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CITY OF DISTRICT HEIGHTS THURSDAY, FEBRUARY 2, 2023
#

AGENDA

HYBRID City Meetin
7:00PM

In Person: Main Floor Commissioners Chamber, Municipal Building, 2000 Marbury Drive
Residents must RSVP to attend in person.

Or Via Zoom: Link to join Webinar
https://zoom.us/j/95603505473?pwd=WnBLOWxmK0J0Q1ZGM2JNV2RIc2p47209

CALLTO ORDER:
OPENING PRAYER:
PLEDGE OF ALLEGIANCE:

APPROVAL OF AGENDA:
¢ City Meeting Agenda Thursday, February 2, 2023

APPROVAL OF MINUTES:
¢ Work Session Minutes of Tuesday, January 24, 2023
e Emergency Special Session Meeting Minutes of Friday, January 27, 2023

PRESENTATIONS
Swearing in of Police Officers - Chief Tarpley
Senior Center construction update — Lane Feick

DEPARTMENT REPORTS:
Public Works

Code Enforcement
Police Department
Youth Services Bureau
Recreation

Media Department
Treasurer’s

General Government
Human Resources




PUBLIC PARTICIPATION:

MAYOR AND COMMISSION REPORTS:

» This agenda is subject to change. For the most current information, please contact the City Clerk at
301-336-1402 x110.



CITY OF .
MR'CT H EIGHTS 2000 Marbury Drive

District Heights, Maryland

CALL MEETING TO ORDER

The Work Session City Meeting of the City of District Heights was held on Tuesday, January 24%, 2023, via a HYBRID
fashion: Limited capacity in-person and ZOOM audio/visual conference. Mayor Miller called the meeting to order at 7:01
p.m.

OPENING PRAYER

Vice Mayor Harcourt
PLEDGE OF ALLEGIANCE
Comr. Tilghman
AGENDA ACCEPTANCE

Comr. Gomez moved to accept the agenda for the City Meeting Work Session Tuesday, January 24, 2023. Comr.
Tilghman seconded the motion which carried a 4-0 vote.

APPROVAL OF MEETING MINUTES

Comr. Gomez moved to approve the January 5, 2023 City Meeting minutes. Comr. Tlighman seconded the motion which
carried a 4-0 vote.

Comr. Janifer moved to approve the January 12, 2023 Special Session minutes. Vice Mayor Harcourt seconded the
motion which carried a 4-0 vote.

QUORUM

In attendance were Mayor Miller, Vice Mayor Harcourt, Comr. Janifer, Comr. Gomez, Comr. Tilghman, Katrina Polk -
Acting City Manager, Cecelia Smith-Budd — Staff Accountant, Starr Jefferson —Clity Clerk, Chris Lawson — Director of HR,
Nikesha Pancho — HR Manager

UNFINISHED BUSINESS

Comcast Ordinance No. DH 2023-01 adoption

Mavyor Miller read the summary of the Comcast franchise agreement providing an overview of the introduction of the
ordinance on November 22, 2022, and its history.

With no comments or concerns raised by the Commission or from the public, Vice Mayor Harcourt moved to adopt
Ordinance DH 2023-01 to renew the cable franchise agreement with Comcast of Maryland, LLC.

Comr. Gomez seconded the motion which carried a 5-0 vote.

Mayor Miller - Aye



Vice Mayor Harcourt - Aye
Comr. Janifer — Aye

Comr. Gomez — Aye

Comr. Tilghman — Aye
NEW BUSINESS

Customer Service Training Announcement ~ Nikesha Pancho — Mgr. HR

HR Manager, Nikesha Pancho, announced mandatory customer service training for City of District Heights employees
scheduled for Wednesday, January 25% and Wednesday, February 1%,

Legislative Priorities — Tony Perez — CODH Lobbyist
Mr. Perez discussed pending bills in the Maryland General Assembly:

Bill MCPG 107-23 sponsored by District 21 of the Prince George’s County Council will be heard in the county
subcommittee on Thursday January 26, 2023, at 9am. The bill is the Maryland Washington Regional District standing
request to review zoning and land use decisions.

Prince George’s County Municipal Association is set to review legislation on police accountability and labeled the topic a
top priority.

The City of District Heights has requested a $500,000 bond bill which the chair of the Prince George’s County House
Delegation, Nick Charles, has agreed to sponsor for a new municipal center.

