE III NRADC 7
CORRECTIONAL OFFICER I NRADC 5
CORRECTIONAL OFFICER II NRADC 6
CORRECTIONAL OFFICER III NRADC 7
CORRECTIONAL SYSTEM TECH. NRADC 5
CORRECTIONAL SYSTEMS OFFC NRADC 7
COUNTY ADMINISTRATOR COUNTY ADMINISTRATION NC
COUNTY ATTORNEY COUNTY ATTORNEY'S OFFICE NC
COURT SERVICES DIRECTOR NRADC/DCS 10
CRIME ANALYST SHERIFF'S OFFICE 6
CSA ACCOUNT SPECIALIST CHILDREN'S SERVICES 4
CSA COORDINATOR CHILDREN'S SERVICES 8
CSR (CUSTOMER SERVICE REPRESENTATIVE FC‐ALL DEPT'S EXCEPT AIRPORT 2
CUSTODIAN MAINTENANCE 1
CUSTODIAN SUPERVISOR MAINTENANCE 3
CUSTOMER SERVICE REPRESENTATIVE WINCHESTER REGIONAL AIRPORT 2
CUSTOMER SERVICE TECHNICIAN PARKS & RECREATION 3

DATA COLLECTOR  COMMISSIONER OF THE REVENUE 4

DATABASE ADMINISTRATOR/DEVELOPER INFORMATION TECHNOLOGY 8
DEPUTY CHIEF FIRE & RESCUE 11
DEPUTY CLERK TO THE BOARD OF  COUNTY ADMINISTRATION 10
DEPUTY CLERK/OPERATIONS CLERK'S OFFICE 6
DEPUTY COMMONWEALTH ATTORNEY COMM ATTORNEY'S OFFICE 12
DEPUTY COUNTY ADMINISTRATOR COUNTY ADMINISTRATION NC
DEPUTY I SHERIFF'S OFFICE 5
DEPUTY II SHERIFF'S OFFICE 6
DEPUTY III SHERIFF'S OFFICE 7
DEPUTY TREASURER TREASURER'S OFFICE 12
DEPUTY TREASURER / COMPLIANCE TREASURER'S OFFICE 10
DEPUTY TREASURER OPS TREASURER'S OFFICE 12
DEPUTY REGISTRAR REGISTRAR'S OFFICE 5
DESIGN REVIEW SPECIALIST PUBLIC WORKS/INSPECTIONS 6
DIRECTOR OF ELECTIONS/GEN REGISTRAR REGISTRAR'S OFFICE NC
EDA DIRECTOR EDA NC
EMS BILLING MANAGER FIRE & RESCUE 4

EMS BILLING SPECIALIST FIRE & RESCUE 2

ENVIRONMENTAL INSPECTOR  PUBLIC WORKS/ADMINISTRATION 5
ENVIRONMENTAL MANAGER PUBLIC WORKS/LANDFILL 9
ENVIRONMENTAL PROGRAM ADMINISTRATOR PUBLIC WORKS/ADMINISTRATION 8
ENVIRONMENTAL SAFETY TECH PUBLIC WORKS/LANDFILL 6
EVIDENCE CLERK SHERIFF'S OFFICE 4
EXTENSION TECHNICIAN VIRGINIA COOP EXTENSION 5
F&R BATTALION CHIEF FIRE & RESCUE 10
F&R CAPTAIN FIRE & RESCUE 9
F&R LIEUTENANT FIRE & RESCUE 8
F&R SPECIALIST FIRE & RESCUE 7
F&R TECHNICIAN FIRE & RESCUE 6
FINANCE DIRECTOR FINANCE NC
FINANCE SPECIALIST FINANCE 6
FINANCE TECHNICIAN AIRPORT 3
FIRE CHIEF FIRE & RESCUE NC
FIREFIGHTER/EMT FIRE & RESCUE 5
FLIGHT LINE TECH  WINCHESTER REGIONAL AIRPORT 4
FOOD SERVICES MANAGER NRADC 8
FOOD SERVICES SUPERVISOR NRADC 3
GAS PLANT OPERATOR PUBLIC WORKS/LANDFILL 7
GIS ANALYST COMMISSIONER OF THE REVENUE 9
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GIS ANALYST/PROGRAMMER INFORMATION TECHNOLOGY 9
GIS MANAGER INFORMATION TECHNOLOGY 10
GIS TECHNICIAN INFORMATION TECHNOLOGY/PLANNING 6
HEAD CUSTODIAN MAINTENANCE 2
HEAVY EQUIPMENT MECHANIC PUBLIC WORKS/LANDFILL 8
HR ASSISTANT HUMAN RESOURCES 3
HR DIRECTOR HUMAN RESOURCES NC
HR GENERALIST HUMAN RESOURCES 6
HR MANAGER HUMAN RESOURCES 10
HR SPECIALIST HUMAN RESOURCES 4
INMATE PROGRAM SPECIALIST NRADC 5
INMATE PROGRAMS COORD NRADC 6
INSPECTOR  PUBLIC WORKS/INSPECTIONS 7
INVESTIGATOR SHERIFF'S OFFICE 8

