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File:  BBFE 

 
ETHICS 
 

I. Purpose 
 

For the purpose of guarding against improper influence, the Board of Education endorses and adopts 
this policy and the following administrative regulation (BBFE-R).  This policy and Administrative 
Regulation BBFE-R will collectively be referred to as the Board of Education’s “eEthics pPolicy.”  

 
II. Background 

 
The Board of Education, recognizing that the system of representative government is dependent in 
part upon the people maintaining the highest trust in their public officials and employees, finds and 
declares that the people have a right to be assured that the impartiality and independent judgment of 
public officials and employees will be maintained. 

 
It is evident that t This confidence and trust are eroded when the conduct of public business is subject 
to improper influence. 

 
III. Definitions 
 
  Within the context of this policy, the following definitions apply: 
 

a. Board or Board of Education: The seven (7) members of the Board of Education of Washington 
County. 
 

b. Employee: An employee of the Board of Education or Washington County Public Schools. 
 

c. Member of the Board: A One of seven (7) members of the Washington County Board of Education 
of Washington County. 
 

d. Official: A member of the Board of Education, an employee of the school system or Board of 
Education, and the Superintendent. 
 

IV. Policy Statement/Procedures 
 

that The Board of Education’s Ethics Policy will require certain school officials to disclose their 
financial affairs and to set minimum standards for their conduct of school system business, according 
to the Annotated Code of Maryland, State Government General Provisions Article §§15-811 to 15-
815 5-815 to 5-821 of the Annotated Code of Maryland and the Code of Maryland Administrative 
Regulations (“COMAR”) Sections 19A.05.01—.03 Subtitle 19A.05.   
 
Members of the Board of Education, candidates to be members of the Board, school officials, and 
employees of Washington County Public Schools are required to adhere to the requirements of the 
Ethics Policy. 
 
The Board of Education's intention is that the accompanying administrative regulations be interpreted 
to accomplish this purpose.  It is important to follow the literal definitions used in the Ethics 
Regulations accompanying administrative regulation when considering an ethics issue. 

 
Legal Reference: State Government Article 15-811 - 15-815 

Annotated Code of Maryland, General Provisions Article, Sections 5-815 to 5-821 



Annotated Code of Maryland, Education Article, Sections 3-101, 4-201 and 6-202  
COMAR Subtitle 19A.05.01—.03 

 
 
 
 
 
Policy adopted:  March 26, 1997.  Amended: October 7, 1997.   Amended: April 7, 2009.  Amended: 
February 7, 2012.  Amended: _____________________ 
Board of Education of Washington County 
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Changes in blue were recommended at the Policy Committee’s public meetings on July 17, 2017, 
November 29, 2017, December 19, 2017, and January 23, 2017. 

 

FILE: BBFE-R 

WASHINGTON COUNTY BOARD OF EDUCATION ETHICS REGULATIONS  

Section I. Applicability and Definitions  

I. Purpose 
 

For the purpose of guarding against improper influence, Administrative Regulation BBFE-R 
requires certain school officials to disclose their financial affairs and sets minimum standards for 
their conduct of school system business. 

 
II. Background 

 
The Board of Education, recognizing that the system of representative government is dependent in 
part upon the people maintaining the highest trust in their public officials and employees, finds and 
declares that the people have a right to be assured that the impartiality and independent judgment of 
public officials and employees will be maintained. 

 
This confidence and trust are eroded when the conduct of public business is subject to improper 
influence. 

 
A. These This administrative regulations applyies to members of the Board of Education, candidates 

to be members of the Board of Education, school officials, and employees of the Washington 
County school system Public Schools.  
 

B. In these regulations, the following terms have the meanings indicated.  
 

III. Definitions 
 
Within the context of this administrative regulation, the following definitions apply: 
 
A. Board or Board of Education: means tThe seven (7) members of the Board of Education of 

Washington County. 
 

B. Business entity means: 
 

1. A corporation, general or limited partnership, sole proprietorship, joint venture, 
unincorporated association or firm, institution, trust, foundation, or other organization, 
whether or not operated for profit. 

 
2. Business entity does not include a governmental entity. 

 
C. Compensation means: 

 
1. Any money or thing of value, regardless of form, received or to be received by any 

individual covered by these regulations from an employer for service rendered. 
 
2. For the purposes of Section IV.E of these regulations, if lobbying is only a portion of a 

person’s employment, “compensation” means a prorated amount based on the time 
devoted to lobbying compared to the time devoted to other employment duties. 

 
D. Designated second home:  If an individual with a principal home also owns another home (a 

home where an individual does not live most of the time) the second home must be disclosed 
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on Financial Disclosure Form A.  If the individual owns more than one second home, the 
individual must designate which second home is the designed second home.   
 

E. Doing business with means: 
 
1. Having or negotiating a contract that involves the commitment, either in a single or 

combination of transactions, of $100.00 or more of school system funds; or 
 

2. Being subject to the authority of the school system; or  
 

3. Being registered as a lobbyist under Section IV.E of these regulations. 
 

F. Employee: means a An employee of the Board of Education or Washington County Public 
Schools.  
 

G. Financial interest means: 
 
1. Ownership of any interest as the result of which the owner has received within the past 3 

(three) years or is presently receiving, or in the future is entitled to receive, more than 
$1,000.00 per year; or 

 
2. Ownership or the ownership of securities of any kind representing or convertible into 

ownership, of more than three (3) percent of a business entity by an official or the spouse 
of an official. 

 
H. Gift means: 

 
1. The transfer of any service or thing anything of economic value, regardless of form, without 

adequate and lawful consideration; and  
 

2. Does not include political campaign a contributions regulated under as defined in Elections 
Law Article, Annotated Code Maryland. , or another provision of state or local law regulating 
the conduct of elections or the receipt of political campaign contributions.  

 
I. Good Faith: means t To proceed in a manner which is fair, reasonable, and just.   

 
J. Home address: The address of an individuals’ 
 

1. Principal home; and 
 

2. Designated second home, if any. 
 
K. Immediate family: means aA spouse and dependent children. 

 
L. Interest means: 
 

1. A legal or equitable economic interest, whether or not subject to an encumbrance or a 
condition, that is owned or held, in whole or in part, jointly or severally, directly or indirectly. 

 
2. For the purposes of these regulations, “interest” includes any interest held at any time 

during the reporting period. 
 

3. “Interest” does not include: 
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(a) An interest held in the capacity of a personal agent, custodian, fiduciary, personal 
representative, or trustee, unless the holder has an equitable interest in the subject 
matter; 

 
(b) An interest in a time or demand deposit in a financial institution; 

 
(c) An interest in an insurance policy, endowment policy or annuity contract under which 

an insurer promises to pay a fixed amount of money either in a lump sum or periodically 
for life or a specified period; 

 
(d) A common trust fund or a trust fund which forms part of a pension or profit sharing plan 

which has more than twenty-five (25) participants and which has been determined by 
the Internal Revenue Service to be a qualified trust under the Internal Revenue Code; 
or 

 
(e) A college savings plan under the Internal Revenue Code; or 

 
(f) A mutual fund or exchange-traded fund that is publicly traded on a national scale 

unless the mutual fund  or exchange-traded fund is composed primarily of holdings of 
stocks and interests in a specific sector or area that is regulated by the school system. 

 
M. Lobbying means: 

 
1. Communicating in the presence of an official with the intent to influence any official action 

of that official; and 
 

2. Spending over $500.00 for food, entertainment or other gifts during the calendar year in 
connection with the communication or intent to influence; or 

 
3. Engaging in activities having the express purpose of soliciting others to communicate with 

an official with the intent to influence that official; and  
 

4. Spending over $500.00 in connection with the activities or intent to influence. 
 

N. Lobbyist: means a A person required to register and report expenses related to lobbying under 
Section VI.E of these regulations. 
 

O. Member of the Board: means a One of seven (7) members of the Washington County Board 
of Education of Washington County. 

 
P. Official: includes a A member of the Board of Education, an employee of the school system or 

Board of Education, and the Superintendent.    
 
Q. Panel: means Washington County Public Schools’ Ethics Advisory Panel established under 

Section IV.A of these regulations. 
 
R. Person: includes a An individual or business entity. 
 
S. Principal home: The sole residential property that an individual occupies as the individual’s 

primary residence, whether owned or rented by the individual.  This is the home where you 
ordinarily live most of the time.   

 
T. Qualified relative: means a A spouse, parent, child, or sibling. 
 
U. Real property: means l Land, and generally whatever is erected or growing upon or affixed to 

land.   
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V. School system: means t The educational system under the authority of the Washington County 

Board of Education. 
 

IV. Policy Statement/Procedures 
 

A. Section II. Ethics Advisory Panel 
 

1. Membership 
 

a. There is a Washington County Public Schools’ Ethics Advisory Panel (“Panel”) that 
consists of five (5) members recommended by the Superintendent and appointed by 
the Board of Education.  The Panel serves in an advisory capacity to the Board of 
Education.  

 
b. Members of the Panel shall: 

 
(1) Be residents of Washington County; and 
 
(2) Not be members of the Board of Education, subject to its control, an employee, 

employed by a business entity subject to the authority of the Board of Education, 
or the spouse of such members. 

 
c. Whenever possible, one (1) of the voting members should be an attorney licensed to 

practice law in the State of Maryland, or a paralegal, or law school professor.   
 

d. A member of the Panel shall be replaced by death, resignation, and/or a majority vote 
by the members of the Board of Education. 

 
e. Term of Membership 

 
(1) Members shall serve for overlapping terms of five (5) years or until their successors 

are appointed.  A member whose term is expiring may apply for reappointment 
and be considered along with other interested candidates.  A vacancy for an 
unexpired term shall be filled in the same manner as the original appointment. 

 
(2) The terms of the initial appointees to the Panel shall be staggered.  One member 

shall be appointed for one (1) year; one member for two (2) years; one member 
for three (3) years; one member for four (4) years; and one member for five (5) 
years. 

