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This Employee Manual provides important information to you as an employee of Cecil County 
Government.  The manual includes employment policies and practices relevant to the workplace, as 
well as details about compensation and benefits.  We urge you to read through the manual to 
familiarize yourself with the benefits and expectations of County employment.  Your thorough review 
will facilitate your transition as a new employee and your success as an experienced employee. 

Bear in mind, however, that ñNothing in this Handbook in any way creates an express or implied 
contract of employmentò.   In addition, the Board of County Commissioners, the entity 
responsible for Government operation, may change the terms of this manual without notice at any 
time.  Revisions to the manual containing effective dates and updated information will be made 
available to employees as policies and/or procedures change.  We hope that both you and Cecil 
County will enjoy a challenging, beneficial, and prosperous employment relationship. 

 
HR-001 A: Cecil County Overview 
Our County is managed by a 5-member Board of County Commissioners who is elected by the 
citizens of the County, and by a County Administrator who is appointed by the Board of County 
Commissioners.  Cecil County Government operates on a fiscal year basis that begins July 1 of each 
year.  The Board of County Commissioners is dedicated to providing services to the citizens of Cecil 
County, and has adopted the following values as guiding principles for all interactions with each other 
and with citizens: 

Teamwork 

Flexibility 

Accountability 

Mutual Respect 

Excellence 

Open & Effective Communication 

These values provide guidance to all Cecil County Government employees regarding expectations for 
their job performance.  
 
Cecil County Government employees work in a variety of settings and offices while serving citizens in 
all aspects of their lives.  County government offices include the following: 

County Administrator 

County Treasurer 

Senior Services & Comm. Transit 

Human Resources 

Emergency Services 

Parks and Recreation 

Permits and Inspections 

Planning & Zoning  

Public Works 

Economic Development 

Stateôs Attorneyôs Office 

Circuit Court 

Sheriffôs Office 

Housing Office 

Soil Conservation 

 
Unclassified positions.   
Employees in the following positions are considered unclassified and serve at the pleasure of their 
respective appointing authority and therefore, are not covered by the disciplinary and grievance 
procedures outlined in this manual:   

Policy #HR-001  

Subject:  WELCOME & GENERAL OVERVIEW 

Effective Date:  07/01/2010   Approved by:  Board of County Commissioners  

Revision Date:            

 



 

HR-001  Welcome & General Overview   page 3 

Budget Manager 

Chief Deputy Sheriff 

Circuit Court's office staff 

County Administrator  

Deputy Director of Detention Center 

Director of Senior Services &    
   Community Transit 

Director of Community Corrections 

Director of Detention Center 

Director of Economic Development 

Director of Emergency Services 

Director of Housing & Community 
Development 

 Director of Human Resources 

Director of Information Technology 

Director of Law Enforcement 

Director of Parks & Recreation 

Director of Permits and Inspections 

Director of Planning & Zoning   

Director of Public Works 

Executive Secretary to the Sheriff 

Deputy & Assistant State's Attorneys, Criminal 
Investigators and Executive Secretary 

Deputy Treasurer 

Regular Part-time, Temporary, On-call, 
Contractual or Grant Funded Positions 

 

Sworn officers in law enforcement of the Sheriffôs Office are covered by the provisions of the Law 
Enforcement Officersô Bill of Rights as contained in the Annotated Code of Maryland. 

Sworn correctional personnel are covered by the provisions of the Correctional Officersô Bill of Rights 
as contained in the Annotated Code of Maryland effective October 2008. 

If the Board of County Commissioners creates a new department, the department head's position will 
be automatically placed in the category of an unclassified position. 

All of these organizations aid the Board of County Commissioners of Cecil County in providing a 
quality of life consistent with the expectations of County citizens.   

Although the Board of County Commissioners is not the ñstatutory appointing authorityò for all 
positions within County government, these policies are intended to provide guidance for all county 
employees (including all positions funded by Cecil County).  Individual County agencies may also 
have additional policies and procedures specific to their organizations that support and expand upon 
these policies. 

There are five separate appointing authorities for Cecil County Government, each with responsibility 
for specific areas.  These are: 

1. The Treasurer ï for Treasurerôs Office personnel. 

2. The Sheriff ï for Sheriffôs Office personnel. 

3. The Stateôs Attorney ï for the personnel of the Stateôs Attorneyôs Office 

4. The Administrative Judge of the Circuit Court of Cecil County ï for Circuit Court personnel. 

5. The County Commissioners ï for all other personnel. 
 

HR-001 B: Equal Employment Opportunity 
Cecil County Government fully supports and is committed to equal opportunity employment and work 
force diversity.  Cecil County Government respects the multiplicity of ideas and creativity generated by 
different cultures and backgrounds, and strives to create a workplace that promotes, values, and 
makes best use of individual styles and differences. 

Cecil County Governmentôs policy requires equal employment opportunity in all aspects of the 
employer-employee relationship. This includes recruiting, hiring, transfers, promotion, conditions of 
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employment, compensation and benefits, training and educational assistance, social and recreational 
programs, discipline, layoff, recall, and termination of employment. 

 
HR-001 C: Non-Discrimination Policy 
No employee of Cecil County Government will discriminate against any applicant or fellow employee 
because of age, citizenship, color, disability, marital status, national origin or ancestry, race, religion, 
sex, genetic background, sexual orientation, veteran status, pregnancy, or other conditions protected 
by law.  This applies to the recruiting, hiring, training, assigning, and promoting of individuals, as well 
as administering any and all personnel actions.  

Cecil County Government generally has no job in which age, citizenship, color, disability, marital 
status, national origin or ancestry, race, religion, sex, sexual orientation, or veteran status is a bona 
fide occupational qualification.  In only very specific positions, gender may be a bona fide 
occupational qualification, but only after stringent review by Human Resources.  An example where 
gender may be a bona fide occupational qualification is Resident Assistant for the Womenôs Shelter. 

Any incident or situation that you believe involves discrimination or harassment on the basis of these 
defined personal attributes should be brought to the immediate attention of your supervisor or Human 
Resources, and proper action will be taken.  Retaliation for reporting or complaining of discrimination 
is prohibited. 

 
HR-001 D: Americans with Disabilities Act 
Cecil County is committed to complying with the Americans with Disabilities Act.   Cecil County will 
make reasonable accommodations with regard to employment of qualified individuals with 
disabilities while maintaining work place and public safety standards. 

 
HR-001 E: Harassment Free Work  
Cecil County Government employees act with integrity and treat coworkers with respect.  Employees 
are expected to conduct themselves in a professional and pleasant manner.  This means taking care 
not to offend coworkers.  Cecil County Government has zero tolerance for harassment of any kind.  
Harassment, which includes sexual harassment, is unlawful and exposes not only Cecil County 
Government, but also individuals that engage in such conduct, to significant liability.  Cecil County 
Government encourages the reporting of all information relating to workplace harassment without 
regard to the identity of the alleged harasser or victim.  Cecil County Government is committed to 
prompt investigation of all complaints of harassment and to prompt and effective corrective action to 
prevent such conduct. 

What Constitutes Harassment?   
Prohibited harassment is conduct related to an individualôs age, citizenship, color, disability, marital 
status, national origin or ancestry, race, religion, sex, sexual orientation, genetic background, veteran 
status, pregnancy, or other conditions protected by law, when such conduct has the purpose or effect 
of unreasonably interfering with an individualôs work performance, creating an intimidating, hostile, or 
offensive work environment, or otherwise adversely affecting an individualôs employment 
opportunities.  Harassment may include, but is not limited to, the following: 

Ǐ Verbal abuse and/or ridicule, including slurs 

Ǐ Offensive gestures, language, or discussion of offensive matters 

Ǐ Displaying and/or distributing offensive electronic mail, materials, writings, graffiti, or pictures 

Ǐ Offensive jokes and/or comments including e-mail, instant messaging, internet use, etc. 

What Constitutes Sexual Harassment?   
Sexual harassment, according to the Federal Equal Employment Opportunity Commission (EEOC), 
consists of unwelcome sexual advances, requests for sexual favors, and any other verbal or physical 
conduct of a sexual nature when: 
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Ǐ Submission to such conduct is made explicitly or implicitly a term or condition of an individualôs 
employment;  

Ǐ Submission to or rejection of such conduct by an individual is the basis for an employment 
decision affecting such individual; or  

Ǐ Such conduct has the purpose or effect of unreasonably interfering with an individualôs work 
performance or creating an intimidating, hostile, or offensive work environment. 

Sexual harassment may include, but is not limited to, intentional physical conduct that is sexual in 
nature, such as touching, pinching, patting, sexually-oriented gestures, noises, remarks, jokes, or 
comments about a personôs sexuality or sexual experience, and displaying pictures, posters, 
calendars, graffiti, objects, promotional materials, reading materials, or other materials (including 
electronic mail messages) that are sexually suggestive, sexually demeaning, and/or pornographic. 

Not only is harassment of any kind unlawful, it is hurtful to the victim and other employees. Incidents 
of harassment can result in a general atmosphere in which many individuals suffer.  Sexually oriented 
acts or sex-based conduct have no legitimate business purpose.  If you engage in prohibited conduct, 
you will be subject to corrective action, which may include involuntary termination.  

Reporting and Investigating Complaints.   
You may contact your supervisor or the Director of Human Resources directly, in writing, if you 
believe you have been subjected to harassment, or if you witness harassment. Your complaint will be 
treated confidentially to the extent allowed for a thorough investigation and resolution.  

Any supervisor who receives a report or has knowledge of harassment must contact Human 
Resources immediately.  Supervisors should positively state Cecil County Governmentôs commitment 
to maintaining a workplace that is free from any type of intimidating, hostile, or offensive behaviors 
and/or displays.  This can be accomplished by making regular visits through the work area to ensure 
that there are no visual displays of a sexual nature (pictures, slogans, posters, etc.) that could be 
considered offensive to others.  Supervision should immediately remove such materials and counsel 
the employees posting them. 

Each complaint of harassment will be fully investigated and a determination of appropriate response 
will be made on a case-by-case basis. 

Retaliation Prohibited.   
Cecil County Government has zero tolerance of harassment or any form of retaliation against an 
employee who has either complained about or cooperated in an investigation of alleged harassment 
or discrimination.  All individuals involved in an investigation will be treated professionally and will not 
be subjected to retaliation or reprisal.  Employees who are found to have engaged in retaliation or 
who fail to cooperate with investigations of harassment, discrimination, or retaliation complaints will be 
subject to corrective action which may include involuntary termination. 

If you believe you have been subjected to harassment, you should clearly tell the other party that you 
object to such behavior. In addition, tell your supervisor immediately and/or contact Human 
Resources if you feel that you have been subjected to harassment, discrimination, or retaliation. 

The complaint will be treated confidentially to the extent possible, but absolute confidentiality cannot 
be guaranteed to the extent an investigation is required. 
 

HR-001 F: SilentWhistle Program 
This program is for County employees to confidentially report business abuse and or dishonesty, 
communicate ideas, suggestions, questions and concerns to management.  Communication is 
handled through a third party provider so that an employee can openly share their thoughts and ideas.  
To use the program, employees can log on to http://ccgov.silentwhistle.com or call 1-877-874-8416. 

http://ccgov.silentwhistle.com/
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HR-002 A: Jobs and Classification Plan 
A job is the total collection of tasks, duties and responsibilities assigned to one or more individuals.  
All Cecil County Government positions are described by written job descriptions.  A job description 
is a summary of the most important features of a job and includes: 

Ǐ The general nature of the work performed (duties and responsibilities). 

Ǐ The level of the work performed (skill, effort, responsibility and working conditions). 

Ǐ Job specifications or employee characteristics required for competent performance of the job.  
These include required knowledge, skills and abilities to perform the job competently as well 
as minimum education, training, experience and any required licenses. 

The job description describes the general nature and level of work being performed by individuals 
assigned to the classification.  It is not intended to be construed as an all-exhaustive list of all 
responsibilities, duties and skills for the position.  The job description also indicates the class (manual, 
trade, clerical, administrative or managerial), the level of work (entry, experienced, supervisory, 
managerial or master) and reporting relationships.  Written job descriptions describe and focus on the 
job itself and not any specific individual who might fill the job. 

Cecil County Government uses job descriptions for determining pay rates, recruiting employees into 
vacancies, assigning employees to appropriate jobs, and managing employee performance. 

 
HR-002 B: Employment Types 
Reflecting both the needs of individual agencies and the needs of employees to balance work and 
personal life, Cecil County Government provides several types of employment which differ based on 
hours worked, expected duration, appointing authority, applicable policies and available funds and 
benefits. 

