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ABSTRACT

The staff Association of Montgomery College is
composed of those who work at the college and are not a member of the
Faculty or an Administrator. It was formed in response to a need for
representation, to give the Staff a voice for -expressing its concerns
to the governing bodies of the College. That voice is placed in a
seven-member Senate, which is selected annually. Bylaws of the
association are listed; these are not of a fixed nature, but are
designed to accept the creative and experimental attitude toward
change. (Author/CK)
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THE _STAFF ASSOCIATION 4
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MONTGOMERY COLLEGE
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What does Staff mean at Montgomery College? Who belongs to the
Staff? From one end of the College to the other, and everywhere in p
between, you will find Staff people doing some essential Jjob for the
College. From the answering voice at the telephone switchboard to
the security officer walking his rounds, from the secretary uand clerk-
typist to the development specialist in the office, from accountants
and account clerks to key-punch operators, from buyers to the budget
analyst, from technicians to graphic artists, from instructional aides
to custodial-maintenance workers, from the cafeteria to the science
labs, inside and outside, upstairs and dovn, they are everywhere.
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The Staff positions at this College are so varied that it is
easier to indicate which jJobs are not Staff than to list all those
positions that are. If you work at Montgomery College and are not a
nember of the Faculty or an Administrator, then you are a member of
the Staff and a member of this Association,

The Staff Association (formerly Supporting Services Association)
was formed in the spring of 1970, in response to a need for representa-
tion, to give the Staff a voice for expressing its concerns to the
governing bodies of the College. That voice is placed in a seven-
member .Senate, proportionately elected to give Takoma Park Campus two
representatives, Central Administration two representatives, and

Rockville Campus, three. _ o5

The Senate is elected annually in the spring of the year, to
take office July 1. 'Its chairman represents the Staff Association at
meetings of the Board of Trustees, 1s a member of the Presidents's
Advisory Council, and of the Supporting Services Review Board. The
starding committees on salary, benefits, communications, and policies
and procediures welcome suggestions and participation from the membership.
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1970 - 1971 Senate 1671 - 1972 Senate

Mrs. Joan Faber 1 year Mr. Joseph Corbin

Mr. Gordon Hogg 2 years Mrs. Joan Faber (Chairman)
Mrs. Ruth Jordan 1l year - Mr. Gordon Hogg

Mrs. Eva Meyerson (Chairman) .2 years Mrs. Eva Meyerson

Mr. Adolphus Sparks 2 years Mr. Adolphus Sparks

Mr. James Toler 2 years Mr. James Toler

Mr. Dean Trevorrow 1 year Mrs. Betty Watson

(replacing Mr. Bill Lundgren-
who died in December, 1970)

After the firs* election which insured a staggered term of office,
all Senators will be elected for two year terms.

1972 - 1973 Senate

Mi:. Joseph Corbin Rockville

Mrs. Liz Cubitt Rockville

Mrs. Joan Faber Central Administration
Mr. Lawrence Johnson Takoma Park

Mr. Robert A. Mazzolini, Jr. (Chairman) Rockville

Mr. L. Jerome Offutt Central Administration

Mrs. Betty Watson Takoma Park

As the list of past Senators grows so do the duties and responsibilities
of each Senator. Get to know your Senators. Offer to help them.

The Staff Senate is YOUR voice in the College governance system.

It can cnly be representative of you if you work and let your

feelings be known. '

Attached is a copy of the bylaws of the Staff Senate, and a copy of
Section 4 of the Policies and Procedures Manual of the College. This
section, dealing completely with the Staff, is for your use and
reference. A complete copy of the Policies and Procedures Manual is
available in the reference section of the library at each campus,
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BYLAWS
THE STAFF ASSOCIATION
OF MONTGOMERY COLLEGE

Statement of Purpose

The Staff is mne of the four vitai groups that make up the total college
structure, and i< recognized along with the other three groups, faculty,
administrators, and students, as an integral part of the institutional program,
1t may exercise. through an appropriate elected body, the right to express its
concern and make recommendations to the President and through him tn the Board
of Trustees, : :

Structure
1. The Staff Association is established to represent all Staff persommel.

2., The Staff Senate shall be the body elected 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. Each campus will be represented in the Senate. The pProportionate repre-
sentation will 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
subsequent 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 attitude toward change. The
amendments are accomplished by a majority vote of those preser. at The
Staff Association's Annual Meeting. In the event that a meet.ng 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 amendment, 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 chairman

or his assistant, communicating their concerns and recommendations to the
appropriate parties. : S

Senate Structure - R ' o .'

The Senate is madg‘ﬁp,' of seven elected mcmbers who shall elect from
among themseives their ‘Chairman and Vice-Chairman. The Chairman will appoint
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two (2) secretaries, (one from Rockville and one f£rom Takoma Park) to takc
minutes of the meetings on their respective campuses. The secretary will
not be considered a member of the Senate.

Senate Responsibilities

'10

2.

1.

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

Makes comments, presents suggestions, or takes other appropriate action
on policy and procedural matters affecting the Staff in general, in
accordance with Section 4.07 of the Policies and Procedur:s Manual.

Appoints committees as deemed necessary to perform certain tasks and
holds these committees responsible for their assigned tasks.

Reviews and evaluates information passed to it by the cormittees, and
makes recommendations to the appropriate areas.

Meets with the President to present recommendations and discuss concerns
which are pertinent to the represented body and the college.

Appoints annually from among the Staff a parliamentarian to serve at all
meetings of the full Staff, for which official minutes will be maintained
and a copy sent to the President and other appropriate bodies.

Acts as the spokes:ﬁan group for the Staff employees of Montgomery College.
The chairman or designee may accompany an :mplcyee and act as counsél '
on his behalf when requested to do so.

Exercises judgment for referring Staff considerations to appropriate areas
cr channels.

Considers for action only those grievances whiclk :-elate to established
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 established
procedures for review.

General Affairs

Minutes of all Senate ‘neetings 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 Trustees,
and any other appropriate parties.

A manual will be developed by the Senate outlining the Association.
Copies will be distributed to all represented employees and made
available to the Personnel Office to become part of the information
packet given to° newly hired employees,
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An annual College-wide Staff Association meeting will be held during

spring vacation on a day the College is open. Additional Staff Association
meetings may be called between the hours of 8:00 A.M. and 4:00 P.M. by

the Chairman of the Senate in cooperation with the Director of Personnel
who shall coordinate arrangements with appropriate administrative personnel

in order that the meetings will not interfere with the normal functions
"of the College.

Special meetings will be called by the cha:
Director of Personnel as in item 3 above. To support these meetings,

a document will be required stating the nature and urgency of the matter
ia question with signatures of at least 207

L of the represented emp loyees
attached. When the details of the meeting are established, an informa-
tion flyer will be sent to all represented employees.

sman in cooperation with the

Meetings of the full Senate are to be held once each
hours of 8:00 A.M. and 4:00 P.M.
the member's availability,

official records, five of th

month, between the.

» the date and location established around
In order that a meeting become part of the

e seven members must be present.

Meetings of the bodies of the Staff Association are to be held between

M. and 4:00 P.M. of the normal work day, except
an of the Senate feels an urgent meeting is

T etk s s, A 4 oin e

needed.

Any item to be considered at th

hands of the Senate members 4 days prior to the meeting date. Other-
wise it will be discussed at the next regular meeting,

Duties of the Senate Chairman

- matters have been discussed, for review before the Senate.

Presides over the Senate and conveys recommendations to the appropriate 1
parties. Abides by the bylaws of this document in the performance of
his duties. 1Is empowered to make necessary editorial changes tc conform
the bylaws to changes in college titles of positions and bodies.

