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GENERAYL, PROVISIONS

PURPOSE:

In accordance with Chapter 22, entitled Personnel, City of Palmetto
Code of Ordinances, it is the purpose of this personnel policy
manual to establish procedures which will serve as a guide to
enployee conduct and administrative actions concerning the various
personnel activities and transactions.

POSITIONS COVERED:

This Personnel Policy Manual shall apply to all employees in the
municipal government, except that the Mayor and City Commission are
exempt. Department heads are excluded only where specifically
indicated.

ADMINISTRATION:

itvrity

1. The Human Resources Director shall present to the Mayor-
hru the City =ri such changes to the manual as are
necessary for the effective administration of the
personnel system. The responsibility for maintenance and
revisions of this manual will be held by the City Clerk
through the actions of the Human Resources Director.

rua the C3

2. Amendments, changes oz revisions to this policy manual-
shall be recommended by the Mayor to the City Commission
for final approval.

3. Department heads may put into effect appropriate rules-
and regulations to regulate operating practices and
procedures in the respective department provided the
prescribed rules and regulations do not conflict with or
allow for a lesser standard than that imposed by the City
Commission in this manual or other rules and regulations
enacted by the Commission.

4. It is the responsibility of department heads and-
supervisors to provide guidance to their employees. They
are obligated to be fair, to be knowledgeable in their
responsibilities and to be sensitive to the needs of the
individual and of the City.
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ARTICLE 1. MANAGEMENT RIGHTS

Section 1.01: Standards of Services

The City has the right to set standards of services to be offered
to the public and exercise control and discretion over its
organization and operations. It is also the right of the City to
direct its employees and take disciplinary action as provided

herein.
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City officials and employees are subject to the laws of the State
of Florida, federal regulations and orders of state and federal
governmental agencies.



ARTICLE 2. EMPLOYMENT PRACTICES

Section 2.01: Equal Employment Opportunity

It is the policy of the City of Palmetto to recruit, hire, train
and promote employees without discrimination because of race,
religion, color, political affiliation, marital status, physical or
mental diszbility, national origin, sex or age. This policy
applies to all levels and phases of personnel administration such
as recruitment, testing, hiring, training, promotion, transfer,
leave practice, rates of pay, selection of supervisory positions
and employe= benefit programs.

Th City adheres to this policy to maintain and build an
organization of the highest quality that provides equal employment
opportunitiss to all persons on the basis of individual merit.

Full-time employee: Full-time employees are those who are
reqularly scheduled to work thirty-two (32) hours or more per week.
Such employees are eligible for paid vacation, sick 1leave,
retirement benefits, holidays, and other benefits.

Part-time employee: Part-time employees are those who are
scheduled to work less than thirty-two (32) hours per week. Such
employees are not eligible for health and life insurance, paid
vacation, sick leave, retirement penefits, holidays, or other
benefits £t wWo rS  COm sation. They may be laid off or

terminated at any time without notice or use of the grievance
procedures. If a part-time employee becomes full-time, they are
immediately eligible for such benefits at the time of attaining

full-time status.

If the part-time employee becomes full-time in the same position
during his or her initial probationary period, the probationary
time served to the date of achieving full-time status will be
credited toward the probationary requirement of the full-time
position.

Temporary employee - An employee hired for a specified term. This
term does rnot include an employee contracted through a temporary
£ 4 agency. A temporary employee whose position with the City
becomes & budgeted position shall use all time spent at temporary
status as credit toward fulfilling the probationary period. A
temporary employee who is selected to fill a budgeted position
which becomes vacant while the employee is working in a temporary
position shall serve the required probationary periced.




Section 2.,02: Recruitment

The City of Palmetto seeks to employ the most qualified persons
available. In this effort, the City conducts an active Jjob
information and recruitment program. When possible, the City shall
attempt to fill vacancies by promotion or transfer within the
organization. If this does not yield a suitable candidate,
applications from other socurces shall be considered. The
administrative procedure shall be as follows:

A. Upon notification of a vacancy the department head will
immediately notify the Human Resources Director. A job
announcement shall be prepared, stating the position
title, minimum training, experience requirements, salary
range and application procedures., This announcement
shall be posted on all employee bulletin boards in City
departments for a peried of no less than 5 working days.
Announcements may concurrently be advertised in local
and/or area-wide newspapers. Educational institutions,
employment agencies, trade Jjournals and publications,
professional organizations, state Job services and
veteran’s organizations may also be utilized as
advertisement sources. The Human Resources Director and
thie department head shall select appropriate recruitment
sources.

B. Nothing in this Manual or any other policy of the City of-
Palmetto should be construed to form a contract of
employment between the City and, an employee.

Section 2.03: Selection

All persons seeking employment with the City of Palmetto shall
complete an employment application. In addition, depending on the
nature of the job, one or more oI the following selection criteria
may be required of the applicant: performance tests, written
examinations, oral interviews, background investigations and
reference checks.

A, 211 applications shall be reviewed by the Human Resourcess
Director. Only qualified applications will be forwarded
to the appropriate supervisor. Qualified applications
shall then be further reviewed for job related experience
and specific criteria.

B. Interviews shall be scheduled with the selected qualified-
applicants. Appropriate testing and examinations shall
be scheduled for the applicants (if applicable).
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D.  Successful applicants will be given a conditional offer-
of employment, and be rewu1znn to a physical
examlnatlon, drug test (ground

ckaro
including

Pass

——r

Es Background investigation and reference checks will be-«
conducted on the top job candidate(s).

E: Any employee who has previously been dlscharged From the-
City for cause will not be gligible for rehire for =z
minimum period of one year.

G. Selected éapplicants will be required to provide anys
special license(s) which may be necessary for the

position within
and 208,01

the preobationary period., See section 2.05

H. Selected applicants will be required to provide proof ofs«
bondability, 1f applicable.

T o Police officer
Flcrida Statute
examination,

applicants will Dbe required to pass-
requirements including a polygraph
drug screen and psychological evaluation.

Section 2.04: Hiring

Upon the selection of a qualified candidate to fill
department head shall initiate the hiring process. The department
head shall consult with the Human Resources Director if he/she
plans to coffer the applicant more than the entry level pay for the
position. Note: Any offer other than the minimum starting step must
be within the pay plan guidelines. This must be done prior to the
final offer of employment. A Personnel Action Form shall be

a vacancy, the

completed by the Human Resources Department and sent to the
department head, then resubmitted to the Human Resources for prop

LbL_erﬁr pricr to the beginning date of employment.
can begin work until the Personnel Action Form has been processed.

In addition; all employees are required to meet successful
applicant conditions, It shall be the responsibility of the
department head to schedule an appointment with the Human Resources
Director so that the new employee can be signed up for payroll and
insurance purposes.

No employee

See section 2.03 D
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Section 2.05: Prcbationary Period

All new employees hired to fill a full time position shall serve an
initial probationary period. Probationary pericds oare defined
below:

Section 2.05.01l: Initial Probationary Period

Policz Officers - Six [(6), month probationary period. Deleted: -

] ) ) . ] [Deleted Twelve (12} |
All other employees - Six (6) month probationary period. S i

During the initial probationary period or any extensions thereof,
the employee's performance will be evaluated in writing. ILEf 1t
does not meet the standards for the job position, the employee may
be terminated at any time without notice, cause or recourse to any
procedural processes set forth in this Manual.

During the initial probationary period, new employees shall accrue
annual leave. However, annual leave may not be used during the
first six (6) months of employment. Sick leave will accrue and may
pe used during the probationary period. Employees separated during
the initial probationary period will not be paid for annual leave
credits upon separation from the City.

Section 2.05.02: Promotion, Demotion or Transfer Probationary- | Deleted: --——-Page Break.-

Period Formatted: indent: Left: 0", First
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Promoted, demoted and transferred employees will serve a required S

probationary period in the new position as defined under section -

2.05 and 2.05.01. The probationary period may be extended if deemed (Deleted: petow

necessary bty the department head to give a better cpportunity to
evaluate the employee.

Section 2.06: Promotion

It is the policy of the City of Palmetto to employ and promote the
most qualified individual available for any given position.
Promotion from within the organization is desirable when possible
and practical.

Vacancies shall be advertised in accordance with the policies and
procedures delineated in the recruitment and selection sections of
this Manual. Preference may be given to applications from existing
personnel who meet the qualificetions of the position.

Employees must serve an initial probationary period of 6 months for -
general employees and 6 months for sworn officers in the new | Deleted: 12



pcsition. The probationary period may be extended if deemed
necessary by the department head to give a better opvortunity to
evaluate the employee. This will be documented using the Cit
current evaluation system

Section 2.07: Transfers

Transfer opportunities shall be available to employees as vacancies
occur or as special requests and circumstances warrant. Transfer
is defined as the change of an employee from one DOS‘thD to
aqother p051L10n of equal or lesser rank and status

shall

o = ee S5 Curr # 1
If a transfer results in a less=r rank the “grade and snep w1ll
reflect the new rank accordingly. Transfers shall be made only with
the agreement of all the departmsnt heads involved. Employees who
do not successfully complete the required probationary period will
be subject to reversal of transfer if a position is available. If
a position is not available said employee will be dismissed.
Section 2.08: Demotion -  Deleted: ---.—-Page Break--
Demotion means a reduction in pay for disciplinary purposes.
Demotion doss not mean a change in job duties or job title or a
reduction in pay associated with reduction in force or
reorganization. Demoted employees must serve a 12 month
disciplinary probationary period and successfully complete their
performance improvement plan, which will be prepared at the time of
discipline in conjunction with the supervisor.

( _Formatted: None

Section 2.09: Nepotism: Employment of Relatives

In compliance with Section 112.3135, Florida Statutes, no
appointing official shall appoint, employ, promcte, or advance, or
advocate for appointment, employment, promotion, or advancement in
or to a posgition in City of Palmetto government in which the
appointing official is serving or over which the appointing
official exercises jurisdiction or control any individual who is a
relative of the appointing official. An individual may not be
appointed, employed, promoted, or advanced in or to a position in
City of Palmetto government if such appointment, employment,
promotion or advancement has been advocated by an appointing
official, serving in or exercising jurisdiction or control over the
organizational unit, who is a relative of the individual.

Relative is defined for the purposes of this section as: father,
mother, son, daughter, brother, sister, grandfather, grandmother,
granddaughter, grandson, uncle, aunt, first cousin, nephew, niece,
husband, wife, father-in-law, mother-in-law, son-in-law, daughter-
in-law, brother-in-law, sister-in-law, stepfather, stepmother,



stepson, stepdaughter, sterbrother, stepsister, half-brother or
half sister.

Any individual eappointed, employed, promoted, or advanced in
viclation of this section is not entitled to pay; and money may not
be paid to an individual so appointed, employed, promoted ox
advanced.

No employee shall serve in a position in the City of Palmetto which

is under the authority of a relztive as defined in this section.