Employment 
Type 

Hours/ 
Week Duration 

Probationary  
Period Benefits Eligibility 

Disciplinary 
Policies 

Regular, Full 
Time 

40 Indefinite 
Sheriffôs Office ï 12 

months for sworn officers;    
Other Offices ï 6 months 

Full 
Applies to 
classified 

employees 

Temporary 40 
6 months or 

less 
None None Do not apply 

Regular, Part 
Time 

35 or less Indefinite None 
PTO,  Pension only + 

State/Federal Mandated 
Laws 

Do not apply 

On-Call 
As 

needed 
Indefinite None 

State/Federal Mandated 
Laws 

Do not apply 

Contract/Grant 
Set under 
contract 

Set under 
contract 

None 

Set under Contract/Grant; 
not eligible for health/RX, 

dental or vision, pension or 
personal floating holidays 

Apply per the MOU 

Ç Regular Full-Time Appointment:  a position requiring 80 hours of work per pay period (or 76 
hours/pay period for 12-hour shift workers in the Department of Emergency Services) with no 
defined ending date.  These employees are eligible for full benefits. Classified employees hired 
as regular appointments serve a probationary period of 6 months or 1 year (see Probationary 
Period HR-002 E).   

Policy #HR-002 
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Ç Temporary Appointment:  an appointment with duration not to exceed 6 months.  Temporary 
appointments are unclassified positions.  Employee serves at the pleasure of the appointing 
authority.  Grievance procedures as described in the personnel policies do not apply in the 
case of discipline or discharge of a temporary employee. Employees hired as temporary 
appointment do not accrue benefits or employment rights based on length of service. 

Ç Regular Part-Time Appointment:  an unclassified position of less than 35 hours of work each 
week with no defined ending date.  Employee hired as regular part-time does not accrue 
benefits but is eligible for 4 hours/month worked of paid-time-off (PTO) and is eligible to 
participate in the State Retirement/Pension System of Maryland. 

Ç On-call Appointment:  a position filled at the discretion of the appointing authority based on 
business need, generally to meet emergency situations or short term labor needs with minimum 
staffing requirements.  An on-call employee is unclassified.  Employee hired as on-call does not 
accrue benefits or employment rights based on length of service. 

Ç Contract/Grant Employee:  an individual with specialized knowledge, skills and abilities 
needed to perform an assignment for a defined period of time.  Employee is retained by a 
department head using a personal service contract.  The contract/grant employee may be 
retained after the contract and funding source are approved by the Board of County 
Commissioners and after review by the Director of Human Resources.  A Contract/Grant 
employee is unclassified and does not accrue benefits or employment rights based on length of 
service. 

 
HR-002 C: Employment of Relatives 
To embrace the widest candidate pool available in a competitive labor market, Cecil County 
Government hires qualified candidates regardless of immediate family relationships.  However, 
reporting relationships are managed to avoid conflicts of interest.  To avoid these conflicts, a member 
of the immediate family of a crew leader, supervisor or director may not be employed in the 
organizational unit for which such crew leader, supervisor or director is responsible.  The Board of 
County Commissioners must approve any exception to this in advance of any appointment, 
determining those safeguards necessary to avert conflicts.  The County Administrator makes any 
disciplinary decisions in those situations in which a department head needs to take an employee 
action involving an immediate family member.  Under no circumstances shall any employee be 
allowed to report directly to an immediate family member.   

Cecil County Government expects each employee who is aware of the potential of a conflict or 
perceived conflict of interest generated by the prospect of hiring a relative to disclose this to 
management immediately. 

 
HR-002 D: Conditions of Employment 
As a condition of employment, all candidates for employment must complete an employment 
application, including disclosure of past employers, salaries received and reasons for leaving and sign 
releases that allow Cecil County Government to obtain copies of records such as credit reports, 
background checks, criminal histories, and driving records.  Candidates must also successfully 
complete pre-employment drug testing and/or pre-placement medical examinations.1  
Candidates may be employed after appropriate background investigations have been completed 
and after meeting conditions related to eligibility for employment under immigration laws ï that is, after 
providing documentation that constitutes proof of identity and proof of right to work in the United 
States.   

                                                 
1
 Results of any physical examinations and pre-employment drug screening are filed in separate medical records and 

maintained in accordance with regulations, which protect the privacy and confidentiality of the candidate.  To protect 

medical privacy, the Human Resources Department only receives information, which indicates the candidateôs affirmative 

or negative ability to meet pre-employment screening requirements.   
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If these conditions are not met, or any information provided is found to be untrue or falsified by the 
applicant, employment will be denied or active employment will be terminated. 

 
HR-002 E: Probationary Period 
Employee hired for a regular full-time appointment within the classified system serves a 
probationary period. Employee would not be eligible to post for vacancies until the completion of 
their probationary period.  Probationary periods differ according to the appointing authority and are 
summarized in the chart that follows: 

Appointing Authority Probationary Period 

Treasurerôs Office 
None for unclassified position; 6 months 
for others 

Sheriffôs Office 
12 months for sworn officers; 6 months for 
all others 

Stateôs Attorneyôs Office 

None for Deputy or Assistant Stateôs 
Attorney; Criminal Investigators or 
Executive Secretary 

All others:  6 months 

Circuit Court Personnel None 

County Commissioners  
None for unclassified positions; All others:  
6 months 

 
HR-002 F: New Employee Orientation 
To introduce a new employee to Cecil County government and general employment expectations, 
he/she must participate in a new employee orientation program.  The program includes required 
training, such as Sexual Harassment Prevention, Blood Borne Pathogens (required depending on 
position2), and other important information to speed employee effectiveness on the job. 

 
HR-002 G: Recruitment and Selection Practices 
Our ability to meet citizen expectations depends on our human assets. Therefore, it is critical that 
Cecil County Government hires the best-qualified candidates while providing opportunities for 
advancement to current employees.  Cecil County Government first considers internal candidates as 
part of general business practices, such as effective work force management, providing for 
promotional opportunities, and maintaining appropriate staffing levels.  However, once it is determined 
that there are insufficient qualified candidates, Cecil County Government will recruit externally by 
advertising openings via various media, such as web pages, newspapers, or other sources.   

Employment vacancies are those positions authorized and funded by the Board of County 
Commissioners.  Full-time positions are generally posted on County government bulletin boards for 6 
working days before being advertised to the public.  However, some positions are advertised internally 
and to the public simultaneously.  Candidates submit applications for all vacancies to the Human 
Resources Department.  In most selection decisions, there are many candidates who meet the 
qualifications.  The employment process focuses on identifying and weighing job-related skills, 
knowledge, abilities and competencies necessary for performance of the work, screening applicants 
against those qualifications, and performing valid selection processes to select the best candidates.  

Human Resources manage the recruitment process and ensure that the activities are conducted in an 
efficient, fair, and organized manner, consistent with appropriate employment practice standards.  
Human Resources and the hiring authority conduct recruitment and selection ethically, professionally, 
and in a non-discriminatory manner. 

                                                 
2
 Employees in safety-sensitive positions will be provided, voluntarily, the Hepatitis B vaccine series at no cost. 
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HR-002 H: Separation 
Employment terminates at the end of the work shift of the last day worked.  Cecil County Government 
encourages an employee who is considering leaving County employment to inform their supervisor 
prior to the required 2-week period to allow for advertising and filling the position as soon as possible.  
Unused accrued vacation pay is included with the final paycheck.  Where the employee has not 
returned County-owned equipment, property and contracted uniforms and identification cards, 
appropriate amounts are deducted from the final check.  

Your employment with Cecil County Government may end under several circumstances: 

Quit   
An employee quits by leaving County employment without giving 2 weeks notice.  An employee who 
terminates employment without providing 2 weeks written notice is not considered to have resigned in 
ñgood standingò.  An employee who quits can only be rehired as a new employee. 

Resignation 
To resign in good standing, an employee must: 

1. Provide 2 weeks written notice of the intention to terminate employment, and 

2. Work the full 2 weeks of the notice period.  (Must have a physicianôs certificate for payment of 
any sick leave taken during the notice period.) 

Once the appointing authority accepts a resignation, it may not be withdrawn.  An employee who 
resigns in good standing can only be rehired as a new employee. 

Retirement   
An employee meeting applicable pension system requirements and eligibility may apply for retirement 
benefits.  Retirement can be in the form of early retirement, disability retirement or normal 
retirement.  An employee who retires from the Maryland State Retirement/Pension System must 
have a break in service of 45 days before they can be rehired as a new employee.  Retiree health 
benefits may be available to those employees who have met the criteria of the Post-Retirement 
Benefits for Eligible Employees.  Contact Human Resources for details.   

Death   
In the event of the death of an active employee, the employeeôs estate will be paid any owed 
compensation including accrued, unused annual leave and other entitlements, as appropriate. 

Involuntary termination 
An employee can be involuntarily terminated under the following situations:  

1. Inability to perform essential job functions:  The employee is consistently unable to perform 
the essential functions of the position with or without reasonable accommodations, as defined 
under the Americans with Disabilities Act, when appropriate. 

2. Failure to meet performance expectations:  The employee fails to meet performance 
expectations after successive attempts to provide coaching, retraining, and performance 
counseling. 

3. Serious or repeat violations of County rules and/or policies:  Employee terminated for 
violations may be terminated the day the appointing authority reaches the decision to dismiss 
the employee.   

4. Lack of work, lack of funds, reorganization, change in budget, or change in technology, 
resulting in reduction in force or elimination of a position:  Employee terminated for these 
reasons may be recalled to the former job classification in the reverse order of the separation 
ï i.e., those terminated first are eligible to return to their former position before those 
terminated last.   

5. Exhaustion of all applicable leave entitlements (i.e. FMLA, Leave of Absence, etc.) 
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6. Termination of a County employee supervised by an employee of another governmental 
agency under a Memorandum of Understanding governing the employment of such County 
employee between said agency and the County. 

Involuntary reduction of work hours and pay   
Lack of work, lack of funds, reorganization or change in technology may necessitate a reduction of 
work hours and pay (furlough).  Certain departments, such as Public Safety and Public Works, may 
manage this situation individually due to the nature of the services provided to the public. 
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Cecil County Government strives to attract, motivate, and retain exceptional talent.  To help 
accomplish this goal, Cecil County Government has a market-based and performance-based total 
compensation program that establishes parameters for base pay and benefit programs.  Your total 
compensation includes cash compensation as well as benefits.  The program is intended to 
compensate all employees on a fair, equitable basis and to recognize demonstrated performance and 
employee contributions.  Questions regarding your compensation should be directed to your 
department head or Human Resources.  

 

HR-003 A: Pay Structure(s)   
Employees hired into authorized classified and unclassified positions are paid according to the 
current pay scale as described below.  Each position is placed on the appropriate pay structure by 
assigning it to a pay grade; placement within the specific pay grade is typically at the minimum of the 
pay range unless otherwise approved.  New employees will normally be hired at step 1.  If a current 
employee transfers to a different pay scale, they are placed in Step 1 of the appropriate grade for the 
position. 

Pay ranges are established for each pay grade.  The pay range sets minimum and maximum pay 
values for the job.  Pay ranges are regularly compared to appropriate labor markets through surveys.  
Ranges are adjusted, as needed, to reflect changes in competitive pay levels as well as changes in 
economic factors such as significant increases in inflation or consumer prices and County 
Commissionersô ability to fund. 

The Pay Scales include only the positions listed on the Allocation of Positions to Paygrade for the 
appropriate pay scale.  The percentage of increase between steps is approximately 3%.  Employees 
move through the pay ranges based on approval from the appointing authority and budgetary 
constraints.  Employee on the step-rated scale is eligible for a lump-sum increase if over maximum of 
a pay range, where funded and approved.   

The Public Safety Pay Scales are applicable to employees who are regularly scheduled to work on a 
shift basis in a 24 hours/7 days per week operation in the Sheriffôs Office (Patrol or Corrections) or 
Department of Emergency Services. Services of public safety include fire and emergency medical 
services, hazmat response, law enforcement services, correctional officers and counselors, 
emergency management preparedness and mitigation and the 911 operators. 

Ǐ Public Safety Pay Scale for Patrol:  The pay scale for employees on this scale consists of 
pay grades 1L ï 10L with 16 steps in each grade.   

Ǐ Public Safety Pay Scale for Corrections:   The pay scale for employees on this scale 
consists of pay grades 1C ï 10C with 16 steps in each grade.   

Ǐ Public Safety Pay Scale for Dispatch & Emergency Services:   The pay scale for 
employees on this scale consists of pay grades 1P ï 10P with 16 steps in each grade.  Grades 
1-6 are based on 1,976 hours/year and are non-exempt positions; Grades 7-10 are based on 
2,080 hours/year and are exempt salaried positions. 