Appoints the chairman of all standing and ad hoc committees with the
advice of the Siuate,

Will be informed of all Board
pertaining to Staff employees.
responsibility and right to sp
at such meetings, -

of Trustees meetings involving matters
' He or his designee will have the
eak freely before the Board of Trustees

Will receive a copy of the minutes of alll Board meetings where Staff

Will be a meml':er‘ "of ‘the Pre
Review Board. He or his de
two groups. C .

si&ént's Advisory Council and the Staff
signee will attend the meetings of these

In the event .of loss of a senafor before his term of office has ai:pired,

  6 



Election

the chairman of the Staff Senate may, with the approval of the Senate,

appoint a person to serve out the remainder of the term.

Duties of the Senate Vice~Chairman

Presides over the Senate in the absence of the chairman and

carries
out the duties usually associated with the office.

B R L o I P LN P gy

Duties of the Senators

1. Attend meetings of the Senate. After two consecutive absences from
regularly scheduled Senate meetings, a Senator will be asked, by the
Chairman, 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.

AR b i i Mot g SUSLALAS Tt ST dminins e b

Duties of the Appointed Secretary

The secretary will take minutes of the me
in final form, and transmit them to
as stated in the bylaws.

etings assigned, put them
the Chairman of the Senate to be distributed

Eligibility for the Senate

Any Staff employee holding permanent status is eli

gible to become a candidate
for the Senate, or to serve on a comnittee of the Senat

Jenure

1. The term of office of a Sen
first year (only), three of

ator shall be two years except that for the
the Senators shall serve a term of one year.

2.

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

l. Any Staff employee is eligible to vote.

2. At the April Senate 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 with the advice of the
Senate. This committee shall within 10 days, but no later than April 30,
inform all Staff. employees of Senate positions to be filled in the amniual
election and invite nominations by the Monday closest to May 10. All
nominations received by the elections committee will be transmitted to the
Chairman of the Senate by the following Monday so that an election may
be held no later thar the last working day in May. :




3. Any candidate must receive the total number of nominations that would
equal 5% of the employees who are eligible to vote for that candidate.

4. The Ad Hoc Elections Committee shall have the responsibility of determining
the number of employees in each division who are eligible to vote, and
indicating on the nominating ballots which they distribute, the number
of signatures required to nominate a candiaate.

5. 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,
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4.00

4.05

4.08

4.00

PERSONNEL ADMINISTRATION: STAFF PERSONNEL

GENERAL

The guidelines in this chapter are those governing the staff employees of

the College, formerly referred to es Supporting Services. Those paragraphs
titled "policy" contain policies promulgated by the Board of Trustees; those
titled "procedures" contain the approved impiementing procedures. Definitions
of terms used herein are contained in paragraph 4.50.

AUTHORITY

a. The personnel policies and procedures governing all staff employees
are promulgated with the undetstanding that the Board of Trustees, in
consultation with the President, and on the basie of all available
facts, establishes the policies by which the College 18 operated, and
that the President, with the full approval of the Board exercises his
professional skill in administering the policies and in reporting the
effectiveness or need for modifications of the policies to the Board.
These policies are established by the Board of Trustees pursuant to
the authority vested in the President and the Board of Trustees by
Article 77A, Section 1, Annctated Code of Maryland. (See Page A-100)

b. Policies governing the staff personnel which are adopted by the Board
of Trustees shall be consistent with the State Law, ard all action shall
be effective after a public meeting, the formal record of which shall
likewise be public.

¢. The responsibility for the administration, in matters pertaining to staff
personnel 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 adwinistrators was approved by the Board of Trustees on January 20, 1972,

The purpose of establishing personnel policies for steff employees is to
provide a basis for personnel regulations. The President shall establish
procedures deriving from the policies which shall become guidelines to pro-
vide uniformity in handling personnel matters of Montgomery College.

In all cases of proposed modification to policy or procedures affecting
steff employeans in general, the Staff Senate shall be consulted concerning
the proposed modifications with sufficient lead time so thet it shall have
the opportunity to make comments, present suggestions, or take other ap-
propriate action before any decision-making body or official of the College
16 requested to take action with respect to fhe proposed modifications.

ACCESS TO PERSONNEL PILES:

Access to personnel files is restricted. See iArticle 76A, Annotated Code
of Maryland, attached as Appendix B to this manual.

j
i
(Modifications included through Mod. 97, Oct. 31, 1972)

9
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4.09

4.09 BSTABLISHMENT AND ABOLISHMENT OF POSITIONS
4.091 POLICY

8. Ths President shall recommend to the Board of Trustees 2/ for
approval the number of permanent and conditional positions he
determines to be necessary for the efficient operation of the
College. The President may establish temporary positions for

8 limited period of time to meet the unforeseen and temporary
needs of MC. - _ ’

b. The President may authorize employment in excess of the.numbar
of budgeted positions in a particular clasesification when there
is a critical need and when applicants who are unusually well
qualified are available, provided the total number of budgeted
positions is not exceeded.

[ T NE B

4.092 PROCEDURE

a.$ Types of Positions

Positions shall be identified us permanent, conditional, and
tuaporary.

PSR DR Y S PR

(1) Permanent Positions. A permanent position is one which has
baen established by the Board with tho anticipation that it
will be necessary to maintain the existence of such position
indefinitely on a continuous year-round or academic yert basis.

(2) Temporary Positions. A temporary position is one, not contin-
uous in nature, vhich may be established by the President on the
recommendation of the Director of Personnel with the approval
of the account manager. It shall remain in existence only as
long as a temporary work situation requires it. Such position
shall be abolished automatically by the President when the
temporary work requirement no longer exists.

(3) Conditional Positions. A conditiomal position is one estab-

" lished by the Board for the period of time that monies are

3 available in whole or in part by the United States Govern-

ment, a private organiszation, a foundation, a rasvenue-producing )
P source (cafeteria and bookstore), or an individual for use 1
4 in special research or other long-tera projects. This i
' : position shall be automaticslly abolished when no longer 1 *

i
4
R
3
1
2
1
3
2
4

’ 2/ Bereimafter referred to as "the Board.”
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4.992

needed or when funds are no longer made available.

Establishtent of Positions

(1)

(2)

During Budget Preparation

Positicns may be proposed during the preparation of the
budget through the recommendation of an appropriate
official to the Director of Personnel and aubsequent
approval by the President, or by the President upon his
cun initiative. In either case, approval of the Board
18 required for finsl establishment of the position.

After Budget Adoption

Appropriate forms requesting a new position which was not
budgeted must be originated by the appropriate officia3
and approved by the Director of Personnel :n< the Dean of
Administration prior to submission to the Prrsident. When
in the judgement of the President, it is necessary for an
official to em 15y « person on an extra-help basis in a
type of position for which there is no classification
provided in the classification plan, the President, on
recommendation of the Dean of Administration, shall fix
the auount of compensation, shall determine the minimum
qualifications for the additional employee, and shall limit
the period of time the position may be allowed.

Abolishment of Position

(1) Notice to Empldyee

When a proposed abolishment of a position necessitates

the disminsal or demotion of a permanent-status employee,

he shall be notified in writing by the Director of Personnel
two weeks in advance of Board action. He shall be informed
that if he wishes to do so he may present reasons against
the action to the Dean of Administration. (Revised by Presi-
dent, 10/25/71) .

. (2) Placement Consideration for Esployees

Each satisfactory permanent-status employee who has been
adversely cffected by a reclassification shall be given
first consideration for other positions for which lLe is
qualified and in which vacancies exist.

(3) Decision on Salary Aesignment

Determination of a salary assignment in the case of a doin-
grading reclsssification or transfer of an employse whose
position has been abolished shall be made by the Director
of Personnel. - (Approved by President, 10/25/71)
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4.10
4.101

4.102

POSITION CLASSIFICATION PLAN

Policy

The President shall classify all positions of MC and recommend the

. adoption of the classifications to the Board. The President shall

recommend to the Board for adoption new classifications and the
reassignment of a classification from one pay grade to another.

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

Procedure

a. Criceria for Classification of Positions

b.

Assigmment of a position to a classification shall be determined
by the duties and responsibilities of the position, based on the
principle that all positions shall be included in the same clasg-
ification if thay are:

(1) Sufficiently similar in respect to duties and responsibilities
that the same descriptive title may de uaegl.