Should two employees of City of Palmetto government marry or become  Deleted: -~ Page Break- N
relatives within the definition of this section and bscome subject S
to the provisions of this section, one employee shall be assigned
to another organizational unit if an opening at or below the
employee's class exists or the employee may resign from employment
with the City of Palmetto. Action to eliminate the conflict with
the requirements of this section shall be accomplished within
ninety (80) days from the date the employees become subject to
these provisions.

Section 2.10: Dual Employment

The work of the City of Palmetto shall take precedence over any
other occupational interests of 1its employees. All outside
employment for salary, wages or commission services and all self-
employment must be reported in writing to the approprlate

i ' (4 ]
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Section 2.11: Interview Expenses ig;gkmauoj?;hsﬂh'm
1f prior authorizations are granted by the City Comn ion and [Deleted: covncty N

pbudgeted funds are available, reimbursement may be made for travel



and subsistence expenses incurred by applicants for employment

interviews with the City. [The rate of reimbursement shall be the
same as those established for City employee travel and subsistence.
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G. A copy of the certificate signed by the employee
indicating that he has received a copy of the official
employee handbook or perscnnel policy and a copy of the
Electronic and Computer Systems Policy, and is expected
to abide by all of its terms and conditions.

H. A copy of the certificate signed by the employee-
indicating that he has received a copy of the City of
Palmetto Drug free Workplace Policy and agrees to abide
by its terms.

1. R copy of all performance evaluations, performance and-
disciplinary documentation, exclusive of i as
provided by law.

J. A copy of any exit interview report, if aprlicable. -

Section 3.02: Rebuttals

An employee may include in his or her personnel file a rebuttal of
any material he/she considers to be detrimental.

Section 3.03: Employee Responsibility

Each employ=e shall promptly notify the Human Resources Department
of any change of information or status reflected in the personnel
tfile. Employees must immediately notify the Human Resources
Department of all changes of home address or telephore number.
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ARTICLE 4. EMPLOYEE CONDUCT

Section 4.01: Code of Ethics

The City Commission of the City of Palmetto affirms its commitment
to the Code of Ethics for Elected Officers, Department Heads and
Employees as set forth in Part III of Chapter 112, Florida
Stztutes, and specifically endorses the following declaration of

pelicy:
A. It is essential tc the proper conduct and operation- {?&mm@&?h&ﬁzmmiﬁﬂ 3
cf government that public officials and employees be Hﬁw§z39gkm?§%+m%hl
) N : R ; R ; + Numbering Style: A, B, C, ... +
i 1 | 1ibli i
independent and impartial and that public office or :smnm:1+M@mwmu£ﬂ+
employment not be used for private gain other than the Aligned at: 0.44" + Tab after: 1.35"
compensation provided by law. The public interest, | +Indentat: 1.35"
therefore, requires that the law protect against any
conflict of interest and establish standards for the
conduct of elected officials and government employees in
situations where conflicts may exist.
B. It is also essential that government attract those- [ Formatted: Indent: Left: 0.5",
citizens best qualified to serve. Thus, policies against lH?Pm% PygﬂmifgifLﬂwki
i £ : 5 : : + Numbering e: TRLaTE -
conflict of interest must be s0 desagned as not to impede Start at: 1 + Allgnment: LeRt +
unreasonably or unn2cessarily the recruitment and :Mmmdm:&ﬂ"+TwaMn13?'
retention by government of those best qualified to serve. + Indent at: 1.35"
Public officials should not be denied the opportunivy,
available to all other citizens, to acquire and retain
private economic interests except when conflicts with the
responsibility of such officials to the public cannot be
avoided.
C. It is hereby declared to be the policy of the City- [ Formatted: Indent: Left: 0.5",
that no officer or employee shall have any interest, Hw@?iﬁyéwmfgi;EW"i
. . . G i ; ‘ + Numbering eeABC ..+
flngnC1al or otberylse, direct or Lndlrecp,.engage in any Start at: 1 + Allgnment: Left +
business transaction or professional activity, or incur | Aligned at: 0.44" + Tab after: 1.35"
any obligation of any nature which is in substantial + Indent at: 1.35"

conflict with the proper discharge of his duties in the
public interest.

D. It is declared to be the policy of the City that public- !pmmamﬂ=maguaﬁ 0.5,
cfficers and employees are agents of the people and hold | Hanging: 0.5", No bullets or
their positions for the benefit of the public. Such ;Wmﬁmm_
officers and employees are bound to observe, in their | Deleted: ———Page Break

official acts, the highest standards of ethics regardless
of personal considerations, recognizing that preomoting
the public interest and maintaining the respect of the
people in their government must be of foremost concern.
- Form;ted: Indent: Left:_ (-)»5.",-No "

| bullets or numbering |
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E. No City employee or member of the employee's family shall-

accept glLtS of any type or size with a total wvalue
eding $50.00 from any person or firm doing business
w1th the Clty, or any person who intends to do business
with the City, that would reasonably tend tc influence
the employee in the discharge of the employee's official
duties or give the appearance of the employee being
improperly influenced.

F, Al]l employees shall behave in a completely ethical,-
truthful, and honorable manner in all dealings with the
public and other City employees.

No employee acting in his official capacity shall either-
directly or indirectly purchase, rent or lease any
realty, goods, or services for the City from any business
entity in which he or his spouse or any of the children,
parents, grandparents or grandchildren of the employee or
his spouse 1is an officer, partner, director, or
proprietor or in which the employee or his spouse or any
of the children, parents, grandparents or grandchildren
oZ the employee or his spouse, or any combination
b>f, has & financial interest.

| @3

H. No employee, acting in a private capacity, shall rent,-
lease, or sell any realty, goods, or services to the City
without approval of the City Commission.

1. No emplovee or his spcuse or minor child shall, at any-«
time, accept any compensation, payment, or thing of value
when the employee knows, or with the exercise of
reasonable care should know, that it was given to
influence any action in which the employee was expected
to participate in his official capacity.

from engaging in-
K. No employee shall use or attempt to use his position, or«

any property or resource which may be within his trust,
to secure special privileges, benefits or exceptions for
himself or others.

L. No employee shall have or hold any employment or«
contractual relationship with any business entity or any
agency which is subject to the regulation of, or is doing
business with the City.

No employee shall have or hold any employment or-
contractual relationship that will create a continuing or
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{).

frequently recurring conflict between his private
interests and the performance of his public duties, or
that would impede the full and faithful discharge of his
public duties.

No employee shall accept employment or engage in any- Hamumw:mmm:uﬂ:aéﬂ
business or professional activity which he might ,Hm?ﬁ3¢%WNOWMBW
numbering

reasonably expect would require or induce him to disclose
confidential information acquired by him by reason of his
official position.

No employee shall disclose or use information not- [ Formatted: Indent: Left: 0.44",
~ available to members of the general public and gained by | Hanging: 0.56", No bullets or

reason of his official position for his personal gain or LURiie.

benefit or for the personal gain or benefit of any other

person or business entity.

No employee shall transact any business in his officilals (E;madeMmﬁuﬁ;&%; ]

capacity, or advocate or advise any other City employee Hanging: 0.56", No bullets or

to transact business, with any business of which he is an Tpkaig =

officer, director, agent or member, or in whrich he owns a

financial interest.

No employee shall have personal investments in any- [ Formatted: Indent: Left: 0.44",
~ enterprise which would reasonably create a conflict iﬁﬁ%g;;SGUNODNEEOV

v

____No employee shall hold direct or indirect ownership of-

between his private interests and the public interest.
| Formatted: Indent: Left: 0.44",
more than 5% of the assets or capital stock of any | Hanging: 0.56", No bullets or
corporation, partnership, limited partnership, \Qntetiog
proprietorship, firm, enterprise, franchise, association,

or trust, whether fictitiously named or not, which is

subject to the regulation of, or which has business -
transactions or commitments with the City of Palmetto. | Deleted: governmenz.
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Section 4.02

Employee Disclosure Reguirements

Any employee who is, or becomes, an cofficer, director,-
partner, proprietor, associate, or general agent or
member of, or who owns or acguires a financial interest
in any corporation, partnership, limited partnership,
proprietorship, firm, enterprise, franchise, association,
trust or other business entity which is subject to the
regulation of, or which has business transactions or
commitments with the City, shall file a statement to this
effect with his or her department head within five (5)
working days of the effective date of this subsection, or
within five (5) working days after becoming affected by
this section. The statement shall disclose the nature
and extent of the relationship and financial interest the
employee holds with the entity.

An employee who submits an application for employment or-
rs into a contractual relationship for remuheraCLOW
. an individual or firm doing business with or subjec

to regulation by the City, shall report such appllcatlon
to his or her department head in writing within five (5)

working days of having made application.

Pny employee who pts an offer of employment or er 3
o a, contractual relationship for remuneration from an
inGlVidLul or firm doing business with or subject to
regulation by the City, shall report such offer in
writing to his or her department head within five (5)
working days of such offer.

\.,.'.‘_DFJ iz‘; paragraphs»

Any employee who

4.01 E of this po

pts a gift as described
v, from any individual or firm doing
business with or regula ed by the City, shall report such
offer in writing to fti - department head and the Human
Resources Director within five (5) working days of such

offer.
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&1

No person shall directly or indirectly give, render, pay,
offer, solicit, or accept any money, service, or other
valuable consideration for or on account of any
appointment, promotion or proposed promotion to, or any
advantage in a position in the City of Palmetto
government service,

As an individual, each employee retains all rights and-
obligations of citizenship provided in the Constitution
and Laws of the State of Florida and the Constitution and
Laws of the United States. However, no employee of the
City of Palmetto shall:

Take any active part in a political campaign while-
on duty or within any period of time during which
they are expected to perform services for which
they receive compensation from the City.

& Use the authority of his position to secure support-
for or oppose any candidate, party or issue in an
election or affect the results thereof.

3. Use any promise of reward or threat of loss to-
encourage or coerce any employee to support or

contribute to any political issue, candidate or
party.
_Display on his/her person or vehicle used for«
officiel business while on duty or in his/her

workplace any button, sign, decal or other symbol
of support for any political party or candidate for
public office.

Any City employee violating this section shall be guilty-
of improper conduct and shall be subject to disciplinary
action, up to and including discharge.

No City employee shall be required to contribute any-

money or anything of value to any candidate for
nomination or election to any office, or to any campaign
or political committee, or take part in any political
campaign.
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Section 4.(C5:

A.

4e

Standards of Conduct

Standards of conduct are established for the benefit of-
the public and employees of the City of Palmetto.
Employees may expect an agreeable place to work and
supervisors may expect orderly and proper conduct from
employees. 1t is also necessary that orderly, safe and
efficient service be provided to the public.

To the extent that these Standards of Conduct are
inconsistent wit the written directives governing
conduct of sworn members of the police department, these
Standards of Conduct shall take precedence over all
members of the police department.