Ǐ Non-Public Safety Pay Scale:  The pay scale for employees on this scale consists of pay 
grades 3N ï 15N with 16 steps in each grade.  Grade 1 employees earn a rate per hour set for 
interns.  Grade 2 employees earn a rate per hour set for temporary seasonal workers. 

Salary Increases 
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Ǐ Regular full-time employee:  A regular, full-time employee must have a satisfactory 
performance level before being eligible to receive any step increase in the month of their hire.  
If the employee is at the maximum of their pay grade and is eligible for an increase, a lump 
sum payment equivalent to a step increase will be granted. The step-increase or lump-sum 
payment will be effective the date of anniversary as long as it is funded.   

Ǐ Regular part-time, contract and grant-funded employee:  An employee who works a 
regularly-scheduled shift totaling 500 hours or more per year and are meeting performance 
expectations may also be considered for an annual increase on their date of anniversary as 
long as it is funded.  If a contract and/or grant document provide for an increase, it would be 
effective upon renewal of the contract/grant. 

Ǐ On-call, substitute and temporary employees are ineligible for annual increases.  
 

HR-003 B: Changes in Position 
Acting Pay   
With appointing authority and budgetary approval, temporary transfers may also be made from one 
department or job classification to another to meet Cecil County Government needs.  If an employee 
is temporarily transferred to a higher paid classification, the employee is paid at the new pay rate 
beginning after 10 consecutive working days from the date of transfer.  The pay rate is adjusted so 
that the employee receives an increase equivalent to 5% of the current rate or to the minimum of the 
pay range (whichever is greater).  The pay rate is automatically adjusted to the original rate at the 
completion of the temporary transfer.  This type of transfer places an employee in acting pay status.   

Attainment of Special Certifications or Additional Responsibilities 
An employee is encouraged to develop their job-related skills, knowledge and abilities on a 
continuous basis.  An employee may occasionally attain additional professional certification(s) 
pertinent to their job, or take on additional responsibilities clearly beyond the scope of the current job 
(but not sufficient to justify an upgrade ï see Position Upgrade).  Under these circumstances, the 
Board of County Commissioners reserves the right to award an additional percentage increase of 3% 
to recognize these accomplishments.  NOTE:  Typically the 3% increase for professional certification 
is given one-time only; however, the Board of County Commissioners will review additional requests 
that come to them with a recommendation from the department head or appointing authority and the 
Human Resources Director.  In these cases, an employee will receive a lump sum payment 
equivalent to 3% of their base salary.  Secondary increases will not be given for 
certifications/education that is required as a condition of employment (i.e. high school diploma, GED, 
Bachelorôs Degree, professional certifications, etc.) 

Demotion   
When an employee fails to meet performance expectations, violates standards of on-the-job conduct 
leading to disciplinary action, or is unable to comply with job requirements, demotion may occur.  An 
employee who is demoted is reduced to a position and grade that will accommodate the employeeôs 
knowledge, skills, abilities and performance level.  The employeeôs pay is reduced by a minimum of 
10% and placed at the appropriate step in the lower grade. 

Employee Reclassification   
From time to time, duties of an employee change to meet changes in technology, processes or 
customer expectations.  When the employeeôs duties change, the department head can submit a 
request for reclassification form, with a recommended job title to the Director of Human Resources.  If 
the reclassification is approved, the employee is assigned to the new class and grade with an 
effective date agreeable to the Commissioners or appointing authority and the department head.  This 
is normally done at the beginning of the fiscal year.  A salary adjustment consistent with the new class 
and grade is made. Employee would receive a 5% increase (in addition to any other authorized salary 
increase) and would move to a step no more than 1 step back from their previous position.    

If a reclassification warrants a two-grade increase, employee will receive a 5% increase and be 
placed at the appropriate step of the new pay grade. 
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Involuntary Transfer   
An employee may be involuntarily transferred from one department to another or from one job 
classification to another.  Involuntary transfers may be driven by: 

Ç Technological change 

Ç Lack of funds 

Ç Lack of work 

Ç Reorganization 

Ç Reduction in force 

Ç An employeeôs inability to obtain or retain necessary job-related certifications 

Transfers resulting from a reduction in force are made after considering employee expertise, 
experience and length of service.  Significant weight is given to performance evaluations most 
recently preceding the reduction in force.  

An involuntarily transferred employee is moved to a position at the step closest but not greater than 
the current rate or the maximum of the pay grade and serves a probationary period of 6 months or 1 
year for Sheriffôs Office employees.   

Position Upgrade   
When a department head determines a positionôs duties have significantly changed, the department 
head recommends a review of the position for upgrade.  A process is initiated to produce a position 
upgrade: 

1. The employee completes a written job evaluation questionnaire form (available from the 
Human Resources Department), which is approved by the department head and submitted to 
the Director of Human Resources.   

2. The Director of Human Resources conducts an internal job evaluation, and, as necessary, a 
market comparison.  Based on this data, the Director of Human Resources determines any 
appropriate changes to the positionôs grade level for the position.  The upgrade 
recommendation is forwarded to the Board of County Commissioners for final approval and 
implementation. 

3. Once the upgrade is approved, any employee in the affected position is assigned to the new 
class and grade on a date agreeable to the County Commissioners or other appointing 
authority and the department head.  Employee receives a pay increase of 5% and is placed in 
the new grade.  

4. The upgrade process normally takes place in advance of the annual budget process so that 
any necessary funds can be included in the upcoming fiscal yearôs budget. 

Promotion   
Only occurs within the same pay scale (see Transfers).  An employee is selected for promotion when 
they can demonstrate the appropriate skills, knowledge, abilities, past performance and experience 
for the vacancy.  When an employee is promoted, their pay is increased to the new pay grade 
provided they meet the minimum qualifications of the position.  The employee receives a promotional 
increase of minimum of 5%, and then placed in the pay grade of the new position.  The new pay rate 
will not exceed the maximum of the new pay grade.  Employee would receive a minimum of 5% 
increase (in addition to any other authorized salary increase) and would move to a step no more than 
1 step back from their previous position.  

If a promotion warrants a two-grade increase, employee will receive a minimum of 5% increase and 
be placed at the appropriate step of the new pay grade.   

A promoted employee serves a probationary period of 6 months (or 1 year for Sheriffôs employee).    
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An employee not successfully completing the probationary period may be subject to involuntary 
termination. 

NOTE:  Employee who transferred to a lower-graded position and later returns to a position in a 
higher grade, a second promotional increase will not be awarded.  In this case, employee will be 
placed in the appropriate grade at the closest step but not greater than the current rate or the 
maximum of the pay grade. 

Regular Part-Time To Full-Time Employment 
If a regular part-time employee is hired full-time in the same position, they keep their current step and 
serve a new probationary period.  However, the anniversary date would change to the full-time date of 
hire. 

Voluntary Transfer   
Any non-probationary employee may request a transfer to any other Cecil County Government 
department opening as long as they fully meet the required qualifications of the position and there is a 
vacancy.  If the employee is transferred to an equal or lesser-paid position within the same pay scale, 
the employee will be placed in the grade and step closest but not greater than their current pay rate 
unless the current pay rate is above the maximum of the pay grade for the new job.  In this case, the 
employeeôs pay rate is reduced to the maximum of the new pay grade.  A transferred employee 
serves a probationary period of 6 months (or 1 year for Sheriffôs employees). 

If an employee transfers to a different payscale, they are placed in Step 1 of the appropriate grade for 
the position. 
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HR-004 A: Payroll Period 
The payroll period consists of two consecutive workweeks with each week starting Saturday at 12 
a.m. and ending Friday at 11:59 p.m.  Employees are required to complete an accurate timesheet for 
submission to the Human Resources Department for calculation of hours to be paid.  The hours paid 
are for the hours worked during the previous two-week period.  Payday is every other Friday.   

 
HR-004 B: Overtime 
Work may be performed on an overtime basis to meet emergencies or other work situations that 
cannot reasonably be met during regular work hours.  A reasonable amount of overtime is an 
acceptable alternative to hiring more employees.  When overtime is assigned, you will be given as 
much advance notice as is reasonable.  Because operating needs may change, you may not always 
be given advance notice of overtime.  All overtime must be authorized in advance by your supervisor 
and documented, with justification for the overtime, on appropriate forms provided to the Human 
Resources Department.  

Job descriptions indicate whether specific jobs are exempt or non-exempt from the overtime 
provisions of the Fair Labor Standards Act.    

Ǐ Exempt employees are appointed as official, executive, administrative or professional and 
are not eligible to receive overtime compensation. 

Ǐ Nonexempt employees are not appointed as noted above and are eligible for overtime 
compensation. Work performed by a nonexempt employee in excess of forty (40) hours 
per week shall be compensated by payment of overtime at the rate of one and one-half 
(1.5) times the regular base pay rate for the job performed.  The availability of budgetary 
funds and the appointing authority will determine how hours will be compensated. 
However, all regulations as outlined by the Fair Labor Standards Act will be followed in the 
administration of overtime.  The chart on the following page is used in calculation of 
overtime pay for full-time nonexempt employees. 

  
Á If offset time is used in lieu of overtime for a non-exempt employee, the 

offset time must be taken during the same week (hour-for-hour) the 
employee works the extra hours.   

Á If the offset time is given the 2nd week of the pay period, it needs to be taken 
at time and a half. 

Á Offset time earned in the 2nd week of a pay period cannot be taken in the 1st 
week of the same pay period; it would be paid in accordance with the pay 
policy. 

Á Offset time cannot be carried over into another pay period. 
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Department 

Regular Overtime 
Compensation 

 
Emergency Work 

 
Call Out Pay 

 
Roads, Landfill, Water 
&  
Wastewater 
Operators, Facilities 
Management  & 
Permit & Inspection 
Inspectors 

 
Time & ½ paid for hours 
worked in excess of 40 
hours in a single workweek; 
time taken off for holiday 
and personal floating 
holiday hours are counted 
as hours worked  

 
All paid absences will be 
counted as hours worked 

 
Automatic 2 hours in 
overtime 
compensation for any 
call out situation 

 
Sworn Law 
Enforcement (Patrol) 
Officers 

 
Time & ½ is paid for hours 
worked in excess of 8 hours 
in a single day; if employee 
works any hours on 
scheduled day off, time & ½ 
is paid for those hours 
 

 
Not Applicable 

 
Not Applicable 

 
Sworn Officers in 
Corrections 

 
Time & ½ paid for hours 
worked in excess of 40 
hours in a single workweek;  
time taken off for vacation, 
holiday, and personal 
floating holiday hours are 
counted as hours worked  
 

 
Not Applicable 

 
Not Applicable 

 
Emergency Services 
[effective pay period 
starting 07/03/10] 
 
 (12-hour shifts) 
Regular schedule is 7 
twelve-hour days per 
pay period:    
4 twelve-hour shifts 
(48 hours/week) and  
3 twelve-hour shifts 
(36 hours/week) 
 

 
Time & ½ is paid for hours 
worked beyond 40; time 
taken off for vacation, sick, 
holiday and personal 
floating holiday hours are 
not counted as hours 
worked for calculation of 
overtime pay.  
 
NOTE:   If on leave for the 
whole pay period, 84 hours 
will be charged to accruals 
(48 + 36).  Maximum of 48 
hours will be charged to 
leave accruals in one week. 

 
When covering an open 
shift or attending 
mandatory training 
beyond the regularly 
scheduled workweek, 
compensation will be paid 
at time and ½. 
 
NOTE:  Any training 
attended that is not 
mandatory will be paid at 
a straight rate of pay, 
unless hours worked are 
over 40 hours in the week 
training is attended. 

 
Not Applicable 

 
All other departments 

 
Time & ½ paid for hours 
worked in excess of 40 
hours in a single workweek.   
Time taken off for holiday 
and personal floating 
holiday are counted as 
hours worked 

 
Not Applicable 

 
Not Applicable 
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HR-004 C: Holiday Pay   
Holidays falling within an employeeôs scheduled paid vacation or paid sick leave are counted as 
holiday pay and do not reduce the employeeôs leave balances.  If an employee is on unpaid leave the 
day before or after the holiday, the holiday will not be paid. 

24-hour public safety operations (Law Enforcement, Detention Center, Community Corrections, 
Domestic Violence Program and Emergency Services) 

1) Employee scheduled to work on an observed holiday to meet operating needs is entitled to 
receive additional pay for up to 8 hours at the regular rate of pay or offset time within the 
same payroll period as the holiday; or 

2) Employee scheduled off on an observed holiday is entitled to offset 8 hours of holiday time 
to be used within the calendar year earned.  Accrued holidays will be forfeited if they are 
not used by the end of the calendar year.  If a paid sick day is taken on the holiday, the 
holiday will be accrued and sick leave will be reduced. 