IT DIRECTOR INFORMATION TECHNOLOGY NC

LABORER  PUBLIC WORKS/LANDFILL SHAWNEELAND 2
LANDFILL MANAGER PUBLIC WORKS/LANDFILL 10
LANDFILL OPERATIONS SUPERVISOR PUBLIC WORKS/LANDFILL 7
LANDFILL OPERATIONS MANAGER PUBLIC WORKS/LANDFILL 8
LANDFILL SPOTTER PUBLIC WORKS/LANDFILL 3
LANDFILL TECHNICIAN  PUBLIC WORKS/LANDFILL 4
LEGAL SECRETARY  COMM ATTY/CNTY ATTORNEY'S OFFICE 4
LIDS TECH/RECORDS SUPV NRADC 8
LIEUTENANT NRADC/SHERIFF'S DEPT 9
LITIGATION SUPPORT MANAGER COMM ATTORNEY'S OFFICE 9
MAINTENANCE MECHANIC ASST WINCHESTER REGIONAL AIRPORT 4
MAINTENANCE SPECIALIST PARKS & REC/MAINTENANCE 6
MAINTENANCE SUPERVISOR MAINTENANCE/NRADC 8
MAINTENANCE SUPERVISOR ASSISTANT MAINTENANCE 7
MAINTENANCE TECHNICIAN AIRPORT/NRADC 4
MAINTENANCE WORKER MAINTENANCE 3
MAJOR/CHIEF DEPUTY SHERIFF'S OFFICE 11
MARKETING COORDINATOR PARKS & RECREATION 6
MARKETING MANAGER EDA 9
MENTAL HEALTH CONSULTANT NRADC 7
MENTAL HEALTH DIRECTOR NRADC 9
MIS DIRECTOR INFORMATION TECHNOLOGY NC
MIS PROGRAMMER MIS DEPARTMENT 11
MORTGAGE SPECIALIST TREASURER'S OFFICE 7