 
2. Liability, Compensation, and Legal Representation 

 
a. The members will be insulated from any personal, civil liability for their individual or 

joint actions while performing their duties as Panel members provided all acts and 
duties are performed in “good faith” in arriving at any Panel decision. 
 

b. Members of the Panel shall receive no compensation for their services except 
reasonable and necessary expenses as may be provided in the budget. 

 
c. The Panel shall be assisted in carrying out its responsibilities by the Board of Education 

Attorney. 
 

3. Responsibilities of the Ethics Advisory Panel 
 

a. The Ethics Advisory Panel shall:  
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(1) Select the a Panel member who to serves as the chair of the Panel. 
 

(2) Devise, receive, and maintain all forms required by these regulations;  
 

(3) Provide advisory opinions to persons subject to these regulations regarding the 
applicability of these provisions to them.  Copies of these advisory opinions shall 
be made available to the public in accordance with applicable state law regarding 
public records.  However, the identity of the subject or other information that might 
reveal the identity of the subject will be redacted. 

 
(4) Review, process, make determinations, and, if necessary, conduct a hearing on 

advice of the Board of Education’s Attorney (or other legal counsel if appropriate), 
of any complaint filed regarding an alleged violation of these regulations by any 
person;  

 
(5) Refer findings regarding complaints and other enforcement matters to the Board 

of Education; and   
 

(6) Conduct, with the guidance of the Board of Education Attorney, an information 
program regarding the purposes and application of the ethics policy and these 
regulations.  

 
4. Rules of Procedure 

 
a. A majority vote of the Panel consists of three (3) or more votes. 

 
b. A quorum consists of three (3) members present.  Any action taken by the Panel 

requires at least three (3) votes. 
 

c. The Panel shall adopt rules for the transaction of its business. 
 

d. The Panel shall keep on file the minutes of its proceedings. 
 

e. All Panel actions and decisions shall be in writing. 
 

f. All documents related to the official duties of the Panel will be kept in the custody of 
the Board of Education Attorney. 

 
5. Processing of Complaints—Step-by-Step Process 

 
a. A person, who in good faith believes that an individual has violated the requirements 

of the ethics policy, is to submit an allegation of a violation of the ethics policy, in 
writing and under oath, to any member of the Panel.  (see Exhibit BBFE-E(1))  Such 
an allegation will be referred to as an ethics complaint.  The Panel will not consider 
an anonymous ethics complaint. 

 
b. Upon receipt of a written ethics complaint, the Panel member is to provide a copy to 

the Board of Education Attorney assigned to the Panel who will arrange for a copy to 
be provided to all members of the Panel and to the Superintendent of Schools.   

 
c. The person who files an ethics complaint will be referred to as the complainant and 

the person who is the subject of the ethics complaint will be referred to as the 
respondent. 

 
d. After a complaint is filed: 
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(1) The proceedings, meetings, and activities of the Panel and its representatives 
relating to the complaint are strictly confidential and shall not be disclosed unless 
such disclosure is specifically authorized by these regulations. 

 
(2) Unless specifically authorized by these regulations, the proceedings, meetings, 

and activities of the Panel and information relating to the complaint, including the 
identity of the complainant and respondent, are not to be disclosed by the: 

 
(a) Members of the Ethics Advisory Panel; 
(b) Representatives of the Ethics Advisory Panel; 
(c) Superintendent of Schools; 
(d) Complainant or the complainant’s legal counsel;  
(e) Respondent or the respondent’s legal counsel; or 
(f) Any other person who may be aware that an ethics complaint has been filed 

with the Panel. 
 

(3) The Panel may release any information at any time if the respondent agrees, in 
writing, to the release.  In the event the Panel grants such a request, the Panel 
will provide the complainant and respondent with written notification of the 
information that will be released. 

 
(4) The restrictions regarding confidentiality apply unless: 

 
(a) The matter is referred for prosecution; or 
(b) The Panel finds a violation of the ethics policy. 

 
e. The chair of the Panel is to provide the complainant with a letter acknowledging 

receipt of the ethics complaint.  The letter is to state that the information relating to 
the complaint, including the identity of the complainant and respondent, may not be 
disclosed by the complainant or the complainant’s legal counsel.  The complainant 
will also be informed that the respondent will be provided with a copy of the complaint 
submitted by the complainant.  The complainant is to be provided with a copy of the 
Board of Education’s ethics policy and administrative regulation.   

 
f. The chair of the Panel is to provide the respondent with a letter informing the 

respondent that an ethics complaint has been filed.  The letter to the respondent is to 
state that the information relating to the complaint, including the identity of the 
complainant or the respondent, may not be disclosed by the respondent, except to 
legal counsel to the respondent.  The respondent is to be provided with a copy of the 
complaint submitted by the complainant along with a copy of the Board of 
Education’s ethics policy and administrative regulation.  The respondent, at his or her 
option and expense, may elect to retain legal counsel. 

 
g. The members of the Panel, in consultation with the Board of Education Attorney, are 

to review the ethics complaint and determine the following: 
 

(1) Whether the Panel has jurisdiction to consider the ethics complaint; or 
 

(2) Whether a review should be conducted to gather information to assist the Panel 
in making a decision as to whether the ethics policy has been violated; or 

 
(3) Whether there is sufficient information for the Panel to allow it to issue a written 

determination without conducting a review;  
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(4) Whether violations alleged were inadvertent, technical, or minor, or have been 
cured, and, after consideration of all of the circumstances then known, further 
proceedings would not serve the purposes of these regulations;   

 
(5) Whether for other reasons, after consideration of all the circumstances, further 

proceedings would not serve the purposes of these regulations; and/or   
 

(6) Whether the ethics complaint should be referred to another governmental agency 
for appropriate action.  

 
h. In the event an ethics complaint is filed against the Superintendent of Schools, a 

member of the Board of Education, or the Board Attorney, the services of outside 
counsel are to be retained to represent the Board of Education and the Panel with 
regard to such an ethics complaint. 

 
i. In the event the Panel determines that a review of the ethics complaint is necessary, 

it is to consult with the Board of Education Attorney to determine the resources that 
will be needed to conduct the review. 

 
j. The Board of Education Attorney is authorized to take the following actions: 

 
(1) Upon the receipt of an ethics complaint by the Panel, inform the Superintendent 

of Schools and the members of the Board of Education that the Panel has 
received a complaint. 

 
(2) Upon the determination of the Panel that a review of the ethics complaint is 

necessary, inform the Superintendent of Schools and the members of the Board 
of Education of the Panel’s determination. 

 
(3) Consult with the Superintendent of Schools with regard to resources that are 

needed by the Panel to conduct its review. 
 

(4) Depending upon the nature of an ethics complaint, contact other governmental 
agencies regarding the ethics complaint. 

 
(5) Upon the determination of the Panel that it lacks jurisdiction or that the ethics 

complaint should be dismissed, inform the Superintendent of Schools and the 
members of the Board of Education of the Panel’s determination. 

 
k. In the event the Panel determines that it lacks jurisdiction or that the ethics complaint 

should be dismissed, the chair of the Panel is to issue a separate letter to the 
complainant and to the respondent informing each person of the Panel’s decision.  If 
the Panel issues a determination that it lacks jurisdiction or that the ethics complaint 
is to be dismissed, such a determination is a final decision and the Panel’s file is to 
be closed. 

 
l. If there is a reasonable basis for believing a violation has occurred, then the subject 

of the complaint or the person likely to be impacted by the result of the complaint 
shall be afforded an opportunity for a hearing before the Panel. 

 
m. A respondent may propose a settlement or cure to the Panel prior to a hearing.  If the 

Panel determines that the proposed settlement or cure is consistent with the 
purposes of this regulation, the Panel shall recommend that the Board of Education 
accept the proposed settlement or cure.   

 
6. Hearings 
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(For purposes of the Panel hearings, the Panel will act as the hearing examiner and conduct 
the hearing.  For purposes of the hearing, a member of the Panel will act as hearing 
chairperson to conduct the hearing and provide for its efficient administration.  The Panel will 
be advised by an attorney for the Board of Education regarding the rule on motions, 
objections, and issues of law.) 

 
a. All evidence will be presented on the record and a written transcript of the hearing will be 

produced. 
 

b. All testimony will be taken under oath and all parties will be provided with the right to 
cross-examine witnesses. 

 
c. The Panel will have the right to request the appearance of any employee of the Board of 

Education and Washington County Public Schools at any meeting or hearing.  The Panel 
will have the right to inspect and/or have copies produced of any relevant document, 
paper, or other tangible object in the possession of Washington County Public Schools 
and/or Board of Education. 

 
d. The Panel does not have the right to issue subpoenas.  Upon the finding of a violation 

as a result of a complaint, the Panel is to provide a copy of the record and written 
transcript to the Board of Education.  The Panel shall report its findings and 
recommendation for action to the Board of Education which, if it concurs with the Panel, 
shall take enforcement action in accordance with these regulations.   

 
7. Hearings—Issuance of Final Determination by the Panel 

 
a. Any final determination resulting from the hearing will include a statement of alleged 

violation, written findings of fact, a conclusion of law, and recommendations.  
 

b. The recommendation to the Board of Education may include: 
 

(1) That the evidence was inconclusive and the Panel was unable to reach a final 
determination. 

 
(2) That the complaint be dismissed. 

 
(3) That a determination was reached that a violation of the Ethics Code had occurred. 

 
(4) That certain corrective action be taken. 

 
(5) That disciplinary or other appropriate personnel action or termination be taken. 

 
B. Section III. Conflicts of Interest 

 
1. In this section, “qualified relative” means a spouse, parent, child, or sibling.  

 
2. In this section, “official” includes a member of the Board of Education, an employee of the 

school system or the Board of Education, and the Superintendent. 
 