Local bill CB7-2023 from the County Council is receiving high priority and attention on the topic of rent stabilization. The
bill temporarily amends the Landiord/Tenant Code and limits the landlord’s ability to increase rent for certain tenants
and limiting increases to a certain amount.

A transited oriented development ordinance CB97-2022 was introduced last year that Mayor Miller supports. The bill
attempts to create an opportunity for affordable housing and positive development.

Discussion ensued initiated by Vice Mayor Harcourt regarding any recourse for the city to present requests for equitable
transportation.

Additional conversation amongst the Commission followed regarding CB7-2023 and the need for rent stabilization while
minimizing negative impact to homeowners.

Hiring of new Police Department Staff — Chief Tarpley

Comr. Gomez moved that the Commission go into closed session to discuss the hiring and salaries of Police Department
staff. Vice Mayor Harcourt seconded the motion which carried a 4-0 vote.

The Commission went into closed session at 7:54pm.
A summary of the closed session is attached.
The Commission returned from closed session at 9:30pm

Mayor Miller announced the hiring of 3 city employees within the Police Department.



PUBLIC PARTICIPATION

Harryette Irving asked about the status of the city’s cable channel for Verizon customers.
The Media Coordinator, T'Neisha Turner advised of ongoing efforts to restore service to Verlzon customers.
ADJOURNMENT

Vice Mayor Harcourt moved to adjourn. Comr. Gomez seconded the motion which carried a 4-0 vote. The City Meeting
adjourned at 9:34pm.

Respectfully submitted,

Starr Jefferson
City Clerk



CITY OF .
%AIRICT HE'GHTS 2000 Marbury Drive

District Heights, Maryland

CALL MEETING TO ORDER

The Emergency Special Session Meeting of the City of District Heights was held on Friday, January 27, 2023, via ZOOM
Audio/Visual Conference. Mayor Miller called the meeting to order at 3:00pm.

CONSENT AGENDA

Comr. Gomez moved to accept the agenda for the Emergency Special Session for January 27, 2023. Comr. Tilghman
seconded the motion which carried a 4-0 vote.

QUORUM

In attendance were Mayor Miller, Vice Mayor Harcourt, Commissioner Janifer, Commissioner Gomez, Commissioner
Tilghman, Starr Jefferson —City Clerk, Chris Lawson — HR Director, Nikesha Pancho — HR Mgr., T'Neisha Turner - Media
Coordinator

NEW BUSINESS
iT Update — T'Neisha Turner

Ms. Turner reported on ongoing communication with the city’s IT company to assist with outdated computer equipment
inside the AV Room in the municipal building. The [T company provided a recommendation to acquire two (2) additional
laptops to provide access to the cable network and the electronic board. Ms. Turner requested to table the matter
competitive pricing could be obtained and presented to the Commission.

Personnel Matters

Commissioner Janifer moved that the Commission go into closed session to discuss Personnel Matters. Commissioner
Tilghman seconded the motion which carried a 4-0 vote.

The Commission entered closed session at 3:13 pm.
A summary of the closed session is attached.
The Commission returned to open session at 4:22pm.

Mayor Miller announced the next City Meeting on Thursday, February 2, 2023, at 7pm.



ADJOURNMENT

Comr. Gomez moved to adjourn the Emergency Special City Meeting. Comr. Janifer seconded the motion which carried a
4-0 vote. The Emergency Special City Meeting adjourned at 4:23pm.

Respectfully submitted,

Starr lefferson
City Clerk



CITY OF DISTRICT HEIGHTS

2000 MARBURY DRIVE
DISTRICT HEIGHTS, MARYLAND 20747-2399

TELEPHONE: (301) 336-1402
FAX: (301) 350-3660

January 2023

COMPLETED:

Monday, January 3: collected leaves throughout the city, blew all the leaves along the
park trail and took down all the Christmas decorations.

Tuesday, January 4: installed the snowplow on truck #6, rented a light tower from
sunbelt rental for parking lot, cleaned the downstairs floor and the gym floor.
Wednesday, January 5: cleaned YSB, mopped and waxed multi-purpose room.
Thursday, January 6: Finished buffing the multi-purpose floor at YSB, installed two new
signs Safe Passage, Slow Down on District Heights Pkwy at crosswalk at District Heights
Elementary, took trucks to emissions, trash run in the afternoon.

Monday, January 9: Trash run, painted white lines on District Heights Pkwy crosswalk at
District Heights Elementary School, took two trucks through emissions.