The standards of conduct outlined in this section are-
intended to provide employees of the City of Palmetto
with guidance on proper conduct. They are not intended
to restrict the privileges of anyone. The standards are
designed to assure the rights and safety of employees and
guality services to the public.

Employees of the City of Palmetto are expectced to conduct-
themselves in a manner which will favorably reflect upon
the City and themselves.

It is the policy of the City of Palmetto to provide a-
work environment that 1is £free from any form of
harassment.

VWhen employees are on City property, they shall be-

subject to the City's standard of conduct regardless of
whether or not they are on duty.

Employees representing the City at a location other than-

their normal place of work shall

standards of conduct.

comply with the

No employee shall ergage in conduct which creates a-

hostile or offensive working environment.

No employee shall engage in viclence, fighting and-«
threatening or intimidating behavior aimed at or
involving other employees or the generazl public at any
time while on duty.

No employee shall use threatening, profane or abusive-

_anguage toward fellow employees or other persens while
engaged in the performance of official duties.
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N. Employees shall notify their

Employees are prohibited from revealing confidential
information in City records to unauthorized persons.

Every employee has ths responsibility to protect and-
safequard property, equipment or materials of the City
and other employees. No employee shall be in
unauthorized possession of any property, regardless of
value, of the City or its employees, or attempt to remove
such property from the premises, without prior
authorization from the appropriate authority.

The use of City telephone services, including SUNCOM, -
shall be ilmlted to cfficial City- business,  consistent

app.l 13 EC‘]

Gambling of any kind is forbidden on City premises or at-

any other job-related work site during working hours.

immediate supervisors or-
designees of any anticipated absences or unanticipated
absences as soon as possible.

The Florida Computer Crimes Act, Chapter 815, Florida-
Statutes, provides that the introduction of fraudulent
records into a computer system, the unauthorized use of
computer facilities, the alteration or destruction of
computerized information, the stealing of data from
computer files, and unauthorized access to any computer,
computer system or computer network is prohibited.
Computer crimes are a violation of the City's
disciplinary standards and may also result in felony
criminal charges. Employees who work with computers or
have access to computer information shall become familiar
with Chapter 815, Florida Statutes, and the City of

Palmetto’s Use of Electronic and Computer Systems Policy
ard seek any needed clarlf‘catlon from thelr superulsors
deoartment

heads

Employees shall not knowingly omit or cause to be omitted-
information or submit or cause to be submitted inaccurate
or false information for, or on, any City record, report
or document.
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DRUG FREE WORKPLACE POLICY

The City of Palmetto is committed to maintaining a workplace that
is free from the presence and effects of drugs and/or alcohecl,
providing the highest level of service to its citizens, and

minimizing the risk of accidents and injuries.

The City prohibits employees from using, selling, dispensing,. | Formatted: Indent: Left: 0.5" J
_distributing, possession, or manufacturing illegal drugs
and/or alcoholic beverages while on City premises, work sites,
or in a City vehicle. In addition, emplovees are prohibited
from off-premise use of alcohol and possession, use and/or
sale eof illegal/prescription druas, when such activities
adversely effect ob performance, job safetv, or interferes
with the City’'s abilityv to carry out its mission.

. | Formatted: Indent: Left: 0.56" |

An employee must report any criminal drug statute conviction,
or a finding of guilt whether or not adjudication is
withheld, or the entry into a diversionary program in lieu of
prosecution to the Human Resources Director, inm writing, no
later than three (3)business days after such occurrence. Any
empleyee who fails to notify the Human Rescurces Director
will be subject to disciplinary action, up to and including
termination.

Pursuant teo Drug Free Workplace regulation, The City of Palmetto

conducts the following tvpes of drua and/or alcohol tests:

Pre-employment _ « | Formatted: Font: (Default) Arial |
Reasonable suspicion, [ Formatted: Bullets and Numbering |
Post accident

Routine fitness for duty and follow up

Safety sensitive and special risk positions are also subjected to random drug/alcohol
tests.

An employee will be subject to corrective action, up to and including termination. for
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violation of this policy.
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‘Section 4.07:

A.

EMPLOYEE ASSISTANCE PROGRAM

The City will maintain an Employee BAssistance Program

(EAP) to be administered by Human Rescur

es.
e e S

Harassment Policy

Policy

1.

The City of Palmetto is committed to providing
workplaces that are non-discriminatory and afford
equal treatment to all. The City will not condone
or tolerate illegal discriminatory behavior. This
policy specifically includes sexual harassment and
any other type of harassment or discriminatory

conduct based on race, color, national origin,
religion, gender, marital status, age or
disability.

Employees shall not engage in conduct which

violates this policy at any time during working
hours or on City premises while off duty.

All administrative and supervisory personnel are
expected to abide by the City’s commitment to equal
opportunity and treatment under the law and to
ensure that this policy is fully implemented and
enforced.

Due to the severity of
conduct, and the

illegal discriminatory
legal questions which are often

involved in investigating such conduct, the
procedures in this ©policy shall be wused in
investigating and dealing with illegal
discrimination complaints. The City’s general

Complaint Procedure shall not be used to address
such complaints, except that an adverse result
under this section may be the basis of a grievance
which will proceed according to Article 6.
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B.

Definitions

1.

Illegal harassment or discriminatory conduct can be
any verbal or physical conduct that belittles or
otherwise shows hostility or aversion toward an
individual or group based upon that individual’s or
group’s race, color, religion, gender, nrational
origin, marital status, age, or disability, and
that for a reasonable person:

a. has the effect of creating an intimidating,
hostile, or offensive work environment:; or

b. has the effect of unreasonably interfering
with an individual’s work performance; or

. otherwise adversely affects an individual’s
terms and cenditions of employment.

Examples of illegal harassment include, but are not
limited to, epithets, slurs, jokes, stereotyping,
or other acts which are threatening, intimidating,
or hostile in nature, that relate to race, color,
religion, gender, national origin, marital status,
age or disability, or any display of written or
graphic material such as photographs or cartoons
that belittles or shows hostility or aversion
toward an indivicual or group because of the same.

Sexual harassment is generally defined as abusive
treatment of an employee by the employer or by a
person or persons under the employer’s control,
which would not occur but for the person’s gender,
when:

a. submission to such conduct is made either
explicitly or implicitly a term or condition
cof an individual’s employment; or

b. submission to such conduct by an individual is
used as the basis for employment decisions
affecting the individual; or

c. such conduct has the effect of unreasonably
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interfering with an individual’s work
performance or creating an intimidating or
offensive work environment.

3. Example of conduct which may constitute sexual
harassment may include, but are not limited to, the
following:

a. unwelcome sexual advances, flirtations, or
propositions;

b. actual or implied demands for sexual favors in
exchange for favorable treatment or continued
employment;

c. unwelcome Jjokes or remarks of a sexually
oriented nature;

d. verbal abuse of a sexual nature;

e. unwelcome commentary about an individual’s
body, sexual prowess, attractiveness, or
sexual deficiency;

f. any display in the workplace of sexually
suggestive objects, pictures, posters, or
reading material;

g. a coerced sexual act or assault;

h. uninvited physical contact of a sexual nature
such as pinching, grabbing, patting, or
brushing against another person;

i. uninvited leering, whistling, or gestures of a
sexual nature.

Procedure

1. Any employee who believes that he or she is being
or has been illeqgally discriminated against or
harassed should file a complaint in a timely manner
with the Human Resources Director.

2. Departmental directors, managers and supervisors

are responsible for bringing any allegations or
concerns related to potential cases of illegal
discrimination or harassment to the immediate
attention of the Human Resources Director.
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The Human Resources Director will be responsible-
for evaluating all complaints under this policy and
making the determination on whether or not an
internal investigation 1is5 warranted. In cases
where the decision is made to not investigate, that
decision will be reviewed by the Mayor {or in his
absence the Vice Mayor). In cases where such an
investigation is determined to be warranted, the
Mayor (cor in his absence the Vice Mayor) will
designate an appropriate person or persons who
shall be responsible for conducting a prompt,
thorough and objective investigation.

A1l employees who are questioned during the course
of an investigation are obligated to cooperate in a
full and nonest manner. No employee shall face any
form of reprisal for making a complaint or for his
or her cooperaticn with an internal investigation.
Employees who either refuse to cooperate in an
internal investigation, or who intentionally give
false information at any point withir an internal
investigation, shall be subject to disciplinary
action up to and including termination.

Once an internal investigation has been concluded,
the Human Resources Director will review the
investigator’s written report with the Mayor (or in
his absence the Vice Mayor) and appropriate senior

staff, to include the department head(s)
at-interest and a representative of the City
Attorney’s Office. This panel will determine the

remedial action to be taken, if required. A final
written report containing final findings and the
actions taken will be generated at the conclusiocn
of the investigation and review, with a copy
provided to the complainant. Individuals against
whom allegations were raised will likewise be
entitled to receive a copy of the final report upon
request.

Once an investigation has been concluded, it shall
be the responsibility of the department head
at-interest to implement the remedial actions,

which were determined by the review panel to be-

appropriate. The Human Resources Director shall be
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responsible for moniteoring the workplace situation,
and should be contacted by the complainant or other
affected parties if they at any point feel that
either retaliation is taking place or the illegal
behavior is continuing.

The internal complaint and investigation process
does not preclude an aggrieved employee from filing
a complaint with the United States Equal Employment
Opportunity Commission and/oxr the Florida
Commission on Human Relations.

The City recognizes that certain matters of concern
to employees may involve his immediate supervisor
and be of such a private or personal nature that
employees may not wish to discuss them with certain
supervisors or other members of management. In
such cases, ar, employee may by-pass the appropriate
step in the procedure and bring the problem
directly to the next level in the procedure.
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Section 5.01:

A,

ARTICLE 5 - DISCIPLINE

Statement of Policy

Department heads may discipline, up to and including-
dismissal, any employee for documented inefficiency or
substandard performance of assigned duties,
insubordination, failure to carry out assigned duties,
violation of the Code of Ethics, standards of conduct, or
any other of these policies or laws or departmental

rules, or for any action considered to be
counterproductive to effective and efficient operations
and the delivery of services to the public. Non

probationary employees may be terminated only for cause.

JInfractions of City policies or departmental rules and-
regulations which occurred more than 24 months prior to a
current offense or deficiency shall not be considered
when imposing discipline for the current infraction.

After an initial probaticnary period a full-time employee-
who believes he has been improperly disciplined may
appeal such action to his department heac, consistent
with the procedure set forth in this policy.