3. Participation.   
 

a. Except as permitted by Board of Education regulation or in the exercise of an 
administrative or ministerial duty that does not affect the disposition or decision in the 
matter, an official may not participate in:  
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(1) Any matter in which, to the knowledge of the official, the official or a qualified 
relative of the official has an interest; or  

 
(2) Any matter in which any of the following is a party:  

 
(a) A business entity in which the official has a direct financial interest of which 

the official may reasonably be expected to know;  
 

(b) A business entity for which the official or a qualified relative of the official is an 
officer, director, trustee, partner, or employee;  

 
(c) A business entity with which the official or, to the knowledge of the official, a 

qualified relative of the official is negotiating or has any arrangement 
concerning prospective employment;  

 
(d) A business entity that is a party to an existing contract with the school official 

or which, to the knowledge of the official, a qualified relative of the official, if 
the contract reasonably could be expected to result in a conflict between the 
private interests of the official and the school system or Board of Education 
duties of the official;  

 
(e) An entity, doing business with the Board of Education or school system, in 

which a direct financial interest is owned by another entity in which the official 
has a direct financial interest, if the official may be reasonably expected to 
know of both direct financial interests; or  

 
(f) A business entity that:  

 
(1) The official knows is a creditor or obligee of the official or a qualified 

relative of the official with respect to an item of economic value; and  
 
(2) As a creditor or obligee, is in a position to directly and substantially affect 

the interest of the official or qualified relative of the official.  
 

b. An official who is disqualified from participating under paragraph 3(a) of this subsection 
shall disclose the nature and circumstances of the conflict and may participate or act 
if:  

 
(1) The disqualification leaves a body with less than a quorum capable of acting;  
 

(2) The disqualified official is required by law to act; or  
 

(3) The disqualified official is the only person authorized to act.  
 

c. The prohibitions of paragraph 3(a) of this subsection do not apply if participation is 
allowed by opinion of the Ethics Advisory Panel. 

 
d. A former regulated lobbyist who is or becomes subject to this Ethics Policy as an 

employee or official may not participate in a case, contract, or other specific matter as 
an employee or official for one calendar year after the termination of the registration of 
the former regulated lobbyist if the former regulated lobbyist previously assisted or 
represented another party for compensation in the matter.   

 
4. Employment and financial interests.  
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a. Except as permitted by regulation of the Board of Education when the interest is 
disclosed or when the employment does not create a conflict of interest or appearance 
of conflict, an official may not:  

 
(1) Be employed by or have a financial interest in an entity that is:  

 
(a) Subject to the authority of the school system or Board of Education; or  

 
(b) Negotiating or has entered into a contract with the school system or Board of 

Education; or  
 

(2) Hold any other employment relationship that would impair the impartiality or 
independence of judgment of the official. 

 
b. This prohibition does not apply to:  

 
(1) An official whose duties are ministerial, if the private employment or financial 

interest does not create a conflict of interest or the appearance of a conflict of 
interest, as permitted in accordance with regulations adopted by the Board of 
Education; or  

 
(2) Subject to other provisions of regulation and law, a member of the Board of 

Education in regard to a financial interest or employment held at the time of the 
oath of office, if the financial interest or employment:  

 
Was disclosed on the financial disclosure statement filed with the certificate of 
candidacy to be a candidate to be a member of the Board of Education; or 
 

(3) Employment or financial interests allowed by opinion of the Panel if the 
employment does not create a conflict of interest or the appearance of a conflict of 
interest or the financial interest is disclosed.   

 
5. Post-employment. A former official may not assist or represent any party other than the 

Board of Education or school system for compensation in a case, contract, or other specific 
matter involving the Board of Education or the school system if that matter is one in which 
the former official significantly participated as an official.  

 
6. Contingent compensation.  An official may not assist or represent a party for contingent 

compensation in any matter before or involving the Board of Education or the school 
system.   

 
7. Use of Pprestige of office.  

 
a. An official may not intentionally use the prestige of office or public position: 

 
(1) fFor the private gain of that official or the private gain of another; or 
 
(2) To influence, except as part of the official duties of the official or as a usual and 

customary constituent service by a member of the Board of Education without 
additional compensation, the award of a state or local contract to a specific person.  

 
b. An official may not directly or indirectly initiate a solicitation for a person to retain the 

compensated services of a particular regulated lobbyist or lobbying firm. 
 
c. This subsection does not prohibit the performance of usual and customary constituent 

services by a member of the Board of Education without additional compensation.  
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d.  An official may not use public resources to solicit a contribution as that term is defined 

in the Election Law Article. 
 

8. Gifts.  
 

a. An official may not solicit any gift.  
 

b. An official may not directly solicit or facilitate the solicitation of a gift, on behalf of 
another person, from an individual lobbyist.  

 
c. An official may not knowingly accept a gift, directly or indirectly, from a person that the 

official knows or has reason to know:  
 

(1) Is doing business with or seeking to do business with the school system or Board 
of Education unit with which the official is affiliated;  

 
(2) Is subject to the authority of the school system or Board of Education;  

 
(3) Is a regulated lobbyist with respect to matters within the jurisdiction of the official; 

or  
 

(4) Has financial interests that may be substantially and materially affected, in a 
manner distinguishable from the public generally, by the performance or 
nonperformance of the school system duties of the official.  

 
d. Notwithstanding any other provisions of paragraph H(5) 8, entitled “Gifts,” an official is 

prohibited from accepting a gift: 
 

(1) That would tend to impair the impartiality and independence of judgment of the 
official receiving the gift;  

 
(2) Of significant value ($100.00 or more) that would give the appearance of impairing 

the impartiality and independent judgment of the official; or  
  

(3) Of significant value that the recipient official believes or has reason to believe is 
designed to impair the impartiality and independent judgment of the official.  

 
e. Notwithstanding paragraph H(3) 8(c), entitled “Gifts,” of this section, an official may 

accept:  
 

(1) Meals and beverages consumed in the presence of the donor or sponsoring entity;  
 

(2) Ceremonial gifts or awards that have insignificant monetary value;  
 

(3) Unsolicited gifts of nominal value that do not exceed $20.00 in cost or trivial 
items of informational value; 

 
(4) Reasonable expenses for food, travel, lodging, and scheduled entertainment of the 

official at a meeting which is given in return for the participation of the official in a 
panel or speaking engagement at the meeting;  

 
(5) Gifts of tickets or free admission extended to members of the Board of Education 

to attend a charitable, cultural, or political event, if the purpose of the gift or 
admission is a courtesy or ceremony extended to the Board of Education;  
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(6) A specific gift or class of gifts which the Panel exempts from the operation of this 
subsection upon a finding, in writing, that acceptance of the gift or class of gifts 
would not be detrimental to the impartial conduct of the business of the school 
system or Board of Education and that the gift is purely personal and private in 
nature;  

 
(7) Gifts from a person related by blood or marriage, or any other individual who is a 

member of the household of the official; or  
 

(8) An honorarium for speaking to or participating in a meeting, provided that the 
offering of the honorarium is in no way related to the school system or Board of 
Education position of the official.  

 
9. Disclosure of confidential information. Other than in the discharge of his/her official duties, 

an official may not disclose or use confidential information that the official acquired by 
reason of the official’s public position and that is not available to the public for the economic 
or personal benefit of the official or the economic or personal benefit of another person.  

 
10. Procurement.  

 
1. An individual or person that employs an individual who assists a school system or Board 

of Education in the drafting of specifications, an invitation for bids, or a request for 
proposals for a procurement may not submit a bid or proposal for that procurement, or 
assist or represent another person, directly or indirectly, who is submitting a bid or proposal 
for the procurement.   

 
2. The Panel may establish exemptions from the requirements of this section for providing 

descriptive literature, sole source procurements, and written comments solicited by the 
procuring unit of the school system.  

 
10. Participating in Personnel Matters. 

 
This administrative regulation may not be construed to permit a Board of Education 
member to participate in a decision to hire, transfer, promote, sever employment, or 
otherwise take individual personnel action regarding the Board of Education member’s 
spouse, parent, child, brother, or sister whether or not the family member resides in the 
Board of Education member’s household. 

 
11. Outside Employment. 

 
a. A Board member or employee engaged in outside employment may not: 
 

(1) Benefit from business with the school system or from relationships with students; 
 
(2) Represent any party before the school system; or 

 
(3) Use confidential information acquired in his or her official school system position 

for personal benefit or that of another. 
 

b. Employees with instructional responsibilities shall not tutor any student whom he or 
she is currently teaching for compensation other than from public funds administered 
by the school system. 

 
C. Section IV. Financial Disclosure — Members of the Board of Education and Candidates to be 

Members of the Board of Education 
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1. This section applies to all members of the Board of Education and candidates to be 
members of the Board of Education.  

 
2. Except as provided in subsection (4) of this section, a member of the Board of Education,  

candidate to be a member of the Board of Education, or employee shall file the financial 
disclosure statement required under this subsection:  

 
a. On a form provided by the Panel;  

 
b. Under oath or affirmation; and  

 
c. With the Board of Education Attorney.  

  
3. Deadlines for filing statements.  

  
a. An incumbent official shall file a financial disclosure statement annually no later than 

April 30 of each year for the preceding calendar year.  
 

b. An official who is appointed to fill a vacancy in an office for which a financial disclosure 
statement is required and who has not already filed a financial disclosure statement 
shall file a statement for the preceding calendar year within thirty (30) days after 
appointment.  

 
c. An individual who, other than by reason of death, leaves an office for which a statement 

is required shall file a statement within sixty (60) days after leaving the office.  
 

The statement shall cover:  
 

(1) The calendar year immediately preceding the year in which the individual left 
office, unless a statement covering that year has already been filed by the 
individual; and 

 
(2) The portion of the current calendar year during which the individual held the office.  
 

