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MESSAGE FROM THE COUNTY EXECUTIVE  

 
It is my pleasure to present the Fiscal Year 2003 Equal Employment Opportunity and Diversity 
Action Plan for Montgomery County.  Despite fiscal challenges over the past year, Montgomery 
County has continued its steadfast progress in supporting diversity in our workforce and 
demonstrating its commitment to equal employment opportunity (EEO) for all of our employees.  
Under the guidance of the Office of Human Resources (OHR), Montgomery County has 
promoted an environment that ensures equity and embraces diversity in the workplace.  Some of 
the more noteworthy achievements in this regard over the past year include the following: 
 
• The percentage increase in minority representation in the County workforce was nearly 

double that of the percentage increase of the overall workforce. 
 
• The average earnings of female employees in the County workforce continue to approach 

parity with the average earnings of male employees; women in the County workforce 
currently earn 94% of the earnings of men, compared to 93% just last year.  This is 
significantly higher than the national statistics of 72% for female earnings as a percentage of 
male earnings.   

 
• The County issued new Personnel Regulations in FY 02 that strengthen the County’s 

commitment to EEO and provide for priority placement of disabled employees as a 
reasonable accommodation. 

 
• The Montgomery County Diversity Council embarked on several important projects in FY02, 

including a Council Resolution commemorating the events of September 11th, and special 
presentations on the 2000 Census Report and assistive technology for the disabled. 

 
• The Montgomery County 2002 Diversity Day Celebration will feature a new Departmental 

Diversity Award to recognize exemplary achievement by a department or agency in the area 
of workforce diversity, as well as a diversity focused health and education fair in 2003. 

 
• The Office of Human Resources has rolled out new, mandatory training entitled “EEO 

Compliance Training for Managers and Supervisors” as well as a new Certificate Program in 
Diversity Studies.  

 
• Montgomery County received the “Workplace Excellence” Seal of Approval from the 

Montgomery Work/Life Alliance for supporting work/life practices that help employees 
integrate their professional, personal, and community roles.  The County Executive was also 
awarded the Trailblazer Award from the Commission for Women for the “Advancement of 
Women in the Workplace.” 

 
These achievements represent the collective efforts of managers and employees committed to 
promoting the values of equal employment opportunity and diversity in Montgomery County.  
We are proud to present this FY2003 EEO & Diversity Action as a demonstration of this on-
going commitment. 
 
 
     Douglas M. Duncan 
     County Executive 



 
 
 
 
 
 
 
ABOUT THE EQUAL EMPLOYMENT OPPORTUNITY & DIVERSITY ACTION PLAN 
 
 
I am pleased to issue the FY 2003 Equal Employment Opportunity & Diversity Action Plan. The 
dramatic events of the last year have had a significant impact on the mission of public service.  In 
the face of unprecedented challenges, we have risen to meet these challenges through our most 
valuable asset: our human resources.   Despite fiscal constraints and a modest increase in the 
County workforce, we have been able to maintain our commitment to equal employment 
opportunity and workforce diversity by increasing the representation of women and minorities in 
all measured racial/ethnic categories.   The Office of Human Resources has led this effort by 
helping Departments meet their recruitment needs by expanding outreach and removing obstacles 
to traditionally underrepresented groups.     
 
The FY03 Plan provides a detailed analysis of the County’s workforce by race/ethnicity, gender 
and EEO job group, and discusses the collective and individual agency efforts to promote 
inclusion, diversity, and equity in the workplace.  This document demonstrates the County’s 
progress in the areas of EEO and diversity, and points out areas of need, as well.  Our goal 
continues to be the optimum utilization of human capital, through the recruitment and 
development of a diverse, qualified and talented workforce.  Toward that end, recruitment 
objectives and strategies have been designed to target outreach to those areas where 
underutilization exists.   

 
This year, the Plan features new sections, including a Progress Report on Utilization of Protected 
Groups in FY 02 and FY 03, an Adverse Impact Analysis on selected EEO job groups, and a 
display of training and educational opportunities in the area of EEO and diversity studies.  In 
addition, the Plan provides updated analyses of salary information by gender, and discrimination 
complaints by type.  It also provides information on-going programs such as the County’s Annual 
Diversity Day Celebration Program, the Montgomery County Diversity Council, and 
Departmental initiatives implemented in FY 02 to promote diversity.   

  
It is our common goal and shared responsibility to cultivate an environment that values diversity 
and ensures equity among all individuals.  Let us take pride in our accomplishments but resist 
complacency.  We in the Office of Human Resources are proud to take the lead in pursuing this 
goal and we  thank you for your continued support.    
 
 
 

James E. Torgesen 
Acting Director 

 
 



 
 
 
 
 
 
 
 

“ In Our Work Environment, We Recognize 
 Diversity as a Unique and Unifying Force Where  

All Individuals Are Respected and Valued and  
Given an Equal Opportunity for Success” 

 
 
 

The Honorable Douglas M. Duncan 
Montgomery County Executive 

On the occasion of the official launching of the County’s Diversity Initiative 
and the first Annual Diversity Day Observance Program 

Rockville, Maryland, December 12, 1995 
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POLICY STATEMENT 
& 

RESPONSIBILITY FOR IMPLEMENTATION



POLICY STATEMENT 
 
Montgomery County is an equal opportunity employer committed to workforce diversity.  
It is the policy of Montgomery County to conduct all employment activities in a manner 
that will ensure equal employment opportunity for all persons without regard to race, 
color, religion, national origin, ancestry, sex, marital status, disability, sexual orientation, 
genetic status, or political affiliation.  It is also the policy of Montgomery County that 
supervisors and managers must ensure that employees are provided with a work 
environment that is free from discrimination and harassment of any kind.  Employees 
must not discriminate or harass anyone on these bases, or retaliate against anyone for 
participating in an investigation under this policy.  Employment discrimination is 
prohibited by Federal, State, and local laws and will not be tolerated. 
 
 

RESPONSIBILITY FOR IMPLEMENTATION 
 
The EEO and Diversity Management Team in the Office of Human Resources is the lead 
entity responsible for development and implementation of the Equal Employment 
Opportunity and Diversity Action Plan.  The Team is also responsible for enforcement of 
Montgomery County’s Equal Employment Opportunity (EEO) Policy.  In conjunction 
with other County offices, the Team serves to promote fairness, equity, and respect for 
diversity in the workplace.  Managers and supervisors bear a special responsibility to 
ensure that individuals under their supervision are provided with a work environment free 
from discrimination and harassment of any kind.  Department Directors and County 
Officials are responsible and accountable for implementing the objectives of the County’s 
EEO and Diversity Action Plan in their respective areas.  



 
 
 
 
 
 
 
 
 
 

DISSEMINATION OF PLAN



DISSEMINATION OF PLAN  
 

 
The County’s Equal Employment Opportunity and Diversity Action Plan shall be made 
available to applicants, employees, and the general public through the Office of Human 
Resources (OHR).  OHR disseminates the information contained in the Plan to all 
Department and Agency Directors on an annual basis.  They are responsible for making 
the Plan available to employees within their respective areas, as appropriate.  The Plan is 
also disseminated to the Montgomery County Diversity Council, the Offices of the 
County Executive including the Office of Community Outreach which staffs the African 
American, Hispanic/Latino, and Asian American Liaisons.  In addition, the Plan is 
disseminated to the African-American, Hispanic/Latino, and Asian-Pacific Advisory 
Groups appointed by the County Executive. 

 
The County distributes copies of the County’s EEO and Sexual Harassment Policies 
contained in the Plan at all employee orientations and related training sessions.  The 
Policies are reiterated throughout the year in various County-wide communications, 
including OHR’s FYI and policy memoranda from the County Executive. The Policies 
are available and posted at County facilities and work sites.  The Plan and related policies 
are also available in the resource library of the County’s website at 
www.emontgomery.org/ohr/index_frameset.htm.  
 