In addition to City rules and regulations certified-
police officers will Dbe responsible for the written
directives of the Police Department and subject to the
standards established by the Florida Criminal Justice
Standard and Training Commissicn. All discipline
proceedings involving certified police officers will
conform to the Police Officers Bill of Rights as out
lined in Florida Statutes. Any policy or procedure cf
the Police Department, that is less strincent than the
policies and procedures in this ordinance, are hereby
superseded by this ordinance.
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Section 5.02: Pre-Disciplinary Procedure

If an employee 1is recommended for termination, demotion or
suspension without pay of 5 days or more he is entitled to a
hearing before the department head prior to such action being
taken, according to the following procedure:

A, Written notice of the charges and time for hearing shall-
be given to the employee at least 48 hours prior to the
time of the hearing.

B. The grounds for dismissal and an explanation of the-
evidence against the employee shall be included in the
notice.

C. An opportunity to present the employee’s side of the-
story.

The employee may be accompanied in the hearing by a person of
their choice. The accompanying person will be an observer
only and may not speak for or otherwise advocate the
employee’s position.

The employee may waive their right to a pre-disciplinary
hearing, and their right to an accompanying perscn, and must
do so in writing. Forms for notice of the hearing and waiver
shall be developed by the Human Resources department and shall
be used in all appropriate cases.
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ARTICLE 6 - EMPLOYEZ GRIEVANCE PROCEDURE

Section 6.01: Policy

All employees of the City have the right to express concern over
working conditions, City employment policies and other personnel
prooblems. Employees also have the right to a review of all
disciplinary actions. To encourage employees to seek resolution of
issues concerning working conditions, City employment policies and
other personnel problems and disciplinary actions, the following
procedure is established.

For purposes of this Article, the following definitions apply:

Dismissal means termination of employment and cessation of all
pay and benefits.

Demotion means a permanent reduction in pay for disciplinary
purposes. Demotion does nct mean a change in job duties or
job title or a reduction in pay associated with reduction in
force or reorganization.

Employee does not include appointed department heads.

Suspansion without pay means suspension of pay and duties for
disciplinary purposes. Suspension does not mean layoff or
other temporary non-punitive cessation of pay and duties.

Workday means Monday through Friday.

Appeals of disciplinary action for dismissal, demction or
suspension for more than five (5) days without pay will be
administered in accordance with Section 6.03. Bppeals for
lesser disciplinary actions and hearings for issues concerning
working conditions, City employment policies and other
personnel problems (a grievance issue) will proceed under
Section 6.02.
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Section 6.02: Administrative Review Procedure

A,

Step One:

Within £ive (5) working days of the imposition of
discipline, or the raising of a grievance issue, the
affected employee may request a meeting with and review
of the grievance issue with his immediate supervisor.
The supervisor shall review the grievance issue and any
relevant information, verbal or written, submitted by the
affected emplovee and within three (3) working days after
the meeting, inform the employee of his decision in the
matter. Supervisors are encouraged to consult their
department head or other appropriate member of management
to give information or assistance that will aid in
r2aching an eguitable decision.

Step Two

If the grievance issue is not resolved by the
supervisor to the satisfaction of the affected
employee, the employee shall, within three (3) working
days of the supervisor's decision, inform the
department head in writing that he wishes to have the
problem reviewed.

The department head will endeavor to meet with the
employee with in three (3) working days of receipt of the
reguest for review to discuss the grievance issue. After
meeting with the employee the department head shall
conduct an apprepriate investigation in a timely manner
and inform the employee of his decision on the grievance
issue within five (5) working days of conclusion of the
investigation. The investigation shall not extend beyond
thirty (30) days from the receipt of the regquest for
review, unless the time has been extended by the Mayor
and communicasted to the employee.
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C. Step Three

If the grievance issue 1is still not resolved to the
satisfaction of the employee, the employee may appeal the
cecision of the department head to the Mayor, or in his
absence, the Vice Mayor. The employee shall notify the
Mayor in writing, within three (3) working days of the
department head's decision that he wishes to have the
grievance issue reviewed. The Mayor, will endeavor to
meet with the employee within five (5) working days of
recelpt of the employee's notice. After meeting with the
employee, the Mayor shall conduct an appropriate review
of the grievance issue in a timely manner and inform the
employee of his decision. The investigation shall not
extend beyond forty-five (45) days from the date of the
employee’s notice, unless extended by the Mayor in his
reasonapble discretion to effect a full and complete
investigation. If neither the Mayor nor Vice Mayor is
avallable to handle the employee's appeal, the
proceedings shall be suspended until such time as the
Mayor or Vice Mayor is available.

A signed written memorandum of the decision shall be
given to the employee and a copy shall be placed in the
employee’s personnel file. No further administrative
review or appeal is available for this grievance issue.

Section 6.03: Hearing Board Review of Disciplinary Action

There is hereby established 2 hearing board (hereinafter Board),
for the purpose of providing a forum for the presentation and
consideration of any disciplinary action for anv dismissal,
demotion or suspensiocn of more that five (5) day without pay. The
Deputy City Clerk - Administration shall be the clerk of the
Appeals Board. This procedure is not available to appeal lesser
disciplinary action. Any reguest for review shall be initiated with
in thirty (30) days after such personnel action (including the
appeal process) has been taken in respect to an employee under
Article 5 Section 2.

Section 6.03.01: Composition of Personnel Board

The Board shall consist of seven members. However, only five
mempbers shall be convened to hear an appeal, pursuant to the
procedures set forth below.



A. Regular Members. There shall be five “regular
members, ” cne each appointed Dby Palmetto City
Commissioners, for terms that shall run concurrently with
the appointing commissioner. Regular members shall be a
residence of the City or own a business in the City.

B. Ad Hoc Members. There shall be two ad hoc members
appointed when an appeal has been filed. One such member
shall be appointed by the Mayor and the other appointed
by the appealing employee for purposes of that one
appeal. Ad hoc members shall be either employees of the
City; residents of the City; or own a business in the
City, provided, no such appointee shall be an attorney,
or a Palmetto City Commissioner, or an appointed
department head of the City, or the City Human Resources
Director, or the Deputy Clerk/Administration. Any
employee selected will be regquired to sit on the board
unless excused by the Mayor for extraordinary
circumstances.

Section 6.03.02: Convening the Board.

When the Mayor receives the appeal notice set forth in Section 6.02
above, he shall notify the clerk of the board who shall notify
three regular members, in alphabetical rotation, of the time and
date of the hearing. If a member is unable to attend the hearing,
the next member shall be selected in alphabetical order. When ad
hoc members have been chosen, the clerk shall notify them of the
time and date of the hearing.

Section 6.03.03: Authority of the Board.

The Board shall determine if the discipline imposed on the employee
is supported by “just cause.” In making this finding, the Board
shall determine whether the City has shown, by a preponderance of
evidence presented in the hearing that the employee engaged in the
conduct for which he was disciplined. If the Board finds just
cause, it must sustain the action taken. The Board shall not have
discretion to reduce the discipline. If the Board finds that there
was not just cause, it shall not sustain the action taken.

The Board shall issue or cause to be issued, written findings of

fact and conclusion of law that support its finding within five (5)
days of the hearing.
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Section 6.04: Appeal Hearing

The Hearing must be held within 30 days of the selection of the
fifth member of the Board. The employee shall be prcvided written
notice by Return Receipt mail of the time and place of the hearing.
Continuances may be granted for good cause shown on written
applicatior. of either party to the Chairman of the Board.

Section 6.04.01: Conduct of hearing; rules of evidence

A. The Board will elect a Chairman by majority vote. The-
Chairman shall preside over the hearing. After convening
the hearing he shall announce the purposes of the
hearing.

B. The parties shall not communicate with the Chairman or-
any Board member or submit any documents or other
evidence, prior to the hearing, unless requested by the
Board through the Chairman.

C. An Independent legal counsel shall represent the Board-
and shall advise the Board as necessary.

D. The City department involved in the appeal may be-
represented by the department head or his designee, or by
such independent counsel as it may choose. The appealing
employee may be represented by counsel or other
representative of his choosing.

E. The City department will present the facts of the case-
which led to the disciplinary action. The City may
present documentary or testimonial evidence in support of
its case. The employee may cross examine any witnesses
called by the department. Upon completion of the City’s
case, the employee will present evidence in defense,
subject to cross examination by the City. The Board may
question witnesses solely to clarify testimeny. The Board
may not consider any evidence or testimony unless
presented by the parties during the hearing.

F. During the hearing, upon objection of a party, the
Chairman, will rule on the admissibility of evidence in
the interests of fairness to all parties, without strict
regard for the rules of evidence used in judicial
proceedings. Both parties should be allowed tco argue for
and against admission of evidence before the Chairman
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mekes a ruling.

G. At the conclusion of the hearing, the Board shall consider- [meamM:mmm:ﬂmuma 0.5"
the case and render a decision. Within five (5) days of -
the decision, the Board shall cause to be issued, a
writfen Order, containing findings of fact and conclusions
of law supporting its decision. The Order shall
constitute the Final Order of the City regarding the
disciplinary action taken.
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Section 6.05: Compensation During Grievance Proceedings.

An employee who loses pay and benefits through a disciplinary
suspension, demcotion or dismissal shall have a full restoration of
all lost salary (plus interest at the then current Judicial rate)
and benefits if the discipline imposed on the employee is reversed
at any level of the appeal process.
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Section 7.01:

ARTICLE 7 - COMPENSATION

Classification and Compensation Plan

It is the policy of the City of Palmetto Lo compensate-

its employees on the basis of tasks they perform; the
knowledge, skills and abilities the performance of the
tasks requires; and excellence with which the tasks are
performed.

The Classification System reflects the classified-
positions at the City. Each position has a Job
description, stating job duties, examples of work,
required knowledge and skills, and minimum training and
experience.

All employee status changes including employment, changes-
of classification and pay adjustments will be processed
and approved by the department head and the Human
Resources Director.

All classes shall be designated by the Human Resources-
Director as exempt or non-exempt from the provisions of
the Fair Labor Standards Act (FLSA).

If any position that has been allocated to a class
designated as exempt is found not to meet the FLSA
requirements for exemption that position shall be
reallocated to a class that is designated as non-exempt.

The Human Resources Director will conduct periodics
reviews of the Pay Plan to determine the need for
competitive pay range adjustments. Adjustments to the
salary schedule will be based on:

1. the value of classifications of similar skills in-
the labor market;

2. an equitable pay relaticnship within the various-
classifications ¢f employees;

3. pay rates and practices of public and private-
employers who are competing for similar types of
skills;

q, the experience and ability of the City to attracts
and retain qualified personnel; and

5. availability of salary funds. -
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The responsibility for the development, maintenance and
administration of the position classification and pay
plan and of the rules governing the application of the
pay plan for all personnel is assigned to the Human
Resources Director.

Each pay grade shall be structured in such a way that-
minimum and maximum base rates of pay are established.
The minimum of each pay grade shall be no less than the
minimum rate of pay required by the Fair Labor Standards
Act (FLSA). As a guide, the City will use entry and
maximum level ranges from the current and approved
Comprehensive Salary Survey. All pay ranges shall be
increased as required and all steps shall be increased on
the anniversary of the employee, by the amount City
Commission awards for Cost of Living Increases (COLA).