(2) Substantially the same standards as to educaticn and experience '
are required of applicants.

(3) Substantially the same tests of knowledge and ability are
used in rele~ting qualified appointees.

(4) The same salary range can be made to apply with equity to
all of the positions in the class.

Reclassification

(1) A request for a study for reclassification may be made to

the Director of Pereonnel by an employes's supervisor or

the employes. The Director of Personnel, after consultation
wvith the appropriate officail, may initiate a study of existing
classifications. The criteris for classification of positions
will be applied to determine whather:

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

(b) The p&.ition chfmld be uchuif:ld toa 'lore appropriste
class in the l_xhting classification and pay plan; or

(c) A aew exutmé.a'uoi should be established to which the
position would be assigned; o - . . -
(‘5 ” 'Oewb'-do in the classification of ‘the position,

- but that the. position classification be assigned a higher
or lower pay grade. o ‘ : _
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4.11

(2) Any personnel recomumendation which requires the establisiment, divi-
sion, combination, or abolishment of existing classes or the
reassigmment of a classification to another pay grade shall be sub-
mitted by the President to the Board for action during July,
November and March of each year.

I
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&.11 STAFF REVIEW BOARD (Approved by Staff Review Board, 4/15/71)
TRevised by President, 10/25/71)

Ceaky by £ L A D S i

: a. A Staff Reviev Board is appointed by the President and is coamprised of
; the Dean of Administration, the Dean of Bducation, the campus deans,

: . the Director of Personnel, and the Chairman of the Staff Senste. The

; Review Board will consider all requests for establishing and abolishing
: position classifications, reclassification of positions, transfer of
positions between organizational units or offices and all recommenda-

i . tions for outstanding services awards as discussed in section 4.263b.

N The Review Board also will consider changes to college policies and

i procedures relating to staff employees.

P RTRPWRT IR TR ANV AN WH R 3D

b. Matters to be considered are first directed to the Director of Personnel
for review and development of materials for consideration by the Review
Bosrd. Where appropriate the Staff Senate is involved in this process
in accordance with section 4.07. The Review Board will make its ]
recommendations to the Dean of Administration. The President has dele-
gated ‘to the Dean of Administration the approval authority for reclassi-
fication of positions, inter-organizational unit transfer of positions,
and outstanding service awards. Recommendations pertaining to all other
matters will be directed -by the Dean of Administration to the President .
with the recommendation of the Dean. In those cases vhere the Dean of
Administration does not concur in the recommendation of the Review :
Board, both sides of the issue will be ‘prasented to the President for ]
decision. Recommended establishment and abolishment of position classi- ]
‘fications, changes in pay grade assigmments to classes of positions,
and policy changes will be presented to the Board of Trustees by the

President.

34
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4.12. PAY PLAN

4.121 . POLICY - 5

The President shall recommend to the Board for actionm a staff pay schedule
and shall assign all classifications to the schedule. The President shall ;
establish procedures for placement and movément of employees on the salary . ;
schedule, for payment for overtime work, and for recognizing length of

service.
4,122 PROCEDURES

a. Current Classifications

The currently approved assignment of grade chutﬁutim to the pay
schedule is maintained in the Persomnel Office.

b. Revising the Classifications and Pay Scheduls )
The Director of Personnel shall coliect data on existing rates of pay and
pay prectices in the local dzea, chinges in cost-of-1iving indices, and
other factors which should be taken into account. On the basis of such
dats, a recommendation shall be made to the President for Bosrd approval '




of those changes deemed necevsary in thé staff pay schedule, pay
practices, and placement of classifications on the pay achedule.

Placement on the Saiarz Schedule

Eaployees are placed on the salary schedule dependent upon the
type of appointment which they are granted. (See psragraphs
4.162 £ and g)

Movement on the Salary Schedule

(1) Processing Recommendations

Movement on the salary schedule or the granting of salary
increments, are normally the result of recommendations sub-
mitted on an individusl employee. Salary increment recom-
mendations must be in writing and shall be submitted to the
Director of Personnel via the appropriate campus dean, or the
Dean of Administration for the central administrative staff
employees, at least 15 days before the recommended effective
date. Such recommendation shall be made by the appropriate
official, shall contain a certification that the employee’s
work record is or is not satisfactory, and shall include a
statement that the granting of a8 salary increment is or is
not recommended. Authorization for appropriate action will
be made by the Director of Personnel after review of recommen-
dations.

Eligibilicy for Salary Increment Awards

A permanent or conditional employee and a temporary employee
filling a permanent position on a militsry-temporary appoint-
ment shall be eligible to be considered esch year for a one
step salary increment award. Such salary increments may be
avarded annually until an employee reaches the top pay step .
(not including longevity) of the pay grade to which his
position is asuigned. Salary increments are limited to one
pay step annually and, as they wust be earned by satisfactory
performance of work, an employee camnot be granted c salary
increment automatically or solely on the basis of length of
service. In unugual circumstances, the Director of Personnel
may approve the award of not more than a full pay step salary
increment annually to other temporary employees filling
permanent positions. (Revised by President, 10/25/71)

Temporary Slt;i.e. Credits for Salary Increment

A full-time temporary employee appointed to a permanent
position without a break in service shall be entitled to
be credited vith that smount of service credit for a
salsry incresent.

(4) Salary Incremest While in Probationsry Status

An eligible employee may recieve a salary increment while
on probation. However, if an employee becomes eligible
for a salary increment during a probaticrary period which
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(6)
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4.1224

has been extended for cause, he may not receive a salary increment
until he is approved for permanent status. Upon satisfactory coa-
pletion of the extended probationary period, the effective date of
the employee's permanent status will become the salary increment
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 initial
employment. The effective date of a salary increment is the first
day of the first pay period following the pay period in which the
employee's increment date falls. Should an adverse action be
taken such as the extension of the probabionary period for cause,
the salary increment date will be reestablished. A temporary

. employee who is assigned as a permsnent employee without a break

in service shall have his increment date determined by the date
of his employment as a temporary employee. An employee on an .
extended military leave shall be assigned an increment date
determined by the date of employment.

Reassigrment of Salary Increment Date

A nev salary increment date shall be assigned under the follow:l.ng
circumstances:

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

(b) When an employee has been on authorized lecave without pay for

a period exceeding two calendar months (excluding leave for
milictary service, disability, or self-improvement), the salary
increment date shall be adjusted in accordance with the num-
ber of -onths the employee is on approved leave.

Delqod Salary Increment

An appropriate official may recommend that an employee's incremant .
be delayed 1f he believes that the employes's performance has been
substandard. In such cases he shall submit in writing to the Director
of Personnel his reasons for the delsy and a recommendation as to

the period of time the salary increment award should be delsyed.
Approval of the appropriate campus desn, or the Desn of Administration,
and the Director of Personnel shall be necessary before such action
is taken. The Director of Personnsl shill report in writing to the
President in July of each yesr a summary of all actions taken during
the pr:::o::‘ 71«“1 yett Tegarding :eh salary increment
reques or approved. (Approv hmruu Services Review
Board, April 15, 1971) by

ﬂ_‘
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4.122¢

(8)

(9

Notification of Salary Increment Delay

In all cases of salary increment delay, the affected employce
shall be notified in writing at least two weeks in advance of

the increment date by the Director of Personnel of the reasons for
the action. He shall be informed that he may register a grievance
if he wishes to do so. The affected permanent or conditional
empioyee must request a hearing in accordance with the griev-
ance procedure within five days of recipt of notification of the
action; otherwise, his salary increment will be delayed. (See
paragraph 4.302)

Special Within-Grade Advancement

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

e. Overtime Work

(1)

Compensation for Overtime Work

Overtime is defined as work in excess of 8 hours per day or 40 hours
per week. Hours paid for but not worked such as hol:l.dayc. vacation,
and paid leave shall be considered hours worked in the implemeatation
of this policy. The rate of pay for overtime work shall be time and
one-half the employee's regular rate of pay. Notwithstanding the
foregoing, an employee may work more than 8 hours in one day at his
regular rate of pay to make up for hours absent during the same

week provided that:

(a) He rejquests 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 arrapngement.