Tuesday, January 10: Limb pick-up throughout the city, repaired leaf machine, put
snowplows back on truck #5 and #6.

Wednesday, January 11: finished picking up leaves throughout the city, took new limb
chipper back for repair, purchased cold patch asphalt.

Thursday, January 12: Filled potholes throughout the city, delivered three trashcans to
residents.

Friday, January 13: Trash run, Finished the potholes throughout the city.

Monday, January 16: Holiday

Tuesday, January 17: Trash run, installed No Smoking Signs around the building,
repaired the light at the back entrance.

Wednesday, January 18: Filled potholes throughout the alleys, cleaned the back garage.

Thursday, January 19: completed doing inventory in shop and shed, put the furniture
back in the lobby, picked up paint for City Mangers office and yellow traffic paint,
moved Mayor’s desk forward and installed a long surge protector cord.
Friday, January 20: Trash run, meeting with City Manager in Public Works
Shop,

Monday, January 23: Trash run all day.

Tuesday, January 24: Finished potholes in alleys, had interviews at 12
today,



Wednesday, January 25: Filled a pothole at 2015 Rochelle Ave, attended
employee training 9-12:30 pm.

Thursday, January 26: Removed trash along County Rd & Foster St., finished putting
millings in alleys,

Friday, January 27: Finished alleys in City intersections.

Saturday, January 28: stripped upstairs hallway floor.

Sunday, January 29: Burnished hallway floor upstairs.

Monday, January 30: Trash run, picked up equipment for District Heights Elementary
School and Forestville Elementary School, Put up new Stop sign at the intersection of
Aztec Drive & Elmhurst Street.

ONGOING PROJECTS:

Beltway Paving, sub patch work, mill & overlay, sidewalks, curbs & gutters, speed
humps.

Parking lot lights, lights have been ordered.

Stage lights, waiting on deliver from vendor with the rest of the lights.
Restrooms renovation, in process of talking with architects.

UPCOMING

SPRING CLEAN-UP 2023, APRIL 17-21, 2023

Respectfully submitted,

Angela Barnhitl-Love

Building Coordinator/ Administrative Assistant



CODE ENFORCEMENT REPORT
January 2023

SECTION 413 - ABANDONED VEHICLES

Dec Jan
0 0 Vehicles identified as Abandoned, Unregistered, and Under Repair
0 0 15 Days stickers have been posted(Private Property)
0 0 Vehicles towed - Citations Issued
0 0 Vehicles removed by owners
0 0 Vehicles had new tags affixed
0 0 Correction date of next month
0 0 Requested Extension
27 27 Total Notices from Jan 2023
SECTION 402 - VIOLATION OF HOUSING CODES
0 5 Notices posted to private homes for violations
4 3 Notices mailed to private homes reference city violations and notifications
4 2 Stop Work Orders issued
4 8 Building permit - posted/email
22 20 License applications received and processed

MANDATORY INSPECTIONS

6220 District Heights Parkway - Initial/Final - Pass
7213 Mason Street - Rental - Re-Inspection

6027 Marlboro Pike - Commercial - Initial

7129 Halleck Street - Rental - Re-inspection

6330 Mariboro Pike - Commercial Inspection - Initial/Hold
6307 Elmhurst Street - Rental - Initial

6342 Marlboro Pike - Commercial - Initial

7021 Marbury Court - Rental - Initial

2210 Roslyn Avenue - Rental - Initial

6505 Gateway Boulevard - Rental - Re-Inspection
6514 Halleck Street - Re-inspection



CODE ENFORCEMENT REPORT
January 2023

6216 Mariboro Pike - Commercial - Initial
6310 Marlboro Pike - Commercial - Initial
7110 Kipling Parkway - Rental - Re-inspect
6723 Gateway Boulevard - Rental - Initial

REVENUE
PERMITS AMOUNT REVENUE
Commercial License 8 $ 2,225.00
Day Care License 1 $ 50.00
Rental License 10 $ 1,000.00
Residential License 1 $ 50.00
Building Permits 8 $ 1,524.44
Municipal Infractions
[Total 28 $ 4,849.44
JOURNAL

Due to the Corona virus pandemic the majority of our contact with residents has been through
phone and email.

Performed construction inspection on building permits

Performed housing or commerclal inspections requested by property owners or renters on vacant
properties only.