4. Candidates to be members of the Board of Education.  
 

a. Except for an official who has filed a financial disclosure statement under another 
provision of this section for the reporting period, a candidate to be a member of the 
Board of Education shall file a financial disclosure statement each year beginning with 
the year in which the certificate of candidacy is filed through the year of the election.  

  
b. A candidate to be a member of the Board of Education shall file a financial disclosure 

statement required under this section:  
 

(1) In the year the certificate of candidacy is filed, no later than the filing of the 
certificate of candidacy;  

 
(2) In the year of the election, on or before the earlier of April 30 or the last day for the 

withdrawal of candidacy; and  
 

(3) In all other years for which a financial disclosure statement is required, on or before 
April 30.  

 
c. With regard to the election to be conducted in 2012 for the position of Board of 

Education member, candidates for such office must complete and submit the approved 
Financial Disclosure Form A (Exhibit BBFE-E(3)) on or before April 30, 2012.  
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c. A candidate to be a member of the Board of Education shall file the financial disclosure 

statements required under Section IV of these regulations with the Board of Education 
Attorney.  
 

d. If a financial disclosure statement required to be filed by a candidate is overdue and 
not filed within eight (8) days fails to file a statement required by this section, after 
written notice of the failure to file is provided by the Board of Election Supervisors, the 
candidate is deemed to have withdrawn the candidacy.    

 
e. The Washington County Board of Elections may not accept any certificate of candidacy 

unless a financial disclosure statement required under this section has been filed in 
proper form.  

 
f. Within thirty (30) days of the receipt of a financial disclosure statement required under 

this section, the Washington County Board of Elections shall forward the statement to 
the Board of Education Attorney.   

 
5. Public record.  

 
a. The Board of Education Attorney shall make a certified copy of a financial disclosure 

statement available during normal office hours for examination.  Upon examination, a 
certified copy will be provided to a member of the public, subject to reasonable fees 
and administrative procedures established by the Panel or the Board of Education.  

 
b. The Board of Education Attorney shall make a certified copy of a financial disclosure 

statement available during normal office hours for examination by the public.  
 

c. If an individual examines a financial disclosure statement, the Board of Education 
Attorney shall record:  

 
(1) The name and home address of the individual reviewing the statement; and  

 
(2) The name of the person whose financial disclosure statement was examined.  

 
d. The Board of Education Attorney shall provide notice as soon as possible or within ten 

(10) working days of the date of the disclosure of a financial statement to the individual 
whose financial statement was disclosed.  The notice is to include the name and home 
address of the person who reviewed the individual’s financial disclosure statement.  

 
e. For statements filed after January 1, 2018, the Board of Education Attorney may not 

provide public access to an individual’s home address that the individual has 
designated as the individual’s home address. 

 
6. Retention requirements. The Board of Education Attorney shall retain financial disclosure 

statements for four (4) years from the date of receipt.  After the four (4) years expires, such 
records may be disposed of in a confidential manner.  

  
7. Contents of statement.  

 
a. Interests in real property.  

 
(1) A statement filed under this section shall include a schedule of all interests in 

real property wherever located. 
 

(2) For each interest in real property, the schedule shall include:  
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(a) The nature of the property and the location by street address, mailing address, 

or legal description of the property;  
 

(b) The nature and extent of the interest held, including any conditions and 
encumbrances on the interest;  

 
(c) The date when, the manner in which, and the identity of the person from whom 

the interest was acquired;  
 

(d) The nature and amount of the consideration given in exchange for the interest 
or, if acquired other than by purchase, the fair market value of the interest at 
the time acquired;  

 
(e) If any interest was transferred, in whole or in part, at any time during the 

reporting period, a description of the interest transferred, the nature and 
amount of the consideration received for the interest, and the identity of the 
person to whom the interest was transferred; and  

 
(f) The identity of any other person with an interest in the property.  

 
b. Interests in corporations and partnerships.  

  
(1) A statement filed under this section shall include a schedule of all interests in any 

corporation, partnership, limited liability partnership, or limited liability corporation, 
regardless of whether the corporation or partnership does business with the school 
system or Board of Education.  

 
(2) For each interest reported under this paragraph, the schedule shall include:  

 
(a) The name and address of the principal office of the corporation, partnership, 

limited liability partnership, or limited liability corporation;  
 
(b) The nature and amount of the interest held, including any conditions and 

encumbrances on the interest;  
  

(c) With respect to any interest transferred, in whole or in part, at any time during 
the reporting period, a description of the interest transferred, the nature and 
amount of the consideration received for the interest, and, if known, the identity 
of the person to whom the interest was transferred; and  

 
(d) With respect to any interest acquired during the reporting period:  

  
(e) The date when, the manner in which, and the identity of the person from whom 

the interest was acquired; and  
 

(f) The nature and the amount of the consideration given in exchange for the 
interest or, if acquired other than by purchase, the fair market value of the 
interest at the time acquired.  

 
(3) An individual may satisfy the requirement to report the amount of the interest held 

under item (2)(b) of this paragraph by reporting, instead a dollar amount:  
 

(a) For an equity interest in a corporation, the number of shares held and, unless 
the corporation’s stock is publicly traded, the percentage of equity interest 
held; or  
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(b) For an equity interest in a partnership, the percentage of equity interest held.  

 
c. Interests in business entities doing business with the school system or Board of 

Education.  
 

(1) A statement filed under this section shall include a schedule of all interests in any 
business entity that does business with the school system or Board of Education, 
other than interests reported under paragraph (b) of this subsection.  

 
(2) For each interest reported under this paragraph, the schedule shall include:  

 
(a) The name and address of the principal office of the business entity;  

 
(b) The nature and amount of the interest held, including any conditions to and 

encumbrances on the interest;  
 

(c) With respect to any interest transferred, in whole or in part, at any time during 
the reporting period, a description of the interest transferred, the nature and 
amount of the consideration received in exchange for the interest, and, if 
known, the identity of the person to whom the interest was transferred; and  

 
(d) With respect to any interest acquired during the reporting period:  

 
(1) The date when, the manner in which, and the identity of the person from 

whom the interest was acquired; and  
 
(2) The nature and the amount of the consideration given in exchange for the 

interest or, if acquired other than by purchase, the fair market value of the 
interest at the time acquired.  

 
d. Gifts.  

 
(1) A statement filed under this section shall include a schedule of each gift in excess 

of $20.00 in value or a series of gifts totaling $100.00 or more received during the 
reporting period from or on behalf of, directly or indirectly, any one person who 
does business with the school system or Board of Education.  

 
(2) For each gift reported, the schedule shall include:  

 
(a) A description of the nature and value of the gift; and  

 
(b) The identity of the person from whom, or on behalf of whom, directly or 

indirectly, the gift was received.  
 

e. Employment with or interests in entities doing business with the school system or 
Board of Education.  

 
(1) A statement filed under this section shall include a schedule of all offices, 

directorships, and salaried employment by the individual or member of the 
immediate family of the individual held at any time during the reporting period with 
entities doing business with the school system or Board of Education.  

 
(2) For each position reported under this paragraph, the schedule shall include:  

 
(a) The name and address of the principal office of the business entity;  



 

Page 17 of 20 
 

 
(b) The title and nature of the office, directorship, or salaried employment held, 

and the date it commenced; and  
 

(c) The name of each school system or Board of Education unit with which the 
entity is involved.  

 
f. Indebtedness to entities doing business with or regulated by the individual’s school 

system unit or department. or Board of Education.  
 

(1) A statement filed under this section shall include a schedule of all liabilities, 
excluding retail credit accounts, to persons doing business with or regulated by the 
individual’s school system unit or department or Board of Education owed at any 
time during the reporting period:  

 
(a) By the individual; or  
 
(b) By a member of the immediate family of the individual if the individual was 

involved in the transaction giving rise to the liability.  
 

(2) For each liability reported under this paragraph, the schedule shall include:  
 
(a) The identity of the person to whom the liability was owed and the date the 

liability was incurred;  
 

(b) The amount of the liability owed as of the end of the reporting period;  
 

(c) The terms of payment of the liability and the extent to which the principal 
amount of the liability was increased or reduced during the year; and  

 
(d) The security given, if any, for the liability.  

 
g. Employment with the school system or Board of Education. A statement filed under 

this section shall include a schedule of the immediate family members of the individual 
employed by the school system or Board of Education in any capacity at any time 
during the reporting period.  

 
h. Sources of earned income.  

 
(1) A statement filed under this section shall include a schedule of the name and 

address of each place of employment and of each business entity of which the 
individual or a member of the individual’s immediate family was a sole or partial 
owner and from which the individual or member of the individual’s immediate family 
received earned income at any time during the reporting period.  

 
(2) A minor child’s employment or business ownership need not be disclosed if the 

school system or Board of Education does not regulate, exercise authority over, or 
contract with the place of employment or business entity of the minor child.  

 
(3) For a statement filed on or after January 1, 2018, if the individual’s spouse is a 

lobbyist regulated by the Board of Education, the individual shall disclose the entity 
that has engaged the spouse for lobbying purposes. 

 
i. A statement filed under this section may also include a schedule of additional interests 

or information that the individual making the statement wishes to disclose.  
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8. For the purposes of Section IV.C.7 of these regulations, the following interests are 
considered to be the interests of the individual making the statement:  

 
a. An interest held by a member of the individual’s immediate family, if the interest was, 

at any time during the reporting period, directly or indirectly controlled by the individual.  
 

b. An interest held by a business entity in which the individual held a thirty (30) percent 
or greater interest at any time during the reporting period.  

 
c. An interest held by a trust or an estate in which, at any time during the reporting period:  

 
(1) The individual held a reversionary interest or was a beneficiary; or  

 
(2) If a revocable trust, the individual was a settlor.  

 
9. The Panel shall review the financial disclosure statements submitted under this section for 

compliance with the provisions of this section and shall notify an individual submitting the 
statement of any omissions or deficiencies.  

 
10. The Panel or Board of Education may take appropriate enforcement action to ensure 

compliance with this section.  
 

D. Section V. Financial Disclosure — Employees, Appointed Officials, and Elected Officials 
 

1. The employees, appointed officials, and elected officials set forth in this section are 
required to file a financial disclosure statement on or before April 30 of each year during 
which an employee is employed or an official holds office. 

 
a. The following employees and officials must complete Financial Disclosure Form A: 

 
(1) Elected Board of Education members  

 
(2) Newly elected Board of Education members (statement must be filed within 

fourteen (14) days of being sworn-in as a Board of Education member and by April 
30 of each year thereafter) 

 
(3) Those seeking to serve as a Board of Education member whether by election or 

an appointment to a vacant position 
 

(4) Superintendent 
 

(5) Board of Education Attorney 
 

(6) Deputy Superintendent 
 

(7) Chief Financial Operating Officer 
 

(8) Associate Superintendent for Curriculum and Instruction 
 

(9) Supervisor of Purchasing 
 

b. The following employees must complete Financial Disclosure Form B: 
 

(1) Principals 
 

(2) Assistant Principals 
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(3) Any official or employee who has responsibility for preparing, approving, or 

auditing, or who has the authority to commit the school system to rent, purchase, 
or lease any of the following items with an aggregate value of $100,000.00 in any 
fiscal year: 

 
(a) Personal service contracts 

 
(b) Specifications for materials, supplies, or equipment 

 
(c) Requests for proposals or bids 

 
(4) Any official or employee who, acting alone or as a member or an employee of the 

Board of Education or school system, having decision-making authority or acting 
as a principal advisor to a person with that authority in making school system or 
school board policy or exercising quasi-judicial regulatory, licensing, inspecting, or 
auditing functions. 