Employee Credit for Education, Training and Experience -

In general, employment will be offered at the starting
salary for any position. The following guidelines are
offered, however, to guide starting salary negotiations,
when necessary because of the exceptional education and
or experience of an applicant. No individual will be
hired at a salary that exceeds the following guidelines,
without specific justification to and approval of the
City Commission.

Hew hires without any previous work history or a
guestionable work history that must be overcome during

probation, Shall receive entry level salary.

Promoted employees or new hires with a stable work
history, but without relevant experience may receive up
to Step III for the position.

Promoted employees or new hires with a stable and
ralevant work history may receive up to Stz2p V for the
position.

Promocted employees or new hires with an associate’s
dagree in any area may receive up to Step V for the
position.

Promoted employees or new hires with a bachelor’s degree
in any area may receive up to Step VII for the position.

Promoted employees or new hires with a master’s or higher

degree in a relevant field may receive up to Step IX for
the position.
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The above educational and experience credits are not
cumulative, i.e., the employee may only receive credit
for the highest level he or she has attained.

A promoted employee or new hire with a certification
relevant to the employee’s position (and not required for
the position) may receive up to Step V for the position,
based upon the relevancy of the certificate and the
effort needed to obtain the certificate.

Pay for Satisfactory Performance

Performance increases shall be dependent upon
satisfactory evaluations and the completion of any
probation. Satisfactory employees will receive a

performance increase of one (1) step on the anniversary
of the employee.

Performance evaluaticns will be done using the HRN
Management Group, Inc. Evaluation Software System.

Employees whose evaluations rer ect the need for
improvement cr = score of le 1 2.0 will develop,
with their supervisors, perrormaﬂce lnprovement plans.
Supervisors will monitor and evaluate progress regularly.,
The employee may be reconsidered for the receipt of the
performance increase after six months.

Department Heads, based upon their own observations or
the recommendations of Supervisors, may submit the names
of exceptional employees to the Mayor between November
1% and November 15%" of each year for consideration as
Employees of the Year.

Recommendations must take intoc account three prior,
consecutive Employee Evaluations. Nominations must be
supported with detailed documentation of the employees’
continual performance above and beyond their normal job
requirements. All employees are to be encouraged to
strive for this honor.
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Those employees selected by the Mayor as Employees of the
Year will be recognized at a City Commission Meeting and
presented within budgetary limits a monetary incentive in
December.

There will be no more than three (3) employees selected
annually Eor this honoxr. (one from

rtment with

Demotions -

The rate of pay upon demotion shall be

determined by the reason for the demotion

and the employee's status at the time of

demoction.

P-romotions - An employee shall be eligible for a pay
increase upon promotion in accordance with
the pay plan principles.

Longevity pay will be as follows:

Longevity will be eguivalent
payable annually only when an employee
maximum wage for his position.

to 3% of annual salary,
reaches the

Longevity will be paid in a lump sum and will not add to
the employee’s base pay.

Overtime -

1. Work schedules for each full-time position shall be«

established by the department head and consist of a

total of 40 regular hours weekly for non-sworn
employees and up to 86 hours per pay period for
sworn employees.

2. Departments are expected to plan +their work-
schedules in such a manner as to minimize the
amount of overtime worked.

3. Overtime work shall consist of work time rendered-

by an employee zat the direction of
head or designated supervisory staff.

a department

4, Overtime must be authorized in advance,
cases of emergency. Employees creating
for unauthorized overtime shall be
disciplinary action.

except in-«
liability
subject to
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10.

Only those employees filling non-exempt positioens-
as defined by the Fair Labor Standards Act are
eligible for payments for overtime hours worked.

Overtime payment shall be computed at a rate of one-
and one half times the employee's regular hourly
rare of pay for hours worked in excess of 40 during
the workweek.

Whenever practicable, overtime should be equitably-
distributed among all employees within a department
who are working in the position c¢lass affected by
the overtime.

overtime-
regard to

In the event of an emergency situation,
assignments shall be made without
previous overtime assignment record.

Those employees in administrative, executive and-
professional positions as defined in the Fair lLabor
Standards Act are exempt from the overtime
compensation provisions of these policies.

In calculating overtime, time taken as holidays or-
civil leave, shall be considered as time worked.

Compensatory Leave in Lieu of Payments for Overtime -

The City may allow non-exempt employees to accrue-
compensatory leave in lieu of overtime pay for
hours worked in excess of 40 hours during the
workweek. This election shall be in writing and
shall be retained in the Human Resources deparitment
for record keeping and audit purposes.

Compensatory leave in lieu of payment for overtime-
hours worked shall be accrued at a rate of one and
one-half hours of compensatory leave for each hour
of overtime. Non~-sworn employees may accrue
compensatory time up to a total of B0 hours and
sworn employees, up to 240 hours. After this time
payments for overtime will be made. When
compensatory time off is taken, the employees will
be paid for such time at the regular rate of pay
earned at the time the leave 1is taken. Upon
termination, the employees will be paid for such
leave at the final regular rate of pay.
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Dual Employment

No employee shall be compensated for other employment

during those working

hours for which the employee is

scheduled to be performing duties for the City.

N. Call-back Pay

A non-exempt employee who is off duty and required to
return to his or her workplace on an unscheouleu 53515

\ shall

2 (two)

‘I_r’

irs

.

be credlted for actual hours worked a

Effect of Leave of Abssnce Without Pay

An employee shall

not be eligible for pay increases or

| lump sum awards while on 1eave of absence without pay =z

shall not

=

sick or vac

tion time.

Section 7.02:

The City of

direct deposit bi-weekly;

Pay Periods

covers a two-week period.

holiday,
on the
will
employees at

the Human Resources
| utilize the direct deposit option that is

Section 7.03:

Department.

Should a pay day

the holiday.

Employees

Payroll Deductions

Palmetto shall issue payroll checks and notices of
on every othexr Friday.

The pay period

fall on an official
pay checks and notices of direct deposit shall be issued
last working day before
not be issued to any employee.

Salary advancements
Pay checks will be issued to
their respective work sites or on certain occasions
are encouraged to
available.

The following payroll deductions are mandatory from each employee's

salary:

Medicare

OO W

Optional payroll deductions

general

social security

’ federal income tax
retirement contribution (if applicable)

ars limited

to these programs of
interest and benefit in which all employees can participate

without joining or affiliating with an outside organization.
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Section 7.04: Budgetary Limitations

A All provisicns of this section relating to payment of-
salaries are contingent upon funds being aveilable in the
department's approved budget and in compliance with
applicable law.

B. Any deviation from paying employees in accordance with-
these policies because of budgetary limitations must be
approved by the Mayor after review by the City Clerk and
the Human Resources Director.

Section 7.05: Exempt Work During Emergencies and Natural Disasters

Under certain occasional emergency conditions, wocrk which is
normally performed by non-exempt employees and which is non-exempt
in nature will be directly and closely related to the performance
of the exempt functions of management and supervisors, and will
therefore be exempt work. A supervisor or department head who is
exempt under the Wage and Hour Law and who performs work of a
normally non-exempt nature on rare occasions because of the
existence of a real emergency will not, because of the performance
of such emergency work, cease tc be exempt when conditions beyond
control arise which threaten the safety of employees or create a
cessation of services to the public, or serious damage to City
property. Any manual or other normally non-exempt work performed
in an effort to alleviate the emergency condition will be
considered to be exempt work and is not included in computing the
percentage limitation in determining whether the supervisor or
department head meets the reguirements of exempt status.

The payment of overtime to exempt employees who are required to
work beyond their normally scheduled hours during a natural
disaster is auvthorized where federal disaster funds are available
to fund such payment of overtime. The payment of overtime to
exempt enoloyees will only occur curlng such tlme as the exempt
employee 14 el > tia ] i in the City’'s

5]

2 1 =ss Plan and is perfovmﬂng ‘special or emergency
dutles in attempting alleviate the effects of the natural
disaster.

2 B
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Section 8.

A,

Section 8.

A.

Overtime may be authorized by department heads

ARTICLE 8 - ATTENDANCE AND LEAVE

0l1: Policy

Fach employee shall be required to be present at his or-
her assigned duty station during the employee's scheduled
work hours unless absence from duty is authorized by the
immediate supervisor or other appropriate supervisory
authority.

All absences shall be properly recorded and charged to-
appropriate categories of leave as provided in this
section.

A leave of absence is any authorized absence from duty-«
during an employee's regularly scheduled work hours that,
has been approved in advance by the immediate supervisor
or other appropriate supervisory authority. Leave may be
authorized with or without pay. An employee shall not be
paid for any period of unauthorized absence.

Attendance at training courses shall be considered as-
hours worked, within the limits provided by the Fair
Labor Standards Act.

Travel between an employee's home and regularly assigned-
hsadquarters shall not be considered hours worked.

02: Hours of Work

The work schedule for full-time City employees shalla
consist of 40 scheduled regular hours during each weekly
period.

Department heads are authorized to adjust day to day-
schedules as needed to accomplish work objectives and to
minimize overtime.

in emergency or

extraordinary situations and shall be compensated as provided in

Article VI

I. Emergency or extraordinary situations for purposes of

this section are defined as:

A.

Where an established post of duty must be covered 24-
hours per day, and an employee is not available to cover
that post on a given shift.
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B. When danger to life, health or well being of the publics
could occur, or where damage to property could be
imminent if an employee is not required to be on duty.

C. Other situations where the department head determines«
that the direct or indirect responsibilities of the
department or division cannot be accomplished unless
overtime is authorized.

D. Ceductions from Exempt Employee Wages “

Scope of Policy =

It is the policy of the City of Palmetto to pay exempt
employees under the Fair Labor standards Act (FLSA) on a
“salary basis” such that exempt employees will regularly
receive each pay period a predetermined amount that is not
subject to variation due to the guality or guantity of the
work performed. The purpose of this policy is to provide
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exempt. employees with a general understanding of what it
means to be paid on a salary basis and to communicate the
mechanism by which an exempt employee may raise any questions
regarding any deductions from the employee's salary.

Deductions from Pay

Alchough exempt employess generally will receive s
predetermined salary amount each pay period, the FLSA permits

that salary to be reduced under certain circumstances:

An exempt employee who does not perform any work for an«
entire work week is not entitled to be paid his or her
salary for that week, although the empiocyee may be
permitted to use accrued benefits under the City’s
vacation or sick leave policy.

An exempt employee who is absent from work for one ors«

[ Formatted: Indent: Left: 1.13", No |
| bullets or numbering

Formatted: Indent: Left: 0.5°, No ]
bullets or numbering

more full days in a work week for personal reasons may

[ Formatted: Indent: Left: 1.13° |

i

have his or her pay for that wsek reduced
proporticnately. The employee may be permitted to use
accrued penefits under the City’'s vacation or sick
leave policy to make up for this reducticn in pay.