MOTOR EQUIP OPERATOR  PUBLIC WORKS/SHAWNEELAND 4

NETWORK ADMINISTRATOR INFORMATION TECHNOLOGY 9
NETWORK OPERATIONS MANAGER INFORMATION TECHNOLOGY 10
NURSING DIRECTOR NRADC 9
OPERATIONS MANAGER PARKS & RECREATION 8
OPERATONS SUPERINTENDENT PARKS & RECREATION 9
OPERATIONS SUPERVISOR AIRPORT/Public Safety Communications 9
P&R ASSISTANT DIRECTOR PARKS & RECREATION 10
P&R DIRECTOR PARKS & RECREATION  NC
P&R MARKETING MANAGER PARKS & RECREATION 7
P&R PROGRAM COORDINATOR PARKS & RECREATION 5
PARK & STEWARDSHIP PLANNER PARKS & RECREATION 8
PARK CARETAKER  PARKS & RECREATION 2
PARK MANAGER PARKS & RECREATION 8
PARK TECHNICIAN PARKS & RECREATION 3
PARKS SUPERINTENDENT PARKS & RECREATION 9
PAYROLL MANAGER FINANCE 10
PC TECHNICIAN INFORMATION TECHNOLOGY 4
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PERMIT MANAGER PUBLIC WORKS/INSPECTIONS 7
PERMIT TECHNICIAN  PUBLIC WORKS/INSPECTIONS 4
PERSONAL PROPERTY SUPV COMMISSIONER OF THE REVENUE 8
PLANNER PLANNING & DEVELOPMENT 9
PLANNING DIRECTOR PLANNING & DEVELOPMENT NC
POST DISPOSITIONAL CASE MANAGER JUVENILE PROBATION OFFICE 4
PROBATE CLERK CLERK'S OFFICE 9
PROBATION OFFICER NRADC/DCS 5
PROGRAM COORDINATOR INFORMATION TECHNOLOGY 10
PROGRAM SUPERVISOR PARKS & RECREATION 7
PROJECT MANAGER PUBLIC WORKS/ADMINISTRATION 8
PROPERTY CLERK NRADC 3
PTS CASE MANAGER NRADC/DCS 5
PTS/PROBATION OFFICER NRADC/DCS 5
PUBLIC INFORMATION OFFICER COUNTY ADMINISTRATION 9
PUBLIC SAFETY DIRECTOR PUBLIC SAFETY COMMUNICATION NC
PUBLIC WORKS DIRECTOR PUBLIC WORKS/ADMINISTRATION NC
PURCHASING MANAGER FINANCE 10
REAL EST ASSESS CHIEF ADMIN COMMISSIONER OF THE REVENUE 11
RECORDS CLERK FREDERICK COUNTY 3
RECORDS CLERK II SHERIFF'S OFFICE 4
RECREATION SUPERINTENDENT PARKS & RECREATION 9
RECREATION TECHNICIAN PARKS & RECREATION 3
REVENUE ANALYST TREASURER'S OFFICE 7
RISK MGR BUDGET ANALYST FINANCE 9
SANITARY DISTRICT MANAGER PUBLIC WORKS/SHAWNEELAND 8
SCALE OPER/CONVEN SITE ASST PUBLIC WORKS/LANDFILL 4
SCALE OPERATOR PUBLIC WORKS/LANDFILL 5
SCANNING TECHNICIAN CLERK'S OFFICE 4
SECRETARY  FREDERICK COUNTY 3
SERGEANT SHERIFF'S OFFICE/NRADC 8
SHERIFF SHERIFF'S OFFICE NC
SOLID WASTE COORDINATOR PUBLIC WORKS/LANDFILL 7
SOLID WASTE MANAGER PUBLIC WORKS/LANDFILL 8
SR ACCOUNT ANALYST TREASURER'S OFFICE 7
SR ACCOUNT CLERK  FREDERICK COUNTY 4
SR ANIMAL CARETAKER PUBLIC WORKS/ANIMAL SHELTER 4
SR ASAP CASE MANAGER NRADC/DCS 7
SR COLLECTOR TREASURER'S OFFICE 10
SR DESIGN REVIEW SPECIALIST PUBLIC WORKS/INSPECTIONS 8
SR INSPECTOR PUBLIC WORKS/INSPECTIONS 8
SR LANDFILL TECHNICIAN  PUBLIC WORKS/LANDFILL 5
SR LEGAL SECRETARY COMM ATTY/CNTY ATTORNEY'S OFFICE 5
SR MOTOR EQUIP OPERATOR  PUBLIC WORKS/SHAWNEELAND 5
SR PERMIT TECHNICIAN PUBLIC WORKS/INSPECTIONS 5
SR PLANNER PLANNING & DEVELOPMENT 10
SR PROBATION CASE OFFC NRADC/DCS 4
SR PROGRAM COORDINATOR INFORMATION TECHNOLOGY 11
SR PROJECT MANAGER PUBLIC WORKS/ADMINISTRATION 10
SR RECORDS CLERK FREDERICK COUNTY 5
SR SECRETARY  FREDERICK COUNTY 4
SUPERINTENDENT NRADC NC
TREASURER TREASURER'S OFFICE NC
VW PROGRAM ASST. MANAGER VICTIM/WITNESS PROGRAM 5
VW PROGRAM MANAGER VICTIM/WITNESS PROGRAM 7
VW PROGRAM OFFICE ASSISTANT VICTIM/WITNESS PROGRAM 3
WORK RELEASE SPECIALIST NRADC 5
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ZONING ADMINISTRATOR PLANNING & DEVELOPMENT 8
ZONING INSPECTOR PLANNING & DEVELOPMENT 5



HR Committee’s Draft of 

Administrative Leave & Unsafe Conditions Policies 



County of Frederick Proposed Policy Changes 

 

1.6 Definitions 

Administrative Closure shall be defined as work site closures authorized by the County 
Administrator due to unsafe conditions (e.g., inclement weather, hazardous circumstances, 
emergency situations, etc.). 