 
2. A statement filed under this section shall be filed with the Board of Education Attorney 

under oath or affirmation.  
  

3. On or before April 30 of each year during which an official or employee holds office, an 
official or employee shall file a statement disclosing gifts received during the preceding 
calendar year from any person that contracts with or is under the authority of the Board of 
Education or the school system, including the name of the donor of the gift and the 
approximate retail value at the time of receipt.  

 
4. An official or employee shall disclose employment and interest that raise conflicts of 

interest or potential conflicts of interest in connection with a specific proposed action by the 
employee or official sufficiently in advance of the action to provide adequate disclosure to 
the public.  

 
5. The Board of Education Attorney shall maintain all disclosure statements filed under this 

section as public records available for public inspection and copying as provided in Section 
IV.C.6 of these regulations.  

 
E. Section VI. Lobbying  

 
1. A person shall file a lobbying registration statement with the Board of Education Attorney 

if the person:  
 

a. Personally appears before any school official or employee with the intent to influence 
that person in performance of the official duties of the official or employee; and  

 
b. In connection with the intent to influence, expends or reasonably expects to expend in 

a given calendar year in excess of $500.00 on food, entertainment, or other gifts for 
officials and employees of the Board of Education or school system.  

 
2. A person shall file a registration statement required under this section on or before the 

later of January 15 of the calendar year or within five (5) days after first performing an act 
that requires registration in the calendar year.  

 
3. The registration statement shall identify:  

 
a. The registrant;  
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b. Any other person on whose behalf the registrant acts; and  
 

c. The subject matter on which the registrant proposes to make appearances specified 
in subsection (a) of this section.  

 
The registration statement shall cover a defined registration period not to exceed one (1) 
calendar year.  

  
4. Within thirty (30) days after the end of a calendar year during which a person was registered 

under this section, the person shall file a report with the Board of Education Attorney 
disclosing:  

 
a. The value, date, and nature of any food, entertainment, or other gift provided to a 

school official or employee; and  
 

b. If a gift or series of gifts to a single official or employee exceeds $150.00100.00 in 
value, the identity of the official or employee.  

 
5. The Board of Education Attorney shall maintain the original registrations and reports filed 

under this section as public records and shall make a certified copy of such a document 
available for public inspection.  

 
F. Section VII. Exemptions and Modifications 

 
The Ethics Panel or the Board of Education, as appropriate, may grant exemptions and 
modifications to the provisions of Section IV of these regulations to employees and appointed 
officials who are not members of the Board of Education when the Panel or Board of Education 
determines that application of those provisions is not required to preserve the purposes of 
these regulations and would:  

 
1. Constitute an unreasonable invasion of privacy; and  

 
2. Significantly reduce the availability of qualified persons for public service.  

 
G. Section VIII. Sanctions  

 
1. Violation by any official or employee of the provisions of these regulations shall constitute 

grounds for discipline or personnel action, or removal from office where provided by law, or 
the policies of the Washington County Board of Education. 

 
2. Persons or business entities found in violation of the lobbying provisions of these regulations 

shall be publicly identified and subject to other penalties as provided by law.  The Board of 
Education may impose such sanctions as it deems appropriate.  

 
3. A finding of a violation of these regulations by the Board of Education is public 

information. 
 

 
 
 
 
 

Administrative Regulation adopted: October 19, 1983.  Amended: November 7, 1988.  Reviewed: August 
29,1989. Amended: March 26,1997.  Amended: October 7,1997.  Amended: April 7, 2009.  Revised: February 
7, 2012.  Amended: _________________ 
Washington County Board of Education 



                                                                                                               Exhibit BBFE-E(2) 

 

 

Changes in blue are being made as a result of proposed changes to Administrative Regulation 
BBFE-R and were approved by the Policy Committee at its public meeting on December 19, 
2018. 

ETHICS ADVISORY PANEL 
BOARD OF EDUCATION OF WASHINGTON COUNTY 

LOBBYING REGISTRATION FORM 
Pursuant to Washington County Board of Education Administrative Regulation BBFE-R 

 
Registrant Information 
 
Name: _________________________________________________________________________ 
 
Business Address:  _______________________________________________________________ 
 
Phones:    Office ______________________ Home ___________________________ 
 
Representation Information 
Names and addresses of all individuals, business entities, or other organizations on whose 
behalf Registrant acts on or will be acting: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Subject matters and/or activities regarding which Registrant acts or will be acting: 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
Duration of this registration statement (not to exceed one calendar year): 
 
From _______________________________   To _________________________ 
 
______________________________________________ _________________ 
  Signature      Date 
 
This Lobbying Registration Form is to be submitted to the Ethics Advisory Panel c/o Office of 
Chief Legal Counsel, 10435 Downsville Pike, Hagerstown, Maryland 21740. 
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ETHICS ADVISORY PANEL 
BOARD OF EDUCATION OF WASHINGTON COUNTY 

LOBBYING ACTIVITY REPORT 
Pursuant to Washington County Board of Education Administrative Regulation BBFE-R 

 
Registrants shall file a report, not later than January 31st of each year, covering activities for 
which they were registered for in the preceding year, disclosing the value, date, and nature of 
any food, entertainment, or gifts provided to any school system official or employee. 
 

Nature of any food, entertainment, or gift Value* Date 

 
 

  

 
 

  

 
 

  

  
 

 

  
 

 

 
* When a gift or series of gifts to a single official or employee exceed one hundred fifty dollars 
($150.00100.00) in value, the official or employee shall be identified. 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
______________________________________________________________________________ 
 
 

OATH 
I DO HEREBY DECLARE AND AFFIRM under the penalty of perjury that the information set-forth 
above is true and correct to the best of my knowledge and belief. 
 
_____________________________________________  _________________ 
  Signature      Date 
 
 
 
This Lobbying Activity Report is to be submitted to the Ethics Advisory Panel c/o Office of Chief 
Legal Counsel, 10435 Downsville Pike, Hagerstown, Maryland 21740. 
 
 
 
Adopted:  April 7, 2009.  Amended: February 7, 2012.  Amended: ____________ 
Washington County Board of Education 



                  File: BBFE-E(3) 

Changes in blue were approved by the Policy Committee at its public meeting on January 23, 2018. 

 

WASHINGTON COUNTY BOARD OF EDUCATION 

ETHICS ADVISORY PANEL 

 FINANCIAL DISCLOSURE FORM A 
 
This form is to be used by members of the Washington County Board of Education (“WCBOE”) and 
employees of Washington County Public Schools (“WCPS”) as required by WCBOE.   
 

Instructions: 

1. Fill in the preliminary information requested in the box below.  Be sure to 

correctly identify the reporting period. 
2. Please be sure to state full names and complete addresses throughout the 

form. 

3. Reproduce separate schedules/pages as needed.  For example, you will need 
to reproduce Schedule A for each individual property you own. 

4. Upon completion of your financial disclosure statement, sign and date the lower 

portion of the page and make the required oath or affirmation before a notary public 

or other officer authorized to take oaths. 
    

Regular Reporting Period: January 1 through December 31, 20__ 

or 

Termination Report: January 1 through ________________, 20__ 
 

PLEASE PRINT OR TYPE 
 
FIRST NAME INITIAL LAST NAME        
 
 
CURRENT POSITION OR OFFICE HELD WITH WCBOE OR WCPS, IF ANY (OR OFFICE FOR CANDIDACY) 
 
 
 
E-MAIL ADDRESS 

 

This financial disclosure statement describes all interests and related transactions and matters 
required to be disclosed by Washington County Board of Education Policy BBFE and Administrative 
Regulation BBFE-R with respect to the period indicated and pertaining to the person filing the 
statement.  The statement consists of this cover sheet, the checklist, and Schedules A through I. 
 
I hereby make oath or affirm under the penalties of perjury that the contents of this financial 
disclosure statement, including the Schedules attached hereto, are complete, true and correct to the 
best of my knowledge, information and belief. 
 

 Signature of Person Filing: _______________________________________ 

(SEAL) Date: _______________________________________ 

 Sworn to before me this _______ day of:  _______________________________________ 

 Signature of Notary Public: _______________________________________ 

 Printed/Typed Name of Notary Public: _______________________________________ 

 My Commission Expires: _______________________________________ 
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Instructions: 
 
Check the proper block to Questions A through I.  Do not leave any questions unanswered.  
If you check "Yes" to any question by sure to complete the corresponding Schedule. 
 

 
 
 
 

 
 

 
 

 
 

 
 YES 

 
 NO 

 
 
A. 

 
 
I held interests during reporting period in real property 
located in or outside Maryland.  (If "Yes," complete 
Schedule A.) 
 

 
 

 
 
A. 

 
 

 
 

 
 
B. 

 
 
I held interests during reporting period in corporations, 
partnerships and similar entities.  (If "Yes," complete 
Schedule B.) 
 

 
 

 
 
B. 

 
 
 
 
 
 

 
 

 
 
C. 

 
 
I held interests in a non-corporate business entity which 
did business with WCBOE or WCPS, other than a 
partnership.  (If "Yes", complete Schedule C.) 
 

 
 

 
 
C. 

 
 

 
 

 
 
D. 

 
 
I received gifts during reporting period from persons doing 
business with WCBOE or WCPS, regulated by WCBOE or 
WCPS, or registered or required to register as lobbyists.  (If 
"Yes," complete Schedule D.) 