An exempt employee who is absent from work for one ors
more full days in a work week because of sickness or
disability may have his or her pay for that week
reduced proportionately, unless he or she has and uses
accrued benefits under the City's wvacation or sick

45
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leave policy to make up for this reduction in pay.

An exempt employee who is absent from work during any
work week because of jury duty, inveluntary attendance
as a witness at a trial or other legal proceeding, or
temporary military leave will be entitled to receive
his or her full salary for that week, provided the
employee performed some work during that week.

An exempt employee may be suspended without pay for one
or more full days for violations of workplace conduct
rules.

An exempt employee in his or her initial or final week
of employment may receive a reduced salary for that
week proporticnate to the number of days the employee
actually worked.

An exempt employee who takes leave under the Family and
Medical Leave Act during a given work week may receive
a reduced salary foxr that week proportionate to the
number of days the employee actually worked.

Complaint Prccedure =

The City is committed to fully complying with the salary-
basis requirements of the FLSA. If an exempt employee
believes the City has improperly reduced his or her salary
for a The City is committed to fully complying with the
salary basis particular work week or weeks, the employee
should use the following procedure to seek correction of
any potentially improper reduction:

Notification procedure., Any employee who believes that-
the City has improperly reduced his or her salary for
a given week should notify the Human Resources
Director, in writing, immediately. Such notice should
identify the payroll date or pericd when the reduction
occurred, the amount of the reduction, and the reason
(if any) for the reduction as indicated on the pay-
stub.

Investigation of Complaint. The Human Resources Director
will investigate all reports of improper salary
reductions and will determine whether the salary
reduction in guestion was Jjustified. The Human
Resources Director will communicate the results of
this investigation to the employee in writing within a
reasonable time after receiving the complaint. If the
Human Resources Director determines that the City has
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Section 8.03:

A.

Work Breaks

A department head may allow employees one work break-
during the first half of the daily work period and one
work break during the second half of the daily work
period, provided that:

1, No single work break shall exceed 15 minutes-
absence away from the employee's duty station.

2. An employee shall not accumulate wunused work-
breaks.
3. Neither work break time nor lunch time shall be-.

authorized for covering an employee’'s late arrival
on duty or early departure from duty.

and
the

workload
of

Work breaks are based upon
discontinued at the discretion
supervisor or department head.

may bes
immediate
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Section 8.

A.

Section 8.

A.

04: Overtime

Overtime for non-sworn employees is time worked in excess-
of 40 hours during the work week. Overtime for sworn
officers is time worked in excess of 86 hours in the pay-
perlod.

The department head or designee shall attempt to arrange-
the work schedule of each work unit so as to reduce toc a
minirmum the necessity for overtime except in emergency or
extraordinary situations. Unless specifically authorized
by the immediate supervisor or other appropriate
supervisory authority, employees shall refrain from
arriving at work early, leaving work late, working
through lunch periods or taking work home.

2ll overtime shall be authorized or directed in advance-
by the department head or authorized supervisor.

In the event of an emergency situation, overtime-
assignments shall be mandatory at the discretion of the
department head.

Notwithstanding the foregoing, all employees shall
records that reflect the actual amount of time they
performed work for the City whether authorized or not.
Employees should be aware that working overtime without
authorization could result in disciplinary action up to
and including dischargs.

keep+

05: Controlling Overtime

Time off is an adjustment to the regular work schedule in-
order to avoid overtime by limiting the number of hours
worked in a work week to 40 for non-sworn and 86 in a
pay-period for sworn. Time off will not be counted as
time worked for purposes of determining overtime for that
waek.

Time off during the Pay, ! may be directed by the-
department head or authorized supervisor in order to
limit total hours worked during that workweek to 40 fer
non-sworn emoloyeegh 8¢ per pay-period for sworn officers
aor 80 1o , whichever is agpropriate.

cr © for

Department heads shall, to the extent practicable,
time off to avoid overtime situations.

use-
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Employees who reguest the use of time off shall be allowed to take

the time off within a work
unduly restrict the operations cf the employee's department.

=k, provided the time off does not

This

determination will be at the sole discretion of the department
head.

Section B.06:

Employees
department

Ruthorized Leave

may be authorized a leave of absence by the
head with pay in accordance with the following

procedures:

A,

Administrative Leave. -

Court Appearances. An employee who 1s subpoenaed-
as a witness on a scheduled work day in a case not
involving his or her personal litigation, shall be
granted administrative leave upon presentation of a
subpoena. Any witness fees awarded shall be
retained by the employee.

An employee subpoenaed as a witness or defendant on-
behalf of the City shall be considered to be on
duty and be paid his or her regular salary and
travel expenses, 1f applicable. Any fees awarded
shall be returned to the City.

An employee who appears as a witness, plaintiff or-
defendant due to personal litigation or criminal
charges, or whose appearance is voluntary, shall be
required to use annual leave, compensatory leave or
leave without pay for such absence.

An employee who attends court for a portion of a-

scheduled work day shall report to work after being
released by the Court.
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B.

Death In the Immediate Family .

1.

An employee may, upon request, be granted up to-
three days administrative leave on the death of any
member of the immediate family, as defined in this
section. For a funeral outside of the State of
Florida, the employee may be granted an additional
two days of administrative leave, at the discretion
of the department head.

Immediate family members for
section are defined as grandparents, parents,
spouse, siblings, aunts, uncles, niec nephews
children, grandchildren, stepchildren and
stepparents of either the employee or the
employee's spouse. Compensatory, annual or sick
leave use will be required for all other family or
non-family members.

purposes of this

An employee requesting administrative leave due tos
death in the immediate family shall provide a
statement to the immediate supervisor giving the
name of the deceased and his or her relationship to
the employee. The Human Resources Director may
require proof of such family death such as a
published obituary in a recognized newspaper upon
the employee returning to work.

Job Connected Leave With Pay -

1.

An employee who sustains a job connected disabilitys
or injury that is compensable under the Workers'
Compensation Law shall be carried in full pay
status for a period not to exceed three (3)
calendar days immediately following the day of the
injury, up to a maximum of 40 hours, without being
regquired to use accrued leave credits. For the
remaining three (3) days, if unable to return to
work, the employee may be required tc use accrued
leave credits for up to an additional 3 days.

If the employee is unable to resume work at the end-
of the six (6) day period following the day of the
injury, the employee may:

a. Elect to use accrued sick, compensatory, or-
annual leave benefits which may be designated
Family Medical Leave as defined in Section
8.060 N.2.b., in an amount necessary to receive
a combined payment with workers' compensation
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D.

benefits equal to the salary received prior to
the occurrerce of the disability or injury.

b. Elect not to use accrued leave, in which case-
the employee shall be placed on leave without
pay and shall revert to workers' compensation

benefits.
c. Alternate Duty. When the City's workers's
compensatiorr carrier has advised that the

employee is entitled to receive a temporary
partial disability benefit or a temporary
total disability benefit, and there 1is a
medical certification that the employee cannot
perform the duties of the employee's regular
position, but the employee can perform some
work beneficial to the City, the department
head, may return the employee to alternate
duty at his or her regular rate of pay to
perform such duties as the employee is capable
of performing, subject to the following
conditions;

The employee shall be advised, in writing,
of the alternate duties to ke performed,
hours of work, and the period of the
alternate assignment. A copy of the notice
shall be placed in the employee's personnel
file.

3. Under no circumstances shall the employee be-
allowed to continue performing the alternate duties
once maximum medical improvement has been reached
unless appointed to another position, the duties of
which are within the employee's restrictions.

4. Employees who
disciplined,

refuse alternative work may bes
up to and including discharge.

Jury Duty.

1. An emnployee who 1is called for Jjury duty on a-
regularly scheduled workday shall be granted
administrative leave upon presentation of a

summons. Any fees received for jury duty shall be
retained by the employee.

2. The City shall not reimburse an employee for any-

meals, lodging, travel or other expenses incurred
while serving as a juror.
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Full-time employees shall
as follows:

regular hours budgeted.
be awarded annusl leave

Continuous Service Hours Awarded per Year

Up to 60 months 96
60 to 120 months 120
Qver 120 months 144

2

~_An employee who has been reemployed by the City is-
considered to be a new employee for purposes of
earning annual leave credits. After a reemployed
employee has been continucusly reemployed for a
period of 12 months, the employee shall be credited
with continuous and creditable service with the
City prior to the break in service.

Annual leave awarded during any pay period shall be-
credited to the employee on the last day of that
pay period or, in the case of separation, on the
last day the employee is on the payroll.

-

General Provisions Governing Annual Leave.

1. The time for taking annual leave is a matter to-
arrange with an employee's immediate supervisor and
depends on the department's work schedule and
fairness in allocating time off to all department
employees. All requests for annual leave shall be
approved in advance by the employee's department
head or authorized supervisor.

Use of annual leave shall not be authorized prior-
to the time is earned and credited to the
employee.

1T

head may-
the

Upon reasonable notice, a department
require any employee to use any part of
employee's accrued eannual leave for
purposes.

Fach department nead should make every effort to-
ensure that awarded annual leave is used on a
current yearly basis in order to provide employees

with vacation and proper rest and relaxation. By
following this practice, employees will not
normally accrue annual leave in excess of that

carned each year.
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H. Payment for Unused Annual Leave. .

1. Non-probationary full-time employees who separates-
from City service shall be paid for any unused
annual leave not to exceed 360 hours regardless of
time accrued.

2 In the event of the death of any employee, payments
for all unused annual leave at the time of death
shall be made to the employee's beneficiary,
estate, or as provided by law. &I U
] e shall not exceed 360 hours r
a 5

1. Paid Holidays. .

The following holidays shall usually be observed by the City

of Palmetto.

The City of Palmetto will observe the County

Holiday schedule with the exception of Presidents Day. The
City of Palmetto will observe Good Friday.

New Years Day
Martin Luther King, Jr.
Good Friday
Memorial Day
Independence Day
Labor Day

Veteran's Day
Thanksgiving Day
Thanksgiving Friday
Christmas Eve
Christmas Day

If any of these holidays falls on a Saturday, the-
preceding Friday shall be observed as a holiday.
If any of these holidays falls on a Sunday, the
following Monday shall be observed as a holiday.

Full-time employees who are in any pay status the-
work day previous to a holiday shall be credited
with eight hours of holiday leave for each of these
holidays, regardless of the days or hours the
employee 1s scheduled to work during that week.,

Holiday leave shall not accrue and shall be paid ins
the workweek in which it is credited.

J. Payment for Work on Holidays. +

1.

A non-exempt employee required to work on a holiday-
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M.

