











. Policy 7020: Nepotism

The school system will not discriminate either in favor of or against applicants because they are immediate family
members of an individual who is employed by the Board of Education or of any Board member.

An employee may not be in a position that directly supervises, evaluates, or disciplines an immediate family member.
Immediate family members may not be hired, assigned, transferred, or promoted if such action would violate this
prohibition.

immediate family members include the spouse, brother, sister, parent, step-parent, child, stepchild, father-in-law,
mother-in-law, brother-in-law, sister-in-law, daughter-in-law, son-in-aw, grandmother, grandfather, grandchild,

adopted child, of the employee or of the spouse of the employes, or anyone who has lived regularly in the employee's
household.

Policy 7100: Family and Medical Leave Act (FMLA)

The school system provides leave in compliance with the Family and Medical Leave Act of 1983.

Policy 1020: Sexual Harassment

Sexual harassment of is the unwelcome conduct of a sexual nature that interferes with a student's/employee’s ability
to learn, study, work, achieve, or participate in school activities or with a term, condition, or privilege of employment.

The Board of Education of Howard County prohibits discrimination on the basis of sex in its educational program, co-
curricular and extra-curricular activities, and in the workplace, as required by law.

Employees are responsible for maintaining appropriate relationships with students, monitoring student behavior and
responding appropriately to both observed and reported violations of policy. Employees may be subject to disciplinary
action or consequences for inappropriate behavior of a sexual nature, even when the behavior does not rise to the
level of sexual harassment as defined by prevailing federal and state laws.

Policy 1030: Child Abuse and Neglect

All children and vulnerable adults have the right to be protected from abuse and neglect. Failure to report child abuse
and neglect is cause for discipline; knowing failure to report may result in suspension or dismissal. Employees and
service providers must be able to recognize and report instances of abuse and neglect of children and vulnerable
adult students. All newly hired employees are required to attend a training session within 45 days of hire and annually
thereatfter.

Fingerprinting Law

Effective October 1, 1986, all new employees hired by a public school system must undergo fingerprinting and a
criminal background investigation.

The Howard County Public School System uses contractual services to conduct these investigations. A fee is
charged to employees, including substitute teachers, to cover costs. Current contracting and fee information is
provided at the time of hire.

Employees will be re-fingerprinted as many times as is necessary to comply with the law. There will be no exceptions.
(The Annotated Code of Maryland, Family Law Article, Section 5-561)
Lie Detector Tests

Under Maryland law, an employer may not require or demand, as a condition of employment, prospective
employment, or continued employment, that an individual submit to or take a lie detector or similar test. An employer




who violates this law is guilty of a misdemeanor and subject to a fine not exceeding $100. (The Annotated Code of
. Maryland, Labor and Employment Article, Section 3-702)

Equal Opportunity Employer

The Board of Education of Howard County complies with federal and state equal opportunity laws. The Howard
County Public School System does not discriminate on the basis of race, color, creed, gender, age, national origin,
religion, sexual orientation, marital status, or disability in matters affecting employment or access to programs.

Leave Without Pay

It is the Howard County Public School System’s expectation that all employees will provide their services on a regular
basis through the duration of their work year unless they are on approved sick leave, personal leave, or annual leave
for which they are eligible. Leave without pay will not be granted except in compelling circumstances and in
accordance with the applicable negotiated agreement.

Policy 1000: Civility

The Board has established clear expectations in Policy 1000 for civil behavior that support a safe, welcoming, and
nurturing environment on school property and at school-related activities. Employees, students, parents, volunteers,
and the general public are responsible for behaving in a civil manner and for cooperating in resolving incidents of
uncivil behavior.

| HAVE READ AND ACKNOWLEDGE THE PRECEDING STATEMENTS
CONCERNING THE FOLLOWING:

Drug-Free Workplace Act of 1988

Policy 1060: Tobacco-Free Environment

Policy 7040: Abuse of Alcohol and Other Noncontrolled Substances by Employees
Policy 7050, Prohibition of lllegal Drugs and Drug Paraphernalia for Employees
Policy 7020: Nepotism

Policy 7100: Family and Medical Leave Act (FMLA)

Policy 1020: Sexual Harassment

Policy 1030: Child Abuse and Neglect

Fingerprinting Law

Lie Detector Tests

Equal Opportunity Employer

Leave Without Pay

Policy 1000: Civility

Signature




Office of Human Resources All materials submitted for application

Howard County Public School System puzposes become the property of the
10910 Route 108 ' Howard County Public School System.