 
 

 
 
D. 

 
 

 
 

 
 
E. 

 
 
I or a member of my immediate family (spouse and/or 
dependent child) was a partner or held an office, 
directorship, or salaried employment during reporting 
period in or with a business entity doing business with 
WCBOE or WCPS.  (If "Yes," complete Schedule E.) 

 
 

 
 
E. 

 
 

 
 

 
 
F. 

 
 
I or a member of my immediate family (spouse and/or 
dependent child) owed debts (excluding retail credit 
accounts) during reporting period to persons doing 
business with WCBOE or WCPS.  (If "Yes," complete 
Schedule F.) 
 

 
 

 
 
F. 

 
 

 
 

 
 
G. 

 
 
A member of my immediate family (spouse and/or 
dependent child) was employed by WCBOE or WCPS during 
reporting period.  (If "Yes," complete Schedule G.) 
 

 
 

 
 
G. 

 
 

 
 

 
 
H. 

 
 
I or a member of my immediate family (spouse and/or 
dependent child) received a salary or was sole or partial 
owner of a business entity from which earned income was 
received, during the reporting period.  (If "Yes," complete 
Schedule H.) 

 
 

 
 
H. 

 
 

 
 

 
 
I. 

 
 
Is additional information set forth on Schedule I?  (If "Yes," 
complete Schedule I.) 
 
 

 
 

 
 
I. 
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Form 1 

Schedule A – Real Property Interests 

Do you have any interest (as an owner or a tenant, including interests in time 

shares) in real property in Maryland or in any other state or country?  

___ Yes   ___ No (Go to Schedule B) 

If Yes:  (Answer each question below.  A separate Schedule A will be required for each property, 

including a second home, you need to disclose.  In the event you own more than one (1) second 
home, you must designate which second home is the designated second home.) 

1. What is the address or legal description of the property? (Give street address, if you 

know it. If the property is your primary residence, you may enter the lot and block legal description 

instead, if you wish.) 
Street Address ____________________________________ 
City/State/Zip  ____________________________________ 

2. What kind of property is it?  

Improved (indicate whether property is residential or commercial property): _____________ 

Unimproved (vacant lot): ___________ 

3. Is the interest held directly by you or is it attributable to you?   

Direct______________ Attributable____________________ 

4. Are you the owner or tenant? 

Owner_____________ Tenant________________ 

5. Do you hold the interest solely or is it jointly held with another? 

Solely_________ Jointly_________ Tenants by the Entirety____ 

If held jointly, or by tenants by the entirety, the name(s) of the other joint 
owner(s):_____________________________________________________ 

_____________________________________________________________ 

6. Are there any legal conditions or encumbrances on the property? (Example: 

mortgages, liens, contracts, options, etc.) 

___ Yes 
___ No 
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If yes, what is/are the name(s) of the lender(s), creditor(s), lien holder(s), 
etc?_____________________________________________________ 

7. What date was the property acquired? ____________ 

8. How was the property acquired? (Example: purchase, gift, inheritance, etc.) 

_________________________________________________ 

9. From whom was the property acquired? (Name of individual or entity from whom you 

purchased or inherited the property or who gifted the property to you.) 

 ____________________________________________________________ 

10. What consideration was given when the property was acquired? (Dollar amount 

paid or, if you received the property as a gift or inherited it, the fair market value at the time you 
acquired your interest in the property)  

 

-Select One- 
 

 Below $25,000 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 to $124,999 

 $125,000 to $149,999 

 $150,000 to $199,999 

 $200,000 to $249,999 

 $250,000 to $299,999 

 $300,000 to $349,999 

 $350,000 to $399,999 

 $400,000 to $449,999 

 $450,000 to $499,999 

 $500,000 to $749,000 

 $750,000 to $999,999 

 $1,000,000 and Over 

 N/A 
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11. Have you transferred any interest in this property during the reporting period? 

___ Yes 
___ No 

If Yes; 

11.A.  What percentage of interest did you transfer: 

-Select One- 
 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 

11.B. What consideration did you receive for the interest:  
 

-Select One- 
 

 Below $25,000 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 to $124,999 

 $125,000 to $149,999 

 $150,000 to $199,999 

 $200,000 to $249,999 

 $250,000 to $299,999 

 $300,000 to $349,999 

 $350,000 to $399,999 

 $400,000 to $449,999 

 $450,000 to $499,999 
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 $500,000 to $749,000 

 $750,000 to $999,999 

 $1,000,000 and Over 

 N/A 

11.C.  To whom did you transfer the interest: _________________ 

 

If you have any additional interests in real property in Maryland, any other 

state or any other country, please use additional sheet(s), if necessary, 
and respond to each above question for each such entry. 
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Schedule B – Interests in Corporations and Partnerships 

Did you have any interest in any corporations, partnerships, limited liability 
partnerships (LLP) or limited liability companies (LLC) during the reporting period 

whether or not the entity did business with WCBOE or WCPS?  

___ Yes 
___ No  (Go to Schedule C) 

If Yes:  (Answer each question below.  A separate Schedule B will be 

required for each interest you need to disclose.) 

1. What is the name of the entity? Include the complete name of the entity, do not 
identify solely by trading symbol:___________________ 

2. Does the stock of the corporation trade on a stock exchange? 

___ Yes    ___ No 

If “no,” the legal address of the entity’s principal office. 

_____________________________________________ 

3. Is the interest held directly by you or is it attributable to you?  (See Paragraph E of 

Instructions for definition of “Attributable.”) 

Directly:__________ Attributable:_______________ 

4. Do you hold the interest in your name alone, or is it held jointly? 

In your name alone: _________ Jointly:___________ 

If jointly, the percentage of your interest:  

-Select One- 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 
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5. What number of shares do you own? (Example: stock, notes, bonds, puts, calls, 
straddles, purchase options, etc.) If in a non-publicly traded entity or LLP or LLC, 

report the percentage of ownership. 

Name and number of stock, notes, bonds, puts, calls, straddles, purchase options, 
etc:  

 

 

_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: ___% 

 
 

_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: __% 

 
 

_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of 

Ownership: ____%

6. Are there any legal conditions or encumbrances that apply to your interest in the 
entity? (Example: mortgages, liens, contracts, options, etc.) 

___ No 

___ Yes; If yes, name of entity holding the encumbrance: _______________ 
 

7. Did you acquire an interest in the entity during the reporting period? 

___ Yes 

___ No 

If Yes; 

7A. In what month was the interest acquired? ____________________ 

7B. How was the interest in the entity acquired? (Example: purchase, gift, will, 

etc.):______________________________ 
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7C. From whom did you acquire the interest in the entity? (If you purchased it from a 

brokerage, the name of the brokerage):________________________________ 

7D. What number of shares was acquired? 

Name and number of stock, notes, bonds, puts, calls, straddles, purchase options, 
etc:  

 
_________________ 

 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: ___% 

 

_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: __% 

 

_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of 

Ownership: ____% 

 

8. Have you transferred any interest in this entity during the reporting period? 

___ Yes 

___ No 

If Yes; 

8A. What number of the interest was transferred? 

 (continued on next page)  
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_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: ___% 

 
_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of  

Ownership: __% 

 
_________________ 
 

-Select One- 

 Under 100 

 100 to 249 

 250 to 499 

 500 to 749 

 750 to 999 

 1,000 and over 

 N/A 

 

Percentage of 

Ownership: ____%

8B. What consideration did you receive for the interest in the entity? (Dollar amount paid, or if 

you received the property as a gift or inherited it, the fair market value and terms at the time you transferred 
your interest in the property): 

-Select One- 

 Under $1,000 

 $1,000 to $4,999 

 $5,000 to $9,999 

 $10,000 to $14,999 

 $15,000 to $19,999 

 $20,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

 

OR 
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-Select One- 
 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 

8C. To whom did you transfer your interest in the entity?________________ 

 

If you have additional interests in corporations or partnerships, please use 
additional sheet(s) if necessary, and answer each of the above questions for 

each additional entry. 
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Schedule C – Interests in Non-Corporate Business Entities Doing Business with 
the WCBOE or WCPS 

Do you have an interest in any non-corporate business entity (a sole proprietorship) that 

did business with WCBOE or WCPS during the reporting period? 

___ Yes 
___ No (Go to Schedule D) 

If Yes;   (Answer each question below.  A separate Schedule C will be required 

for each business entity to be disclosed.) 

1. Name and Address of the Principal office of the business entity? 

Name: ___________________________________ 

Address: _________________________________ 

City/State/Zip: ____________________________ 

2. Is the interest held directly by you or is it attributable to you?  (See Paragraph E of 

Instructions for definition of “Attributable.”) 

Direct: ___________ Attributable: ______________ 

3. Do you hold the interest solely or is it jointly held with another? 

Solely: _________  Jointly:________________ 

3.A. If jointly, the percentage of your joint interest:  

-Select One- 
 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 

3.B. Dollar value of your interest in the entity:  

-Select One- 

 Under $1,000 
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 $1,000 to $4,999 

 $5,000 to $9,999 

 $10,000 to $14,999 

 $15,000 to $19,999 

 $20,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

or  percentage of your interest in the entity:  

-Select One- 
 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 

4. Are there any legal conditions or encumbrances that apply to your interest in the 
entity? (Example: mortgages, liens, contracts, options, etc.) 

___ Yes, If yes give name of creditor: ______________________ 

___ No 

5. Was any interest acquired during the reporting year? 

___ Yes 
___ No 

If Yes; 

5A. What month was the interest acquired? ________________ 

5B. How was the interest in the entity acquired? (Example: purchase, gift, will, etc.)  

__________________________________ 
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5C. From whom did you acquire the interest? ______________________ 

5D. What consideration was given when the interest was acquired? (Dollar amount paid or if 

you received the property as a gift or inherited it, the fair market value at the time you acquired your interest 
in the property)  

-Select One- 

 Under $1,000 

 $1,000 to $4,999 

 $5,000 to $9,999 

 $10,000 to $14,999 

 $15,000 to $19,999 

 $20,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

6. Did you transfer any of your interest during the reporting period? 

___ Yes 

___ No 

If yes; 

6A. What percentage of interest, if less than all, was transferred? 