 

VIII. WORK HOURS, HOLIDAYS, LEAVE 

8.11 Administrative Leave shall be defined as leave of absence with or without pay for the 
purpose of investigating or resolving work-related complaints, allegations, offenses, and/or 
charges which may result in formal disciplinary actions. In cases where compensation is not 
approved, paid time off or compensatory time may not be used.  

Administrative Leave may be used during an investigation when it is necessary to 
determine the validity of allegations against an employee for unacceptable job performance or 
conduct. If this action is exercised, written notice shall be given to the affected employee stating 
the grounds for the investigation, the date the Administrative Leave is to begin and, if possible, 
the date the investigation is to be concluded. After the investigation is concluded, the employee 
should be notified of the results and given written notice of return to work or disciplinary action 
to be taken. 

 

XVII. UNSAFE CONDITIONS  

Unsafe Conditions shall be defined as a situation whereby the health or safety of 
citizens, clients, or employees would be placed at risk or that conditions or events prevent 
performance of regular operations, services or responsibilities. 

17.1 Administrative Closure Designation/Notification 

 Administrative Closure (as defined in this Policy) may be authorized by the County 
Administrator. 

 In the case of Administrative Closure or delayed opening, employees shall be sent an 
automated message to their contact information of record.  Additionally, the information will be 
posted on the County web site, social media sites, and the cable channel (Comcast Channel 
16). Notification will be sent to the local radio stations - WINC and Q102. 

17.2 Unsafe Conditions Leave 

 In the event that an Administrative Closure has been authorized, this leave shall be 
recorded under the category of Unsafe Conditions Leave. 

a. Unsafe Conditions Leave for Non-Essential Employees 

Non-essential employees shall not be required to make up the time. 

An employee who is on scheduled paid leave during an Administrative Closure 
may charge Unsafe Conditions Leave in place of the scheduled paid leave (i.e., 
PTO, IDA and Comp). However, an employee on a regular scheduled day off will 
not receive credit for the Administrative Closure. 



b. Unsafe Conditions for Essential Employees 

Essential employees are individuals whose duties must be performed regardless 
of Unsafe Conditions, and who must report to work despite an Administrative 
Closure. 

All essential (non-exempt and full-time) employees required by their supervisors 
to work during an Administrative Closure shall be paid for all hours worked during 
the Administrative Closure.  Additionally, essential employees shall be granted 
Unsafe Conditions Leave for the time worked, up to a maximum of eight (8) 
hours per day, not to exceed 32 hours per fiscal year.  Unsafe Conditions Leave 
hours accrued must be used within sixty (60) days (or two timesheet periods) or it 
will be forfeited. Any unused accrued Unsafe Conditions Leave will not be paid 
out at the time of termination. 

17.3  Liberal Leave 

If there are Unsafe Conditions during normally scheduled work hours and there is no 
Administrative Closure, an employee shall be permitted, after appropriate contact with his/her 
Department Supervisor, to take Liberal Leave with the stipulation that the time must be made up 
within sixty (60) days.  Liberal Leave make-up time shall be scheduled and approved by the 
Department Head.  Should the time not be made up within sixty (60) days, the employee will be 
charged paid leave for time in arrears. 

17.4 Timekeeping 

 Unsafe Conditions Leave and Liberal Leave must both be accounted for on the 
timesheet.  

It shall be the Department Head’s responsibility to oversee his/her employees’ make-up 
time of Liberal Leave hours owed, and to reflect accurate balances in the appropriate column. 
When Liberal Leave make-up hours are applied to the regular working day(s) and the total 
amount then results in overtime, the excess hours are not eligible for overtime payment. 

The timesheets for essential employees who work during a delayed opening or 
Administrative Closure should reflect both the hours worked and Unsafe Conditions Leave. 

 

(Effective July 1, 2019) 
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“Track Changes” of Current vs. Proposed  

Anti‐Discrimination and Anti‐Harassment Policy 

 

 



XX. HARASSMENT/SEXUAL HARASSMENTANTI-DISCRIMINATIONAND ANTI-
HARASSMENT  POLICY 

 
Frederick County is committed to a work environment in which all individuals are treated 
with respect and dignity. Each individual has the right to work in a professional 
atmosphere that promotes equal employment opportunities and prohibits discriminatory 
practices, including harassment.  