~(e) A written agreement to the arrangement, signed by the employee

(2)

and his supervisor be f£iled with the Director of Personnel be-
fore more than 8 hours are worked in one day.

(d) No more than 40 hours are worked in the: wesk.
Approval for Overtime

Parmission must be obtained ttath.btmtot of Persdonel be-
foro overtime is worked. Ia mcpuml or emergency ctrcuotmu

() themdmnypmitmunﬂnhmm
promtptmumh.peinmhwatm. :

(b) cmoummnmwatmmutmﬂum-
nmmotuauuumzuummmmnu
urohhtul., .
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4.122¢

The appropriate form should be submitted by the Campus Deans
to the Director of Personnel after he has authorized overtinme
under the circumstances mentioned in (a) and (b) above.
(Revised by President, 10/25/71)

Longevity Pay
(1) Amount of Longevity Salary Increments

The amount of each longevity salary increment shall be
a one-step increase on the Staff pay scheuule.

(2) Effective Date

A longevity salary increment shall be effective the first
day of the first pay period following completion of the
employee’s 10th, l4th, and 18th year of cteditable qervtce
according to his anniversary date.

(3) Computing Creditable Service

Creditable service for computing cligibility tor longevity .
salary increments shall include all permanent and condi-
tional employment with MC, such service with MCPS as is
certified by the MCPS Department of Personnel, and such
service with the Montgomery County Government as is
certified by the County Personnel Officer as qualifying
toward longevity under the County Personnel regulations.
Craditable MC service shall also include all authorized
leave with pay, authorized leave without pay for military
service or self-improvement, the period of temporary employ-
ment, and the time a permanent employee is on approved :
disability leave. In computing the sum for such service,
no credit shall be given for any month in which an employee
was eeployed fewer than 15 calendar days.

(4) Creditable Service for non-staff employees of MC aoo':lmod to

a staff position

Whenever a non-staff employee of MC is appointed to a steff
position, he shall be granted creditable service for the

purpose of computing longevity as a permanent or conditional
staff employee for all periods of full-time employment by MC.

ht ife erentia

All staff 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.w. and 6:30 a.m. shall receive a 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)
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(2)
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Eligibility for Night Shift Differential Pay

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 Shift Differential Pay

Approval must be obtained from the Personmel Office before
staff employees are either ﬁermnently or temporarily
assigned to the night shift. Such approval shall be re-
quested in writing by the appropriate supervisor (or admin-
istrator) and shall identify the positions to be assigned
to the night shift by position number, and shall be valid
for an indefinite period of time in the case of permanent
agsignment and for a specified period of time in the casge
of temporary assignment. In exceptional or emergency
circumstances where it i{s impossible to obtain such prior
approval, approval after the fact must be obtained at the
first available opportunity.

.

Reporting Hours Worked on the Night Shift

Supervisors of employees 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.

ime of Implementation

Implementation of Night Shift Differential Pay is
authorized for July 1, 1973, or sooner, {f funds
should become available for this purpose during FY1973.
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4.14

4.341

4.142

4.16
4.161

4.162

NON-DISCRIMINATION POLICY

Policy

Discrimination on the basis of sex, race, or creed is prohibited

. in employment practices and in the administration of all other

personnel actioms.
Procedure

Any person having informatinn ccncerning 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 determines there has
been a violation of this policy, he shall’ take whatever remedial
action he may dcem necessary and appropriatce.

EMPLOYMENT PROCEDURES

Policy

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

Procedure

a. Method of Application

Each applicant shall submit an approved application form to the
Director of Personnel. Although a vacancy may not exist, an
application is also accepted for the purpose of establishing an
eligibility file. Applications and related material shall be
considered the property of MC.

b. References

References are required to determine tne 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 posasess a
satisfactory record.

c. Empioyee Identification
Identification Cards

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

N b




personnel file of each employee. No employee should
report to work before receiving his identification card.
Employees who resign must return their identification
card to the Director of Personnel. The final salary
check will be withheld until the card is received.

be ot ey 4:-'4.::.,-',‘;\».?‘-',;,2‘1‘:a¢";‘-;? l‘é’

d. Reviev of Applicatioms

Bach application shall be reviewed by the Director of
Personmnel and a decision will be made regarding eligibility

for employment.
e. Causes for Rejection of an Applicant for Employment

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

(1) Lack of specified minimum qualification requirements.
(2) Making false or incomplete statement on the application.
(3) Lack of physical, mental, or personal-requisites deemed

necessary for the effective performance of the duties
and responsibilities of a position. .

A R S s S CAam S eraam i g s Ao o

(4) 1Illegal use of narcotics or the excessive uge of alcoholic
beverages.

(5) Civil or criminal record.

(6) Record of dismissal or resignatfion not in good standing
from the MCPS or MC.

(7) Discharge or release from the military service under
conditions other than honorable.

(8) Pailure to make and tomplete application on standard
application form.

9) Sucli other causes and reasons as deemed sufficient by
the President.

Regular Appointments -

Regular appointments, as contrasted to trainee status appoint-
sents, involve applicants who are considered fully qualified
for the position for which they are applying. Regular appoint-
ments involve permanent, conditional, or temporary employees.
Employees 30 appointed will be placed on the salary schedule
in accordance with the responsibilities of the job to which.
they are being appointed and their own abilities.
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4.180

(1) Permsnent or Conditional Employees

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

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

(2) T ra loyees

An applicant may be assigned, as & temporary employee,

to & temporary position or to a permanent or conditional
poeition when the position cannot be filled by a permanent
Or conditional employee, or if the position is temporarily
vacated by an suthorized absence. Other persons vorking
under specisl Board projects for which monies but not
positions were allocated are also considered to be temporary

uployees.

(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 benefits.

8. Irainee Status Appointments

When it is considered in the best interest of MC, a permanent
position may be filled by an applicant who does not possess
all of the qualifications as described in the clasg specifi-
cation. An individual so sppointed will be tdentified ag
being in a trainee status. He vill hold a trainee status
appointment until he has satisfactorily completed a prescribed
training program and it has been deternined by the appropriate

time of appointment. Alterations in the training progrea
sust be approved by the Director of Personnel.

(1) Triiues Appointments

A trainee appointes will heve all the rights end privileges
of other steff persomnel except that he shall not hold
Permanent status while a traines.

2 ¢ of #nd Length of Tratnts -

The lemgth of the trafaing period and the pay grade to
m:um_uuu;::a'nldop::uuoumc

: trainiog Job experience
&t the time of esployment.

§

i

- s
8

B L SRR fale

At

ey g

* i vt fea v &




4,181

(3)  Permanont Appointment

Upon sstisfactory completion of the training pro-
gram, the incumbent will be grentsd a resgular appoint-
ment to a permanent position. He shall then serve
the normal probationary period required and upon
successful completion will hold permanent status.

: ) Errly Promotion

g In instances of exceptionally repid growth in compe-
tence, a trainee may become eligible for promotion
prior to the completion of his training program.
Por pertinent procedures refer to Section 4.283c.