1=

leave for three or more consecutive days may, at
the sole discretion of the Human Resources
Director, be required to obtain a certificate from
a licensed medical doctor stating that the employee
is unable to perform his regularly assigned duties.
The certification should indicate a date by which
the employee will be fit +to return to work.
Medical certification may be required for shorter
periods of absence, if the employee's department
head oxr authorized supervisor determines the
employee has abused sick leave. Nothing in this
section should be construed to interfere with any
rights conferred under any employment law.

An employee who becomes 1ill while on approved-
annual leave or compensatory leave may be allowed
to use accrued sick leave credits to cover the
period of illness; however, an employee who is on

any other type of leave, with or without pay, shzall
not be allowed to use sick leave credits while on
such leave.
Sick Leave Buy-Back. -
Tee Subject to available budgeted funds, it is the-

intent of the City Commission to buy back unused
sick leave as an incentive for the employee to come
to work on a regular and consistent basis, while
retaining the availability of this benefit.
Accordingly, this buy-out will be used on the
following basis:

a. The employee must have accumulated at least-
240 hours of sick leave as of June 30 of each
year.

JThe employee must have used no more than 24
hours of sick leave in the prior year from
July 1 to the following June 30.

o
| &

[0

Up to one-half (48 hours) of the amount accrued-
(96 hours)but not used during the period set
forth above may be bought at the employees pay
rate in effect as of the date of payment and the
hours bought will be deducted from the
employee's sick leave balance.

d. Payment will
following the

be made as part
close of the

of a payroll-
fiscal year,
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generally at the first payrocll period in

December.
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employee leaving employment with the City and
leaving his pension money in the fund to collect at
2 later date, shall be considered retired and shall
be entitled to one-half of the accrued balance of
sick leave. If a vested employee returns at a later
date and wishes to withdraw his money from the
fund, all monies paid for accrued sick leave must
be paid back to the city.
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N. Family and Medical Leave Policy
1. General Policy

The City supports the objective of &z Family and
Medical Leave Policy that assists our employees in
balancing the demands of the workplace with the
needs of the family. Under this policy, eligible
employees are entitled to a total of twelve (12)
weeks of unpaid 1leave in a twelve (12) month
period. (A rolling twelve (12) month period
measured forward from the date an employee uses any
Family and Medical Leave 1s used for determining
the twelve (12) month period in which the twelve
(12) weeks of leave entitlement allows). Employees
on any Family Medical Leave other than intermittent
leave will not accrue vacation and sick leave until
returning to work. All employees will receive and
sign for a copy of the Operating Policy and
Procedures.

@ DOMESTIC VIOLENCE LEAVE POLICY -

As part of its commitment to safequard the employees, to provide a safe place for its
employees to work, to promote a violence free community and in accordance with
Florida Statutes 741.313, the City of Palmetto has established a Domestic Violence

Leave Policy.

Upon request, employees who have been employed for 3 or more months are entitled
to take up to 3 days of unpaid Domestic Viclence Leave in a 12 manth period if the
employee or a member of the employee’s family or household is the viciim of domestic
violence.

An employee's use of Domestic Violence Leave is limited to the following activities:

e To seek an injunction against domestic violence

o To obtain medical care or mental health counseling for the victim of domestic
viclence

s __To obtain services from a victim-services organization

¢ To make the employee's home secure from or to escape from the perpetrator of
the domestic viclence

¢ To seek legal assistance or attend court proceedings related to the domestic
violence
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Except in cases of imminent danger, the employee must provide The City of Palmetto
with advanced notice of the need for Domestic Violence Leave in compliance with the
City of Palmetto’s general leave policy. The City of Palmetto will also require that the
emplovee provide documentation of the acl of domestic violence for which the leave is
needed. Due to the sensitive nature of domestic violence issues, the City of Palmetto
will keep confidential all information relating to an employee’s Domestic Violence
Leave.

An employee must first exhaust all annual or sick leave before being entitled to
Domestic Violence Leave.

The City of Palmetto will not interfere with, restrain, or deny an employee's attempt to
exercise any rights provided by the Domestic Violence Leave Law.

The City of Palmetto will not discharge, demote, suspend, retaliate against, or in any
manner discriminate against an employee for exercising any rights provided by the law.

P.  Other Leave Without Pay.

Based on a recommendation from the department head and
comments by the Human Resources Director, the Mavor may
authorize an employee leave without pay for reasons other
than those provided in this section for a period of not
to exceed six calendaxr months.

LAYOFF POLICY «

-9

e |tis the intent of the Mayor and City Commissioners to provide stable employment to members of -
the City of Palmetto Government. However, there may be occasions which necessitate a
reduction in the City work force.

o A reduction of work force shall be among the last oplions implemented. [t may be instituted in .
cases of bona fide budget reduction. lack of work. lack of funds. program or arant discontinuation
technological replacement, or any condition of serious financial distress that may be determined
or declared at any lime in the future. When such conditions exist. the department head may, after
coordination with the Human Resources Director and approval by the Mayor, proceed fo lay off an
employee or employees.

* A reduction in work force may be made by function and /or by job classification and/or by pay -
grade within the affected department.

e The duties previously performed by a laid-off employee may be reassigned to other employees =
already working in positions in appropriate job classifications.

e When options are available as to which job areas(s) to select for reduction, the department head =
will select area(s) where such reduclions will have the least amount of negative impact on the vital
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programs or functions of that budgetary unit. in addition o the least amount of negative impact

upon the equal employment gains of the unit. The Human Resources Depariment shall review
plans prior {o such layoff action(s).

LAYOFF PRIORITY

« |In accordance with Chapter 295, Florida Statutes. certain veterans and spouses of certain -
vetarans may be ellgible for preference in retention when layoffs are necessitated.

* Cily employees who are scheduled for layoff shall not have "bumping rights” to other positions <
in any City department. However, where the City is able to forecast a layoff in advance, the
City may establish a time period wherein employees subject to 2 pending layoff will be
permitted to apply for open positions. During this period. such employees shall. when being
considered by interviewing departments. receive preference in hiring where they are otherwise
equally qualified wilh other candidates. Nothing herein, however, is intended to require the
hiring of any such employee by a department where another candidate is clearly more

qualified for the position.

= Employees scheduled for layoff may. if offered by the City, elect to accept transfer to vacant =
City positions for which they are qualified. Such transfer offers may be made at the discretion
of the City and must be accepted by the employee within 3 days of receipt of the written offer.
The employee's pay rate would be adjusted in accordance with Policy for any other City
employee changing positions with the City. The Human Rescurces Department shall ensure
Employee Health Benefits is made aware of any layoffs o ensure proper COBRA notices are
proviced.

REINSTATEMENT

e Laid-off employees have priority for reinstatement. in jobs within their classifications at the«
time of separation for twelve (12) months following the effective date of layoff. Laid-off
employees reinstated to those classifications within the twelve {12) month period shall
have their previous dates of hire restored (including vacation and sick leave accrual rates
and any unpaid sick leave balances in effect at the time of layoff). At the end of the
twelve (12) month period, all laid-off employees’ rights associated with reinstatement are
concluded.

= __The City will offer reinstatement to laid-off employees by certified mail to the last known =
address. (Note: Itis the laid-off employee’s responsibility to keep the Human
Resources Department notified of any change of address, if he/she Is Interested in
reinstatement.)

+ Reinstatement Is offered to laid-off employees provided they are gualified (medical
certification may be required) to perform the essential duties of the job and are In
compliance with the City's Drug Free Workplace Program. A laid-off emplovee, who is
temporarily unable to accept an offer of reinstatement due to medical certification, may
reguest a delay in starting work, not to exceed thirty (30) calendar days.

¢ The return to work date for a laid-off employee, who is gualified to return to work under =
the City's physical and Drug Free Workplace Program guidelines, is determined by the
City's requirements, but the employee must be available for work no later than two (2)
weeks following notice or the offer will be forfeited and he/she is no longer considered
elgible for reinstatement under the Layoff procedures.

« Ifthe employee fails to report to the Human Resources Director within three (3) business =
days after receipt of the certified notice or if the employee does not meet the then-existing
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pre-employment requirements including Drug Free Workplace Program criteria, the offer
is forfeited and he/she is no longer considered eligible for reinstatement under the Layoff
procedures.

« Employess who are scheduled for layoff do not have the right to enter formal arievance -«
charges in regard to layoff action, except for reasons of alleged violation of these policies
and procedures governing such reduction of work force. or for alleged acts of illegal
discrimination. The Mavor and City Commission may elect to offer separation
agreements to employees subject to layoff. In such cases, no agreement may be offered
prior to legal review by the City Attorney's Office.

« Employees who are scheduled for layoff should contact Human Resources to discuss -
their medical coverage and other health benefits.

e The Human Resources Department. with approval by the Mayor may provide assistance «
to laid-off employees in the form of career counseling, guidance, assistance in job
searches (in and out of City government), assistance in resume preparation, and other
related activities.
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Section 9.01:

A.

ARTICLE 9 - HUMAN RESOURCE DEVELOPMENT

Statement of Policy

The City of Palmetto recognizes the value of develceping-
its human resources to their fullest potential. It is
the policy of the City of Palmetto to make available to
employees the opportunity for training, career
development, and advancement consistent with individual,

performance and City goals.

Employee education and training to enhance job-relateds
skills is a useful tool in increasing productivity.
Department heads may, within budget limitations, approve
City participation in the costs of job-related education
and travel expenses, including conferences and short
courses to develop and enhance the employee's skills.

EMPLOYEE RECOGNITION PROGRAM *

To establish procedures for recognizing long-term -

commitments, exemplary emplovee accomplishments,
and outstandinag contributions to the City of
Palmetto, Department of Public Works.

The

T

Emplovee Recognition Program h
through the presentat

(ERP) shall
recoanize emplovees se ion of
awards consisting of framed plagues or
certificates, pins, pacerweights, or other suitable
tokens of recognition to eligible emplovees of the

City of Palmettao.

m

. All emplovees zssigned to established peositions
shall be eligib for consideration of reccgnition
and awards. To be eligible, an emplovyee’s
accomplishments or contributions must be directly
related to the City of Palmetto operatiocns or
functions, and clearly and significantly exceed
normal expectations.

l
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s

The bestowing of recognition and the granting of

awards under the ERP shzll be based uoon emplovee
achievements or service without regard tec the

individual’s political affiliation, race, sex,
color, national crigin, religion, disability,

gr marital status.

age

CBJECTIVES

A,

To encourage employees to improve services faor the

B.

citizens of the City of Palmetto.

To develop and retain motivated emplovees.

&,

To recognize and reward exemplary emplovee

accomplishments, centributions, and continuocus
employment which lead to imbrovements in City

services and operations.

PROCEDURE

The Mavor shall develop an FEmployee Recognition

Program Committee [ERPC) consisting of senior
staff.

Each Division must be considered by the ERPC.

The terms of the ERPC representatives shall be at

the will of Mavor.