 
 
 
 



 
 
 
 
 
 
 
 
 

WORK FORCE ANALYSIS 
 

 
THE FOLLOWING WORK FORCE ANALYSIS SUMMARY PROVIDES A STATISTICAL 

BREAKDOWN OF THE WORK FORCE COMPOSITION OF THE VARIOUS DEPARTMENTS AND 

AGENCIES IN THE EXECUTIVE BRANCH OF MONTGOMERY COUNTY GOVERNMENT , BY 

GENDER AND RACE/ETHNICITY .  THE DATA IS PRESENTED IN NUMBERS AND 

PERCENTAGES OF THE TOTAL WORK FORCE FOR EACH DEPARTMENT .   



(INSERT FY 03 WORKFORCE ANALYSIS)



FY 03 EXECUTIVE BRANCH WORKFORCE COMPOSITION BY RACE
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UTILIZATION ANALYSIS 
 
 
THE FOLLOWING INCUMBENCY VS. ESTIMATED AVAILABILITY SUMMARY (ALSO 

KNOWN AS THE UTILIZATION ANALYSIS SUMMARY ) PROVIDES A STATISTICAL 

BREAKDOWN OF THE COUNTY’S WORKFORCE COMPOSITION IN EACH JOB GROUP BY 

GENDER AND RACE/ETHNICITY , AS COMPARED WITH THE AVAILABILITY OF QUALIFIED 

INDIVIDUALS IN THE RELEVANT LABOR MARKET .*  THE COMPARISON IS MADE IN EACH 

EEO JOB GROUP BY GENDER AND RACE/ETHNICITY .  UNDERUTILIZATION IS SAID TO 

EXIST WHEN THE DIFFERENCE BETWEEN THE COUNTY’S WORKFORCE AND THE 

AVAILABLE QUALIFIED WORKFORCE IS GR EATER THAN TWO STANDARD DEVIATIONS .   
COUNTY WORKFORCE DATA IS PRESENTED IN NUMBERS AND PERCENTAGES , WHILE THE 

LABOR MARKET DATA IS PRESENTED IN TERMS OF PERCENTAGES ONLY , FOR EACH JOB 

GROUP.   
 
*PLEASE NOTE THAT THIS ANALYSIS IS BASED ON 1990 U.S. CENSUS DATA WHICH IS 

THE MOST RECENT CENSUS DATA MADE AVAILABLE BY THE FEDERAL GOVERNMENT .  
ALTHOUGH NOT REFLECTIVE OF THE CURR ENT DEMOGRAPHICS OF THE COMMUNITY , 
IT IS CURRENTLY THE DATA THAT IS OFFICIALLY USED BY THE FEDERAL GOVERNMENT 

IN DETERMINING UNDERUTILIZATION . 



(INSERT FY 03 UTILIZATION ANALYSIS ) 



County-wide Utilization Progress Report  
 (FY 03 and FY 02 Comparison) 

 
Underutilized?  

 
Job Group 

  
Female 

 
Minority 

 
Black 

 
Hispanic 

 
Asian 

 
Am. 

Indian 
211 Officials & Admin   FY 03       

 FY 02       
212 Officials & Admin (Mid) FY 03 YES      

 FY 02 YES      

222 Prof (Other) FY 03 YES  YES    

 FY 02 YES  YES    
223  Prof (1st Line Sup) FY 03 YES YES YES    

 FY 02 YES YES     
231  Technicians FY 03  YES YES  YES  

 FY 02  YES YES    
233  Tech (1st Line Sup) FY 03 YES YES     

 FY 02 YES YES     
241 Protect Serv Officials FY 03 YES YES YES YES   

 FY 02 YES YES YES YES   
242  Protect Service Patrol FY 03  YES YES    

 FY 02  YES YES    

251 Paraprofessionals FY 03       

 FY 02       

261 Office & Clerical FY 03       

 FY 02       
262 Clerical (Other) FY 03 YES      

 FY 02 YES      
263 Off & Cler  1st Line   FY 03 YES      

 FY 02 YES      
271 Skilled Craft FY 03 YES YES YES    

 FY 02 YES YES YES    
273 Skill Craft  1st Line Sup FY 03       

 FY 02       
281 Service Maintenance FY 03 YES      

 FY 02 YES      
283 Service Maint 1st Line FY 03  YES YES    

 FY 02  YES YES    
 

YES indicates there is statistically significant underutilization of females or minorities in the respective job group, as 
compared to the availability of those individuals in the relevant labor market; Utilization is based on 1990 census data. 



 
 
 
 
 
 
 
 
 

SALARY ANALYSIS 
  
 
THE FOLLOWING SALARY ANALYSIS PROVIDES GRAPHICAL DATA ON THE AVERAGE 

ANNUAL PAY OF EMPLOYEES IN THE COUNTY’S EXECUTIVE BRANCH WORK FORCE BY 

RACE/ETHNICITY AND GENDER . 



FY 03 AVERAGE ANNUAL PAY BY RACE/ETHNICITY
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FY 03 AVERAGE PAY BY GENDER
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FY 03 AVERAGE PAY BY RACE & GENDER
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(INSERT PAY GRADE DISTRIBUTION BY GENDER)



 
 
 
 
 
 
 
 
 
 

DISCUSSION OF ANALYSES 
& 

AREAS OF NEED 



DISCUSSION OF ANALYSES AND AREAS OF NEED 
 
Work Force Analysis 
 
Montgomery County continued to improve in the area of equal employment opportunity 
and work force diversity in Fiscal Year (FY) 2002.  The Work Force Analyses show that 
the total number of minorities in the County work force has continued to increase in FY 
2002, as it has over the past four years, with minorities comprising 36.6% of the total 
County work force.  This is a 4.73% increase from FY 2001.  In FY 2002 women 
comprised 45.06% of the total County work force population which is an increase of 
2.38% from FY 2001. 
 
All racial/ethnic groups experienced an increase in representation as well.  As shown 
below, Asians currently represent 4.92% of the County work force.  This represents a 
9.16% increase over FY 2001.  Representation of American Indian individuals (currently 
0.8%) increased 4.91%, followed by a 3.75% increase in Black representation (currently 
24.2%) since last year.  Although still at 5.9% of the work force, Hispanic representation 
increased by thirteen individuals which amounted to a 2.83% increase from FY 2001.  
The increase in representation of all minority groups exceeded the overall (albeit modest) 
increase in the Executive Branch workforce of 2.38%.  Female representation in the 
workforce increased the least at 1.72%. The increases confirm that the recruitment 
strategies and activities employed by the County have continued to be successful in 
increasing the diversity of the County’s Workforce. 
  

Executive Branch Work Force Representation FY 99 through FY 02 
 

End Of  
FY Data1 

Total 
Employees 

Total 
Females 

Total 
Minorities 

Black Hispanic Asian American 
Indian 

FY 1999 
% of Total 

7205 
100% 

3185 
44.2% 

2374 
32.9% 

1673 
23.2% 

347 
4.8% 

298 
4.1% 

56 
0.8% 

FY 2000 
% of Total 

7382 
100% 

3289 
44.6% 

2488 
33.7% 

1723 
23.3% 

386 
5.2% 

322 
4.4% 

57 
0.8% 

FY 2001 
% of Total 

7795 
100% 

3536 
45.36% 

2789 
35.78 

1862 
23.9% 

458 
5.9% 

360 
4.6% 

61 
0.8% 

FY 2002 
% of Total 

7981 
100% 

3597 
45.06% 

2921 
36.6% 

1932 
24.20% 

471 
5.9% 

393 
4.92% 

64 
0.8% 

% Change 
FY 98-99 

 
+1.3% 

 
+0.5% 

 
+2.6% 

 
+2.0% 

 
+3.6% 

 
+5.3% 

 
+1.8% 

% Change 
FY 99-00 

 
+2.5% 

 
+3.3% 

 
+4.8% 

 
+3.0% 

 
+11.2% 

 
+8.1% 

 
+1.8% 

% Change 
FY 00-01 

 
+5.6% 

 
+7.5% 

 
+12.1% 

 
+8.1% 

 
+18.7% 

 
+11.8% 

 
+7.0% 

% Change 
FY 01-02 

 
+2.38% 

 
+1.72% 

 
+4.73% 

 
+3.75% 

 
+2.83% 

 
+9.16% 

 
+4.91% 

 
                                                 
1 All data reflect status as of the last quarter of the respective fiscal year.  
 



Job Group Analysis 
 
For FY 2002, the Job Group Analysis continues to show increases in the representation of 
females and minorities in most EEO job groups. The Protective Services and 
Professionals job groups demonstrated the most noteworthy increases in female and 
minority representation since last year.  Black representation decreased slightly in the 
Officials and Administrators job group, as did Hispanic and Asian representation in the 
Paraprofessionals job groups.  
 