 
 Purpose: 
 

To define Frederick County’s position regarding harassment and/or sexual harassment, to 
maintain a working environment that is free of discriminatory harassment and/or sexual 
harassment in accordance with Title VII of the Civil Rights Act of 1964 and all other 
applicable laws, and to communicate Frederick County’s actions to any such conduct. 

 
 Policy: 
 

Frederick County is committed to maintaining a work environment that is free of 
discrimination. In keeping with this commitment, discrimination or harassment on the basis 
of sex (including pregnancy, childbirth, and related medical conditions, and sex 
stereotyping), sexual orientation, color, race, religion, national origin, age, disability, 
genetic information, marital status, military service or protected veteran status, or any other 
protected characteristic under applicable law is prohibited. Any employee found to have 
engaged in prohibited discrimination or harassment will be subject to discipline, up to and 
including termination.  

 
For purposes of this policy, harassment includes verbal or physical conduct that denigrates 
or shows hostility toward an individual or conduct that creates an intimidating, hostile, or 
offensive working environment for an individual because of the individual’s protected 
characteristic. Such conduct may include, but is not necessarily limited to, slurs, epithets, 
threats, derogatory comments or visual depictions, unwelcome jokes and teasing, 
stereotyping, insulting or obscene comments or gestures, display or circulation in the 
workplace of written or graphic material that denigrates or shows hostility or aversion 
toward the individual or group, or other verbal or physical actions relating to an 
individual’s protected characteristic. 

 
Because there is often confusion related to the meaning of sexual harassment, it deserves 
additional clarification. Sexual harassment includes any unwelcome sexual conduct 
(including sexual advances, requests for sexual favors, and other verbal and physical 
conduct of a sexual nature) when (1) submission to the conduct is an explicit or implicit 
term or condition of employment, (2) submission to or rejection of the conduct is used as 
the basis for an employment decision affecting the individual, or (3) the conduct has the 
purpose or effect of unreasonably interfering with an individual’s work performance, or 
creating an intimidating, hostile, or offensive working environment.  

 
Sexual harassment can take many forms. The following is a partial list of the types of 
behavior that could constitute sexual harassment: 
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 Unwanted or unwelcome physical contact or conduct of any kind, including, 

patting, pinching, brushing up against, hugging, cornering, kissing, fondling, or any 
other similar physical contact; 

 Verbal abuse of a sexual nature, including sexual flirtations, advances, 
propositions, sexual innuendoes, sexually suggestive, insulting or graphic 
comments, noises, or sounds; 

 Sexually explicit, suggestive or offensive jokes; 

 Demeaning, insulting, intimidating, or sexually suggestive comments about an 
individual’s dress, body, appearance, or personal life; 

 The display or distribution in the workplace of demeaning, insulting, intimidating, 
or sexually suggestive objects or pictures, including nude photographs, drawings, 
or magazine pictures; and 

 Demeaning, insulting, intimidating, or sexually suggestive written, recorded or 
electronically transmitted messages.  

To violate the law, harassment must reach a certain level of seriousness in terms of its 
nature, repetition, and/or impact on employment. This policy, however, not only prohibits 
unlawful harassment, but also offensive conduct that is contrary to Frederick County’s core 
values. Thus, Frederick County may take action to address offensive behavior or statements 
based on a person’s protected characteristic even if such action(s) standing alone would 
not rise to the level of unlawful harassment.  
 
It is the policy of Frederick County that discriminatory harassment and/or sexual harassment of 
applicants and employees on the basis of race, religion, gender, national origin age, marital status, 
veteran status and mental and physical handicap is unacceptable and will not be tolerated. 

 
This policy exists to protect all County employees, applicants, customers, vendors, or other third 
parties with whom Frederick County has business dealings. 

 
 Harassment can occur as the result of a single incident or a pattern of behavior, including whenever:  
 

1. Submission to the harassing conduct is either an explicit or implicit term or condition of 
employment; 

 
2.  An employee’s reaction to the harassing conduct is used as a basis for employment decisions 

affecting that employee; or 
 
3.  The harassing conduct has the purpose or effect of interfering with the employee’s work 

performance or creating an intimidation, hostile or offensive working environment. 
 

Harassment encompasses a broad range of physical or verbal behavior which can include, but is not 
limited to the following: 
 

 1. physical or mental abuse; 
 
 2. racial insults; 
 



  3. derogatory jokes; 
 
 4. religious slurs; 
 
 5. unwelcome sexual advances. 
 