 
Water & Wastewater  

1) Employee  required to work on any of the 6 major holidays (New Yearôs Day, Memorial 
Day, Independence Day, Labor Day, Thanksgiving Day and Christmas) may elect to 
receive up to 8 hours holiday pay (if there is funding in the departmental budget) for those 
days in lieu of offset time. 

2) Employee scheduled to work the non-major holidays is required to offset the hours within 
the same pay period or be paid for up to 8 hours at the regular rate of pay 
 

Solid Waste Division 
1) Employee  required to work on the Friday after Thanksgiving Day may elect to receive up 

to 8 hours holiday pay (if there is funding in the departmental budget) for that day in lieu of 
offset time. 

2) Employee scheduled to work the holiday is required to offset the hours within the same pay 
period or be paid for up to 8 hours at the regular rate of pay 

 
All other regular full-time employees 

Regular full-time employees are eligible for holiday time off with pay at a rate of 8 hours per 
holiday at their regular rate of pay provided that the employee would have worked on that 
day had it not been an observed holiday.   

 
 

HR-004 D: Shift Differential Pay   
Due to Cecil County Governmentôs service responsibilities, some employees are required to operate 
on a shift basis.  A differential is paid to compensate the employee for disruption to family life or 
normal day/night schedules.  Shift workers are those non-exempt full-time employees who replace or 
are replaced by another employee in a 24/7 operation or are assigned to work on a shift basis 
(Facilities Management, Domestic Violence Shelter) and work a qualifying shift.  The rate of shift 
differential pay is set by the Board of County Commissioners and may be adjusted from time to time.   

1. Shift differential will be paid, on a prorated basis, to eligible full-time employees working only 
part of their scheduled qualifying shift due to use of vacation, sick or personal leave; and, 

2. A qualifying shift means an established work period, regularly scheduled to meet required 
staffing levels, which must begin between 1400 and 0300 and is scheduled for an eight-hour 
duration or begins between 1800 and 0600 for a scheduled twelve-hour duration; and 

3. Shift differential will not be paid for hours worked between 0800 and 1400 hours inclusive for 
8-hour operations.  Also, it will not be paid for hours worked between 0600 and 1800.  These 
are non-qualifying shifts; and 
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4. If an employee works at least four (4) hours of a qualifying shift and is regularly scheduled for 
an eight-hour or twelve-hour workday, they shall be paid the shift differential rate in addition to 
any overtime payment for the hours worked in the qualifying shift. 

5. Shift differential is not paid to an employee who works overtime while on paid leave, i.e., 
scheduled off on a holiday but works an overtime assignment. 

Employees responding to emergency calls or temporary return to duty are ineligible to receive shift 
differential for those hours. 

 
 
HR-004 E: Emergency Work   
On occasion, employees may be required to work additional hours where the tasks to be performed, if 
left uncompleted, would create risk of danger or damage to Cecil County residents, visitors or 
property.  Nonexempt essential employees called in and required by supervision to work emergency 
hours in excess of 40 hours per week will receive overtime compensation. 

 
HR-004 F: Call Out   
Certain Cecil County government employees have important safety-related duties during specific 
emergency situations.  These include nonexempt, essential full-time employees of the Public Works, 
Facilities Management, Information Technology, and Permits and Inspections Departments.  As 
required and monitored by the supervisor, these employees will receive an automatic two hours in 
overtime compensation at the one and one-half rate for any call out situation, to recognize and 

compensate employees for the disruption to their off duty schedules.    
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HR-005 A:  Probationary Progress Review  
During the probationary period, employees serve at the pleasure of the appointing authority and are 
subject to greater performance review, coaching, leave restrictions and correction.    

Ç After three months and six months of employment as a new employee or after transfer to a new 
position, the immediate supervisor completes a probationary evaluation.  The supervisor 
determines whether the employeeôs performance and development meet expectations.  The 
supervisor provides the evaluation to the Human Resources Department. 

Ç If the supervisor determines that performance is satisfactory, the employee has successfully 
completed the probationary period and is granted regular status in the classified system. 

Ç If the supervisor determines that performance is unsatisfactory or not meeting expectations, but 
believes that, with additional time, the employeeôs performance may become satisfactory, the 
supervisor may extend the probationary period for up to an additional six months. 

Ç If the supervisor determines that performance is unsatisfactory and unlikely to meet expectations 
even with probationary period extension, employee is demoted or terminated.  

Discipline or discharge of a probationary employee is not subject to the Cecil County Government 
Policies and Procedures Manual grievance procedures.   

 
HR-005 B:  Performance Appraisals 
Once a year, each employee meets with supervision to discuss job performance and specific 
achievements.  A sample of the appraisal is reviewed with new employees during orientation. 

For employees who have completed their probationary periods, the immediate supervisor completes a 
performance appraisal reviewing prior yearôs performance on the anniversary date of the employeeôs 
employment.  The feedback is discussed during a meeting between supervisor and employee, at which 
time the following items are reviewed.   

Ç Accomplishments during the appraisal period 

Ç Skills gained during the period 

Ç Areas for improvement for the next appraisal period 

Ç Rating for the current period and implications for compensation 

Ç Performance expectations for the next appraisal period 

Ç Development suggestions (e.g., training programs, developmental assignments, skills practice) to 
address specific areas of improvement 

Employee should sign the appraisal after the discussion, signifying that the appraisal was reviewed and 
discussed.  Employee may add appropriate comments to the appraisal.  Employee receives a copy of the 
performance appraisal for their records.  The original is forwarded to the Human Resources Department 
for maintenance in the official personnel file. 

Supervisors are encouraged to have frequent informal performance discussions with employees 
throughout the year to guide performance towards and beyond expectations.  Frequent feedback is 
critical to motivating and recognizing employee performance.  Feedback is most effective in rewarding 
good performance or correcting performance problems if provided as soon after observed as possible.  
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For each employee, supervisors should maintain notes of specific observed accomplishments, 
commendations and performance shortcomings for the next formal appraisal period. 

The following chart summarizes the major features of the different performance appraisal systems in use 
in County government: 

 Performance Appraisal For Non-
Public Safety Employee & Department 

of Emergency Services 
 

 
Performance Evaluation Review for 
Sheriffôs Office (Law Enforcement & 

Corrections) 

Competencies 
or Performance 
factors  

Á Team Player 
Á Job Knowledge 
Á Productivity 
Á Communication Skills 
Á Attention to Detail 
Á Adaptability/Flexibility 
Á Attendance 
Á Supervisory/Management 

Responsibilities (only rated for 
those who supervise others) 

Á Job Knowledge & creativity 
Á Attitude 
Á Communication 
Á Interaction with others 
Á Productivity & work quality 
Á Assertiveness & Motivation 
Á Problem solving/decision making 
Á Concern for quality 
Á Personal Growth 
Á Judgment 
Á Attendance 
 

Performance 
Rating 

Á Consistently Exceeds 
Expectations 

Á Exceeds Expectations 
Á Meets Expectations 
Á Needs Improvement 
Á Does Not Meet Expectations 

Á Commendable 
Á Satisfactory 
Á Needs Improvement 
Á Unsatisfactory 

Pay Increase Employee would be eligible for their next 
step.  Ungraded employee would be 
eligible for a percentage increase based 
on the approved budget; Employee on 
the step-rated scale are also eligible for a 
lump-sum increase if over maximum of 
pay range, where funded and approved.   

Employee would be eligible for their next 
step.  Ungraded employee would be 
eligible for a percentage increase based 
on the approved budget; Employee on 
the step-rated scale are also eligible for 
a lump-sum increase if over maximum 
of pay range, where funded and 
approved.   

Basis for Pay 
Increase  

Employee rated below Meets 
Expectations will not qualify for an 
increase until performance improves. 

Employee rated below 3 will not qualify 
for an increase until performance 
improves.  Employee will be reevaluated 
in 60 days  

Frequency of 
Performance 
Appraisal 

A Probationary Progress Review for 
new/promoted employee is done at 3 and 
6 months of employment.  Non-
probationary employee appraisals are 
done prior to their anniversary date 

A Probationary Progress Review for 
new/promoted employee is done at 3 
and 6 months of employment.  Non-
probationary employee appraisals are 
typically done prior to  their anniversary 
date  



 

HR-006  Time Off   page 22 

 
HR-006 A: Administrative Leave 
Administrative leave with pay is granted to employees for: jury duty, subpoena to appear before a 
court as a witness in a legal matter3, work-related hearings such as those associated with grievance 
procedures, or for County government employment interviews. 
 
Employee must submit a Certification of Jury Duty to the Human Resources Department in order to 
receive pay for the leave.  Employee must also give the supervisor adequate prior notice and provide 
satisfactory evidence of performance of those duties. 
  
An employee who serves as an election judge during hours that the employee is otherwise scheduled 
to work for the County may use 1 hour of administrative leave for each hour of service as an election 
judge, up to a total of 8 hours for each day of service.  Employee must furnish satisfactory evidence 
that they served as an election judge on the day(s) for which they are charging the administrative 
leave. 
 
HR-006 B: Family and Medical Leave  

 
Purpose and Definition ï Certain life events may make it difficult for you to work.  Federal law, under 
the Family and Medical Leave Act (FMLA), provides a means for employees to balance their work and 
family responsibilities by taking unpaid leave for certain reasons.  FMLA is consistent with Cecil 
County Governmentôs interest in promoting family stability and economic security.  The FMLA 
provides an entitlement of up to 12 weeks of unpaid job-protected leave to eligible employees for the 
following reasons:  

 
Basic Leave Entitlement 

Ç For incapacity due to pregnancy, prenatal medical care or child birth;  
 

Ç To care for the employeeôs child after birth, or placement for adoption or foster care; 
 

Ç To care for the employeeôs spouse, son or daughter (under age 18, or age 18 or older and 
ñincapable of self-care because of a mental or physical disabilityò at the time that FMLA leave 
is to commence), or parent,  who has a serious health condition; or  
 

Ç For a serious health condition that makes the employee unable to perform their job.  
 

Military Family Leave Entitlements 
Ç Eligible employees with a spouse, son, daughter, or parent on active duty or called to active 

duty status in the National Guard or Reserves in support of a contingency operation may use 
their 12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies 
may include attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, and attending 
post-deployment reintegration briefings. 
 

Ç FMLA also includes a special leave entitlement that permits eligible employees to take up to 
26 weeks of leave to care for a covered service member during a single 12-month period.  A 

                                                 
3
 Sheriffôs Office employees must also comply with the departmentôs policy regarding testifying in court. 
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covered service member is a current member of the Armed Forces, including a member of the 
National Guard or Reserves, who has a serious injury or illness incurred in the line of duty on 
active duty that may render the service member medically unfit to perform his or her duties for 
which the service member is undergoing medical treatment, recuperation, or therapy; or is in 
outpatient status; or is on the temporary disability retired list. 
 

Serious Health Condition ï A serious health condition is an illness, injury, impairment or physical or 
mental condition that involves either an overnight stay in a medical care facility, or continuing 
treatment by a health care provider for a condition that either prevents the employee from performing 
the functions of the employeeôs job, or prevents the qualified family member from participating in 
school or other daily activities.   
 
Subject to certain conditions, the continuing treatment requirement may be met by a period of 
incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care 
provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition.  Other conditions may meet the definition of continuing 
treatment.   
 
Eligibility ï An employee is eligible to apply for FMLA leave if they have worked for Cecil County 
Government for at least one year and for 1,250 hours over the 12 months preceding the requested 
leave. 
   
Requesting FMLA Leave and Providing On-going Documentation ï To procure FMLA leave, an 
employee completes a Request for Family or Medical Leave form and submits it to their supervisor.  
Where the initiating reason is foreseen, the employee should provide 30 days advance notice.  Where 
the leave is requested to attend to an emergency, the request should be made as soon as possible 
and no later than the 4th consecutive day of absence.   
 
A Certification of Health Care Provider form is also required and must be submitted to the Human 
Resources Department within 14 days of submitting the leave request.  The Human Resources 
Department will utilize this documentation to the extent necessary to make a determination regarding 
approval of FMLA usage.     
 
Failure to timely submit the required forms will result in the FMLA entitlement being delayed.  
 
Medical Certification Process ï The Human Resources Department can communicate with the 
health care provider to authenticate or clarify the patientôs health condition as part of the certification 
process.  In addition, if it is deemed that the Certification of Health Care Provider form is incomplete or 
insufficient, the Human Resources Department will provide written notice of what information is 
lacking to the employee and the employee will have seven (7) calendar days to respond. 
Where there is a question regarding the Certification of Health Care Provider form provided by the 
employee, Cecil County Government has the right to require a second, and, as necessary, third 
medical opinion to justify or refute the need for the FMLA leave. 
 