Asian representation in the Protective Services job group had the greatest increase in 
change from fiscal year 2001 at 30.76%.  Asian representation in all job groups had the 
highest increase of 9.16% from FY 2001, followed by representation of American Indians 
at 4.91% in all job groups, African American representation at 3.75% and Hispanic 
representation at 2.83%.     
 
Change in Work Force Representation in Selected EEO Job Groups*  
From end of FY 01 to end of FY02 
 
Job 
Group 

Total 
Employees 

Total 
Females 

Total 
Minorities 

Black Hispanic Asian American 
Indian 

Officials & 
Administrators   

+6.43% 
 
+3.37% 

 
+1.31% 

 
-1.92% 

 
+0.11% 

 
+7.14% 

 
No 
change 

Professionals 
+3.61% +4.38% +6.10% 

+6.08
% 

No 
change +9.92% +0.16% 

Protective 
Services +4.44% +3.25% +9.48% 

+7.27
% +7.95% 

+30.76
% +0.04% 

Paraprofessiona
ls +4.22% +5.61% +7.87% 

+8.84
% -2.9% 

-1.51%- 
+0.50% 

All Job Groups 
+2.38% +1.72% +4.73% 

+3.75
% +2.83% +9.16% +4.91% 

 
* These job groups include the sub-groups assigned to each job group.  For example, 
Professionals includes Professionals –RNs, Librarians, Social Workers; Professionals – 
Other; and Professionals – First Line Supervisors. 
 
Utilization Analysis 
 
Utilization is measured by comparing the incumbent work force of a protected class with 
the available work force of the same protected class in the relevant labor market.  
Underutilization is indicated when the difference between those quantities is greater than 
two standard deviations.  This is a commonly accepted standard for determining 
underutilization.  
 
The County has made significant improvement in the utilization of females and 
minorities as compared with the qualified and available labor market statistics (see 
Incumbency v. Estimated Availability Summary). Most notably, females and minorities 



are well represented in the top ranks of the Official and Administrators job group of the 
Executive Branch.   The data continue to indicate no statistically significant 
underutilization of women or minorities in this job group.  
 
However, the Analysis for FY 2002 again revealed areas of our workforce composition 
that warrant attention.  Females continue to be underrepresented in the Mid level 
Officials and Administrators, Other Professionals, Professional- First Line Supervisors, 
Technicians- First Line Supervisors, Protective Service Officials, Paraprofessionals- First 
Line Supervisors, Other Clerical, Skilled Craft, and Service Maintenance job groups.   
 
Black employees continue to be underrepresented in the following job groups:  
Professionals, Professionals First Line Supervisors, Technicians, Protective Services 
Officials, Protective Services Patrol, Skilled Craft, and Service Maintenance - First Line 
Supervisors.  Although underutilization of Black employees still exists in the job groups 
listed above, the analysis reveals a slight decrease in the degree of underutilization in the 
Professionals and Technicians job groups from the previous fiscal year.     
 
Hispanic employees are underrepresented in the following job groups: Protective Service 
Officials and Paraprofessionals- First Line Supervisors.  The analysis shows that 
compared to FY 2001, although Hispanics are underrepresented in the Paraprofessionals- 
First Line Supervisors job group by 3.51%, that percentage increased only slightly from 
3.48% in FY 2001.  This may be due, in part, to the decrease of available qualified 
Hispanics in the labor market for this job group. The analysis also reveals that the 
underrepresentation of Hispanics in the Protective Service Officials job group has 
decreased from 1.43% in FY 2001 to 1.14% in FY 2002.  This decrease may have been 
greater; however, the labor market has also seen an increase in the availability of 
qualified Hispanics for this job group. 
 
Finally, the Analysis reveals that underutilization of Asians in the Paraprofessionals - 
First Line Supervisors job group continued, however, the percentage increase dropped 
somewhat from the previous year.  The Analysis shows no statistically significant 
underutilization of Asians in any other job group.  In addition the analysis shows no 
statistically significant underutilization of American Indians in any job group.  This may 
be due in part to the low availability of qualified American Indians in the local labor 
market.1   
 
Salary Analysis 
 
The Salary Analysis revealed moderate disparities in average salaries among racial/ethnic 
groups and slight disparity between genders.  The data was calculated on the basis of 
average annual pay for regular, active employees in all job groups of the Executive 

                                                 
1 It is important to note that this utilization data is based on 1990 U.S. Census Report, which is the latest 
Federal Census data available, to date.  The new 2000 Census Report will no doubt reveal significant 
changes to the utilization analysis.  
 



Branch, as of the end of FY 2002.  The table below depicts the average salaries by race 
and gender: 
 
Average Annual Pay of Executive Branch Employees by Race and Gender 
 

Group White Black Hispanic Asian Am. Ind. All Emps. 
Male $55,701 $44,048 $43,499 $52,666 $44,397 $51,873 
Female $50,753 $46,213 $42,433 $45,485 $41,342 $48,561 
All Emps. $53,540 $45,010 $42,929 $48,681 $43,156 $50,381 

  
White males continue to earn the highest average salary at $55,701 followed by Asian 
males at $52,666.  The average female’s salary is 94% of the average male’s, an increase 
of 1% over the previous year.  This is still a substantially lesser disparity than the national 
statistics on pay disparity (where females’ salaries are approximately 72% of males’).1  
One of the reasons for this disparity in the County may be that there tends to be a higher 
concentration of females in lower graded (grade 5 to 15) positions.  However, this is 
partially offset by the greater number of females in the mid-range grades of 21 through 
25.   
 
The Management Leadership Service which comprises three broadbanded management 
occupational classes continues to show a higher representation of males than females.  
However, the addition of the Manager III occupational class (comprising former selected 
supervisory classes in grades 27 through 29) yielded a slightly higher representation of 
females in that class (see Pay Grade Distribution by Gender).  Among racial/ethnic 
groups, the greatest disparity exists between White males (at $55,701) and American 
Indian females (at $41,342).  The range of difference between the highest and lowest 
average salaries among these racial/ethnic groups is $14,359 or 26%. 
 
Conclusion 
 
Overall, the FY02 Plan reveals moderate improvement in the representation of 
individuals in all protected classes, despite unusual fiscal constraints and the concomitant 
restriction on hiring opportunities.  While there continues to be underutilization of 
females and minorities in certain job groups, the degree of underutilization has decreased 
somewhat.  The County’s goal remains to be the optimum utilization of all qualified 
employees.   As such, the County continues to pursue expansive recruitment outreach, 
with a focus on underrepresented areas, as well as new systems to support its efforts to 
efficiently track applicant flow.  The recruitment strategies for FY03 are specifically 
addressed in the Recruitment Objectives and Strategies section of this Plan. 

                                                 
1 “Working Women: Equal Pay—It’s Time for Working Women to Earn Equal Pay,” www. AFL-
CIO.org/women/equalpay, Aug 2001 
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RECRUITMENT OBJECTIVES AND STRATEGIES  
 

 
I Recruitment Philosophy 
  
It is the policy of Montgomery County to conduct all employment activities in a manner that will 
ensure equal employment opportunity for all persons without regard to race, color, religion, 
national origin, ancestry, sex, marital status, disability, sexual orientation, genetic status, or 
political affiliation.  The County’s goal is to provide full and equal opportunity for qualified 
individuals. 
 