Violation concentrated on: Section 402 - Sanitation



POLICE DEPARTMENT REPORT January 2023

POLICE DEPARTMENT November December January
CALLS FOR SERVICE

Total CFS Received 371 660
HOMICIDE 0 0 0
SEXUAL ASSAULT 1 0. 0
ROBBERY AND ATTEMPT 2 1 Attempt 0
ASSAULT 0 1 1
BURGLARY 2 4 0
AUTO THEFTS 0 3 4
ATTEMPTED AUTO THEFTS 0 0 0
VANDALISM 2 3 3
THEFTS 4 5 0
DOMESTIC CFS 18 12 13

TOTAL (MOST SERIOQUS) 29 28 21

MOTOR VEHICLE ACCIDENTS 1 3 4
ACCIDENT HIT & RUN 0 4 3
IMPOUNDS ] 5 18
RECOVERED STOLEN AUTOS 0 0 1
MISSING PERSON 0 1 0
y e TOTAL 9 13 26
ADULTS 0 0 3
Summons in Lleu/Criminal Citation 0 0 0
J-2 ] JUVENILES 0 0 0
Warrant Service 1 1 1
1 &

MOVING VIOLATIONS ISSUED | 23 11

223
WARNINGS ISSUED 9 a9 172
OTHER MOVING VIOLATIONS 17 g 38
RADAR/SPEEDING 0 0 7
STOP SIGNS 6 2 5
SEAT BELTS 0 0 0
EQUIPMENT REPAIR ORDER (ERO) 1 1 6
DUIDWI! - ALCOHOL 0 0 6
PARKING CITATIONS/NOTICES 14 1
TOTAL Violations Issued 47 52 234

CRASH/INCIDENT REPORTS $20.00 $20.00 $30.00
PARKING CITATIONS $0.00 $50.00 $100.00
SPEED CAMERA CITATIONS $18,746.76 $15,789.82 $18,274.48
VEHICLE RELEASES $525.00 $300.00 $750.00
DONATION (PUBLIC SAFETY) $0.00 $0.00 $0.00

TOTAL $19,291.76 $16,159.82 $19,154.48




Community CITY OF DISTRICT HEIGHTS

Counseling

FAMILY & YOUTH SERVICES BUREAU
6421 Atwood Street * District Heights, Maryland 20747
Phone: (301) 336-7600 * Fax: (301) 499-2121
Email: ysb@districtheights.org

January 2023

STRATEGIC FOCUS

@ Crucial to the YSB’s sustainability in providing licensed, professional mental/ behavioral health
services is having a strong team of clinicians to provide support to the residents of District
Heights and surrounding communities. The YSB is actively seeking support to recruit and retain
qualified candidates for the agency.

® The YSB is actively focusing on supporting our families through advocacy with MAYSB and
providing information and resources within the community and greater Prince George’s County.

COMPLETED

€ Thursday, January Sth: The YSB director attended the Monthly MAYSB meeting to support
the youth service bureaus and activities within the state of Maryland. The YSB’s discussed
strategies to engage the county and state to address concerns of the YSBs.

# Wednesday, January 11th: The YSB director met with Woodland Springs Resident
Coordinator, Ms. Tiffany Singletary, to discuss the agenda for the aftercare group starting
Wednesday, Feb 1%, 2023.

# Sunday, December 15®: The YSB submitted monthly reports to DFS re: Mental/Behavioral
Health Program. As of December 31: 1 new formals; 50 carryover formals and 1 informal closed
client that have received services in the YSB (Formal clients are served for 4 sessions or more.
Informal clients were served for 3 sessions or less.) We had a staff of 3 clinicians over this time
period.

# Wednesday, January 18™: The YSB director served as a panelist for the Department of Family
Services Parent Support group in providing resources available to residents within Prince
George’s County.

#® Thursday, January 19': The YSB clinical staff hosted the first session for the bi-weekly
parenting support group. This group will address issues to assist parents in receiving support and
information for their children in grades K-8.

#  Friday, January 27%: YSB Director attended the Maryland Youth Justice Coalition (MYJC)
meeting to discuss the Senate Committee briefing on Autocharging and assisting with
preparations for a rally scheduled for Feb. 16%.