FMLA Leave ï An employee approved for FMLA leave will be able to receive up to 12 weeks of job-
protected leave (paid and/or unpaid) in a rolling 12-month period to manage the FMLA-qualifying 
event.  An employee on FMLA Leave to attend to their own serious health condition or for a 
dependent that qualifies under the Basic Leave Entitlement is first required to exhaust all accrued paid 
leave time (sick, annual, and personal), then the balance of the FMLA leave is unpaid time off.   

 
Spouses working for Cecil County Government are both eligible for FMLA leave.  However, the 
aggregate leave period for both employees may be limited to 12 weeks during any 12-month period if 
the leave is for birth of the employeeôs child, the adoption or placement of a foster child with the 
employee, or to attend to a sick parent. 
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Intermittent Leave - Time-off under this policy may also be granted on an intermittent or reduced 
schedule leave, subject to the guidelines in this policy and when medically necessary, in accordance 
with the provisions of FMLA.  Employee approved to use intermittent FMLA leave must provide 
documentation of medical treatment with a prognosis date certifying their need for FMLA leave. 
 
Benefits While on FMLA Leave - Employee will be able to continue their health benefits during the 
period of leave under the same conditions applicable to active employees.  Employee will be required 
to continue their contribution for each pay period.  The law further provides that the County may 
recover from the employee any premiums it pays if the employee fails to return to work after the leave 
period.  There will be no accruals of annual leave or sick leave during this time.  Use of FMLA leave 
will no longer be eligible for any perfect attendance awards effective January 16, 2009. 
 
Fitness-For-Duty Certification ï The County may require that the certification specifically address 
the employeeôs ability to perform the essential functions of their job; and, where reasonable job safety 
concerns exist, may require a fitness-for-duty certification before an employee returns to work after 
taking intermittent leave. 
 
Return from FMLA Leave - Provided an employee returns as scheduled from FMLA leave, they are 
granted service credit for the period of their leave.  If they are qualified and available to return to work, 
they will be reinstated to their same position and salary in effect at the beginning of their leave (plus 
the benefit of any applicable salary adjustment that may have occurred during their absence), or to a 
position of like status and pay, unless Cecil County Government's circumstances have changed so as 
to make it impossible or unreasonable to do so.  If employee fails to return as scheduled, they will be 
terminated effective their last day covered by FMLA. 
 
Employee Protections under FMLA - No employee will be discriminated against for proper use of 
leave afforded under the provisions of the FMLA.  If an employee believes they have been unfairly 
treated for their use of time-off under FMLA, they should speak to their supervisor or to the Human 
Resources Department. 

Cecil County Government will not interfere with, restrain, or deny an employeeôs exercise of rights 
under the FMLA.  Questions or concerns that involve their rights under FMLA should be directed to 
the Human Resources Department.   
 
Outside Employment During FMLA Leave ï Employees on FMLA leave (paid and/or unpaid) are 
restricted from secondary employment including volunteer work. 
 
FMLA Notices and Information - Each Cecil County Government department has FMLA notices 
posted that outlines provisions of the Act.   
 
HR-006 C: Funeral Leave 
If you are a full-time active employee (including probationary employee) and experience a death in 
your immediate family, such as parent (including step-parent), spouse, child (including stepchild and 
legally adopted child), grandchild, brother, or sister, or death of anyone living in the employeeôs 
household, Cecil County government will pay up to 24 hours straight wages to cover scheduled work 
time lost due to the death in the family.  This is meant to cover time from the notification of the death 
up to and including the date of the burial.   
 
One day of paid funeral leave will be granted to enable attendance at the funeral or memorial service 
of the employeeôs current father or mother-in-law, employeeôs grand or great grand parent.  Annual 
leave may be requested if the employee requires additional time off to attend to matters associated 
with the death. 
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Employees should notify supervision of the death and need for time off to participate in final 
preparations as soon as reasonably possible.  Employees must provide documentation of funeral 
services (obituary, funeral home booklet) with the timesheet to receive pay for this time off. 
 
HR-006 D: Holidays 
Cecil County Government observes the following as paid holidays off from work: 

Ǐ New Yearôs Day * 

Ǐ Martin Luther King, Jr. Holiday  

Ǐ Presidentôs Day (3rd Monday in February) 

Ǐ Memorial Day (last Monday in May)* 

Ǐ Independence Day * 

Ǐ Labor Day (first Monday in September) * 

*Major Holiday 

Ǐ Columbus Day  

Ǐ General Election Day (every other year) 

Ǐ Veteranôs Day 

Ǐ Thanksgiving Day (4th Thursday in 
November) * 

Ǐ Day after Thanksgiving 

Ǐ Christmas Day * 

 
The actual calendar dates that will be scheduled and observed by the County as holidays will be 
announced at the beginning of each calendar year. From time to time, the Board of County 
Commissioners may add or delete paid holidays. 
 
HR-006 E: Medical Leave of Absence  
Employees, who exhaust their FMLA leave, or their absence does not qualify under FMLA or they are 
ineligible for FMLA, may apply for a Leave of Absence.  This leave may be with pay (if the employee 
has unused sick, annual or personal leave) or without pay (if the employee has exhausted all 
available paid leave).  A written request must be submitted for approval by the employeeôs supervisor, 
and, subsequently, the Human Resources Director.   (See Benefits while on Leave without Pay) 
 
If granted, the maximum amount of extended leave available to the employee is based upon most 
recent length of continuous service with the County at the time the original paid sick leave 
commenced, as follows: 

 
Amount of Service 

Maximum Duration of 
Extended Leave (months) 

6 months to 2 years 1 

2 years to 4 years 2 

4 years to 6 years 3 

6 years to 8 years 4 

8 years to 10 years 5 

Over 10 years 6 

 
If the employeeôs application for extended leave is rejected, or upon completion of the maximum 
approved extended leave, and the employee has not returned to work, the employee may be 
terminated or, if eligible, may apply to be placed on disability status under applicable provisions of the 
pension/retirement plan for which they are eligible. 
 
Benefits while on Leave without Pay - During any full month an employee is on approved leave, 
any salary increases and fringe benefits, (other than insurance), provided by the County, such as sick 
and annual (vacation) leave accrual, paid holidays and other paid leave, shall cease until the 
employee returns to active work with the County.  The selected insurance coverage(s) shall be 
continued while the employee is on leave status as long as the employee pays the contribution(s).  At 
the time of exhaustion of approved leaves and termination of employment, health insurance 
coverage(s) may be continued only if the employee contributes to its cost in accordance with the 
Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA). 
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Reinstatement from Leave - Where reasonable, an employee returning from a medical leave of 
absence will be reinstated to the position the employee held prior to the leave, with past credited 
service and at the same pay level, provided that the employee has met all provisions of the authorized 
leave. However, Cecil County Government does not guarantee reinstatement to the same position 
held prior to the medical leave of absence and may place the employee in another County position, as 
available. 
 
Failure to return from leave - An employee who fails to return to work on the approved date will be 
terminated from employment.  Additionally, if Cecil County Government determines that the employee 
has violated County policies during the leave, the Appointing Authority may notify the employee that 
the medical leave has been terminated, that the employee must return to work, or that the employeeôs 
employment has been terminated. If eligible, employee may apply for disability under applicable 
provisions of the pension/retirement plan for which they are eligible. 
 
HR-006 F: Military Leave 
Cecil County Government complies with the Uniform Services Employment and Reemployment 
Rights Act (USERRA) and strongly supports employee military service to the state and the nation.   

To ensure proper treatment under these laws, including grant of military leave, an active employee 
who is a member of the Uniformed Services must provide the supervisor with official notification from 
the appropriate military authorities (official military orders).  Military leave coverage includes the 
following: 

Ç Annual Training Duty (limited to 15 days in one calendar year):  Eligible employees are 
granted military leave with pay not to exceed 120 hours. Actual payment will be the amount of 
the employeeôs regular base salary for work time missed (up to 120 hours), less the gross 
military earnings.  To ensure prompt payment for the leave, the employee must submit 
appropriate documentation on the military leave and earnings statement to Human Resources 
within 30 days of the leave.   
 

Ç Extended Leave (in excess of 15 days):  Written requests for military leave in excess of fifteen 
days must be submitted to the immediate supervisor. An extended leave will be treated as an 
unpaid leave of absence.   
 

Ç Active Duty (Due to act of War or National Emergency declared by the President or 
Congress):  Employees who are called to active duty in one of the Uniformed Services will be 
paid the difference between the amount of their base salary and the gross military earnings.  
This amount will be determined upon receipt of an earnings statement from the military. The 
earnings statement must be received as soon as possible (not to exceed 3 months) in order to 
determine the payment due. Until the required documentation is received in Human 
Resources, the leave will be unpaid.   
 

Continued Benefits While on Military Leave - While called to duty, employees who are enrolled in 
the health insurance or optional benefit plans are responsible for maintaining their contributions.  
Employees need to pay their contribution monthly directly to the County or, if they are continuing to 
receive paychecks from the County, contributions will be taken through payroll deduction. 
 
HR-006 G:  Paid-Time-Off or PTO (Regular Part-time Employees ONLY)  
Effective 07/01/06, regular part-time (RPT) employees are eligible for PTO at 4 hours/month.  These 
hours are awarded at the beginning of each fiscal year or prorated based on date of hire and can be 
used for holiday pay, vacation pay or sick leave pay.  No rollover from one fiscal year into the next is 
allowed or if RPT is hired full-time.  Payout will only be prorated for the months worked.  Employee 
must take PTO hours to make up the difference in their regular work schedule (as reported to pension 
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plan).  The amount of hours paid in any two-week period cannot exceed the amount of hours regularly 
scheduled.  PTO may be taken in 1-hour (or multiple) increments. 
 
HR-006 H: Personal Floating Holidays   
The Board of County Commissioners, at the beginning of each calendar year, announces the actual 
number of personal floating holidays.  Personal floating holidays should be scheduled using the same 
practices as described for annual leave (vacation).  These holidays may be scheduled and used in 
one-hour increments and must be used in the year earned.   

Currently, twenty-four (24) hours of personal floating holidays are awarded to employees on payroll as 
of January 1st; however, if employment is severed during the calendar year, employee is only eligible 
for a pro rata cash balance of the hours based on the amount of the year worked per the chart below. 
If more floating holiday hours are used than earned, a deduction of the hours will be made from the 
final paycheck. 

Employee on payroll 
as of January 1st 

Employee who Terminates 
during the calendar year 

Newly Hired Employee  for the 
calendar year 

Eligible for 24 hours to 
use  

anytime during the 
calendar 

year 

January through April - eligible for 8 
hours 

January through April - eligible for 
16 hours 

May through August - eligible for 16 
hours 

May through August - eligible for 8 
hours 

September through December - 
eligible for 24 hours 

September through December - 
ineligible for hours  

 
HR-006 I: Personal Leave without Pay 
On occasion, an employee may need to take a personal leave without pay.  A personal leave might be 
approved for study, training and/or emergency, personal reasons, or for running in a primary or 
general election for a recognized political office.   
 
A full time active employee who has completed the probationary period may request a personal leave 
of absence without pay to attend to personal, non-medical reasons.  Employees are eligible for a 
personal leave after exhausting annual leave, but, for timing purposes, should make application prior 
to the annual leave actually being exhausted.  A written application, which includes the nature, cause 
and duration of the leave, is submitted to the Appointing Authority via the Human Resources 
Department.   
 
Personal leaves are granted at the sole discretion of the Appointing Authority.  A personal leave is 
approved for a specific duration of not less than one week, nor longer than 6 months in accordance 
with the chart on page 25. Requests for less than one week can be approved by the Department 
Head and submitted on timesheet.   
 
Benefits while on Leave without Pay - During any full month an employee is on approved leave, 
any salary increases and fringe benefits, (other than insurance), provided by the County, such as sick 
and annual (vacation) leave accrual, paid holidays and other paid leave, shall cease until the 
employee returns to active work with the County.  The selected insurance coverage(s) shall be 
continued while the employee is on leave status as long as the employee pays the contribution(s).  At 
the time of exhaustion of approved leaves and termination of employment, health insurance 
coverage(s) may be continued only if the employee contributes to its cost in accordance with the 
Consolidated Omnibus Budget Reconciliation Act of 1986 (COBRA). 
 
Reinstatement from Leave - Where reasonable, an employee returning from a leave of absence will 
be reinstated to the position the employee held prior to the personal leave, with past credited service 
and at the same pay level, provided that the employee has met all provisions of the authorized leave.  