Sexual harassment is defined generally as including unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature.  

 
No employee or applicant should be subjected to unsolicited and unwelcome sexual overtures. Nor 
should any employee or applicant be led to believe that an employment opportunity or benefit will in 
any way depend upon “cooperation” of a sexual nature. 

 
Sexual harassment includes behavior which is not welcome and which is personally intimidating, 
hostile or offensive including but not limited to physical acts, written acts, and electronic 
transmissions.  . It also may include such actions as:  

 1. sexually-oriented verbal teasing or jokes;  
 

2. repeated offensive sexual flirtations, advances, or propositions;  
 

 3. continued or repeated verbal abuse of a sexual nature;  
 
 4. graphic or degrading comments about an individual or his or her appearance; 
 
 5. the display of sexually suggestive objects or pictures;  
 
 6 subtle pressure for sexual activity; and  
 
 7. physical contact or blocking movement. 
 
 Reporting Obligations  
 

Any employee who feels he or she has been subjected to, or has witnessed, any kind of 
harassing behavior, as described in this policy, should immediately notify the Director of 
Human Resources. A supervisor who becomes aware of any harassment, or who receives 
allegations of harassment from any employee, must immediately advise the Director of 
Human Resources.  

 
All complaints will be investigated in a timely manner and confidentiality will be 
maintained to the extent permitted by the circumstances consistent with the need to 
investigate and address the issue. Employees must cooperate fully and truthfully in any 
investigation relating to this policy. Depending on the results of the investigation, Frederick 
County may take corrective action, including such discipline as is appropriate, up to and 
including immediate termination of the employee. 

 
No Retaliation 

 
Frederick County forbids retaliation against any employee for making a good faith 
complaint or cooperating fully and truthfully in an investigation under this policy. Any 
employee who is found to have engaged in retaliation in violation of this policy will be 

Formatted: Font color: Blue
Formatted: Underline, Font color: Blue
Formatted: Font color: Blue
Formatted: Indent: Left:  0.5"

Formatted: Indent: Left:  0.5"

Formatted: Underline, Font color: Blue
Formatted: Font color: Blue
Formatted: Indent: Left:  0.5"
Formatted: Underline, Font color: Blue
Formatted: Font color: Blue
Formatted: Indent: Left:  0.5"



subject to discipline, up to and including termination. If an employee believes he or she 
has been retaliated against in violation of this policy, the employee must report such 
violation in the same way other violations of this policy are reported. 

Individuals and Conduct Covered 

 
This policy prohibits harassment, discrimination and retaliation whether engaged in by, 
or directed at, employees, contractors, clients, vendors, or others an employee may 
come into contact with while working or representing the County. Conduct prohibited 
by this policy is unacceptable in the workplace and in any work-related setting outside 
the workplace, such as during business trips, business meetings and business-related 
social events. 

 
Procedure:  
 
Any employee who feels that he or she has been the subject of any form of harassment or who has 
reason to believe that someone else has been the subject of any form of harassment has the 
obligation to notify the HR Director, his or her supervisor, and Department Head. The employee is 
expected to provide information the County requests, including a detailed account of the incident(s) 
complained of, related facts, witnesses (if any), dates, etc. The Director of Human Resources will 
make a prompt investigation of the matter, and will document, as appropriate, the contents of 
meetings, interviews, and related matters. The employee will be entitled to learn the conclusions and 
recommendations of the investigation, upon its conclusion. 

Any employee found to have violated the County’s policy against sexual harassment will be 
immediately subject to appropriate disciplinary action, including possible termination, depending 
upon the severity of the offense.  

It is the County’s policy that no one will be retaliated against for making a complaint of harassment 
based upon an honest perception of the events or for participating in the investigation of a complaint. 
No one will be presumed to be in violation because an investigation is being conducted. 

  
False and malicious complaints of harassment, discrimination or retaliation as opposed to complaints 
which, even if erroneous, are made in good faith, may be the subject of appropriate disciplinary 
action. 
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XX.	 HARASSMENT/SEXUAL	HARASSMENT	POLICY	
	

Frederick County is committed to a work environment in which all individuals are treated with 
respect and dignity. Each individual has the right to work in a professional atmosphere that 
promotes equal employment opportunities and prohibits discriminatory practices, including 
harassment.  