-Select One- 
 

 Under 3% 

 3-9% 

 10-24% 

 25-49% 

 50-74% 

 75-99% 

 100% 

 N/A 
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6B. What consideration did you receive for the interest in the entity? (Dollar amount paid or if 

you received the property as a gift or inherited it, the fair market value and terms at the time you transferred 
your interest in the property):  

-Select One- 

 Under $1,000 

 $1,000 to $4,999 

 $5,000 to $9,999 

 $10,000 to $14,999 

 $15,000 to $19,999 

 $20,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

6C. To whom did you transfer your interest in the entity?________________ 

 

If you have additional interests in sole proprietorship(s) that did business with 

WCBOE or WCPS during the reporting year, please use additional sheet(s) if 
necessary, and answer each of the above questions for each additional entry. 
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Schedule D – Gifts 

On or before April 30 of each year during which an employee holds employment, an 
employee shall file a statement disclosing gifts received during the preceding calendar 

year from any person that contracts with or is under the authority of the Board or the 
School System, including the name of the donor of the gift and the approximate retail 
value at the time of receipt. 

During the calendar year ending December 31, ______, I received the following gifts with 
the retail value at time of receipt noted: 

 
  Not applicable. 

 
Donor                 Retail Value 
 

__________________________________________ ______________________ 
 

__________________________________________ ______________________ 
 
__________________________________________ ______________________ 

 
__________________________________________ ______________________ 

 
__________________________________________ ______________________ 

 

Please use additional sheet(s), if necessary, for any additional entries. 
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Schedule E – Officers, Directorships, Salaried Employment and Similar Interests 

During the reporting period, did you or any member of your immediate family (spouse or 
dependent child) have any salaried employment or hold any office or directorship with an 

entity that did business with WCBOE or WCPS? 

___ Yes 
___ No (Go to Schedule F) 

If Yes;  (Answer each question below.  A separate Schedule E will be required for 

each disclosure.) 

1. What is the name and address of the business entity? 

Name: ___________________________________ 

Address: _________________________________ 

City/State/Zip: ____________________________ 

2. Who was the individual who held the position or interest listed above? (Example: yourself, 

spouse, dependent child) 

Self: ___________  Spouse: _________ Dependent child:_______ 

2A. Name of spouse or dependent child: ___________________________ 

3. What is the title of the office you, your spouse or dependent child held? (Example: limited 

partner, director, treasurer, chair of the board of trustees, etc.) __________________________________ 

4. What year did the position begin? ______________________________ 

5. With what WCBOE or WCPS department(s) did the business entity do 
business?________________________________________________________________ 

6. What was the nature of the business? (Example: regulated by WCBOE or WCPS, registered under 

the lobbying law, or involved with sales and contracts with WCBOE or WCPS) 

_____________________________________________________________ 

 

If necessary, please use additional sheet(s) for any additional entries. 
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Schedule F – Debts You Owe 

During the reporting period, did you owe a debt (excluding a retail credit account) to a 
financial entity that did business with the WCBOE or WCPS?  [NOTE:  If, on Schedule A, 

B or C you listed a financial entity that did business with WCBOE or WCPS as the 
holder of your mortgage or other encumbrance, you must complete Schedule F 
with regard to that indebtedness.] 

___ Yes 
___ No (Go to Schedule G) 

If Yes;  (Answer each question below.  A separate Schedule F will be required for 
each debt to be disclosed.) 

1. To whom did you owe the debt? (Do not include consumer credit debts) 

________________________________________________ 

2. When was the debt incurred? ____________________ 

3. What are the interest rate and terms of payment of the debt? 

Interest Rate: 

-Select One- 
 

 Under 5% 

 5-7 1/2% 

 Up to 10% 

 More than 10% 

 N/A 

Terms (monthly, bimonthly, annually, etc): _________________ 

4. What was the amount of the debt as of the end of the reporting period. If debt existed 
during the reporting period but was paid in full at the end of the period, put $0.   

-Select One- 

 $0 

 Less than $1,000  

 $1,000 to $9,999 

 $10,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 
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 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

5. Did the principal of the debt increase _____or decrease ______ during the reporting 
period, and by how much?  

-Select One- 

 $0 

 Less than $1,000  

 $1,000 to $9,999 

 $10,000 to $24,999 

 $25,000 to $49,999 

 $50,000 to $74,999 

 $75,000 to $99,999 

 $100,000 and Over 

 N/A 

6. Was any security given for the debt? 

___ Yes 
___ No 

If Yes; Please state what type of security was given (home, car, boat, etc): 

________________________ 

7. If this is a transaction in which you were involved, but which resulted in a debt being 
owed by your spouse or dependent child, identify your spouse or child and describe the 

transaction.  ________________________________ 

 

If necessary, please use additional sheet(s) for any additional entries. 
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Schedule G – Family Members Employed by WCPS 

During the reporting period, were any members of your immediate family (spouse or 
dependent children) employed by WCPS in any capacity? 

___ Yes 

___ No  (Go to Schedule H) 

If Yes;  (Answer each question below.  A separate Schedule G will be required 
for each member of the immediate family who is employed by the State.) 

1. What is the relation and name of the immediate family member employed by WCPS? 

_________________________________________________ 

2. What was the title of your immediate family member’s position WCPS during the 
reporting period? __________________________ 

 

If necessary, please use additional sheet(s) for any additional entries. 
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Schedule H – Employment/Business Ownership 

During the reporting period, did you or any member of your immediate family, receive any 
earned income from an entity other than WCBOE or WCPS?  Please note that your 

dependent child’s employment or business ownership does not need to be disclosed unless 
the place of employment or the business entity is subject to regulation or the authority of 
your agency or has contracts in excess of $10,000 with WCBOE or WCPS. 

___ Yes 

___ No (Go to Schedule I) 

If Yes:  (Answer each question below.  A separate Schedule H will be required 
for each member of the immediate family who had employment or ownership of 

a business entity.) 

1. If, during the reporting period, you or a member of your immediate family had 
employment from which you or they earned income, list the relation, name, and address 

of the employment. 

Name: _____________________________________ 

Relationship: ________________________________ 

Name of Employer: ____________________________ 

Address: ____________________________________ 

City/State/Zip: _______________________________ 

2. If, during the reporting period, you or a member of your immediate family wholly or 
partially owned any business entity from which income was earned, list the relation, name 

and address of the business entity. 

Name: _____________________________________ 

Relationship: ________________________________ 

Name of Business Entity: _______________________ 

Address: ____________________________________ 

City/State/Zip: _______________________________ 

 

If necessary, please use additional sheet(s) for any additional entries. 
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Schedule I – Other 

Is there any additional information or interest you would like to disclose? 
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Please return on or before April 30, 20__ to: 
Washington County Board of Education 

Ethics Advisory Panel 

c/o Office of Chief Legal Counsel 
10435 Downsville Pike 

Hagerstown, Maryland 21740 
301-766-2946 

TrottAnt@wcps.k12.md.us 

 
NOTICE:  Washington County Board of Education ethics policy, administrative regulation, 

and exhibits may be accessed on-line at: 
http://www.boarddocs.com/mabe/wcps/Board.nsf/Public 

 

 

STANDARDS OF CONDUCT 

 

The standards address disqualification from participation, prohibited secondary employment, prohibited 

ownership interests, misuse of position, prohibited solicitation and acceptance of gifts, misuse of 

confidential information, post-employment limitations, prohibited dealings with WCBOE or WCPS, and 

procurement specifications assistance restrictions.   The administrative regulation provides for 

exceptions and exemptions under certain circumstances. 

 

Filers wanting more detailed information about these requirements should contact the offices of the 

Ethics Advisory Committee. 

 

 

PRIVACY NOTICE 

 

The information contained in Form A and Form B may be disclosed to any requesting person. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit Adopted: February 7, 2012. Amended: _________ 

Washington County Board of Education 

mailto:TrottAnt@wcps.k12.md.us
http://www.boarddocs.com/mabe/wcps/Board.nsf/Public


 

10435 Downsville Pike 
Hagerstown, MD  21740 

301-766-2800 

 

 
 

Building a Community That Inspires Curiosity, Creativity, and Achievement. 
 

www.wcpsmd.com 

File: BBFE-E(5) 

The Policy Committee recommended this new exhibit at its public meeting on January 23, 2018. 

Instructions for Requesting an Advisory Opinion from the Ethics Advisory Panel 
 
 The Board of Education of Washington County established the Ethics Advisory Panel (“Panel” or “Ethics Panel”) 
to administer the ethics policy, to render advice regarding the applicability and interpretation of the ethics policy, and to 
investigate complaints regarding possible violations of the ethics policy.  The Board of Education has authorized the 
Panel to issue advisory opinions.  These instructions provide information on the process to be followed when an 
individual requests an advisory opinion from the Ethics Panel. 
 
 A Board of Education member, school system official, employee, consultant, volunteer, or other person subject 
to the Board of Education of Washington County’s Ethics Policy may request the Panel to issue an advisory opinion 
concerning the application of the Board of Education’s Ethics Policy. 
 
 If you are requesting an advisory opinion, you must submit the Application to Request an Advisory Opinion 
form (“Application”) to: 
 

Board of Education of Washington County 
Ethics Advisory Panel 

c/o Office of Chief Legal Counsel 
10435 Downsville Pike 

Hagerstown, Maryland 21740 
 
You should submit the Application as soon as you become aware of the circumstances that necessitate the Panel’s 
involvement.   
 
 The Panel will respond to the request, providing interpretations of the Ethics Policy, based on the facts provided 
or reasonably available to it.  The Panel may request additional information if it is needed to respond to a request.   
 
 Copies of the Panel’s advisory opinions, with the identity of the subject(s) redacted, will be made available to 
the public. 
 