 

HR-006  Time Off   page 28 

Cecil County Government does not guarantee reinstatement to the same position held prior to the 
personal leave and may place the employee in another County position, as available. 

 
Failure to return from leave - An employee who fails to return to work on the approved date will be 
terminated from employment.  Additionally, if Cecil County Government determines that the employee 
has violated County policies during the leave, the Appointing Authority may notify the employee that 
the personal leave has been terminated, that the employee must return to work, or that the individualôs 
employment has been terminated. 
 
HR-006 J: Sick Leave Insurance 
A dependable work force is critical to meet County government operational needs.  Cecil County 
Government promotes employee health through preventive medicine services provided by health 
insurance plans and the encouragement of healthy lifestyles and practices.   
 
Cecil County Government also provides sick leave insurance to protect an employee and the 
employeeôs family from loss of income due to an employeeôs incapacitating illness or injury.  Like an 
insurance plan, sick leave should be used only when needed, conserving sick leave in the event of a 
long-term illness or period of incapacitation. 
 
1.  Sick Leave Insurance Accrual ï Full-time, active employees begin to accrue sick leave 

insurance at hire at the rate of 10 hours for each full month worked; however, they are unable to 
be paid leave until they have successfully completed their initial probationary period. 

   
2.  Sick Leave Insurance Use - Once an employee has completed the initial 6-month probationary 

period, sick leave may be taken in 1-hour (or multiple) increments, up to the employeeôs normal 
regularly scheduled shift, or for consecutive days up to the total number of accrued sick leave 
hours.  The employee must provide notification to the supervisor prior to the beginning of the 
scheduled work shift.  Sick leave may be taken for: 

Ç An employeeôs personal, non-work related illness or injury; 

Ç The period of physical incapacity associated with an employeeôs pregnancy; 

Ç Sickness in Family ï  

Ñ  Non-FMLA absence:  In a rolling 12-month period, an employee can use 48 hours of 
accrued unused sick leave for an absence that does not qualify for FMLA for the iIlness or 
injury of an individual living in the employeeôs household (or employeeôs parents).  To be 
recorded on timesheet as SF- Sickness in Family. Absence will be counted as an 
occurrence. 

Ñ FMLA Approved:  An employee can use unlimited accrued unused sick leave to care for the 
spouse, son or daughter (under age 18, or age 18 or older and ñincapable of self-care 
because of a mental or physical disabilityò at the time that FMLA leave is to commence), or 
parent, who has a serious health condition.  To be recorded on timesheet as FMLA - SF 

 
Ç Fit-for-Duty Certification ï Upon receipt of a confirming medical opinion requested and 

received by the County, the appointing authority may place employee in sick leave status 
pending corrective treatment or other resolution of the matter. 
 

Ç Scheduled Sick Absences (Well visits) ï There may be occasions where the use of sick 
leave can be scheduled in advance for medical appointments (i.e. doctor, dentist, etc.).  Sick 
leave that is scheduled and approved at least 48 hours in advance will be considered 
scheduled and will not count as an occurrence.  Scheduled absence will be documented 
through employeeôs supervisor under established departmental practices and procedures (i.e. 
leave slip request).  Scheduled sick absences also apply to the 48-hours in a rolling twelve (12) 
month period for Sick Family advance notice of medical appointments.  Employee should 
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record on their time sheet SS for employeeôs illness and SSF for Scheduled Sick/Family. 
 

Use of sick leave for the above instances is subject to the County's approval.  Management will 
closely monitor all sick absences and may request verification from the employee at any time.     

 
An employee with an extended period of non-occupational illness or injury who exhausts accrued 
sick, vacation and personal leaves, may be eligible to apply for and receive additional leave from 
the sick leave bank to allow for continued time off for recuperation.  Alternatively, the employee 
may be eligible for leave under FMLA or a leave of absence for medical reasons.  (See HR-006B:  
Family and Medical Leave Act, page 22.) 
 

3.  Supervisor Notification - Appropriate notification of sick absences is critical to maintain proper 
staffing levels and meet County needs.  An employee who cannot report to work for any reason 
shall inform his/her supervisor or other designated person in his/her area prior to the beginning of 
the scheduled starting time.  An employee in a twenty-four hour operation shall provide notice a 
minimum of 2 hours prior to the start of his/her shift.   If such notification is not received, the 
absence is considered to be unauthorized. 

The employee must report absence on each subsequent day, as indicated above, until: 

Ç Return to work; 
Ç Conversion to Family and Medical Leave Act absence - Employee on long-term sick leave 

(paid and/or unpaid) must contact their department weekly for the duration of their absence. 
Ç Placement on leave of absence - Employee on long-term sick leave (paid and/or unpaid) 

must contact their department weekly for the duration of their absence. 
 

All absences exceeding 3 days require health provider documentation and should include an 
expected return to work date. 
 

4. Sick Leave Restrictions - Given the critical nature of many of Cecil County Government 
operations, the supervisor may require the employee to provide written verification to the Human 
Resources Department from a health provider of the necessity of the absence prior to authorizing 
the absence.  Sick leave for which the employee does not meet notification requirements or for 
which the employee does not provide appropriate requested verification will be considered as an 
unauthorized absence and will not be paid.  

 
The supervisor notifies the employee in writing when an absence is considered to be an 
unauthorized absence and forwards a copy of the notification to the Human Resources 
Department for inclusion in the employeeôs personnel file and documents the unpaid status on the 
employeeôs timesheet. 
 
Outside Employment ï Employees on sick leave (paid and/or unpaid) are restricted from 
secondary employment including volunteer work. 

 
5.  Accumulation of Absences - An occurrence is defined as any sick leave absences from work 

including Sickness in Family (non-FMLA) or unauthorized absences in a rolling 12-month period 
that are not protected by FMLA or a Scheduled Sick Absence.  Occurrences are counted in a 
minimum of 1-hour increments (or 1/8th of an occurrence) and are combined for disciplinary 
purposes. 
Ç Consecutive days will count as one occurrence 
Ç Non-consecutive time off related to a single medical issue in a rolling 12-month period will be 

combined into a single occurrence with proper documentation; 
Ç Non-consecutive, non-related absences for less than one full day will be combined for 

disciplinary purposes.   
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6.  Sick Leave Buyback - Employees are expected to conserve their sick leave, accruing it as a 
hedge against an unanticipated illness or injury.  Sick leave, therefore, continues to accrue during 
the period of the individualôs employment.   

An option to convert sick leave may be provided each October 1st, subject to Board of County 
Commissionersô approval.  If offered, employees with more than 1200 hours of accrued unused 
sick leave as of the end of the prior fiscal year (June 30) may elect to: 

Ç Convert hours in excess of 1200 hours to additional pay at 50% of the employee's June 30th 
base pay rate; or 

Ç Retain the accrued unused sick leave for later use, or  
Ç Save the accrued unused sick leave for application to the employee's pension under the 

applicable provisions of the pension plan. 
 

7.  Sick Leave Balance upon Termination - Upon retirement, accrued unused sick leave may be 
applied to an employee's pension under applicable rules and regulations of the pension plan.  
Otherwise, accrued unused sick leave will be lost with termination of employment. 

 
8. Transferring leave - Provided there has been no break in service from resignation or involuntary 

termination, employees transferring from one County funded position to another may transfer their 
accrued unused sick leave. 

 

HR-006 K: Special Administrative Limited Leave 
In addition to the benefits available under Workerôs Compensation Law, personnel who are injured in 
the line of duty shall be eligible for special administrative limited leave. 

Special administrative limited leave is a benefit that may be granted to an eligible employee if the 
employee is disabled from work as a result of an injury or illness sustained in the performance of said 
employeeôs work.  This leave will not be granted for absences or illnesses that may occur in 
performing normal office or clerical duties, but shall be restricted to absences or illnesses caused 
when performing uniquely dangerous governmental duties such as roadwork or law enforcement 
duties.  Granting of this leave shall be discretionary to the Appointing Authority. 

Special administrative limited leave may be granted only when all other leave has been exhausted 
including FMLA leave, sick leave, personal leave and annual leave.  While on special administrative 
limited leave, an employee shall not be paid his/her wages or salary and shall not accrue retirement 
benefits, vacation, or additional leave time, but shall be eligible for continuing health care coverage for 
the employee and his/her spouse and/or children.  Special administrative limited leave shall expire, if 
not sooner, no later than two (2) years from the date of the initial absence from work arising from the 
relevant injury or illness. 

An employee shall file a written request with the Director of Human Resources for consideration for 
special administrative limited leave.  The request shall include the following: a detailed description of 
when, where and how the injury or illness occurred, a certification from a physician that the employee 
is unable to return to work, and a statement of when the employeeôs other forms of leave shall be 
exhausted.  Upon receipt of the request, the Director of Human Resources shall have the request 
reviewed by his/her staff in a prompt fashion and shall also review the request with the employeeôs 
supervisor(s) and shall grant the request subject to final approval by the Appointing Authority if the 
following conditions having been met: 

1. The employee sustained an injury or illness as a direct result of the performance of 
employment duties of a dangerous nature; and 

2. The employee is unable to work as a result of the injury or illness; or 

3. The employee is able to perform light duty; the employee has submitted a request to do so 
and is awaiting approval to return to work. 
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An employee on special administrative limited leave shall be required to submit continuing medical 
reports of his/her status and ability to return to duty as required by the Director of Human Resources 
which shall not be in less than 60-day intervals.  Failure to provide such reports shall result in 
termination of the special administrative limited leave unless the Director determines that the 
employee has used his/her best efforts to obtain such an updated report but, through no fault of the 
employee, has been unable to do so.  The employee shall submit to an independent medical 
evaluation when requested by the Director to do so. 

Upon notification of approval, special administrative limited leave will expire on the earlier of: 

1. The date the Director terminates the leave for failure to provide updated medical reports; 

2. The date when the employeeôs medical practitioner or an independent medical examiner 
certifies that the employee may return to full or light duty and if light duty, the employee has 
been notified that light duty is available; 

3. The earliest effective date on which an employee who is approved for a disability retirement 
may retire; 

4. The date when the employee fails to comply with any reasonable directive of the Director; 

5. The expiration date indicated on the notification of approval given to the employee.  If no such 
date is stated, this leave shall expire no later than two (2) years after the first date missed from 
work as a result of the injury or illness. 

The County will be subrogated to the rights of the employee to the extent of the costs of any benefits 
provided.  If, within 90 days after such leave has been granted, the employee has not made a claim 
against a responsible third party, the County may make a claim or join in an action against said third 
party in its own name for its own benefit.  Any action brought by the County under these 
circumstances will not bar any other claim the employee may choose to make. 

 
HR-006 L:  Severe Weather Conditions & Unforeseen Designated Emergencies  
Cecil County Government provides essential services to the public and it is critical that departments 
and agencies are open for business as scheduled.   During severe weather events, you have a 
continuing obligation to report for work as normally scheduled and at other times as required by your 
supervisor.  If operating conditions require that you report to work, you are expected to do so.   

Cecil County Government also realizes that at times adverse travel conditions resulting from a severe 
storm may compromise employee safety.  Whenever severe weather prompts state and local officials 
to issue travelerôs advisories in Cecil County, the Board of County Commissioners will determine the 
operational status of Cecil County Government as: 

Ǐ Delayed Opening -   Employees must use their accrued unused annual leave, personal leave, 
leave without pay or make up the hours in the same week for the time not worked.  However, if an 
essential employee does not show up for work, he/she may be subject to disciplinary action for 
failing to report. 
 

Ǐ Open - all personnel required to report as scheduled. 

Á Employees failing to report to work shall be charged annual leave, personal leave or leave 
without pay for the entire day as appropriate without the normal prior arrangements with 
their supervisor.  However, this requires the concurrence of their supervisor. 

Á Employees who report to work late shall be charged annual leave, personal leave or leave 
without pay for the hours not worked. 
 

Ǐ Open, with liberal leave in effect for non-essential county employees. Liberal leave allows non-
essential employees to use personal or annual leave if storms, severe weather conditions and/or 
unforeseen designated emergencies prevent them from reporting to work on time or not at all.  
However, employees must report their tardiness or absence to their respective supervisor.    
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Ǐ Closed ï if or when the Board of County Commissioners closes business due to inclement 

weather or other designated emergency: 

Á Nonessential employees are required to use their accrued unused annual leave, personal 
leave, leave without pay or make up the hours in the same week for the time not worked. 

Á Nonexempt, full-time essential employees who do not report for work shall be charged annual 
leave, personal leave or leave without pay for the time not worked and may be subject to 
disciplinary action for failing to report to work. 