Ellicott City MD 21042-6198 Copies will not be released to anyone.

Professional Reference

To: Employee Name:

Employee S5#

Employed From:

Employed To:

Position Tide:

Position Applying for:

1 bereby authorize the employer named aboveto release the information requested below to the Howard County Public School Systém and
to provide any additional information which the HCPSS may request. I further release the named employer and. its agents, employees, efc.,
from any and all liability in connection with its completion of this form or the provision of the reference information.

Signature Date

You have been asked by an applicant to complete this reference form. Please complete and return this form to the address above. Your prompt atten-
tion to this request is appreciated. All information received will be handled in a confidential manner.

Performance Criteria

Based upon the most relevant observations or judgement of potential performance, regardless of the position held, please use the following ratings to
evaluate the above named applicant

(Ciscle One) 4 Highly Effective 3 Effective 2 Not Effective 1 No Basis for Judgement

1 Meets others with graciousness and ease

Exhibits tact in difficult simations

Demonstrates skills that are a prerequisite for 2 successful manager/administrator/supervisor

Is conscientious, dependable and punctual

Demonstrates mature judgement and a high degree of professionalism

Seeks relevant data and analyzes information to determine solutions to problems

Demonstrates steength in leadership skills

Establishes relationships with colleagues, students, parents, and community which reflect recognition of and respect for every individual

4 Excellent 3 Acceptable 2 Not Accei;inble 1 Do Not Know
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4 3 21 Maturity 4 3 2 1 Sensitive to feelings of others 4 3 2 1 Perceptiveness
4 3 2 1 Appearance 4 3 2 1 Initiative 4 3 2 1 Alertaess
4 3 2 1 Abilitytocommunicate 4 3 2 1  Professional Attitude 4.3 2 1 Honesty in Relationships
Would you re-employ this person without reservation? Do you know of any specific reason why this applicant would not make a
Yes No desirable employee?  Yes No
If no, please state your reason. If yes, please state your reason.
PLEASE FEEL FREE TO USE BACK OF THIS SHEET FOR ADDITIONAL COMMENTS.
Mailing Address:

Signature of Person Completing Form

Printed Name
Title Date
Phone (Area Code)




Office of Human Resources All materials submitted for application

Howard County Public School System purposes become the property of the
10910 Route 108 ' Howard County Public School System.

Ellicott City MD 21042-6198 Copies will not be released to anyone.

Professional Reference

To: Employee Name:

Employee SS#

Employed From:

Employed To:

Position Title:

Position Applying for:
1 bereby authorize the employer named above to release the information requested below to the Howard County Public School System and

to provide any additional information which the HCPSS may request. 1 further release the named employer and its agenis, employees, efc.,
from any and all iability in connection with its completion of this form or the provision of the reference information.

Signature Date

You have been asked by an applicant to complete this reference form. Please complete and return this form to the address above. Your prompt atten-
tion to this request is appreciated. All information received will be handled in a confidential manner.

Performance Criteria

Based upon the most relevant observations or judgement of potential performance, regardless of the position held, please use the following ratings to
evaluate the above named applicant:

(Circle One) 4 Highly Effective 3 Effective 2 Not Effective 1 No Basis for Judgement
4 3 2 1  Meets others with graciousness and ease
4 3 2 1 Exhibits tact in difficult situations
4 3 2 1 Demonstrates skills that are a prerequisite for a successful manager/administrator/supervisor
4 3 2 1 Is conscientious, dependable and punctual
4 3 2 1 Demonstrates mature judgement and a high degree of professionalism
4 3 2 1 Seeks relevant data and analyzes information to determine solutions to problems
4 3 2 1 Demonstmtes strength in leadership skills
4 3 2 1 Establishes relationships with colleagues, students, parents, and community which reflect recognition of and respect for every individual
Personal Qualities

4 Excellent 3 Acceptable 2 Not Acceptable 1 Do Not Know
4 3 2 1 Maturity 4 3 2 1 Sensitive to feelings of others 4 3 2 1 Perceptiveness
4 3 2 1 Appearance 4 3 2 1 Initiative 4 3 2 1 Alertness
4 3 2 1 Abilityto communicate 4 3 2 1  Professional Attitude 4 3 2 1 Honesty in Relationships
Would you re-employ this person without reservation? Do you know of any specific reason why this applicant would not make a
Yes No desirable employee?  Yes No
If no, please state your reason. If yes, please state your reason.
PLEASE FEEL FREE TO USE BACK OF THIS SHEET FOR ADDITIONAL COMMENTS.