To this end, the County employs strategies to attract a diverse and qualified pool of 
candidates from which to make employment decisions.  Recognizing the value of 
diversity in terms of the skills, abilities, experiences, and perspectives of individuals, 
Montgomery County strives to achieve inclusiveness through recruitment outreach and 
by identifying and eliminating barriers to diversity in recruitment. 
 
II Recruitment Objectives 
 
The County’s goal is to achieve a diverse cadre of qualified employees and eliminate barriers to 
optimum utilization of underrepresented employees.  To this end, the Office of Human Resources 
(OHR) has and will continue to expand and target its recruitment outreach efforts to include 
currently underrepresented communities.  The County’s objectives are to increase representation 
of qualified females and minorities in all underrepresented EEO job groups. 
 
III Recruitment Strategies 
 
OHR is the primary agency responsible for performing recruitment activities for countywide 
employment.   Through OHR, the County strives to meet its recruitment objectives by expanding 
outreach in areas serving the Black, Hispanic, Asian, and American Indian communities 
whenever underrepresentation exists, through the use of media and organizations representing 
minorities and women.  The County and OHR have adopted the following strategies and steps to 
achieve these objectives: 
 
General 
 

• OHR is available to meet with individual departments in a consulting capacity to 
advise them on outreach to a variety of underrepresented groups in their 
department-specific recruitment efforts; 

• OHR established a Recruitment Outreach Work Group comprising Department 
managers and HR specialists that meets monthly to discuss current recruitment 
needs, diversity outreach, strategies, impending job fairs, etc. 

• OHR establishes a booth at the Annual Diversity Day Observance Program for 
employees and members of the community to promote diversity in the County 
Government. 



• OHR partners with the Md. State Joint Services Employer Committee (JSEC) to 
sponsor a job fair which attracts a diverse candidate pool of over 2,500 
candidates.  

• As part of the Hispanic Business Institute, OHR partnered with Montgomery 
College to organize and conduct fifteen workshops to explain the employment 
process and application procedures to obtain employment with Montgomery 
County.  As part of the presentations, designated County departments were 
featured as guests to speak directly about employment opportunities within their 
departments.  Montgomery College representatives were also available to offer 
educational information on career tracks available at the College.  Workshops 
were offered in the Spanish/English languages to outreach, assist, and educate 
recent immigrants with the Montgomery County employment selection processes. 

• The County operates the Cultural Diversity Center that serves as a liaison between 
the County Government and the County’s many ethnic communities, and provides 
outreach and career development services, among other things. 

• OHR is forging partnerships with American University, Montgomery College, the 
University of Maryland and other academic institutions to establish internship 
programs that tap into the Washington Metropolitan Area’s diverse population. 

• Employment informational seminars are planned through the Fall of ’02 and 
Spring of “03 at designated County libraries particularly where large segments of 
language minorities reside. 

• OHR serves as a member of the Montgomery College Disability Support Services 
Advisory Committee, providing the opportunity to network with individuals with 
disabilities and their service providers. 

 
Women  
 

• The County sponsors programs promoting outreach and related services to women 
through the Montgomery County Commission for Women.  These programs 
include: 
• Re-entry to the Workforce Workshop 
• Take Your Daughter to Work Day 

• The County places advertisements on web-sites, attends job fairs and a series of 
seminars designed to assist women in their job search to promote employment 
opportunities with the County Government, including:  
• Women’s Fair 
• ivillage.com 
• Advancing Women’s Career Center (advancingwomen.com) 
• Career Exposure (careerexposure.com) 

 
Minorities  
 

• OHR has established contact with Radio One, a minority-owned radio station, 
to pursue its media outreach strategy.  Additionally, a television interview was 
recorded in May 2002 on the Spanish “Que Pasa” show on Montgomery 
County cable to educate the Hispanic population on the employment process 



in Montgomery County and motivate them to consider Montgomery County a 
viable employer.  This interview has played several times.  

• OHR has advertised job opportunities in the following publications/web-sites 
with high minority readership.   

• Affirmative Action Register 
• DiversePro (diversepro.com) 
• Washington Afro American 
• Best Diversity Employers (bestdiversityemployers.com) 
• Baltimore Sun 
• Hire Diversity (hirediversity.com) 
• Minorities (jb.com) 
• IMDiversity (imdiversity.com) 
• DCJobs.com 
• Blackworld.com 
• National Assoc. of African Americans in Human Resources (naaahr.com) 
• National Forum of Black Public Administrators 
• National Urban League (nul.org) 
• Black Caucus American Library Association 
• Minorities Job Bank (iminorities.com) 
• Job.blackcollegian.com 
• Saludos (saludos.com) 
• LATPRO.com 

• OHR supports the activities of the African American and Hispanic Employees 
Associations and co-sponsors educational and career development programs 
offered by these two organizations.  
• OHR has attended the following job fairs to promote job opportunities within 

minority communities: 
• NAACP Diversity & High Tech Job Fair 
• Representative Albert Wynn Job Fair 

• OHR has advertised job opportunities in the following publications/web-sites 
targeted at ethnic communities: 
• El Pregonero 
• Hispanic Reporter 
• El Tiempo Latino 
• Washington China Post 
• Washington China Times 
• Korea Times 
• Vietnamese Weekly 
• The County has participated in the following ethnic festivals and job fairs for 

the purposes of recruitment outreach: 
• Ethnic Heritage Festival 
• Baltimore Sun’s Career Fair 
• El Pregonero Hispanic Job Fair 
• Latino Heritage Month 



• OHR has established liaisons with a variety of organizations representing ethnic 
and multicultural alliances for the purposes of announcing employment 
opportunities.  These organizations include: 
• Hispanic Unidos Para Rockville 
• Hispanic Employees Association 
• African American Liaison 
• Asian American Liaison 
• Hispanic Liaison 

 
Special Recruitments 
 

• The County has participated in the following outreach events to address special 
recruitment needs: 
• University of Baltimore Criminal Justice Career Day, (Police, Corrections, 

Sheriff) 
• Towson University Career Day, (Police) 
• Anne Arundel County JSEC Job Fair (Police) 



 
 
 
 
 
 
 
 
 

 
ACTION PROGRAMS 

 
Fiscal year 2002 was an exciting year of many accomplishments in the area of EEO and 
workforce diversity.  The County’s commitment to the guiding principal of appreciating 
diversity was evidenced through a variety of County-wide and department-specific 
initiatives.  Through collaboration with departments, agencies, businesses, colleges, and 
community organizations, the County has enhanced and strengthened ongoing projects 
and begun new initiatives designed to promote a diverse and inclusive workforce.  This 
section highlights the progress made with respect to ongoing programs as well as new 
and improved programs designed to support the changing needs of our workforce. 



   
DISABILITY PROGRAM SERVICES  

 
 
Montgomery County has dedicated resources to providing services for disabled 
individuals in the workforce.  These services include counseling, reasonable 
accommodation, alternative placement, and disability retirement counseling.  The lead 
entity responsible for providing these services is the Disability Program Manager in the 
Occupational Medical Services (OMS) Team of the Office of Human Resources.     
 
In FY 02, OMS counseled 63 employees on issues related to disability (not including 
disability retirement meetings), and participated in 24 interventions with other 
departments.  In addition, 15 long term accommodations were provided to employees, 
which allowed them to continue working in the jobs that they were hired for.  Throughout 
the fiscal year, over 100 short term or temporary accommodations were provided. The 
Disability Program Manager also met with agency representatives working with 
individuals with disabilities in an effort to recruit qualified individuals with disabilities.   
 
In addition to these activities, individual departments embarked on their own initiatives in 
support of the disabled.  The Department of Public Works and Transportation is an active 
participant in the Bridges program, sponsored by the Marriott Corporation, which 
supports the hiring of the disabled.  Finally, numerous County departments and agencies 
have provided reasonable accommodations to their disabled employees, including 
modified work schedules, leave, telecommuting, light duty work, reassignments, and job 
restructuring.  



ADA COMPLIANCE PROGRAM 
 
 

Montgomery County is committed to providing residents with disabilities the opportunity 
for full participation in all its programs, services and activities. While access to County 
government programs, services, buildings and facilities is required under Title II of the 
Americans with Disabilities Act, is also a part of the County government’s overall 
commitment to providing quality customer service to all of our residents. 
 