4.18 PHYSICAL EXAMINATIONS
4.181 POLICY

T S [TATIPIAR AN s WS ey S et

Each person appointsd to s position is to bs free from disabling
ailments or defects which would disqualify him for the position
for which he is spplying and must be of sufficient health and
vigor to perfora the duties and respomsibilities of the position
to which he is sppointed. The President shall determine the
health and physical requirements for applicants and employses
in each classification. ’

4.182 PROCEDURE

1 a. All employees ars rsquired to submit certain evidence of
frudi- from active tuberculosis. See paragrsph 7.90 for
details. ‘

b Whemever it appears that an MC employse has a physical or

sental condition which adversely affects his competence or
the wall-being of eithar the public or other employees, or
csuses hin to be sbsent excessively, the Dirsctor of Personmel
may requirs him to discontinue work immediately or to be
exaxined by the County Heclth Offdicer or a duly licensed
physician, who shall report his £indings to the Dean of
Adainistration. An maployee who is required to discomtinue
work may not return to work until suthorised by the Director
of Persomnel. The status of such employee during this
period shall be detsruined by the Director of Persommel.
(Revised by President 10/25/71)

a .20 ERMMTUTION, RATINGS, AYD ELIGTSLE LISTS
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4,201
6,201  POLICY

The President shall establish a comprehensive program of examinations
for all MC staff positions and procedures for the implementation of
such program. Entrance and promotional examinations shall be com-
petitive, free, and open to all eligible persons.

4.202 PROCEDURE

a. Examination Program
Q1) Composition of Examination

The Director of Personnel shall determine the composi-
tion and scope of all examinations with thc approval

of the Dean of Administration and after consultation
with the appropriave officials to determine the content,
concepts, and standards. Examinations may consist of
oral, written, and/or job performance tests or any
ocher exsaination method deemcd necessary to determine
the relative abili¢ies of the examinees to perform

the duties and responsibilities of the position for
wvhich the examination is being given. :

(2) Examination Scheéules

Examinations shall be conducted on a contimious basis.
Applicants or employees may be given examinations
individually or in groups.

(3) » Safeguarding Confidential Content of Examinations

The Director of Personnel shall take reasonable precautions
to safeguard the content of examinations. Information
therein may not be released without specific authorization
of the Pcesident.

(4) Invalidating Examinations

The Director of Personnel may invalidate an examination,
in whole or in part, at any time, if he determines

that thers has been any irregulsrity in any phase of the
exsmination process. This action may disqualify the
examinee.

b. Ratisg Exsminess

A mmerical rating system or other appropriate rating systea
say be uséd to rate exsminees. .

e. M_ £y fgg!."" 4
Q) Bstad ifament of Bligibilicy Piles.
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Ratings of examinees who pass examinations for a
position shall be placed in the eligibility files
establighed for that position. Eligibility files
shall be maintained by the Director of Personnel
reflact accurately the employee's relative standing.
All 1lists shall be considered the property of
Montgomery College.

(2) Duration of Eligibility Piles

Names remain in the eligibility files for a period
of one year. However, because of unusual circum-
stances, eligibility files may be abolished prior
to or extended beyond that date by the Director
of Personnel. '

Use of Eligibility Files

Whenever an existing position becomes vacant, the
Director of Personnel shall agsign the best quali-
fied eligible applicant to the position.

EVALUATION
POLICY

The President shall establish employee performance evaluation
procedures. The purpose of performance evaluations shall be
to stimulate improvement of employee services and the ratings
shall be a determining factor in personnel actions.

PURPOSE OF EVALUATION CONFERENCE

An evaluation conference shall be held annually, or more frequently
if needed, to provide motivation for self improvement, thereby
gaining greater effectiveness of the employee's service. 1In addi-
tion, the ratings of the performance evaluation shall be used

in considering employee salary increment, promotion, demotion,
transfer, dismissal, and advancement within grade as well as for
other appropriate action.

NOTIFICATION

The Director of Personmnel will notify the employee's supervisor
of the required evaluation conference to be scheduled, The
notification will indicate the purpose of the evaluation, i.e.,
Permanent status, annual performance.

PRE-EVALUATION CONFERENCE

8. At the beginning of the employse's service, the immediate
supervisor should hold a conference to orient the employee
to his new work assigmment and explain vhen, how, and why
the employee will be evaluated. 'Standards of work and
personal traite as related to work should be used as a
basis for discussion. The currest position description
should serve as a guideline throughout such a conference.

(Approved by Supporting ces Review Board 4/15/71)




When there is evidence that the employee will need to
improve before he is given permanent status, before a
salary increment will be recommended, or before other
action will be taken, more than one pre-evaluation
conference must be held. The supervisor should make
a written record .: the conference and a copy should
be given to the ¢... Oyee. In all such cases, a pre-
evaliation confe:.:ice shall be held at least three
months before a final determination must be made
concerning an employee's status or eligibility for

a salary increment. At that time an employee shall
be given specific suggeastions for continued improvement.

(o AL

sy

EVALUATION CONFERENCE

e

a. Bvaluation conferences should be scheduled so that the
employee will be given sufficient notice of the appointed
time. The employee ard the immediate supervisor will
participate in the evaluation conference.

The evaluators should take this opportunity to discuss
areas of strengthe and needed improvements, and to identify
changes that may need to be made in the employee's posi-
tion description. (Approved by Supporting Services Review
Board, April 15, 1971) :

NS

The evaluators shall make comments and recommendations
and shall be responsible for obtaining the signature of
the employee. If the employee does not concur with any

part of the evaluation, he may attach his comments to the
evaluation form. .

Personnel action requiring an evaluation may be determined
by the report of the last evaluation conference if one was
held within three 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
Personnzl will be completed. The signature of the employee
and the evaluations are required.

The appropriats campus dean will review and sign evalua-
tions for employees agsigned to his campus. The Dean
of Administration will review and sign evaluations

for employees assigned to the central administrative
ltlff . :

The President shall make provisions that allov an employee to
attain permanent status after demonstrating competency.




4.242

4.242  PROBATION

a. Length of Probat::l.onag Period

The normal probationary period shall be six months. When
the Director of Personnel deeus it necessary, he may assign

longer probationary periods. (Approved by President, 10/25/71)

Miscellaneous Provisions

A probationary employee filling a permanent or conditional
position shall become eligible for consideration for per-
maneat status upon satisfactory completion of the probationary
period. A probationary employee 1is subject to personnel
action (i.e., transfer, lay-off, dismissal, and other personnel
action). A probationary promoted employee who has permanent

status in his former position nay be returned to his former
status without the right of appeal.

Extension of Probationary Period for New or Promoted Employees

If the appropriate official 1s not satisfied that. a probationary
employees work record is sufficiently satisfactory to warrant

his recommending that the employee be granted permanent status,
he may' recommend extension of that employee's probationary
period for a specified period of time, not axceeding 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
employee is eligible for permanent status, and must contain the
reasons for recommending the extension. After review and approval
of the recommendation by appropriate campus dean or the Dean of
Adainistration, 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,

- Separation During Probationary Period of New Employees

(1) If at any time during & probationary period an
appropriate official determines that a probationary
employee's work record is unsatisfactory, he may
recommend to the Director of Personnel that the employce -

. be dismissed. . Such recommendation shall be in writing
and must. include the reasons for the recommendation.
he shall 8o notify thie employee in vriting at least two
weeks in advance of the effective date of dismissal.
Such notification shall inform the employee of the
reasons for the dismissal and ‘of his right to appeal.

,,,,,,,,




(2) The employes who has been recommended for dismissal
may appeal the decision within 5 days of receipt of
such notification, otherwise the dismissal shall be-
come final. Such appeal shall be made in writing
to the Personnel Officer and shall state specific
reasons why the dismissal action should be reversed.
The Director of Personnel shall submit the appeal
along with all other materials pertinent to the
action for dismissal to the Dean of Administration
for review and final decision. The appellant may
request a hearing by the Dean of Adainistration.
The decision of the Dean of Administration shall
be final and he shall notify the appellant of
such decision in writing within 10 days of receipt
of the appeal by the Director.»f Personnel. 1In
the event of dismissal the employee shall receive
such notice two weeks in advance of the effective
date of dismissal.

<3) In the event the Director of Personnel does not approve
the recommendation for dismissal, the supervisor
recomnending dismissal may appeal the matter to an -
ad hoc panel of three college employees to be appointed
by the Staff Review Board.

e. Probationarz Period of Promoted Permanent-Status Permanent
Eaployees ) .