Á Nonexempt, full-time essential employees, who are required to report to work, or at work when 
the Government closes, will not receive additional compensation for hours worked during 
closure. 

 
Some full-time nonexempt, nonessential employees who, are not generally required to respond to 
emergencies may be designated as Temporary Essential employees for a period of time by their 
Department Head and are required to respond.  However, employees will not receive additional 
compensation for hours worked during closure. 
 
Television, radio stations and/or supervisorôs notification will be used to disseminate weather-related 
announcements as well as the Countyôs website, www.ccgov.org. 

 
HR-006 M: Vacation 
Cecil County Government grants annual leave (vacation) to provide you with a period of rest and 
recreation and to attend to personal matters.  

Eligibility - Full time, active employees begin to accrue annual leave at hire for each full month 
worked, however, are unable to be paid leave until they have successfully completed the probationary 
period 4.  The rate at which employees accrue annual leave is based on their length of service with 
Cecil County Government per the chart below.   
 

Service Leave Accrual 

Less than 5 years 8 hours/month worked 

More than 5 years but less 
than 15 years 

12 hours/month worked 

More than 15 years but less 
than 20 years  

14 hours/month worked 

More than 20 years 16 hours/month worked 

 

Scheduling - Annual leave is generally granted at the convenience of the employee; however, the 
needs of the employer must be considered as paramount. Employees should normally submit 
requests to schedule annual leave to their supervisor at least two (2) weeks in advance. In the event 
of a scheduling conflict between two (2) or more similarly classified employees within a department, 
the department head shall grant annual leave with consideration of the length of service of the 
employees. 

Annual leave may be used in 1-hour increments or consecutive days at a time up to the total number 
of hours accrued and unused.  Annual leave may be accrued to a maximum carryover of 240 hours 
from one fiscal year to the next.  Accrued, unused annual leave in excess of 240 hours at the start of 
a new fiscal year will be forfeited.   In certain circumstances vacation time (above 30 days) may be 

                                                 
4
 Sheriffôs Office sworn employees may use annual leave after six months of continuous employment, before completion of 

the 12-month probationary period. 

http://www.ccgov.org/
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carried over into the new fiscal year based on recommendation from the department head and final 
approval of the County Commissioners. 
 

Transferring leave - Provided there has been no break in service from resignation or involuntary 
termination, employees transferring from one County funded position to another may transfer their 
accrued unused annual leave. 

Settlement of leave balances on termination ï Employee will be paid in a lump sum for any unused 
annual leave (vacation) accruals upon resignation, severance, discharge, or death. (Employees 
leaving County Government within their first six months of employment will not be paid out for accrued 
vacation).  Payment will not exceed 432 hours (54 days).     
 

HR-006 N: Workers' Compensation (effective 07/01/09) 
Cecil County considers the safety of all employees to be of paramount importance.  Cecil County 
Government makes every effort to ensure that the work place is safe and free from recognized 
hazards that could result in an occupational injury or illness.  Employees at all levels are actively 
engaged in efforts to eliminate unsafe acts and conditions that could cause on-the-job injury or illness. 

The first priority when an employee sustains a job-related injury or illness is prompt and effective 
medical treatment.  Any employee who sustains an illness/accident while on the job is recommended 
to seek treatment by a physician chosen by the Board of County Commissioners of Cecil County.  
These physicians will provide treatment and referrals to appropriate specialists. These physicians will 
also provide all follow-up case management and fitness-for-duty determinations.  The County and its 
Third Party Administrator will utilize the medical documentation to the extent necessary to make a 
determination regarding approval of the claim.   

Workersô Compensation is a state program that provides, at no cost to employees, various benefits for 
employees who experience an occupational injury or illness that arises out of and in the course of 
employment in certain statutorily defined circumstances.  Benefits include compensation for 
temporary or permanent disability and medical expenses.  Survivor benefits may be provided 
following fatal injuries.   
  
Reporting, Eligibility, and Receiving Benefits ï The injured employee notifies his/her supervisor 
immediately, and after receiving any emergency attention, the employee who sustains an on-the-job 
injury or illness must complete a Risk Management Report of Incident and submit it to the Human 
Resources Department (Risk Manager) no later than the beginning of the next business day.  
Notification of the incident should occur as soon as possible after the incident.  An employee is 
eligible for workersô compensation leave if an injury or disease which causes the employee to be 
disabled is compensable under Maryland Workersô Compensation Law; the employee is completely 
unable to work at their regular or modified duty job; and their inability to work is supported by sufficient 
medical evidence. The Countyôs Workersô Compensation Administrator will review the information and 
determine whether the incident is compensable under State Workersô Compensation laws and 
regulations.  If applicable, use of FMLA will be concurrent with any workersô compensation absences. 
 
While this compensability determination is being made, the employee will use accrued sick leave 
(first) and then accrued annual leave to cover missed work time. 

If the Countyôs Workersô Compensation Administrator determines the injury or illness to be 
compensable under the Maryland Workersô Compensation laws, the County will pay the first 3 days 
(in addition to the date of injury/illness) of any compensable disability as defined by the Workersô 
Compensation Laws and Regulations in full for any days the employee was normally scheduled for 
work.  On the fourth day of compensable disability, the employee will be eligible for temporary total 
disability benefits as defined by the Maryland Workersô Compensation laws and regulations.  The 
current law defines this benefit as equal to 66 2/3 of the employeeôs average weekly wage as defined 
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by the Maryland Workersô Compensation laws and regulations (subject to the state mandated 
maximum for the year of injury).      

If the injury or illness is determined to be compensable by the Countyôs Workersô Compensation 
Administrator, all sick and annual leave used will be credited back to the employeeôs leave record.  
After reconciling payments from the Countyôs Workersô Compensation Administrator, employee will 
receive all future payments directly from the Workersô Compensation Administrator for the duration of 
the employeeôs compensable work-related injury or illness as defined by the Maryland Workersô 
Compensation Laws and Regulations and will not receive a County paycheck until the employee 
returns to work. 
 
Return from leave - Cecil County Government will make every effort to assist the employee in 
rehabilitation and ultimate return to work.  Since work functions as a form of occupational therapy, 
employees are encouraged to return to work as soon as possible.  Alternatives to hasten an 
employeeôs return to work in a temporary modified duty capacity provided there is temporary modified 
duty work available.  If an employee refuses an offer by the County of modified duty, the employee will 
not be reimbursed for any personal or unpaid leave that the employee has used. 
 

The County may place another individual in a position that is vacant during an employeeôs extended 
recuperation from a workplace injury or illness.  Upon the employeeôs return to work, the County is 
committed to place the returning employee in a similar comparable position, as one becomes 
available, at no decrease in salary.  If an employee is not expected to return, and/or has exhausted all 
leaves for which he or she is eligible, the County or the appropriate Appointing Authority may 
terminate the employee or recommend that the employee apply for permanent disability status under 
the retirement/pension system, as appropriate. 

 
HR-006 O:  Unauthorized absences 
Absence from any part of the work period for which the employee fails to properly notify supervision or 
fails to provide verification (i.e. no call, no show) will be considered an unauthorized absence and will 
not be paid.  The absence will be considered as an occurrence. 
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Cecil County Government provides a variety of benefit programs that are designed to protect 
employees and their families as well as offer opportunities for employees to plan for future needs.  
Contact the Human Resources Department for additional information or summary plan description 
on a specific benefit plan.  The Board of County Commissioners may make changes to the benefits 
available to employees from time to time in view of their fiscal responsibility to maintain a balanced 
budget and to be fiscally responsible for taxpayer funds. 
 

HR-007 A: Accident and Disability Insurance 
Cecil County Government offers a contributory payroll deducted Accident and Disability Insurance.  
This product can be customized to fit your individual situation. 
   

HR-007 B: Blood Bank 
Cecil County Government is a group sponsor of the Blood Bank of Delmarva.  Membership benefits 
allow an employee and their dependents to receive whole blood at no charge.  To receive benefits, 
the employee must donate blood when solicited or pay a fee.  
  

HR-007 C: Cancer/Intensive Care Insurance 
Cecil County Government offers a voluntary payroll deducted Cancer/Intensive Care insurance 
program.  Each plan will be fully explained by an insurance agent so you can design the coverage that 
works best for you and your family.  
 

HR-007 D: COBRA 
Certain types of events may occur that would cause an employee and/or his or her dependents to 
lose group health coverage and/or their Flexible Spending Account.  These events are: 

Ç An employeeôs termination of employment for any reason except gross misconduct. 

Ç An employeeôs reduction in hours to fewer than the number required for plan participation. 

Ç An employeeôs divorce or legal separation from spouse. 

Ç An employeeôs death. 

Ç An employeeôs entitlement to Medicare. 

Ç A childôs loss of dependent status as defined under the plan. 

Ç A retireeôs (or a retireeôs spouseôs or childôs) substantial loss of coverage within one year 
before or after the employee is subject to a Title XI bankruptcy proceeding. 
 

When such events occur, the individual losing the group health plan coverage is offered the 
opportunity to continue their coverage for a period of time at their expense5.  Employees are 
responsible for notifying Human Resources in the event of a divorce, legal separation, or children 
becoming ineligible under the County's group health insurance plan.  This notification initiates a 
sequence of events culminating in notifying the qualified individual of their opportunity to enroll in 
COBRA coverage.  Employees who terminate employment will be notified by Cecil County 
Government of their opportunity to continue their coverage.  The Human Resources Department 
should be contacted for any further information.   

                                                 
5
 This is provided in compliance with the federal Consolidated Omnibus Budget Reconciliation Act (COBRA). 
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HR-007 E: Credit Union 
Employees may join the Thiokol-Elkton Federal Credit Union that offers checking and savings 
accounts; personal, automobile and home equity loans; and discounted admissions to area 
attractions.  Optional payroll deduction with direct deposit to the Credit Union is provided for employee 
convenience.   
 

HR-007 F: Deferred Compensation 
Personal savings are an important component of future retirement income.  Cecil County Government 
provides a tax-advantaged plan (under Internal Revenue Service code 457) in which a full-time 
employee can contribute a portion of their compensation for later receipt, thereby deferring income tax 
payments on that savings.  To encourage participation, Cecil County Government provides a limited 
dollar-per-dollar match of up to $375 (subject to funding) per full-time participant who is employed and 
contributing on the last pay of June.  Employee must be on payroll when the disbursement is made to 
the provider in August.  An eligible employee may enroll on-line or by meeting with the representative.  
Contact Human Resources for details. 
 

HR-007 G: Dental Insurance 
Employees participating in the medical insurance plan are eligible for dental coverage.  The amount of 
coverage provided is based on the specific services rendered.   
 

HR-007 H: Direct Deposit 
Cecil County Government processes employee standard work time, overtime, expenses and 
premiums on regular schedules.  For the greatest reliability in receiving paychecks, Cecil County 
Government encourages full use of direct deposit to any participating financial institution.  Employees 
receive many benefits as a result of using direct deposit.  In addition to benefits provided by many 
financial institutions to direct deposit customers, direct deposit ensures that pay is in the employeeôs 
account on the date of payment, does not rely on conditions which might impede the U.S. mail, does 
not depend on internal mail deliveries, and is generally free to the account holder.   

For all employees hired after July 1, 2007, Cecil County Government requires the payment of 
standard work time, overtime, expenses and premiums through the use of direct deposit to any 
participating financial institution.  However, an employee may request an exemption to the payment of 
wages by direct deposit, and must be notified of the right to request an exemption upon hire by 
Human Resources. 

For employees who terminate employment with the County, their final paycheck will not be direct 
deposited.   
 

HR-007 I: Employee Assistance Program 
An Employee Assistance Program provides confidential counseling services at no cost to employees 
and their dependents. All full-time employees are eligible to use this resource.  Services include 
adolescent counseling, substance abuse assessment and treatment referral, marital counseling, 
bereavement, or any issue involving the work place.  Counselors are available 7 days/week, 24 
hours/day.  
 

HR-007 J: Employee Continuing Development 
Cecil County Government encourages employees to develop work place skills for current and future 
assignments.  Several enrichment benefits are available to support those full-time, non-probationary 
active employees who wish to continue to develop their skills.  These include: 

Ç Training and Discussion Sessions:  Through the annual performance review meeting with 
the department head, an employee can plan the training and educational experiences that will 
support longer term career plans. 

Ç Educational or Conference Leave:  To attend those courses determined by the department 
head to be directly related and necessary to the work, employees may be granted education 
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leave with pay, not to exceed 2 weeks.  Written requests for educational leave with pay, 
including the specific course and its duration, are reviewed and approved by the employeeôs 
Director.  