The County’s Americans with Disabilities Act (ADA) Compliance Officer is responsible 
for ensuring that all of Montgomery County Government’s programs, services, buildings 
and other facilities are accessible to people with disabilities. This responsibility includes 
providing information, technical assistance and training for County staff on ADA issues. 
 
A variety of educational and awareness programs, presented cooperatively by the Office 
of Human Resources and the ADA Compliance Office, are available for County 
employees. These programs are designed to promote an understanding of the ADA law 
and effective techniques for communicating with people with disabilities. During FY02, a 
subcommittee of the County Executive’s ADA Initiatives Task Force developed and 
began to implement a plan to raise the awareness of County staff to ADA issues and 
resources.  
 
A disability awareness video and ADA information are now included as part of the 
orientation program for all new employees. In addition, information on ADA 
responsibilities and resources is available on the County employee intranet site and 
articles highlighting ADA resources have been included periodically in the bi-monthly 
employee newsletter, Overtimes.  County Cable Montgomery has broadcast a public 
service announcement prepared by the National Organization on Disability that is 
designed to combat negative stereotypes about people with disabilities. These efforts will 
continue in FY03. 
 
The Office of Human Resources and the ADA Compliance Officer have begun to update 
and improve existing ADA related training programs. When the ADA was enacted, the 
County inaugurated comprehensive ADA training.  ADA training is mandatory for 
managers and optional for other employees and has follows the format developed in the 
early 1990’s.  In FY02, several new training options were piloted, including workshops 
presented by trainers with disabilities and training developed to meet the needs of 
specific departments or work units.  A new TTY training, presented by a trainer who is 
deaf, was provided for thirteen departments and was extremely well-received. Although 
primarily focused on educating staff on using the TTY equipment, this training also 
included information on deaf culture, on communicating with people who are hearing 
impaired, and on Maryland Relay. A program, “New Faces in the Workplace,” was 
developed and piloted for the Diversity Council. Three County employees with 
disabilities presented the program focusing on how they use assistive technology and 
other techniques to do their job. Targeted trainings, designed to meet the specific needs of 
a department or work unit, were developed for and presented to the Commission on 



Women, the Mid County Regional Center and Wheaton Urban District staff, and the 
Department of Public Works and Transportation. 
 
In FY03, the Compliance Officer and the Office of Human Resources plan to expand 
these targeted trainings to more departments and update the disability awareness training 
with new speakers and ideas.  The training presented by trainers with disabilities has 
received a strong positive response and will be expanded beyond the pilot projects.   
 



EEO COMPLAINT PROCESSING PROGRAM 
 
 
The EEO and Diversity Management Team in OHR is responsible for managing the EEO 
Compliance function for the County Government.  The Compliance function of the Team 
is responsible for investigating complaints of discrimination from employees, applicants, 
contractors, and other individuals who conduct business with the County government.  
The investigative unit operates separately and distinctly from the diversity management 
function of the Team and acts as an independent, neutral finder of fact in the investigation 
of discrimination complaints.  The unit approaches all complaints as an impartial third 
party, representing neither management nor employees.  Under the auspices of the EEO 
Officer, investigators perform comprehensive factfinding in accordance with internal 
procedures, render impartial determinations, and make recommendations for appropriate, 
equitable actions.  
 
The EEO Complaint Processing Guidelines and the County’s Policy on Sexual 
Harassment (contained in the Appendices) provide some of the procedures related to 
processing complaints of discrimination.  Information on discrimination complaints 
received by the County is tracked in the EEO Case Log.  This access database maintains 
information on all internal and external complaints of discrimination against the County.  
This information is periodically reviewed for departmental trends and to identify areas of 
need.  The information is fed back to departments and the Chief Administrative Officer in 
management reports for their consideration.   
 
In FY 02, the EEO & Diversity Management Team processed a total of 50 EEO 
complaints and handled an additional 51 inquiries from managers and employees.  Of the 
50 complaints, 33 were filed and resolved internally and 17 were file with external 
(Office of Human Rights, Equal Employment Opportunity Commission) agencies.  
Additional data on the number and types of complaints investigated in the past fiscal year 
are provided in Section 12, Internal Audit Processes. 
 



ALTERNATIVE DISPUTE RESOLUTION 
 

 
In a continuing effort to resolve workplace disputes in an efficient and effective manner, 
Montgomery County has striven to develop new and innovative ways to address complaints and 
interpersonal conflicts in the workplace.  To this end, the County, in conjunction with the 
collective bargaining units, as appropriate, has implemented several new processes to resolve 
grievances and conciliate conflicts, as alternatives to standard grievance processing and complaint 
investigation.  Some of these processes are described below: 
 
• Mediation 
 
Mediation is an informal, completely voluntary process that provides parties to a dispute 
with a safe, non-threatening forum to air their dispute and work out their own, mutually 
agreeable resolution to the problem.   The process is facilitated by a trained mediator who 
serves as a neutral third party.  The mediator does not act as a decision-maker or counsel 
to either party, but rather helps the parties develop options in search of a resolution to the 
problem.  The process is conciliatory as opposed to adversarial and the parties retain 
control of the outcome.  Finally, the process is free, confidential, and voluntary.  This 
program began as a means to resolve EEO complaints (see Mediation Fact Sheet in 
Appendix), but has since been expanded to cover other types of workplace conflicts.  
Two complaints were successfully resolved through mediation in FY 02. 
 
• Pre-Discipline Settlement Conference 
 
The Pre-Discipline Settlement Conference was developed jointly by the County and the 
Municipal and County Government Employees Organization (MCGEO) to provide a 
quicker, more efficient redress of proposed disciplinary actions by management.  The 
process begins after a Statement of Charges for proposed discipline is issued to an 
employee.  If the County and MCGEO agree, a Pre-Discipline Settlement Conference 
may be held to present relevant information regarding the proposed disciplinary action 
to a Committee comprising representatives of management, MCGEO, and the Office of 
Human Resources.  After considering the information presented, the Committee issues a 
decision on a disciplinary recommendation.  The recommendation is then implemented.  
A total of 59 Pre-Discipline Settlement Conferences were held in fiscal year 2002. 
 
• Advisory Arbitration 

 
Advisory Arbitration is an alternative to the process of binding arbitration currently 
agreed to by the County and the union to resolve contract grievances.  Under Advisory 
Arbitration, the parties may voluntarily agree to present the disputed issue to a qualified 
arbitrator selected from a panel of individuals agreed upon by the County and MCGEO.  
Under an expedited proceeding, the arbitrator presents the parties with an informed 
“view” on the matter, as opposed to a binding decision.  If the arbitrator’s 
recommendation is not accepted by the parties, the parties may proceed through the 



normal process of binding arbitration; the information from the advisory arbitration may 
not be used in any subsequent proceeding. 



 
 

EEO & DIVERSITY MA NAGEMENT TRAINING 
PROGRAMS 

 
 
The Office of Human Resources’ Training Team works in concert with the EEO & 
Diversity Management Team to assess training needs in the area of EEO and diversity 
management, and design and implement educational and training offerings in response to 
those needs.  In FY02, the EEO & Diversity Management Team developed new 
mandatory EEO Compliance Training for Managers and Supervisors, to enforce 
regulatory requirements that all supervisors be trained on the County’s EEO policy and 
educated on their unique responsibilities in this regard.  This mandatory training was also 
in response to the Montgomery County Diversity Council’s recommendation that EEO 
and diversity management training be made mandatory for all supervisors.  In addition to 
this, the Mandatory Workplace Harassment training was retooled for the workforce.  
Managers are responsible for ensuring that all employees under their supervision have 
received this training and are strongly encouraged to repeat such training at least every 
five years, or sooner, as necessary.  
 