Upon satisfactory completion of his probationary period, a
permanent-status permanent employee may be awarded peramanent
status in the position to which he has been promoted. The
eame procedures provided for granting permanent status ag

& permanent employee shall be used. The effective ‘date ghall
be the date on which a promoted employee satisfactorily
cospletes the probationary period. o '

f.

A probationsry-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 ‘probationary
period may run concurrently with his probationary period

~-in the -origin 1 pogition. = . = - .

o:of Permanent Stitus R
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4.244

4.245

4.246

4.267

 bationary: employee.-to

position without a break in service shall be entitled
to be credited with that amount of service credit
toward permanent status.

¢. Transfer of a Probationary-Status Permanent Employee

Each probationary-status permanent employee who is trans-
ferred from one permanent position to another permament
position of like responsibility shall retain the months

he has satisfactorily served in his former position for
credit towards earning permanent status as a permanent
employee and for the award of a salary increment. If the
prior service has nct been satisfactory, he may be assigned
a new probatiomary period and a new salary increment date.

d.  Recommending Permanent Status

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

Bach pqrﬁanen’t-_statua pemanentllémployee' who 1is transferred
from one permanent position to another permanent position

. shall retain the months he has satisfactorily served in his

former position for credit towards the award of a salary
increment or lungevity salary increment.,

LOSS ‘OF PERMANENT STATUS

 Bach ‘staff 'employé,e. ‘who leaves the service of Montgomery College

shall be considered a probationary employee when he is re-

* STATUS OF EMPLOYEE TRANSFERRING FROM ONE TYPE OF STAFF

A permanent-status ‘enployee- transferring. to ‘a:temporary.position
- "shall-automatically forfeit his permanent status as an. employee..
e Atalporaryalployee transferringor‘bemg prmtedaa a pro=- -
bat: . to a:permanent ‘positionshall bé required.to
~.serve the probationary period of that-position ‘before he can =
- become.eligible to:earn permanent status: ” I
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4.248

RECREDITING OF FORMER SERVICE CREDITS

A former employee, upon reappointment to a permanent or condi-

tional position in the game clagssification, may be granted full
credit for years of service with MC in determining placement
on the salary schedule, provided he completed five or more
years of satisfactory service at MC and is re-employed within
three years of the termination of his employment.

HONORS AND AWARDS PROGRAMS

POLICY -

The President shall provide .for suitable programs to recognize
employees who bring honor to MC or to themselves as well as

incentive programs which recognize and encourage excellent
performance of duties. :

PROCEDURE FOR LENGTH OF SERVICE HONOR-AVARD PROGRAM
a. Eligibility

Employees with 15 or more years of creditable service ghall
be recognized for their length of service. Creditable v
service shall be determined in the same manner that longevity
Pay 1s determined for permanent and conditional employees.

b. . Awards

Awards will bé made upon completion of 15, 25, and 35 years
_ of creditable service with MC.

c¢. Emblem and Certificate Awards

"~ The emblem awarded shall be a Pin designed to indicate the

MC symbol and the number of years of gervice being recognized.
The Length of Service Award will be made to eligible enmployees
by the President during an: appropriate program. A certifi-
cate shall also be awarded indicating the number of years

of sgervice. ' ' ' '

PROCEDURE FOR GRANTING OUTSTANDING SERVICE AWARD

EE S

" “An employes gbé-f'é;:@gp.ﬂu‘."“:_"ai.'u;;;;;m;j‘f%;a@a;.ﬁ;;‘i‘lm.. of
~..his position in a‘sustal; ' anner

titanding manner and whose
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' outstanding service awards which may be granted include
: certificates and/or cash.

! ¢. Procedures for Recommending an Outstanding Service Award

i When an appropriate official believes that an employee

§ : under his supervision has qualified for consideration

for an outstanding service award, he may recommend the
employee for an award. The recommendation must be in
writing, must contain specific examples of the outstanding
work, and must be submitted to the Director of Persomnel
for transmittal to the Staff Review Board.

d. Staff Review Board

y The Staff Review Board (see paragraph 4.11) shall review
1 nominations and recommend outstanding service or other
incentive awards according to .the information sub-
mitted. Such awards (and regsons therefor) shall be
made a part of the employee's personnel file. Nomina-
tions for awards shall be reviewed in July, November and

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

e. Procedure for Recognizing Acts of Heroism

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

f. Other Recognition

Employees should report to the Director of Personnel any
persons they consider worthy of recognition. The honor
received will be publicized in appropriate MC publications.

; 4.28 PERSONNEL ACTIONS

4.281  POLICY

The Board recognizes the neceseity for certain personnel actions
vhich support the principle of career employment. ‘The President
- shall make provisions and prescribe procedures for such actions’
" as ttu'tifg:-.l"prdil_@tioh.;gmtidﬁ.\thdigiiétﬁn. retirement, reduc-
- tion in force, suspension, and dismissal.’ ~ . -

%

* “Transfer 1s"the movement of an emplojee’From one position’
: vithin the same ‘classificatio R :




b, Status of Transferred Employee 3

An employee who meets minimum qualifications establighed ;5
for a position of the same classification may be trans-
ferred with or without his consent, except that transfer
to a temporary position requires the conseut of a perma-
nent employee. A transfer to a permanent or conditional ¥
posaition shall not change the status (probational or a2
permanent) which the employee holds.

c. Rights of Transferred Probationary~Status Employee }

A probationary-status employee or a temporary employee
shall have no rights to his former position if he fails
‘to pecform satisfactorily the duties and responsibilities : A
of his new position or if he wishes to be transferred back
to his former position. However, every effort will be
made for proper adjudication of the problem.

g e e el

d. Rights of Transferred Permanent-Status Employee

A permanent-status employee, if he fails to perform satis-
factorily the duties and responsibilities of the position
to which he was transferred (except for reasons of miscon-
duct), may be permitted to transfer back to his former 3
position or comparable position if a vacancy exists., 1If 5
no vacancy exists, every effort will be made to place him in

his former position or a comparable position when an 3
opening occurs. If he requests a hearing, the employee
may not be separated from MC service prior to a hearing
before the Dean of Administration. (Approved by
President, 10/25/71) ;

4.283  PROCEDURES FOR PROMOTION
a. . Definition

‘Pronotion 18 the movement of an employee from one classi- 3
- fication to another classification with more responsi- : b
‘bility at a higher pay grade.

b. Prmtioml Policiea and Procedures and Elggibilitx for

,Prmtion S e

: Bnch elployee vl:o meets the pronotional requirenente esub-
~ 1ished by the President for a position: may be deemed eligible

‘for coneideration for promotion. After the employee files

a pronotion requut: for reviev by the Directot .of Personnel

the: .alployee . e"acheduled for a pronotional examination -
‘ en,; 'orel.aor both.. - If" the enployee is determined
“hi \applicetxon is-placed in’the eligible
Ag_ pronp:ionaliveeencies-ioceur, .the best ‘qualified
nal ‘applicants will be; referred from ‘the elisible
e € he appropriate aupetviao oes not: wish t:o o
" select: the referred epplicam:, ugt -
- im deui_ ' - of
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C.

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

Promotion of sn Incumbent in a Trainee Status

In cases where an 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 positionm,
the employee may be considered for promotion to thit
established grade level upon completion of at lesst oue
year's experience as a trainee in that position. In such
cases the appropriate supervisor will be required to demon-
strate to the Director of Personnel that the employee 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 Incunbént in a Position which has been
Reclagsified ’

An employee who is an incumbent in a position which has
been reclassified shall be given first consideration for
promotion to the reclassified position on a non-competi-
tive basis. If the employee does not meet the new qualifi-
cation requirements or does not otherwise qualify for pro-
motion, the appropriate supervisor may recommend retention
of the incumbent in the reclassified position in a trainee

' gtatus or he may request that the employce be transferred

to a different position.