Ethics Reference Materials 
Policy BBFE – Ethics 

Administrative Regulation BBFE-R – Washington County Board of Education Ethics Regulations 

Exhibit BBFE-E(1) – Ethics Complaint Reporting Form 

Exhibit BBFE-E(2) – Lobbying Registration Form and Lobbying Activity Report 

Exhibit BBFE-E(3) – Financial Disclosure Form A 

Exhibit BBFE-E(4) – Financial Disclosure Form B 

Exhibit BBFE-E(5) – Application to Request an Advisory Opinion 
 

 
 



 

10435 Downsville Pike 
Hagerstown, MD  21740 

301-766-2800 

 

 
 

Building a Community That Inspires Curiosity, Creativity, and Achievement. 
 

www.wcpsmd.com 

File: BBFE-E(5) 

 

Application to Request an Advisory Opinion 
 
I (we) hereby request an Advisory Opinion relative to the Ethics Policy regarding the following:  
 
(Set forth detailed statement of facts and the particular guidance you are seeking from the Ethics Advisory Panel.  Use 
additional pages as necessary.) 
 
__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________ 

 
I (we) hereby declare and affirm under the penalties of perjury that the contents of this document and any 
attachment(s) are true and correct to the best of my/our knowledge, information, and belief.  
 
Requestor(s): 
 
________________________________________________ _____________________________________________ 
(Type/print name)      (Signature) 
 
________________________________________________ _____________________________________________ 
(Type/print name)      (Signature) 
 
________________________________________________ _____________________________________________ 
(Type/print name)      (Signature) 
 
Address: ___________________________________________________________________________________________ 
 
Telephone: ______________________________________ Date submitted: ________________________________ 
 
SUBMIT THIS APPLICATION TO THE ATTENTION OF: 
Board of Education of Washington County 
Ethics Advisory Panel 
c/o Office of Chief Legal Counsel 
10435 Downsville Pike 
Hagerstown, Maryland 21740   
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               File: BG 
 
POLICY SETTING 
 

I. Purpose 
 

The purpose of Policy BG is to establish a definition of policy and a consistent process for the 
development, revision, adoption, review, and rescission of formal policies. 

 
II. Background 

 
Maryland State law provides that county boards of education, with the advice of the 
Superintendent, guide the development, implementation, and governance of the educational and 
operational programs of the school system.  Board policies are aligned with Washington County 
Public Schools’ vision, mission, and goals, as well as applicable federal, state, and local laws.  
Thus, policy development is one of the Board of Education’s chief responsibilities. 

 
III. Definitions 

 
Within the context of this policy, the following definitions apply: 
 
A. Administrative regulation: Rules (usually attached to a specific policy) developed by the 

Superintendent to outline the procedures for how the policy will be implemented. 
 

B. Emergency policy:  A temporary policy created when an unexpected situation that requires a 
policy-based solution not previously addressed in policy arises.  Examples of such situations 
may include damage to a school, a severe weather occurrence, or a disrupting employee 
work action. 
 

C. Policy: A written document which establishes the principles for the development and 
implementation of educational programs and/or the management and operation of the school 
system.  Board of Education policy answers the “what” and “why” questions with regard to the 
Board setting a course of action for the county school system. 
 

D. Policy Review and Development Committee (often shortened to “Policy Committee”): A three- 
person committee of Board of Education members charged with the review, update, and 
development of school system policies.  (see Board of Education Exhibit BDE-E(5) Policy 
Review and Development Committee) 

 
IV. Policy Statement/Procedures   

 
A. Policy Development and Revision 

 
The Policy Committee’s task is to review policy recommendations referred to it, draft new 
policies, revise existing policies, and recommend rescission of existing policies as needed 
prior to submission to the full Board of Education.  It is not necessary to duplicate in policy, 
regulations established by state or federal law unless legally required to do so.  However, the 
Board of Education may impose requirements beyond those established by law and/or 
provide information necessary to comply with the law.  The full Board of Education may take 
action on a policy without the policy first going through the Policy Committee. 

 
1. The Board of Education shall review its policies on a continuing basis to ensure they are 

relevant and up-to-date.  The Board of Education may call for review of any policy at its 
discretion.  
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2. The Superintendent will recommend to the Policy Committee new policies, changes in 
existing policies, or elimination of obsolete or inadequate policies.  The Superintendent 
shall appoint a liaison to the Policy Committee. 

 
3. Student organizations or interested citizens may submit proposals for new policies, 

and/or recommendations for changes to existing policies, or for the elimination of 
obsolete or inadequate policies to the chairperson of the Policy Committee, to its liaison, 
or to members of the Board of Education.  

 
4. The Policy Committee shall consider such factors as policies of the State Board of 

Education; federal, state, and local laws and regulations; court decisions; cost 
implications; similar policies of other school systems; research and literature; effect on 
operations; and those impacted by the policy.  The Policy Committee may seek the 
judgment and counsel of appropriate staff in policy development and revision.  The Policy 
Committee will ensure that the proposed policy or revision is a) properly classified, 
prepared in the correct format, and coded according to the codification system developed 
by the National Education Policy Network/National School Boards Association; b) 
conforms with the Board of Education’s vision, mission, and goals; and c) does not 
conflict with existing Board of Education policy or regulation.  If a conflict exists, all 
effected policies will be reviewed.  If the text of the new policy precipitates changes to 
any other policies or any set of approved administrative guidelines, regulations, or 
exhibits, the reference to the affected item shall be noted.  

 
5. In creating or revising a policy, the Policy Committee shall follow a standard format that 

will include as appropriate:   
 

a. Purpose  
 

b. Background 
 

c. Definitions 
 

d. Policy Statement/Procedures 
 

6. When a major, new policy is proposed; or when a proposed policy or a revision of an 
existing policy would substantially alter or create a major school educational or 
operational program, the Policy Committee may suggest that the Board of Education 
conduct a work session or convene a town meeting. 
 

B. Policy Adoption, Revision, Rescission, or Absence of Policy   
 

Adoption of new policies or the revision or rescission of existing policies is solely the 
responsibility of the Board of Education. 

 
1. The Board of Education will adhere to the following procedures in considering and 

adopting policy proposals or when considering a proposal to rescind an existing policy. 
 

a. At a business meeting the proposed policy being recommended for adoption, 
revision, or rescission will be presented for a first reading, discussion, and first vote 
taken.   

 
b. If the Board of Education approves the first reading, the proposed policy will be made 

available for public comment.  The proposed policy will be presented for a second 
reading at a scheduled business meeting.     

       



Page 3 of 4 

c. In an effort to provide an opportunity for citizen comment, there shall be a minimum 
of ten (10) calendar days between the first and second reading.  In no case shall the 
time between the first and second reading be longer than eight weeks.  The Board of 
Education may conduct a town meeting in order to gauge the sentiment of the 
community with regard to a proposed policy.  During discussion of a policy proposal, 
the views of the public and staff will be considered.  

 
d. At the second reading of the proposed policy, the Board of Education may, with 

respect to any such proposed policy, adopt it, reject it, adopt it with amendments, 
rescind it, or refer it to the appropriate committee or committees. 

                 
e. An amendment offered during the second reading will not require an additional 

reading unless the Board of Education determines that the amendment requires 
further study and that an additional reading would be desirable.   

 
2. The Board of Education may temporarily approve a policy to meet emergency conditions.  

A time restraint may be attached to an emergency policy if appropriate.  An emergency 
policy need not go through a first and second reading.  An emergency policy may not 
extend beyond six (6) months.  At the end of six (6) months, the Board will determine if 
the policy should be terminated or adopted as a permanent policy and proceed in 
accordance with standard policy adoption procedures. 

 
3. The Board of Education recognizes that it is not possible to anticipate all situations for 

which a policy would be helpful. In such cases, the Superintendent is authorized to make 
decisions on matters not addressed by Board of Education policy.  The Superintendent 
shall promptly notify the Board of Education of such action and, when appropriate, 
suggest the need for policy.  

 
C. Administrative Regulations 

 
1. The Board of Education shall delegate to the Superintendent the function of developing 

administrative rules and regulations for implementation of appropriate policies.   

 
2. All regulations that are promulgated by the Superintendent are to be distributed to the 

Board of Education.   
 

D. Dissemination of Policies, Regulations, and Proposed Policies  
 

1. Board of Education policies and administrative rules and regulations will be made 
accessible to the school community electronically through the Board’s website, 
www.boarddocs.com/mabe/wcps/Board.nsf.Public.  Hard copies will be available for 
review in the Public Information Office. 
 

2. If deemed appropriate by the Policy Committee or Superintendent, a policy and/or 
regulation may also be sent electronically through e-mail to specific groups most affected 
by the policy (administrators, teachers, coaches, support staff groups, parents, etc.). 

 
3. If the Board of Education believes that a policy may have a significant impact to the 

community, the Board may ask the local newspaper to prepare an article on the topic. 
 

E. Suspension of Policies 
 

As specified by Robert’s Rules of Order, the implementation of any section or sections of the 
Board of Education’s policies, not established by law or contract, may be temporarily 
suspended by a majority vote of the total Board of Education at a regular or special meeting.  

http://www.boarddocs.com/mabe/wcps/Board.nsf.Public
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A date for lifting the suspension should be a part of the motion to suspend; however, if setting 
a date is not feasible, no policy shall be suspended for longer than six (6) months unless 
pursuant to further Board action.  

 
F. Stylistic Modifications 

 
It may be beneficial to make stylistic modifications involving grammar, capitalization, 
punctuation, and spelling; or minor modifications such as a change in the title of a school 
system position; a change in the initials that identify a program, organization, process, etc; or 
a change in an acronym, to an approved policy.  These changes are of such a nature that a 
first or second reading is not necessary.  The Policy Committee is authorized to make stylistic 
and minor modifications to an approved policy, subject to compliance with all of the following 
requirements: 

 
1. The Policy Committee liaison, on behalf of the Policy Committee, is to submit the 

proposed stylistic modifications to an approved policy to the Superintendent for approval.  
If the Superintendent approves of the modifications, the updated policy is to be 
distributed to the Board of Education members and to appropriate staff.  The updated 
policy is also to be posted on the Board of Education’s website.   
 

2. If the Superintendent does not approve of the modifications, the Policy Committee shall 
either change the modifications and resubmit the policy to the Superintendent for 
approval or present the policy with the modifications to the Board of Education for a first 
and second read and a vote. 
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