• Preventing Workplace Harassment Training (mandatory) 
• EEO Compliance Training for Managers and Supervisors (mandatory) 
• ADA Update Seminar 
• Diversity Studies Certificate Program  
• Communicating Services Across Cultural Lines 
• Today’s Diverse Workplace 
• ADA is Customer Service 
• ADA Title I and Title II 
• Disability Case Management Program: The Supervisor 
• Conflict Resolution 
• Conversational Spanish 



 
THE INTERNSHIP/APPRENTICEESHIP PROGRAM:  

A WORKFORCE DEVELOPMENT MODEL 
 
 
In 1997, the County Executive launched The Partnership For Youth Advancement Internship 
Program (PYA) Program, coordinated by the Office of Human Resources.  The goal of the 
Program was to provide students from diverse backgrounds, cultures, disabilities, socio-economic 
characteristics and origins with relevant unpaid work situations that offer them practical 
experiences, career alternatives and real-life workplace situations.  We are continuing to improve 
and expand this program. 
 
Now, in 2002 as part of the workforce development and succession planning initiative, 
OHR is developing a comprehensive, on-going strategic process that will identify and 
address the County’s future workforce needs. The program reaches out to students with 
diverse backgrounds, cultures, and races. The Internship/Apprenticeship program offers 
learning opportunities to students.   
 
The program will assist interns develop their potential and ability to succeed in a highly 
complex workforce.  By combining rigorous school and work-based learning 
opportunities with enhanced career exploration and guidance, the County’s program will 
develop students with stronger skills so they are better prepared to go directly into the 
workforce. Students will then be able to make the connection between the classroom and 
the world of work. 
 
The program will provide opportunities for Internships for High School and College 
students, as well as apprenticeship for students. OHR is committed to investing the 
resources necessary to augment our existing program with improved administrative 
processes and value added features. The overall goal is to implement a long-term 
workforce development and succession planning model for the County. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
WORK/LIFE INITIATIVE 

 
 
The County’s original Work/Life Committee was established in 1992.  Early committee 
initiatives included flex-time, the compressed work schedule, and a pilot telecommuting 
program.  The committee was re-established in 2000 with members designated by 
departments that chose to participate.  The new committee established a mission 
statement: 
 

The purpose of the Montgomery County Work/Life Committee is to support the County’s 
Office of Human Resources’ mission to attract, develop, and retain a diverse, high-
performing and well qualified workforce by recommending policies and programs that: 
• Create a workplace that integrates and balances work, family, home and 

community life. 
• Maintain a harmonious, respectful and supportive work environment. 
• Enable and encourage employees to maximize their potential contributions to 

the workplace. 
 
One of the committee’s first undertakings was to gather information for a resource 
directory for employees.  Completed in FY 02, the Resource Directory is a compilation 
of many of the work/life program options available to County employees as well as 
governmental and community resources to assist employees balance the demands of work 
and personal life.  The directory is available on the County’s intranet site (OHR’s 
Resource Library) for easy access.  
 
In FY 02, OHR obtained a Telework Partnership With Employers (TPE) grant funded by 
the Maryland Department of Transportation and administered through the Baltimore 
Metropolitan Council, Inc. to support development and implementation of a new 
telework program.  The telework pilot program is still in progress.  A survey of the 
teleworkers and their supervisors is now underway; a report of the survey findings and 
recommendations is expected in the fall of 2002.  At the present time, there are 25 active 
teleworkers, working from home an average of four days per month.  There was some 
attrition from the original group due to retirement, illness, and lack of suitability of some 
of the jobs for telework.  The majority of teleworkers are employees of the Department of 
Health & Human Services; other participating departments include Public Works & 
Transportation, Police, and Libraries.  A range of job titles is represented by the group; 
most teleworkers are professional employees, there is one office support employee, and 
there are two employees with expertise in information technology. 
 
Some of the current programs and services offered by the County in support of work/life 
balance include:  
 
• alternative work schedules 
• telework pilot program 
• training and career development programs 



• tuition assistance 
• employee wellness programs 
• transit subsidies, including free transportation on County Ride-On buses 
• dependent care flexible spending account 
• ergonomics surveys 
• financial planning 
• parental leave 
• family sick leave 



 
DIVERSITY DAY CELEBRATION PROGRAM 

 
 
In 1995, the County Executive launched a County-wide Diversity Initiative designed to 
create a positive work environment across all departments and agencies.  An important 
part of this initiative was the establishment of an Annual Diversity Day Celebration.  
Since its inception, the Office of Human Resources has been the lead County agency 
responsible for organizing the Annual Montgomery County Diversity Day Celebration 
Program.  
 
In FY 02, the Diversity Day Celebration featured keynote speaker Paul Igasaki, Vice 
Chair of the U.S. Equal Employment Opportunity Commission, diversity related exhibits, 
international foods and live ethnic entertainment.  Thanks to the generous support of the 
Gazette Newspapers, which provided free advertising, the County’s Diversity Day 
Program was able to promote a food drive to benefit the Manna Food Services charity in 
Rockville, Maryland.  In addition, the County’s Department of Public Works and 
Transportation provided free shuttle buses in various locations of the County to transport 
employees and members of the community to the festivities in Rockville.  The 
combination of nationally known speakers, multi-cultural entertainers, international 
foods, and diversity-related informational exhibits, resulted in an extremely successful 
celebration of diversity that was enjoyed by all.   
 
In FY 03, the County’s Diversity Day Celebration was retooled and officially co-
sponsored by the Montgomery County Diversity Council and the Office of Human 
Resources. Planning for the 2002 program includes multiple events (beyond the 
traditional one-day October event), including a diversity focused health fair in the winter 
and education fair in the summer of 2003.  The FY03 Diversity Day Celebration “kick-
off” program is scheduled for October 18, 2002 and will feature renowned diversity 
related author and motivational speaker, Diane Sutton, a new Departmental diversity 
awards presentation, and inspirational performances by the Montgomery County Police 
Gospel Choir and many other live performers. 



complaint to the EEO Officer for investigation or, if the EEO Officer 
and the County Attorney concur, may investigate the complaint and 
attempt to resolve it informally.  Informal resolution is appropriate 
only if the essential facts of the complaint are undisputed and both the 
victim and alleged perpetrator of the harassment agree to informal 
resolution.  If attempts at informal resolution are unsuccessful, the 
complain must be referred to the EEO Officer or an attorney in the 
County Attorney’s Office within three (3) working days. 

c) A complaint brought to the attention of the EEO Officer or an attorney 
in the County Attorney’s Office may be oral or written and may be 
brought by any person having knowledge of the harassment. 

d) The EEO Officer or an attorney in the County Attorney’s office will 
initiate the investigation of a complaint within 24 hours after the 
allegation is brought to his or her attention or notice is received that an 
attempt at informal resolution has been unsuccessful. 

e) Every effort will be made to maintain the confidentiality of the 
information provided in connection with a sexual harassment 
complaint, and to protect the privacy of the individuals involved.  
Information about the investigation will be given only to those persons 
who have a genuine need for the information because of their role in 
the investigation or those who are legally entitled to the information.  
Anonymity or confidentiality cannot be guaranteed. 

f) To the extent possible, the investigation and attempts to resolve the 
complaint will be completed within fourteen (14) working days of the 
filing date of the complaint. 

g) Promptly upon completing the investigation, the EEO Officer or an 
attorney in the County Attorney’s Office will notify the alleged victim, 
alleged perpetrator, and appropriate management officials of the 
results of the investigation and the recommendation for resolution. 

2. Remedial Action 
 

a) If the alleged perpetrator is a County employee, the Director of the 
Department or Office where the alleged perpetrator is employed is 
responsible for taking appropriate remedial action to resolve the 
complaint.  Appropriate remedial action may include referral to the 
Employee Assistance Program or other type of counseling, transfer, 
disciplinary action, including discharge, or the filing of civil criminal 
charges. 

b) If the alleged victim is a County employee, but the alleged perpetrator 
is a contractor, consultant, subcontractor, their employees, individuals 
who conduct business with the County, or individual who receive 
services from the County, the appropriate remedial action will be 
recommended by the County Attorney and implemented by the CAO. 



c) The EEO Officer will continue to review the complaint until the 
complaint is resolved and report the status of the complaint and 
investigation to the County Attorney on a regular basis as agreed by 
the EEO Officer and the County Attorney. 