Salary 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 thereof
of the new grade paying a salary which is approximately 5
percent greater than the salary he is receiving at the time
he is promoted. However, when there is an increase upon
promotion of three or more pay grades, an employee shall be
placed on the lowest step of the new grade which will assure
at least a 10 percent increase in pay. A placement which
differs from this procedure requires the approval of the

Dean of Aduinistration. (Révised by President, 10/25/71)

£

- Longevityply shall not be used ;ﬁ ‘dgﬁerﬁining "the basic

Lm’kbeviiit! ‘rlP'a!j.of"a'. Proﬁo:ted' ﬁgiloge‘e S

part
)

. _salaryistep :to-which a:promnted employee will be assigned.

- The -longevity pay an'employee is receiving at the time he

. . is promoted will ‘be adjusted ‘to be efféctive on the same

' date’the esployes's promotion 1s to be sEfective.
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Effective Date of Promotions

The effective date of any promotion shall be the date
on which an employea is assigned his new position.

PROCEDURES FOR DEMOTION AND VOLUNTARY REASSIGNMENT

N

d.

v,10/25/71)

Def inition

Demotion is the movement of an employee from one grade

to a lower grade. The purpose of demotion may be to match
the skills and/or abilities of an employee with those
required by a classification, to provide placement for an
employee when a position is being abolished, or to provide
disciplinary action.

Employees Subject to Demotion

Any employee who doea not satisfactorily perform the duties
and responsibilities of his position, who fails to obey
duly authorized directions of his supervisor, or who acts
in a manner deemed not in the best interest of MC service
shall be subject to demotion.

Demotion Procedurea

An appropriate official may, when he considers such action
to be necessary, recommend that an employee be demoted.
Such demotion reécommendation shall be in writing, shall
state the reasons for such recommendation, and must be
submitted to and approved by the Director of Persomnel.

Notification of Demotion

Any employee who has been demoted shall be notified in
writing by the Director of Personnel at least two weeks in
advance of the effective date. Such writton notification
shall state the rreasons for the demotionm. . . i

g&u from - Demotion

A pemmnt-atatus permanent employee who haa been demoted

. must request a hearing before the Dean of Administration within

five ddys of the: receipt .of. the notification ‘of the action;
otherwiae his ‘demotion shall become final without action

by the. Deaa of: Administration. (Revised by. Preaident,
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h.

eaployee who is in probationary status in his present
position as the result of promotion shall have the same
appeal privilege as a permanent-status employee in that
position if his demotion would resylt in his being placed
in a different type of position with a lower grade or
salary than the position he was filling at the time he
was originally promoted.

cision on Demotion A 9319

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

Procedures for Voluntary Reassigmment to.a Lower Grade
Position ‘

An employee may be continued in his position without a
reduction in salary, whenever it 1is reclassified to» a
lower grade. An employee may be reassigned with or
without reduction in his salary whenever he requests a
reassignment to another position of a lower pay grade
or whenever hig position is abolished and there is no

. other vacant position in the same or higher grade for

vhich he may be qualified.

PROCEDURES FOR RESIGNATION

b.

C.

Definition

Resignation is the separation of an employee from the MC

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

Resignation in Good Standing .

An employee who wishes to resign in good standing shall
give his immediate 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
period of time in unusual circumstances.

Status of Leave Credits on Resign ation .

1. An employee who leaves the MC service receives a

termination pay provided under proceduves for dis-
position of sick and annual leave credits.

2. . ' An employee who leaves :the MC or MCPS service and
7 48 eliployed without a break in ‘service by MC or
* - 'MCPSishall :-have’his accrued sick:and annual leave
* bal /€0 MCPS or MC'" " - ‘

I
1
4
i
b
4
i
’
]
'
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Resignation Not in Good Standing

An employee who does not submit his resignation in
compliance with the provisions of these regulations or
whoae resignation is not approved in good standing shall
be considered as having resigned not in good standing .

Resignation Without Notice and Not in Good Standing

An employee who is gbsent from work for a periad of three
days or more without notifying his immediate supervisor,
the Director of Personnel, or other appropriate official,
of the reasons for his a’bsence shall 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 circumstances. °

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 in 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 resignation
in writing as prescribed by the Director of Persomnel, on
the appropriate form. Resignation notices should include
the date the resignation is submitted, the effective date
of the resignation, and the reason for resigning.

Reemployment Recommendation of Appropriate Officials

The appropriate officlal shall indicate his approval or
disapproval of reemplovment of a resigning employee. The
resignation notice sho.ll then be forvardod to the Director
of Persontel. :

R.guoot: for Rev:l.ew of Resgnation Not in Good Standing

Y porunent:-ot:ot:uo enployee whoae reaignat:ion has uot been
accepted in good standing may request an appeal thereon be-
fore the Dean of ‘Administration. Such request for an appeal
- must be submitted within five’ days of receipt of notification
" of the’ occeptonce of his- reoignation not in good standing,
and it shail’ contain’ the reasons why the employee believes
 hia ruignotion -should have been accepted in good standing.
- ‘Resignations net: oppealed within five days .shall become
._fi.ul without act:l.on ‘of the Dean. of Adn:l.n:l.otrat:l.on.
_— (mued by Preoident, 10/25/71) e
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RETTREMENT

b.

Ce

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 specified by 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 Communrity College Retirement
Plan, but who would otherwise 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

b.

Definition

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) o '

(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 8o terminated shall be given as much advance
. motice.as possible and in no event,.less than two weeks.
.. .{Approved. by Supporting Services Review Bosrd, April 15,

President .10/25/7) ...

(3) .:,'Hdi':ﬁdd-...qf.\hqi:gminmg Employees .to be.. Terminated as a

\
\
[
|
.
1
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which employee(s) shall be terminated because of
reduction in force, the chief basls of the decision
shall be the relative competence of the employees
for the job that remains. Thus, in choosing be-
tween two employees, the employee more competent
for the job that remains shall be retained.

SUSPENSION .

a.

b.

Definition

Suspension is the temporary removal of an employee from
the MC service. A suspended employee shall not receive
pay, nor shall he be permitted to use or to accrue any

privileges or benefits during the suspension period.

Emglojees Subject to Suspension

An employee may be suspended by the Director of Personmnel
without pay for reasons of investigation, misconduct,
negligence, inefficiency, 1nsubord:lnation. disloyalty,
repeated unauthorized absences, or other offenses, when
alternative 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)

Procedure

(1) The Director of Personnel 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 Suegended Durigg an Inveetggation

. Hhenever an employee is suspended during an

- investigation and such employee is subsequently
‘"exonerated," he shall be reinstated without
loss of pay and benefits. '

Status of En'l""ee Found "Not Guilt " for the »
I Period he vse Susgnded Pendigg a COurt Decieion

v ‘Hhenever an anployee 1s auspended pendins a Court
. ..decigion and sueh enployee is: subsequently found
" "ot Guilty,":he may be reinetsted vithout loss
of psy and ‘other: beneﬁts.
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b. Causes

for Dismissal

Any one of the following shall be deemed sufficient
cause for dismissal, though dismisgsal may be for

causes

Q)
(2)

A3)

(4)

(5)

6)

n

(8)

other than those enumerated:

Tl..t the employee be incompetent or inefficient
in the performance of his duties,

That the employee has been wantonly careless or
negligent in the performance of duty.

That the employee has been otfensive or brutal
in his treatment of .students, fellow emplovees
or other persons. |

That the emplovee has some permanent or chronic
physical or mental ailment or defect that inca-~

pacitates him for the proper performance of his
duties. :

That the employee has violated an otficfal regu-
lation or order of the Board or failed to obey
reasonable directions given by an appropriate
official when such violations or failure to obey
amounts to insubordination or serious breach of
discipline which may reasonably be expected to

result in logs or injury to the Board or to the
public. .

That the employee has taken. for personal uge a
fee, gift, or other valuable in the course of
his work for MC or in connection with it when
such is given him by any person in the hope

Or expectation of receiving preferential treat-
ment, : , _

That the employee has engaged in the illegal uge
of narcotics, has reported to work under the

influence of alcohol, or has imbibed after reporting

to work.