ONGOING
Therapeutic, Psycho-education and Nutrition & Gardening Groups

#  Weekly Woodland Springs Psycho-education & Play Therapy (Currently receiving permission
slips)

#  Weekly Woodland Springs tutoring group visits the WS Garden (postponed until the Spring
growing season)

UPCOMING



The District Heights Youth Development Foundation
2000 Marbury Drive * District Heights MD 20747
301-336-7600 * fax 301-499-2121
www.developinghigherheights.org

Developm Higher Heighis "Developing Higher Heights"

# The YSB will be hosting our monthly on-going parent support group. The parenting group is meeting
bi-weekly until June 30%, Please contact the YSB for more information or to register at (301) 336-
7600 or via email ysb@districtheights.org.

January 2022

&' The YDF College tour scheduled to Prince George’s Community College was cancelled due to lack
of participation. The YDF has another college tour scheduled for March. Please contact the YDF for
more information.

#' The YDF is currently receiving applications for Board Members

# For more information, please email ydfia vouthdevelopment.foundation.

Respectfully Submitted,

trina Emerson, Director

District Heights Family & Youth Services Bureau



CITY OF DISTRICT HEIGHTS

Recreation/Cultural Department
2000 MARBURY DRIVE
DISTRICT HEIGHTS, MARYLAND 20747-2399

TELEPHONE: (301) 336-5633
FEBRUARY 2023 City Report

RECREATION PARKS AND CULTURE DEPARTMENT

COMPLETED ACTIVITIES AND EVENTS FOR JANUARY 2023

ACTIVITY/ EVENT NUMBER OF VISITORS
e Chair Aerobics - 79
e Line Dance - 54
¢ Youth Open Gym — 167
e Adult Open Gym — 100
e Fitness Room - 24
e TOPS 18
e Pushing4Greatness 16
e Sport Fit and Boxing 14
e Morning Walk 17
TOTAL 489 Visitors Served

l1|{Page



e American Job Center Community Network Agreement
e Municipal Playgrounds

e Municipal Stage

e Recreation Program Survey Form

e Recreation Suggestion Forms

Valentine’s Day Party February 14" 12:00pm-2:00pm

Black History Bingo Challenge February 18 12:00pm-2:00pm
Recreation Department Hours:

¢ 9am to 8pm, Mondays - Fridays

e 9am to 1pm, Saturdays (starting officially March 4, 2023)
Recreation Program Calendar

DH Step and Drama Practices

New Fitness Equipment

Respectfully submitted,
Recreation, Parks, and Culture Department

2|Page



Communications Department

Monthly Report

* Successfully setup the Meeting Owl 3 for hybrid meetings

* Initiated "Leveling the Playing Field" meeting with Commission. It is a
resource used to service Title I schools and other under served
organizations/communities providing recess/Physical Education/sports
equipment.

* Slideshow on homepage of website has been updated.

* Worked with Verizon to restore the city network.

* Completed kickoff meeting with Lladner Business Solutions to start the IT
assessment.

¢ Redesigned and distributed "The Herald" Newsletter.

* Created marketing material to promote the City of District Heights election.

* Created marketing material for the Recreation Department February events.

® Obtained Certificate of Completion for Maryland's Open Meetings Act

VOTE
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Mayor, Commissioners, Residents, and Colleagues.

January was a month of assessment and re-evaluation. The mayor and commission are
strategically planning to establish a congruent evidence-based infrastructure that focuses on
public safety, economic development, sustainable communities, and supports for residents of
all ages that allow the city to grow and thrive.

Accordingly, my report summarizes the foundational energy going into the District Height's
programming and services and employees' activities and events to help demonstrate our
successful impact in January 2023, so please accept this information as presented.

Announcements:
e (Clerk of the Court, Starr Jefferson, has completed her Notary Certification.
e Communication Coordinator T'Neisha Turner, and Clerk of the Court, Starr Jefferson
have earned a certificate of completion for Maryland’s Open Meeting Act.

Tasks Completion:

e 90-Day Departmental Survey (January 30)

¢ Implementation of Public Works Temporary Staff Infrastructure (January 1)

e 30-Day Public Works Assessment (January 31)

e Proposed organization chart

e Office schedule for General Government

¢ Mandatory Staff Training: Emotional Intelligence Training {January 7) & Customer
Service Training (January 25/February 1)

Upcoming Workload:
o Staff Evaluations (w/HR)
e 60-Day Public Works Assessment (w/HR)
e In-service Budgetary Staff Training—101 Department/102 ARPA Funding (w/Treasurer)
e Revision of Departmental Mission and Vision Statement (w/Department Leaders)
e Action Plan Development (w/Department Leaders)

in January, we organized much-needed assessments, staff enrichment and engagement, and

program and service alignment to improve our work products and build stronger relationships
in the Incorporated City of District Heights.