 
EDUCATION  AND TRAINING  
 

1. The County will provide ongoing educational and training programs to 
inform employees about sexual harassment, how to prevent it and how to 
identify and deal with complaints of sexual harassment. 

2. This policy must be provided to all employees and must be made available 
to the public. 

3. Further information about this policy or how to file a complaint may be 
obtained by contacting the EEO Officer in the Office of Human 
Resources. 

 
EFFECTIVE DATE  
 

This policy is effective immediately upon the signature of the County 
Executive below. 

 
 
 
Approved: 
 
 
Signed by Douglas M. Duncan 8/1/96  
Douglas M. Duncan   Date 
County Executive 
 
 
 
 
Approved for form and legality: 
 
 
Signed by Charles W. Thompson 7/31/96 
Charles W. Thompson, Jr.  Date 
County Attorney 
 
 



MEDIATION 
 

Fact Sheet 
 
 
Disputes in the workplace are often inevitable.  Traditionally, the means of resolving 
employment disputes has been the time-consuming and often costly prospect of filing a 
formal complaint.  The EEO & Diversity Management Team in the Office of Human 
Resources offers an appealing and effective alternative to the often adversarial process of 
filing a complaint: Mediation.  Mediation is an informal, voluntary process which 
provides an safe, non-threatening forum for the parties to a complaint to discuss the 
issues and work out a mutually agreeable solution.  The process is completely voluntary 
to all parties; there is no obligation to participate or reach an agreement, and either party 
may withdraw from mediation at any time.  If either party chooses not to participate, or 
the mediation fails to produce an agreement to settle the complaint, the complaint will be 
processed and investigated in the normal fashion.  The failure to successfully mediate a 
complaint will in no way affect the investigation. 
 
The mediation is facilitated by a trained mediator who serves as a neutral third party. The 
parties understand that the mediator is there to facilitate the process and does not act as a 
decision-maker or counsel to either party.  Individuals participating in mediation agree to 
keep all matters discussed during the mediation session confidential.  The information 
presented during mediation cannot be used as evidence in any subsequent administrative 
or judicial proceeding. 
 
More and more organizations are using mediation as an effective and efficient way to 
settle employment disputes.  The advantages of mediation are numerous: 
 
• quicker resolution of complaints 
• less burdensome, no preparation is required 
• less costly, does not involve outside counsel 
• amicable and conciliatory process, not adversarial  
• improves communication among parties 
• salvages and often improves work relationships 
• self-empowering process; parties maintain control 
• self-imposed solutions, not externally imposed 
• parties are invested in process; greater commitment to outcome 
• win-win outcomes, not win-lose 
• confidential and voluntary  
• trained, impartial facilitator 
• high rate of successful resolutions 
• nothing to lose! 
 
 
 



MONTGOMERY COUNTY DI VERSITY COUNCIL  
BY-LAWS 

 
As Amended: May 27, 1999 

 
 
I. Purpose and Mission Statement 

 
The purpose of the Diversity Council is to create an environment where there is 
conscious acceptance, education, and inclusion of diversity within Montgomery 
County.  It works to ensure that all employees and those we serve, are afforded 
equal opportunity in all areas of employment, programs and services provided by 
the County. 

 
II.  DEFINITIONS  

 
Diversity is the existence of areas of differences and similarities in all individuals 
included in the society of the world.  These differences and similarities include, 
but are not limited to: gender, race, color, ethnicity, national origin, religion, age, 
physical characteristics, sexual orientation, and disability. 
 
Diversity Competency is understanding and affirming the inclusion of individual 
human differences and similarities.  Additionally, it is ability to learn, absorb, and 
value the unique attributes that each person brings, and the willingness to benefit 
from the diverse nature of humanity. 

 
III.  FUNCTION  
 

The Diversity Council (Council) serves as an advisory body and communication 
link between the County Executive and County employees, employee 
associations, management, and community groups that represent the diverse 
citizenry of Montgomery County.  Specifically, the Council shall: 
 
A. Review the County’s Workforce Diversity Initiative and make periodic 

recommendations for updates, improvements, or other modifications as 
needed. 

 
B. Provide advice and consultation to the Chief Administrative Officer and 

the Director of the Office of Human Resources on the development, 
implementation and dissemination of the County’s Diversity Plan and the 
annual analysis of the County’s progress toward its diversity-related goals.  
Provide advice and guidance on other matters related to diversity and 
equal employment opportunity issues such as: employee development of 
cultural competencies, equity in access to training and educational 
opportunities, organizational assessment, cultural change and leadership 
development.  
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C. Serve as a communication channel through which all County employees, 
employee associations, and community groups will be able to express 
ideas as they relate to diversity issues. 

 
D. Support the Director of the Office of Human Resources in other 

appropriate ways to promote programs and services related to diversity 
and equal employment opportunity. 

 
E. Assist County departments in their efforts to develop or improve 

departmental diversity and equal employment opportunity initiatives. 
 
IV.  MEMBERSHIP 
 

The Diversity Council shall be comprised of representatives of County employee 
associations, departments and agencies, special population groups, community 
liaisons, and community organizations.  Each of these representatives shall have 
only one vote.  Members of the Diversity Council will be confirmed by the Chief 
Administrative Officer and will include, but not limited to: 
 
A. Employee Associations: African American Employees Association, 

Asian-Pacific American Employee Association, GLOBE, Hispanic 
Employees Association, Montgomery County Coalition of Black Police 
Officers, and the Montgomery County Government Employees 
Organization.  Each organization shall be allotted one representative and 
one alternate.  The selection of representatives is made by the appropriate 
employee association. 

 
B. Departments/Agencies: Each County department/agency shall be allotted 

one representative on the Diversity Council and one alternate. 
 

C. Members-At-Large: A total of five members at large will be appointed to 
reflect a cross-section of the Montgomery County employee workforce.  A 
subcommittee of the Diversity Council will be responsible for reviewing 
the membership in order to make recommendations regarding appropriate 
representation of at-large members.  The CAO will confirm and approve 
the recommendations of the committee. 

 
D. Special Populations and Diversity Issues: The Diversity Council will 

include membership from County employees with knowledge and 
expertise of special populations and specific diversity issues.  Such 
representation shall include the following: 
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• CAO Staff 
• ADA Compliance Coordinator 
• Disability Program Manager 
• EEO Officer 
• Human Resources Director 
• Staff to: 

Commission on Aging 
 Commission on Children and Youth 
 Commission on People with Disabilities 
 Human Relations Commission 
 Commission for Women 

HHS – Aging and Disability Services 
• Workforce Diversity Coordinator 
• County Executive’s Minority Advisory Representatives 

 
The above designated representatives of special populations and diversity issues of the 
Diversity Council will not serve as Chairperson of the Council, but shall have voting 
privileges.  Representatives of special populations and diversity issues who also represent 
departments shall only have one vote. 
 
V. ORGANIZATION  

 
A. Term of Office 

 
1. Employee association representatives will serve at the pleasure of 

their membership for unspecified terms. 
 
2. Members-at-Large shall serve two years and may not serve more 

than two consecutive terms. 
 

3. Departmental/agency Diversity Council representatives will serve 
at the pleasure of their department heads for unspecified terms.  
Should a department or agency head need to replace the 
representative, the department head should send written 
notification of that replacement to the Council Chair or Guidance 
Committee. 
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4. Members representing special populations and diversity issues 

shall serve at the pleasure of their department/agency heads for 
unspecified terms.  Should a department or agency head need to 
replace the representative, the department head should send written 
notification to the Council Chair of Guidance Committee. 

 
B. Chairperson/Vice Chairperson 

 
1. Shall preside at all meetings of the membership and have the 

authority and responsibility customarily conferred on the presiding 
officers.  The Chairperson and Vice Chairperson shall also preside 
at meetings of the Guidance Committee. 