Tﬁat the téputgtion of MC has been prejudi@ed by
an emplpyge's’cqnduqt of his personal affairs,

-a8 by his failure to pay. just lebts or to main-

(9)

tain common ethical and moral standards. ‘

"tﬁhﬁftﬁe{eﬁploye§ hhs been- convicted of;a criminal

: offedsgﬂor-oﬁva“nigdemeanor:involv;pg moral

(10) o

vastmof public supplies.:

tnrpi;udéff*?f

That the employee 'through
condugt has cauged damage

negligence of willful ' .
to public. property or =

E:
E
"
3
s
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i@ (1) That the employee has been guilty of using, ‘%
& threatening to use, or attempting to uge 3
unethical pressure on any memter of the Board 3
£ or any employee of MC in securing promotion, 3
K transfer, leave of absence, increassed pay, or
Q other favors. 3
; (12) That the employee is a subversive person or

£ member of a gubversive group as defined by law, ,
: (13) That the eployee fails to comply with the MC _ ?
é health regulations.

i‘ €. Dismissal Procedures

[

&

An appropriate official may recommend to the Director

of Personnel that an enployee be dismiseed when such
action is deemed to be necessary by virtue of one or
more of the causes for dismissal as set forth in para-
graph b. immediately preceding, A dismissal recommenda-
tion, shall be in vriting, shall state the reason(s) for
such recommendation, shall bear the endorsement of the
appropriate campus dean or central office dean, and must
be submitted to the Director of Personnel for review. If
the Director of Personnel decides upon disxissal, he
notifies the employee of the effective date of dismissal
and his right to appesl. (See subparagraph e below) If
the Director of Personnel decides that dismissal is not
varranted, he may take whatever alternative action he deems
most appropriate for the best interest of the College.
(Revised by President, 10/25/71)

T T R
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% d. o Notification of Dismissal
:;._. \

An employee who is to be dismissed shall be go notified .
El ‘ in writing. by the Director of Personnel. Such written 3
notification shall state the reason(s) for .
b and shall be given to the affected employee at least

two weeks in advauce of the effective date of dismigeal.
(Revised by President, 10/25/71) :

. Appeal from Dimissal . . = o o

At

EE ot o
LA

| A pomnentorconditiouluployoevho has received

action, otherwise. disnissal shall become £ inal, Such
appeal must -be made in writing-to the Director of Persomnel
.aud shall state; specific Teasons' vhy. the disnissal action
- should .be reversed. : The:Director’ of Personnel shall submit
the.appeal ‘along:with al. Other ‘materials pertinent to
.- the dismissal-action'to ‘sn ‘Appeals Panel. com '
oo o desns and 8 member of- the ‘g¢, i Ser

i
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None of these three panel membere shall be from within
the sawe organizational unit as the appellant and they
shali be elected by the Senate to serve on this panel.
The Appeals Panel shall hear the appellant's case,
conduct whatever investigation it deems necessary,

and make its recommendation :o the Dean of Administration.
If its conclusion is not unanimous, a minority statement
shall also be submitted to the Dean. The Dean's deci-
sion shall be final and he shall notify the appellant of
his decision in writing. The appellant shall receive
such notice two weeks in advance of the effective date
of such dismissal. '

GRIEVANCES
POLICY

A uniform procedure will be established for expeditiously

handling grievances of all personnel employed by the Board.

‘Every effort should be made to settle such matters in the

normal gystem of supervision and administration. An aggrieved
person may contact other designated individuals for advice
and assistance and may petition a grievance review without
penalty or being placed in jeopardy for this action. Reviews

‘will be conducted by MC employees especially chosen for this

purpose. Reports and recommendations will be made to the
President. - - :

PROCEDURE

a. In the event that an employee feels he has a grievance,
‘he should contact his jmmediate. supervisor or adminig-
trator or a higher level supervisor or administrator
in the normal channels of  supervision and administra-
tion. Whenever it is possible to reach a satisfactory
solution through this means, -this ‘procedure should be
followed. e . .

b.  An employee who feels he hds a grievance may, at any
- ‘time, contact'pthgrveﬁployegsf of MC for advice and

-asgistance. - . -

c. IE the employee Elééﬁ_:'-'-;a‘éa'tie"fdétori'éolut:l.‘on 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
5 cussed: ar writing by the =
‘a‘part of the formal




(2)

(&)

%)

(5)

(6)

vl

- (8)

. (9

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

Formal records are to be kept on any and all
proceedings of the committee and are to be
mainteined in the aggrieved individual's
pergsonnel records -- _such records to be
classified confidential.

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

This preliminary hearing will be restricted to
the aggrieved’s oral summary of his case and
presentation of auy materials he wishes to sub-
mit in support of his cese. 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 vith the committee of five at either the
committee's request or the individual's request.

The committes of five shall have authority to
request individuals for testimony, to review
records (provided such personnel records are not
cluo:l.f.:lod confidentisl), and to secure relevant
data from the Director of Personnel. No record
may be used in. the final determination of the
case by the committee unless it has been presented
to the mri.ved and to the co-nutu of five.

' Rolevant d.u. recotda. or documento ohould be

made available for review by committee members
at the bos:l.nn:l.ns of. euch eubuquent hur:lng.

‘rho conittu of t:l.ve 18 to' funct:lou u a unit
4in conducting noceuary :l.nvou:l.sationa. An
aggrisved employee, ‘as well as principals in the

~case, shall have no‘ communications. with individual
- co-i.ttu mborl pr:l.or to: prcl:l.nimry hur:l.ng
or’ durm lubuquent stepo; £ ‘committee .-pto-

2

; oumol An vzit;.tng or,_approprute action
thoee: cases. vhcr -the: Muctor .of Personnel is

: s tihd " In such
ohould bo for-



4.35

(10) One copy of the recommendation is to be
forwarded to each of the following:

" (1) The aggrieved

(2) The individual(s) against whom the
grievance wvas filed

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

' 4.35 CONFLICT OF INTEREST

Ce

d.

The policies of the Board of Trustees governing conflict of
“ A interest are applicable to all employees of the College.
These policies are enumerated in paragraph 3.28.

4.45 EDUCATIONAL ASSISTANCE PLAN (Refer to Paragraph 3.60)
4.47 ‘RETIREMENT SYSTEMS

A descripticn of the retirement systems to which bsupporting
services employees may belong is contained in para~-
graph 3.55.

‘ . store) or an individual.

| Creditable. Service:.
.. want_and temporary.
.. duty.days by

4.50 DEFINITION OF TERMS USED

Permaneat Employee: One who has completed the designated
period of probation and is granted permanent status in
a permanent or conditional position.

Temg.orérx' Employee: One who 1s employed for a limited
period of time. .

_Conditional Employee: One who is assigned to a supporting

services 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 pProjects by the

United States Govermment, a private organization, a founda-

tion, & revenue-producing source (e.g., cafeteria, book

 Substitute :Elngioxeezrl One who is employed in a permanent,

temporary, -or conditional position during absences of

‘the incumbent.

"-Salery @Inétenex'nt:lr_A one-step pay increase which shall
.- be grag;gc_l 5 annua_lly for ‘satisfactory service.

, All ﬁﬁtﬁﬁeﬁ.phd : éonditional employ-

tem) employment -when followed within 30
by appo ntment to:a" hémﬁent_- .Qt,_ conditional

of ‘anploynent of an
ber, of employees,
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Iransfer: Movement of an employee from one position
to another within the same classification.

Promotion: Movement of an employee from one classifi-

cation with more responsibility at a higher pay grade,

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

Appropriate Official: Division chairman, adminis-

trator, or immediate supervisor, depending on the
employee'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 in Army, Navy, Air Force, Marine
Corps, Coast Guard, the Coast and Geodetic Survey,

and Public Health Service; a cadet of the United States
Military Academy or of the Air Force Academy; and a
midshipman of the United States Naval Academy or

United States Coast Guard Academy.
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