Ç Mandated Training:  With prior approval by the Board of County Commissioners, employees 
are reimbursed for reasonable expenses associated with attending mandated training.  Prior to 
reimbursement, an employee agrees in writing to repay expenses paid by the County if the 
employee leaves prior to two years after completing the training.  An employee who leaves 
prior to completing 2 years of creditable service must repay the expenses advanced by the 
County proportionate to the number of months shy of completing the 2-year period (e.g., 
employee leaving after 12 months must repay 12/24 of the expenses).  The signed agreement 
allows the County to recover these expenses in an employeeôs final paycheck, as necessary.  
The Appointing Authority has the discretion to waive the reimbursement, as appropriate.   

Ç Tuition Reimbursement Assistance:  Based upon discussion with the department head, an 
employee may elect to enroll in college or university courses for credit determined appropriate 
and necessary to the work or employeeôs development relative to County government 
positions.  Written requests are reviewed and approved by the Director of Human Resources 
based on Department Head recommendation.  Upon satisfactory completion of the course, the 
employee will be reimbursed provided that the employee received prior approval for the 
courses and that funding is available.  In the written training agreement, the employee agrees 
to repay expenses or allow the County to deduct those expenses from the final paycheck, as 
necessary, if the employee leaves County employment within 6 months of course completion.   
 

HR-007 K:  Flexible Spending Account (FSA) 
A Flexible Spending Account (FSA) is a benefit that allows you to pay for dependent care and most 
non-covered medical expenses (doctorôs office co-pays, prescription, dental expenses and over-the-
counter drugs, etc.) with your pre-tax income.  Employee can enroll during an open enrollment period 
each December with benefits starting in January and continuing on a calendar year basis. 
 

HR-007 L: Health Care Coverage (Medical Insurance) 
With rising health care costs, Cecil County Governmentôs provided health care coverage is one of the 
most valuable benefits offered to employees and their families.  Health care coverage covers a 
significant portion of the costs of eligible medical expenses arising from a personal illness or injury 
and, therefore, protects the employee and his or her family from resulting financial losses or 
hardships.  Cecil County Government offers regular full-time employees a choice of 2 health care 
options through a third-party-administered, County-funded insurance program.  All plans cover the 
same types of services and procedures.  The plans differ with respect to the number of people 
covered per participant (individual, husband/wife, parent/one child, and family), deductibles and 
potential out-of-pocket expenses.  The County pays 85% of the cost of these plans, with the employee 
contributing only 15% through payroll deduction. 

Newly hired, eligible regular full-time employees may enroll and be covered in the plan within 45 days 
of continuous employment, depending on start date.  Employees re-enroll during an open enrollment 
period each June for July 1st coverage.   
 
Retiree health benefits may be available to those employees who have met the criteria of the Post-
Retirement Benefits for Eligible Employees.  Check with Human Resources for details. 
 

HR-007 M: Life Insurance & Accidental Death/Dismemberment 
To provide income replacement to your dependents in the case of your death, Cecil County 
Government pays the entire cost to provide a full-time active employee term life insurance benefit of 
one (1) time salary up to a maximum of $50,000.  The coverage amount is adjusted at the beginning 
of each fiscal year. 
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HR-007 N: Meal Allowance  
A Cecil County Government employee who is required to work extended hours associated with job-
related travel, seminars and conferences may qualify for a meal allowance.  Amounts change from 
time to time:  Employee is advised to check with their supervisor to verify the current amounts. 

HR-007 O: Pension Systems 
For an eligible Cecil County Government employee, retirement income will consist of a Social Security 
annuity, personal savings and investments, and pension.  An eligible Cecil County Government 
employee participates in either the Maryland State Employeesô Retirement and Pension systems or 
the Cecil County Pension Plan for Public Safety employees.  Retiree health benefits may be available 
to those employees who have met the criteria of the Post-Retirement Benefits for Eligible Employees.  
Check with Human Resources for details.  Main features of the plans are listed on the following chart:  

 
HR-007 P: Personal Car Usage 
With approval and authorization, employee may use their personal vehicle for traveling on Cecil 
County Government business.  Generally, employee is reimbursed for tolls and parking expenses 
actually incurred.  Mileage is reimbursed to cover such expenses as gasoline, oil, insurance and 
depreciation.  Amounts change from time to time:  Employee is advised to check with their supervisor 
to verify the current amounts.   

                                                 
6
 CPI ï Consumer Price Index 

Plan Features 
Maryland State Employeesô Retirement 

and Pension Plan 
Cecil County Pension Plan for Public 

Safety Employees 

Minimum Continuous 
Service 5 years 5 years 

Employee Contributions 
5% of base pay contributed through payroll 
deduction  

8% of base pay contributed through payroll 
deduction 

Normal Retirement 
Eligibility 

30 years of eligibility service regardless of 
age OR age 62 with 5 years of eligibility 
service 

25 years of eligibility service regardless of 
age OR Age 55 with 5 years of eligibility 
service 

Eligibility Service 
(determines vesting and 
when you can retire) 

Minimum of 500 regular hours worked in a 
fiscal year 

One month is earned for each full month 
worked  

Creditable Service 
(determines amount of 
benefit) 

Earn one month of creditable service for each 
month of employment; May include periods of 
service in the Armed Forces of the United 
States  

Earn one month of creditable service for each 
month of employment; May include periods of 
service in the Armed Forces of the United 
States 

Normal Retirement 
Benefit 

1.2% x average final salary up to 06/30/98, 
plus 1.8% x average final salary x creditable 
service after 06/30/98 

2% x Average Annual Compensation times 
each year or fractional year of Creditable 
Service, up to a maximum of 25 year (50% 
benefit) 

Early Retirement 
Benefits 

Age 55 and 15 years of eligibility service; 
reduction of ½% for each month (6% per 
year) by which retirement date precedes age 
62. 

Any age with 20 years of eligibility service; 
reduction of ½% for each month (6% per 
year) by which retirement date precedes age 
55. 

Service-Connected 
Disability Retirement 
Benefits 

66 2/3% of average final salary plus annuity 
based on your accumulated contributions but 
not in excess of your average final salary.  
Benefits may be reduced by workersô 
compensation benefits payable when retired. 

66 2/3% of average pay reduced, but not 
below 1/3, by workersô compensation or 
comparable benefits.    

Cost Of Living 
Adjustment 

Each July, to those annuitants since the prior 
July 1, based on the March CPI

6
 Index, to a 

maximum of 3% 

Each July, to those annuitants since the prior 
July 1, based on the March CPI, to a 
maximum of 2% 
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When submitting mileage reimbursement requests, employee must deduct their normal commuting 
mileage traveled to and/or from work in situations where they did not depart from and/or return to their 
place of employment (i.e. left from and/or returned home instead of place of employment).   
 
Mileage reimbursement is meant to cover only those miles incurred above and beyond the employee's 
normal commute to his/her place of business. 
 
Additionally, mileage should be adjusted in those situations where either the employee departs from 
work and then returns home or travels for business before coming to work. 
 
When an employee travels for business on a day not scheduled for work and the business meeting or 
event occurs on a day not scheduled for work, then mileage need not be adjusted (not applicable to 
those employees "on-call"). 

 
HR-007 Q: Prescription Plan 
A prescription benefit is included in the cost of the medical insurance plan.  The co-pay for generic 
prescriptions is $10 per prescription.  The co-pay for brand name drugs is 25% of the cost of the drug 
to a maximum of $50/drug.  The maximum quantity of a prescribed drug ordered at a pharmacy is 30 
days and 90 days through a mail-order program. 
 

HR-007 R: Sick Leave Bank 
The Cecil County Sick Leave Bank is a voluntary program designed to provide additional sick leave to 
an employee who, as a result of a serious illness or off-the-job injury, exhaust their accrued paid 
leave.  This program is completely voluntary on the part of the employee. 

Employee may contribute eight (8) hours of their sick leave to the bank once a year during an open 
window period in January.  The Human Resources Department notifies all employees in advance as 
to when the window will open.  For an employee currently in the bank, an eight-hour day will 
automatically be deducted from their sick leave accrual unless the Human Resources Department is 
notified by the employee in writing that they no longer wish to participate.  To receive leave from the 
bank, employee must contribute 8 hours each year.    

For purposes of confidentiality, the Director of Human Resources serves as the administrator of the 
Sick Leave Bank and reviews all requests.  Appeals of administrative decisions may be made to the 
County Administrator, whose decision shall be final and binding.  To be eligible to draw time from the 
bank, an employee: 

1. Must be a full time, regular employee. 

2. Must have completed the probationary period and/or have completed 6 continuous 
months of employment with Cecil County Government. 

3. Must contribute to the sick leave bank. 

4. Must be unable to work due to a serious, documented, non-job related illness or injury.  
Absences related to elective procedures, or those for which the employeeôs physician 
indicates that he or she can perform ñlight dutyò are examples of those that do not qualify.  
Intermittent absences do not qualify. 

5. Must have exhausted all other accrued paid (sick, vacation, personal) leave time.  
(Employee will not accrue leave for any month that they use the sick leave bank.) 

6. Must have leave records that do not reflect a problem with past attendance problems or 
leave abuse. 

7. Must complete the appropriate application (available from the Human Resources 
Department) and submit documentation from the health care provider.   

8. Supervisor/Department Head must make a recommendation to the Human Resources 
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Director for approval of application. 

Employee is encouraged to apply for leave from the bank before they run out of their own leave if they 
anticipate being out of work for an extended period (minimum of 40 hours). 

The Human Resources Department will notify the applicant as to the status of their request within 5 
working days of receipt of application.  If approved, employee will receive a maximum of 240 hours of 
additional sick leave from the bank.  Any employee needing additional days must reapply.  For any 
illness or injury, an employee may not receive a total of more than 480 hours sick leave from the bank 
in a rolling 12-month period. 

 
HR-007 S: Vision Care Plan 
An employee participating in a medical insurance plan is eligible for vision coverage.  This is a 
program that provides an employee and their dependents eye exams, new glasses or contact lenses.   

 
HR-007 T: Voluntary Term Life Insurance 
Cecil County Government offers a group life insurance plan that allows an employee to choose the 
amounts of insurance that best suits their needs.  Group life insurance can also be purchased for the 
employeeôs spouse and dependent children, as desired.   
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Overview 
This section describes Standards of Conduct & Performance applicable to all employees, regardless of the 
nature of their appointment.  These standards were developed to protect the well-being and rights of all 
employees and citizens.  This section also describes general disciplinary approaches applicable to 
employees who have completed their probationary periods. 

Cecil County Government has adopted and communicated Standards of Conduct and Performance to: 

1. Clearly state expectations for all employees 

2. Establish a fair, objective and consistent process for correcting or treating unacceptable conduct or 
work performance; and 

3. Create distinctions between less and more serious infractions and create guidelines for appropriate 
responses. 

Cecil County Governmentôs values and employee policies summarize expectations for all employees as 
they perform their jobs.  Supervisors and employees work together to develop clear expectations for 
specific job behaviors and performance.  Cecil County Government expects employees to achieve results 
by acting in accordance with Cecil County Governmentôs values.  When you fail to meet these 
expectations, violate work rules, or otherwise act in ways contrary to our values, corrective action is taken 
to emphasize the performance gap and the need to comply with standards.  The purpose of performance 
management, which includes regular performance reviews and corrective action, is to give specific 
feedback that allows you an opportunity to change behavior and improve job performance.  When 
corrective action is taken, you are provided an explanation of the reasons for the action and what further 
corrective action you can expect if your behavior or performance fails to improve.  You are also given an 
opportunity to present your view.  Your failure to improve may result in further corrective action, which may 
include termination of employment.  

Applicability 
All employees who fall under the classified system are expected to comply with these Standards of 
Conduct and Performance Policy.  Disciplinary policies, intended to encourage correction of inappropriate 
behaviors and when appropriate, suspend or dismiss employees, apply to full time employees who have 
completed the probationary period.  Other employees, including probationary employees, serve at the 
pleasure of the appointing authority.  Conduct which fails to conform to Cecil County Government values 
or expectations may be subject to accelerated discipline, as appropriate. 

 
HR-008 A: General Performance Expectations for Employees 
Along with the Standards of Conduct and Performance, there are a number of critical general expectations 
of all Cecil County Government employees.  These pertain to any time employees are at work (including 
rest breaks, meal breaks, and any non-work times during the work day) or when otherwise representing 
the County in an official or work-related capacity.  These are necessary for the continued success of the 
employee at work.  General expectations are: 

1. Timely and Regular Attendance:  Employees are expected to report on time for each and every 
work shift.  Any absences must be scheduled and approved in advance by supervision.  
Unexpected absences should be avoided:  however, when unavoidable, employees should report 
an unexpected absence as soon as possible to the supervisor.    
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