 
2. Term of Service – The positions shall be elected annually by a 

simple majority of the members present of the Diversity Council.  
Elections shall be held at the June Council meeting and newly 
elected Chairperson and Vice Chairperson shall take office in July.  
The Chair and Vice-Chair may serve no more than two consecutive 
terms in each position. 

 
3. Absence of the Chair -  In the absence of the Chair, the Vice-

Chairperson will assume responsibility for the Diversity Council. 
 

4. Responsibility – The Chairperson, with the assistance of the 
Guidance Committee, shall prepare an agenda for each meeting of 
the Diversity Council.  The agenda shall be distributed at least 
seven days prior to the Council meetings. 

 
5. Powers – The Chairperson may assign tasks to members for 

research, study or analysis and request reports back within a 
specific time period.  These assignments shall become part of the 
minutes of the Diversity Council. 

 
C. Other Officers – the Council may have other officers appointed at the 

discretion of the Chair.  Such officers may include, but are not limited to, 
Recording Officer, and Financial Officer. 

 
D. Guidance Committee 

1. The Diversity Council shall have a Guidance Committee which 
shall be empowered to act on behalf of the Council when 
circumstances exist which preclude meetings by the entire Council.   
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The Guidance Committee shall meet monthly in order to develop 
agendas for full Council meetings or to take up and research issues 
which may be discussed at a later date by the full Diversity 
Council.  From time to time, the Committee will meet in 
emergency session to discuss issues which must be resolved prior 
to the next meeting of the full Council. 

 
2. The Guidance Committee shall take action by polling its members 

for consensus of opinion.  Consensus is reached when, after 
discussion, the majority of the members present agree that an 
action should or should not be taken. 

 
3. Composition -  The Guidance Committee shall be comprised of 

seven members: the Chair and Vice-Chair of the Council, four 
additional Council members, and the County’s EEO/Affirmative 
Action Officer. 

 
4. Term of Service – The term of service for Guidance Committee 

members shall be one year.  The four additional members of the 
Guidance Committee shall be elected annually by a simple 
majority of the members present of the full Council.  Elections 
shall be held in June and newly elected committee members shall 
begin their terms in July.  Guidance Committee members may 
serve no more than three consecutive terms.  The Chair and Vice 
Chair may serve an additional two consecutive years on the 
Guidance Committee if they are elected to that committee 
immediately following their terms as Chair and Vice-Chair. 

 
E. Early Termination of Membership 
 

It is the aim of the Diversity Council that its members participate fully in 
the business of the Council.  To that end, the Council strives to assure full 
attendance at monthly meetings.  Therefore, if a member does not attend 
three consecutive meetings without valid reasons, as determined by the 
Council, that member shall be required to terminate such membership. 

 
VI.  OPERATIONAL PROCEDURES 
 

A. Method of Conducting Internal Business 
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1. Normally, the Diversity Council shall take action by the adoption 
of resolutions.  Resolutions shall be adopted by the Council when a 
majority of the members present vote to take that action. 

  
2. When resolutions are deemed unnecessary, the Council may take 

action by polling its members for consensus of opinions.  
Consensus is reached when, after discussion and without a vote, 
the majority of the members present agree that an action should or 
should not be taken. 

 
 
3. Record of Meetings – The Office of Human Resources will 

provide assistance as needed to record meetings, prepare minutes, 
and distribute materials for review by Council members prior to 
each monthly meeting. 

 
B. Method of Conducting External Business 
 

1. The Council Chair will meet semi-annually with the CAO, and 
quarterly with the Director of the Office of Human Resources.  
Additional meetings with the CAO and/or Human Resources 
Director shall be scheduled as needed. 

 
2. Information – The Diversity Council may require information from 

various agencies, departments, etc. as it deems necessary for the 
conduct of its monitoring responsibility.  The Council may request 
that the department head or designee provide reports on 
departmental diversity initiatives in which the Council will be 
involved occasionally. 

 
3. Other Meetings - The Diversity Council Chair, Vice-Chair, or 

Council members may conduct meetings with department heads or 
their designees, employee associations, or community-based 
organizations as deemed necessary for the responsible conduct of 
Council business. 

 
4. Minutes – the minutes and all correspondence of the Diversity 

Council should be a matter of public record .  The minutes may be 
a summary and shall reflect each item considered, the action taken, 
and the results of voting or consensus polling. 
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C. Meetings of the Diversity Council 
 

1. Frequency -  The Diversity Council shall hold regular open 
meetings and such other meetings as may be called by the 
Chairperson.  Special meetings may be called when requested by at 
least three members of the Council or by the Director of the Office 
of Human Resources. 

 
2. Committees – The Chair may appoint committees or working 

groups at his or her discretion.  Such committees may be long-
term/standing or short-term/task oriented.  Committees and short-
term working groups will be dissolved when their work has been 
completed. 

 
VII.  AMENDMENTS  
 

These bylaws may be amended by a simple majority vote of the members present. 
 
 
 
 
 

 
 
 
 
 
 
 
 
NOTE: These bylaws were adopted effective: April 24, 1997 
The amendments to these bylaws were adopted effective: May 27, 1999 
 

     
 
 
 
 
 
 
 
 
 



DESCRIPTION OF JOB CATEGORIES 
 

From the U.S. Equal Employment Opportunity Commission 
 

OFFICIALS AND ADMINISTRATORS – Occupations in which employees set broad 
policies, exercise overall responsibility for execution of these policies, or direct 
individual departments or special phases of the agency’s operations, or provide 
specialized consultation on a regional, district or area basis. 
 
PROFESSIONALS – Occupations which require specialized and theoretical knowledge 
which is usually acquired through college training or through work experience and other 
training which provides comparable knowledge. 
 
TECHNICIANS – Occupations which require a combination of basic scientific or 
technical knowledge and manual skill which can be obtained through specialized post-
secondary school education or through equivalent on-the-job training. 
 
PROTECTIVE SERVICE WORKERS – Occupations in which workers are entrusted 
with public safety, security and protection from destructive forces. 
 
PARAPROFESSIONALS – Occupations in which workers perform some of the duties 
of a professional or technician in a supportive role, which usually require less formal 
training and/or experience normally required for professional or technical status. 
 
ADMINISTRATIVE SUPPORT (INCLUDING CLERICAL AND SALES) – 
Occupations in which workers are responsible for internal and external communication, 
recording and retrieval of data and/or information and other paperwork required in an 
office. 
 
SKILLED CRAFT WORKERS – Occupations in which workers perform jobs which 
require special manual skill and a thorough and comprehensive knowledge of the 
processes involved in the work which is acquired through on-the-job training and 
experience or through apprenticeship or other formal training programs. 
 
SERVICE-MAINTENANCE (I NCLUDING LABORERS) – Occupations in which 
workers perform duties which result in or contribute to the comfort, convenience, hygiene 
or safety of the general public or which contribute to the upkeep and care of buildings, 
facilities or grounds of public property. 



RACIAL AND ETHNIC CATEGORIES 
 

From the U.S. Equal Employment Opportunity Commission1

                                                 
1 The U.S. Office of Management and Budget has issued revised racial and ethnic categories which will be 
implemented in the near future; until that time, these categories will continue to be used for data collection 
purposes. 

 
 

WHITE (not of Hispanic origin) – All persons having origins in any of the original 
peoples of Europe, North Africa, or the Middle East. 
  
BLACK (not of Hispanic origin) – All persons having origins in any of the Black racial 
groups of Africa. 
 
HISPANIC – All persons of Mexican, Puerto Rican, Cuban, Central or South American, 
or other Spanish culture or origin, regardless of race. 
 
ASIAN OR PACIFIC ISLANDER – All persons having origins in any of the original 
peoples of the Far East, Southeast Asia, the Indian Subcontinent, or the Pacific Islands.  
This area includes, for example, China, Japan, Korea, the Philippine Islands, and Samoa. 
 
NATIVE AMERICAN OR ALASKAN NATIVE – All persons having origins in any 
of the original peoples of North America, and who maintain cultural identification 
through tribal affiliation or community recognition. 
 

 
 
 
 
 
 