Thank you for your time. | am Dr. Katrina Polk... Your Acting City Manager!
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CITY OF DISTRICT HEIGHTS

2000 MARBURY DRIVE
DISTRICT HEIGHTS, MARYLAND 20747-2399

TELEPHONE: (301) 336-1402
FAX: (301) 350-3660

(Training Date/Day)

HR Onboarding with Nikki Pancho
0 Review of Onboarding Documents
[0 Review Job Description
0O Maryland State Retirement (online account sign in)
[0 Healthcare Plan Review

0 Workplace/Sexual Harassment Training
O Conflict Resolution Training
O Personnel Manual - Key Policy Review (PowerPoint)
O Anti-harassment/discrimination
O Vacation and Sick Leave
O FMLA/leaves of absence
[0 Overtime
[0 Personal Appearance (Dress Code)
O Standards of Conduct
O Performance Improvement (Verbal, Written, PIP/Corrective)
[ Confidentiality
[ City Vehicle Safety
(I Injury reporting
] Emergency Plan
O E-mail and Internet usage
[0 Covid-19 Policy
1 Job Description Review
O New Hire Training Survey

Department Specific Training
O Phone System
] Email Access
O Computer Access
0 Customer Relations Overview
0 Job Specific Training

Other Items
O City Cell Phone (if applicable) wi/Starr Jefferson
O City Building Access (Chief Tarpley)

Employee Initials: Date: Department Head Initials: Date:




New Hire Check List

Employee Name: Title:
Department:
Department Head: Start Date:

To be completed within three days of the employee’s start date.

Introduction to City
O City of District Heights Culture (Mayor and Commission Lead)
O City of District Heights Mission (on website)
O Organizational Chart
O City of District Heights Employee Directory
L1 Review Training Schedule

New-Employee Paperwork
0 W-4 and State tax forms Completion

0 1-9 form Completion
[0 Copy of ID & SSN Card (E-Verify)
[0 Notarized Beneficiary Form

Benefits and Compensation Review
[ Health, life, disability insurance
[0 Retirement benefits
[0 Dependent care FSA
O Employee assistance program (available w/lnsurance Plan)
O Pay procedures
[ Paid and unpaid leave Process

Administrative Procedures
[ Office/desk/workstation set up
0 Computer username and password (HR)
0 E-mail set up (HR)
1 ID badge (Take Photo)
0 Mail Location (incoming and outgoing)
(] Business cards (if applicable)
OO Purchase requests (if applicable)
[0 Telephone System set up (HR)

Introductions and Tours
[ Department staff and key personnel
O Tour of facility, including:
Mayor and Commission Chambers



Restrooms

City Clerk’s Office

Public Works

Recreation Department
Police and Code Office
Human Resources Office
Parking

Emergency exits

ACKNOWLEDGMENT
Employee Signature: Date:
(Employee Name)
HR Manager Signature: Date:
Nikki Pancho

Return original to Human Resources - Copies to HR File



Checklist: Hiring Process

Department Head/Supervisor notifies human resources of the vacant position.
Department Head/Supervisor works with human resources to confirm budget for vacant
position.

Human resources and Department Head/Supervisor discuss job description, needs of
the department, preferred job skills, etc.

Job is posted internally and externally.

Top candidates are phone screened by human resources.

Most qualified candidates are identified and presented to the Department
Head/Supervisor.

Interviews are scheduled with Department Head/Supervisor and Liaison.
Human resources and Department Head/Supervisor discuss candidates and the top
candidate is selected for the job.

Interview Questions and Score Sheets are created by human resources and provided to
the panel along with resumes for each candidate prior to the interview.

Human resources and Department Head/Supervisor and Liasion discuss and agree on a
candidate as well as the job offer specifics.

Human resources will conduct references checks, background checks and drug
screenings.

Candidates are given a verbal offer that is contingent upon completion of background
checks and drug screening. They are also informed of the Mayor and Commission’s
approval as well.

Candidates are formally offered after the approval from the Mayor and Commission.
Human resources sends communication to other candidates notifying them that the
position has been filled.

Onboarding/Orientation schedule is set up for all new hires.

Human resources ensures onboarding paperwork is completed including I-9, benefits
enroliment, federal and state tax forms, etc., and new employee file is created.

New hire reporting to the appropriate state agency is completed.