Mailing Address:

Signature of Person Completing Form

Printed Name

Title Date

Phone (Area Code)




Office of Human Resources All materials submitted for application

Howard County Public School System purposes become the property of the
10910 Route 108 ' Howard County Public School System.

Ellicott City MD 21042-6198 Copies will not be released to anyone.
Professional Reference

To: .. , et Employee Name: .

Employee SS#

Empioyed From:

Employed To:

Position Title:

Position Applying for:
1 hereby authorize the employer named above to release the information requested below to the Howard County Public School System and
to provide any additional information which the HCPSS may request. I further release the named employer and its agents, employees, eic.,
from any and all liability in connection with its completion of this form or the provision of the reference information.

Signature - Date
You have been asked by an applicant to complete this reference form. Please complete and return this form to the address above. Your prompt atten-
tion to this request is appreciated. All information received will be handled in a confidential manner

L] L]
Performance Criteria
Based upon the most relevant observations or judgement of potential performance, regardless of the position held, please use the following ratings to
evaluate the above named applicant:

(Ciscle One) 4 Highly Effective 3 Effective 2 Not Effective 1 No Basis for Judgement
1 Meets others with graciousness and ease
Exhibits tact in difficult sitnations

Demonstrates skills that are a prerequisite for a successful manager,/administrator/supervisor

Is conscientious, dependable and punctual

Demonstrates mature judgement and a high degree of professionalism

Seeks relevant data and analyzes information to determine solutions to problems

Demonstrates strength in leadesship skills

Establishes relationships with colleagues, students, parents, and community which reflect recognition of and respect for every individual

Personal Qualities
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. 4 Excellent 3 Acceptable 2 Not Acceptable 1 Do Not Know
4 3 2 1 Matunty 4 3 2 1 Sensitive to feelings of others 4 3 2 1 Perceptiveness
4 3 2 1 Appearance 4 3 2 1 Initiative 4 3 21 Alrtness
4 3 2 1 Abiltytocommunicate 4 3 2 1  Professional Attitude 4 3 2 1 Honesty in Relationships
Would you re-employ this person without reservation? Do you know of any specific reason why this applicant would not make 2
Yes No desitable employee?  Yes No
If no, please state your reason. If yes, please state your reason.
PLEASE FEEL FREE TO USE BACK OF THIS SHEET FOR ADDITIONAL COMMENTS.

Mailing Address:

Signature of Person Completing Form

Printed Name
Title Date
Phone (Area Code)




HowarRD CounNTyYy PUBLIC ScHOOL SYSTEM
10910 RouTte 108 ¢ ErLrLicoTrT CiTY, MARYLAND 21042

TO BE COMPLETED BY ALL APPLICANTS

f information and waiver of liability

I hereby affirm that all statements, disclosures, and information supplied by me with this
application are true, complete and accurate to the best of my knowledge. Furthermore,

I understand and agree that any misstatements, false statements, or omissions made by me
on this application and any addendum to this application shall be considered sufficient
cause for denial of my employment ot my immediate termination, if employed. I hereby
knowingly and voluntatily authotize the Board of Education of Howard County, Maryland
to investigate my past tecord. I further release my past and present employets and all
persons whomsoever contacted by the Howard County Board of Education from any

and all liability in connection with the furnishing of information, including reference,
employment, background, and other information supplied to enable the school system

to assess my application and credentials.

I have read and acknowledge the above statements.

Signature Date

RETURN THIS APPLICATION TO:

Attn: Kirk J. Thompson

Howard County Public School System
Human Resources Office

10910 Route 108

Ellicott City, MD 21042-6198