 
	 Purpose: 
 

To define Frederick County’s position regarding harassment and/or sexual harassment, to maintain a 
working environment that is free of discriminatory harassment and/or sexual harassment in 
accordance with Title VII of the Civil Rights Act of 1964 and all other applicable laws, and to 
communicate Frederick County’s actions to any such conduct. 

 
	 Policy: 
 

It is the policy of Frederick County that discriminatory harassment and/or sexual harassment of 
applicants and employees on the basis of race, religion, gender, national origin age, marital status, 
veteran status and mental and physical handicap is unacceptable and will not be tolerated. 

 
This policy exists to protect all County employees, applicants, customers, vendors, or other third 
parties with whom Frederick County has business dealings. 

 
 Harassment can occur as the result of a single incident or a pattern of behavior, including whenever:  
 

1. Submission to the harassing conduct is either an explicit or implicit term or condition of 
employment; 

 
2.  An employee’s reaction to the harassing conduct is used as a basis for employment decisions 

affecting that employee; or 
 
3.  The harassing conduct has the purpose or effect of interfering with the employee’s work 

performance or creating an intimidation, hostile or offensive working environment. 
 

Harassment encompasses a broad range of physical or verbal behavior which can include, but is not 
limited to the following: 
 

 1. physical or mental abuse; 
 
 2. racial insults; 
 
  3. derogatory jokes; 
 
 4. religious slurs; 
 
 5. unwelcome sexual advances. 
 

Sexual harassment is defined generally as including unwelcome sexual advances, requests for sexual 
favors and other verbal or physical conduct of a sexual nature.  

 
No employee or applicant should be subjected to unsolicited and unwelcome sexual overtures. Nor 
should any employee or applicant be led to believe that an employment opportunity or benefit will in 
any way depend upon “cooperation” of a sexual nature. 

 



Sexual harassment includes behavior which is not welcome and which is personally intimidating, 
hostile or offensive including but not limited to physical acts, written acts, and electronic 
transmissions.  It also may include such actions as:  

 1. sexually-oriented verbal teasing or jokes;  
 

2. repeated offensive sexual flirtations, advances, or propositions;  
 

 3. continued or repeated verbal abuse of a sexual nature;  
 
 4. graphic or degrading comments about an individual or his or her appearance; 
 
 5. the display of sexually suggestive objects or pictures;  
 
 6 subtle pressure for sexual activity; and  
 
 7. physical contact or blocking movement. 
 
 Procedure:  

 
Any employee who feels that he or she has been the subject of any form of harassment or who has 
reason to believe that someone else has been the subject of any form of harassment has the 
obligation to notify the HR Director, his or her supervisor, and Department Head.  The employee is 
expected to provide information the County requests, including a detailed account of the incident(s) 
complained of, related facts, witnesses (if any), dates, etc. The Director of Human Resources will 
make a prompt investigation of the matter, and will document, as appropriate, the contents of 
meetings, interviews, and related matters. The employee will be entitled to learn the conclusions and 
recommendations of the investigation, upon its conclusion.   

Any employee found to have violated the County’s policy against sexual harassment will be 
immediately subject to appropriate disciplinary action, including possible termination, depending 
upon the severity of the offense.  

It is the County’s policy that no one will be retaliated against for making a complaint of harassment 
based upon an honest perception of the events or for participating in the investigation of a complaint. 
No one will be presumed to be in violation because an investigation is being conducted. 

  
False and malicious complaints of harassment, discrimination or retaliation as opposed to complaints 
which, even if erroneous, are made in good faith, may be the subject of appropriate disciplinary 
action. 
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XX. ANTI-DISCRIMINATIONAND ANTI-HARASSMENT POLICY 
 

Frederick County is committed to a work environment in which all individuals are treated 
with respect and dignity. Each individual has the right to work in a professional 
atmosphere that promotes equal employment opportunities and prohibits discriminatory 
practices, including harassment.  

 
  Purpose 
 

To define Frederick County’s position regarding harassment and/or sexual harassment, to 
maintain a working environment that is free of discriminatory harassment and/or sexual 
harassment in accordance with Title VII of the Civil Rights Act of 1964 and all other 
applicable laws, and to communicate Frederick County’s actions to any such conduct. 