CITY OF DISTRICT HEIGHTS

2000 MARBURY DRIVE
DISTRICT HEIGHTS, MARYLAND 20747-2399

TELEPHONE: (301) 336-1402
FAX: (301) 350-3660

Employee Survey: New-Hire Experience

Please complete the following survey at the end of your first week of employment and return it
to the Human Resources (HR) department.

Our goal is to provide a positive experience for you during your first days with the City of
District Heights, and we would like to have your feedback regarding your orientation and
onboarding experience. We will use this information to improve on procedures for future new
hires.

Using a scale of 1-5, with 5 being very satisfied and 1 being very dissatisfied, please select one
response for each statement.

Human Resources Orientation 5 4 3 2 1 N/A
| was provided with clear information regarding my first- | o o ° o o o
day orientation meeting (location, time, what to bring,

etc.).

The orientation information was presented in an easy- o o o ] o o

to-understand format.

The person presenting the information was able to o o o o o o
answer my questions during the orientation.

Sufficient time was allotted for the HR orientation o o o o o o
meeting.
Enough information was provided about employee o o o o o o

benefits.




Enough information was provided on key policies. o o o
The HR Manager was courteous and professional. o o o
Did you contact HR after the orientation meeting with additional questions? __ Yes ___No

If yes, were your questions answered to your satisfaction? Yes

No

Please answer yes or no to the following questions. Feel free to make comments next to each

question or on the back of the survey.

questions in a timely manner?

Department Head/Supervisor Orientation Yes No
Was your Department Head/Supervisor present on your first day o o
of work?

Were you taken on a tour of the facility? o o
Were you introduced to your co-workers? o o
Was your workstation/office set up and ready for you? o o
Were you shown how to operate the phone, voice mail and o o
email systems?

Did you receive instruction on requesting technical support from o o
the IT staff? :

Were you given a copy of your job description? o o
Was your Department Head/Supervisor available to answer your o o

What was your overall impression of your first few days?

Are there any topics you feel would be beneficial for new staff to hear about during the HR

orientation that weren’t covered during your orientation?




Are there any topics you feel would be beneficial for new staff to hear about during the
Department Head/Supervisor orientation that weren’t covered during your orientation?

Do you have any further questions that were not answered during your HR or Department
Head/Supervisor orientation?

Is there anything you think we should consider changing about or adding to the orientation
process that would contribute positively to a new hire’s experience?

Optional:

Name:

Date of hire:

Position:

Department:




District Heights Senior Center

The District Heights Senior Center is still in progress. The General Contractor, D&A Contractors, is slowly
progressing towards the end of the project. With the current pace of progress, we would anticipate the
Substantial Completion to occur March 15, 2023 +/-. (slipped from March 1, 2023 as stated on 1/3/23)

Contract Milestone Dates

Contract Signed 3/29/20

Kick-Off Meeting 4/22/20

Notice to Proceed 5/6/20

Original Contract Completion 10/25/21 (currently anticipated to complete about 15.5 months
late)

Completed major components:

Permanent power from PEPCO

Permanent water supply from WSSC

Fire Alarm Annunciator Panel is instalied (very difficult item to procure)
Front entrance doors (very long lead item to procure)

Activities currently underway:

Ornamental railing along Stair #1 and second floor openings {estimated completion 3/1/23,
slipped from estimated 2/1/23 completion)

Kitchen equipment(hoods)

Electrical

Toilet partitions

Roofing

Balcony

Activities to be completed:

Acoustical ceiling

Flooring

Baseboard heaters

Handrails in hallway

Elevator inspection (February 9, 2023, second inspection)
Kitchen cabinet covering

Large Change Orders underway:

Waterproofing foundation along West wall (Not To Exceed Change Directive of $30,000 directed
to General Contractor to complete the work)

Activities of concern:




- Communication with General Contractor — Contractor does not follow instructions and protocol
as required in the contract

- Temporary doors {correct doors to arrive 3/1/23 +/-)

- Temporary glazing (correct glazing to arrive 1/20/23, has not arrived)

- Claims from General Contractor — Contractor has threatened to submit claims for various topics
(none submitted to date)

Major deficient items that need to be addressed:

- Ponding in asphalt pavement
- Main entrance concrete steps holding water

Upon Substantial Completion, we will compile the punch list {that we feel will be extensive), press for
the Operations and Maintenance Manuals, Warranties and close-out documentation required per the
Contract.