 
 Policy 
 

Frederick County is committed to maintaining a work environment that is free of 
discrimination. In keeping with this commitment, discrimination or harassment on the 
basis of sex (including pregnancy, childbirth, and related medical conditions, and sex 
stereotyping), sexual orientation, color, race, religion, national origin, age, disability, 
genetic information, marital status, military service or protected veteran status, or any 
other protected characteristic under applicable law is prohibited. Any employee found to 
have engaged in prohibited discrimination or harassment will be subject to discipline, up 
to and including termination.  

 
For purposes of this policy, harassment includes verbal or physical conduct that 
denigrates or shows hostility toward an individual or conduct that creates an intimidating, 
hostile, or offensive working environment for an individual because of the individual’s 
protected characteristic. Such conduct may include, but is not necessarily limited to, 
slurs, epithets, threats, derogatory comments or visual depictions, unwelcome jokes and 
teasing, stereotyping, insulting or obscene comments or gestures, display or circulation in 
the workplace of written or graphic material that denigrates or shows hostility or aversion 
toward the individual or group, or other verbal or physical actions relating to an 
individual’s protected characteristic. 

 
Because there is often confusion related to the meaning of sexual harassment, it deserves 
additional clarification. Sexual harassment includes any unwelcome sexual conduct 
(including sexual advances, requests for sexual favors, and other verbal and physical 
conduct of a sexual nature) when (1) submission to the conduct is an explicit or implicit 
term or condition of employment, (2) submission to or rejection of the conduct is used as 
the basis for an employment decision affecting the individual, or (3) the conduct has the 
purpose or effect of unreasonably interfering with an individual’s work performance, or 
creating an intimidating, hostile, or offensive working environment.  

 
Sexual harassment can take many forms. The following is a partial list of the types of 
behavior that could constitute sexual harassment: 



 Unwanted or unwelcome physical contact or conduct of any kind, including, 
patting, pinching, brushing up against, hugging, cornering, kissing, fondling, or 
any other similar physical contact; 

 Verbal abuse of a sexual nature, including sexual flirtations, advances, 
propositions, sexual innuendoes, sexually suggestive, insulting or graphic 
comments, noises, or sounds; 

 Sexually explicit, suggestive or offensive jokes; 

 Demeaning, insulting, intimidating, or sexually suggestive comments about an 
individual’s dress, body, appearance, or personal life; 

 The display or distribution in the workplace of demeaning, insulting, intimidating, 
or sexually suggestive objects or pictures, including nude photographs, drawings, 
or magazine pictures; and 

 Demeaning, insulting, intimidating, or sexually suggestive written, recorded or 
electronically transmitted messages.  

To violate the law, harassment must reach a certain level of seriousness in terms of its 
nature, repetition, and/or impact on employment. This policy, however, not only prohibits 
unlawful harassment, but also offensive conduct that is contrary to Frederick County’s 
core values. Thus, Frederick County may take action to address offensive behavior or 
statements based on a person’s protected characteristic even if such action(s) standing 
alone would not rise to the level of unlawful harassment.  
 

 Reporting Obligations  
 
Any employee who feels he or she has been subjected to, or has witnessed, any kind of 
harassing behavior, as described in this policy, should immediately notify the Director of 
Human Resources. A supervisor who becomes aware of any harassment, or who receives 
allegations of harassment from any employee, must immediately advise the Director of 
Human Resources.  

 
All complaints will be investigated in a timely manner and confidentiality will be 
maintained to the extent permitted by the circumstances consistent with the need to 
investigate and address the issue. Employees must cooperate fully and truthfully in any 
investigation relating to this policy. Depending on the results of the investigation, 
Frederick County may take corrective action, including such discipline as is appropriate, 
up to and including immediate termination of the employee. 

 
No Retaliation 

 
Frederick County forbids retaliation against any employee for making a good faith 
complaint or cooperating fully and truthfully in an investigation under this policy. Any 
employee who is found to have engaged in retaliation in violation of this policy will be 
subject to discipline, up to and including termination. If an employee believes he or she 
has been retaliated against in violation of this policy, the employee must report such 



violation in the same way other violations of this policy are reported. 
 
Individuals and Conduct Covered 

 
This policy prohibits harassment, discrimination and retaliation whether engaged in by, 
or directed at, employees, contractors, clients, vendors, or others an employee may 
come into contact with while working or representing the County. Conduct prohibited 
by this policy is unacceptable in the workplace and in any work-related setting outside 
the workplace, such as during business trips, business meetings and business-related 
social events. 
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