RESPCNSIBILITIES — The owverall responsibility for the

direction and coordination of the ERP rests with the

Mavor who may be assisted bv the ERPC and the Human

Resources Department.

A,

EMPLOYEE RECOGNITION PROGRAM COMMITTEE

The ERPC shall assist the Mavor in the recommendation,

development and implementation of emplovee recognition

programs within the Department.

Specific

63

[Formutted: Indent: First line: 0.5" J

Formatted: Indent: Left: 1",
Hanging: 0.31"

[Formattted: Indent: LeRt: 0,5", First
line: 0.5"

Formatted: Indent: Left: 1",
Hanging: 0.31"

[ Formatteds Indent: First line: 0.5"

[ Formatted: Indent: Left: 1",
l Hanging: 0.31"

Formatted: Indent: Left: 0.5", First
line: 2.5"

Formatted: Indent: Left: 1", l
Hanging: 0.31"

Formatted: Indent: Left: 0.5",
Hanging: 0.31"

Formatted: Indent: Left: 0.31",
First line: 0.5"

| Formatted: Indent; Left: 0.81" |




responsibilities shall include:

1. Promote emplovee recognition programs amonag the
workforce in the Department.

2. Provide guidance and assistance as reguired to
implement recognition programs.

3. Recommend to the Mavor wavys cof increasing
participation in emplovee recognition programs,

4, Make recommendations to the Mavor for revisions to
policies and procedures pertaining to the

recognition program.

5. Dffer suggestions for, and participate in, the
planning of award presentations including
ceremonies and high visibility affairs.

6. Authority to select recipients of the Emplovee of
the Month (EOM), Employvee of the Year (EQY), Team,
Safety, and Hercism awards is delegated toc the

EREC.
EMPLOYEE OF THE MONTH (EOM) AWARDS - . —
A. Award b

i, A framed certificate will be presented to the EOM -
durinag the first regularly scheduled Commissioners
Meeting in the month following their selection, when

possible. The certificate will be presented by the
Director or Designated Representative.

ii. A parking space will be reserved for the EOM.

iii. A picture of the current FOM will be displayed in
the lobby of the Office and on the City website..
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EMPLOYEE OF THE YEAR (EOQY)

Nominating Procedures

In November of every vear, 3 Fmployees will be

chosen. There will be no meore than one employee
from each department selected annuslly for this
honor. The departments consist of City Hall
including CRA, Public Works and Police Department.

The EOY selection will be made by the Mayor with

tad

documentation regarding the emplovee of the month.

In the event that & member of the ERPC is nominated

for EQY, he or she will be excluded from meetings
when their name is eligible for a wvote.

B. Award

. B personalized plague will be presented by the

Director at the first reqularlv scheduled
Commission Meeting in December.

A 51000.00 monetary award, less tax, will be

fad

included in the emplovee’'s paycheck during the pay
period following the presentation.

., A parking space will be reserved for the EQOY for the

month of December.

A plaque with a picture of the current EQY will be

displayed in the lobby of the Qffice. The name of
the EQY and accompanving picture will be posted on
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went Heads, based upon their own observations or the
ndations of Supervisors, I may submit the names of exceptional
the Mayor between November 1°° and November 15" of [ Formatted: Superscript
consideration as Employees of the Year.  Formatiad; it

Recommendations

must take into account thres Prior, consecutive

Employee Evaluation. Nominations must be supported with detailed

documentation of the employees/ continual performance above and

beyond their normal job requirements, All employees are to be
encouraged to strive for this honor.

i by the mayor as Employees of the Year wil

y commission Meeting and resented within

tary incentive in December.

Tuit

Section 9.03:

ion Reimbursement

The following Tuiti

October 1, 200%.
A. Sle—.lE'C‘l

to available

on Reimbursement Policy shall become effective

funds, set aside up to $5000.00, as

determined in the budgetary process in a non- debartmental
account for reimbursement of classes for employees to

further t

B. Applicati
initial
funding,
distribut

be maintained

additiona

available.

receive p

C. The maximum reimbursement is the actual

heir skills for the City of Palmetto.

ons will be date stamped. In the event that-
Fiscal Year applications exceed available
a lottery will be held to determine award
ion. All other fully qualified applicants will
in a waiting list to be utilized in
1 lotteries in the event that funding becomes
Qualified applicants who are not funded will
riority in the next funding cycle.

cost of the-

course, not to exceed an annually determined amount less

any grant

not exceed the cost at the local,

college,
session,

D. Applicati
submittal

s or financial aid received. This amount will
, county or state
Reimbursement will be limited to 1 course per
and 3 courses per calendar year per person.

ons must be presented to Department Heads for-
to Human Resources for review by the Tuition
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Reimbursement Committee prior to the start of any course,
with Supervisor and Department Head approval or comments
attached. A record of training will be filled out and put
in each personnel file with the appropriate approvals.
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All new employees shall attend an initial orientation session [ Deleted: 3 ' |

conducted by the Human Resources Director designed to acquaint
new employees with the benefits, policies and responsibilities
of employment with the City of Palmetto. All new employees
shall also attend safety orientation conducted by the Safety
Director in order to protect the emplovees and citizens of the
City and to insure that all employees are aware of the safety
rules within the City.
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ARTICLE 10 - INSURANCE AND RETIREMENT

Section 10.51: Health Insurance

Group health insurance coverage shall be available at City
expense to full-time employees as defined in Section 2.01.
Group coverage may be extended to members of the employee's
immediate family at the expense of the employee. Specific
provisions of the plan are provided in plan documents and are
subject to change from year to year.

Section 10.02: Life Insurance

Life insurance, in amounts as may be determined by the City
Commission, shall be available at City expense to full-time
employees as defined in Section 2.01. The amounts and
provisions of the coverage are provided in plan documents and
may vary from year to year.

Section 10.03: Workers'® Compensation

Employees disabled as a result of injuries arising out of and
in the course of employment, and compensable under the
provisions of the Workers' Compensation Law, shall be afforded
the coverage prescribed in that law.

Section 10.04: Retirement

Full-time employees as defined in Section 2.01 shall become
members of the City of Palmetto General Employees' Retirement
System or the City of Palmetto Police Officers' Retirement

System. Department Heads may opt out of the City retirement

system for a 457 plan. All provisions governing " these
retirement systems are established by City ordinance and are

subject to change from time to time.

N\
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ARTICLE 11 - SEPARATIONS

Section 11.01: Resignation

An employee who resigns from City employment should provide
written notice in advance to his immediate supervisor. If an
employee resigns verbally and does not submit a written
resignation, the department head or his designee shall
finalize the resignation by providing a written acceptance to
the employee within two (2) working days of the verbal
resignation. The original notice of resignation, or written
acceptance of a verbal resignation, shall be forwarded to the
Human Resources Department for inclusion in the employee's
personnel file.

Section 11.02: Disabilit
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cannot be made, the affected employee may be reassigned,
with a corresponding reduction in pay; or placed in part-
time status with reduction in pay; or terminated. 1In the
case of termination, the Human Resocurces Director will
assist the employee in applying for a disability
retirement under the City of Palmetto Retirement System,
provided the employee is otherwise qualified £for such

retirement.
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D.

Al

The Mayor, appropriats department head and the Human
Rasources Director may authorize reinstatement of an
employee previously separated for disability reasons upon
receipt of acceptable, written, medical evidence that the
employee can perform the essential functions of the
position to which the employee is being reinstated, or
that a reasonable accommodation to the disability can be
made.

Department heads may dismiss any employee for-
inefficiency or substandard performance of assigned
duties, insubordination, failure to carry out assigned
duties, violation of the code of ethics, standards of
conduct, or any other of these policies or laws or
departmental rules, or for any action considered to be
counterproductive to effective and efficient operations
and the delivery of services to the public.

An employee shall have the right to appeal a dismissal in-
accordance with this policy.

An employee discharged for cause will not bs rehired. -

Section 11.04:; Death

Separation shall be effective as of the date of death. All
compensation due the employee as of the effective date of
separation shall be paid to the beneficiary, surviving spouse,
or to the estate of the employee as determined by law or by
executed documents in the employee's personnel file.

Section 11.C5: Inquiries about Former Employees

A,

Information provided in response to inquiries concernings-
fcrmer employees shall be confined to documented factual
information such as dates of employment, positions held
and rates of pay.

Letters of recommendation shall be confined to documented-
facts regarding the employee's job performance and shall
not contain unqualified assessments of the employee's
character or non-job related qualities, The Director of
Human Resources shall answer inquiries about former
employees.

70

| Formatted: Indent: Left: 0.5",

| Hanging: 0.5", Outline numbered +

| Level: 2 + Numbering Style: A, B, C,
... + Start at: 1 + Alignment: Left +
Aligned at: 1" + Tab after: 1.42" +

| Indent at: 1.42", Tabs: Not at 1.42"

| Formatted: Indent: Left: 0.5",

| Hanging: 0.5, Outline numbered +
| Level: 2 + Numbering Style: A, B, C,
! .. + Start at: 1 + Alignment: Left +

| Aligned at: 1" + Tab after: 1.42" +
| Indent at: 1.42", Tabs: Not at 1.42"

| Formatted: Indent: Left: 0.5",

| Hanging: 0.5", Outline numbered +

: Level: 2 + Numbering Style: A, B, C,

| ... + Start at: 1 + Alignment: Left +
Aligned at: 1" + Tab aRer: 1.42" +

| Formatted: Indent: Left: 0.5",

| Hanglng: 0.5, Outline numbered +

| Level: 2 + Numbering Style: A, B, C,
..+ Start at: L + Alignment: Left +

| Aligned at: 1" + Tab after: 1.42" +

| Indent at: 1.42", Tabs: Not at 1.42"

| Formatted: Indent: Left: 0.5",
Hanging: 0.5", Outline numbered +
Level: 2 + Numbering Style: A, B, C,
...+ Start at: 1 + Alignment: Left +
Aligned at: 1" + Tab after; 1.42" +

| Indent az 1.42", Tabs: Not at 1.42"




ARTICLE 12 - UNIFORM POLICY

Section 12.01: Policy

The intent of this policy 1s to make the City of Palmetto employee
work attire consistent and uniform and to clarify the usefulness
and necessity to wear clothing for work functions within a uniform
standard. A standard uniform will help with identification of the
City’s employees by the public, create staff unity, and present a
more professional appearance.

Personnel performing maintenance, operational supervision and labor
functions will be issued uniforms (shirts and trousers) consistent
with their functicnal area of responsibility. These will be
professionally maintained. Each employee will be issued shirts and
trousers selected by the department head. The City emblem will be
sewn on the left breast pocket area of the shirt.

Personnel performing professional, semi-professional and
administrative functions of customer service and contact with the
public will be issued ghirts annually consistent with their
functional area of responsibility. The shirt style will be selected
by the department head. The City of Palmetto emblem shall be
embroidered or sewn on the left breast pocket area.

Personnel performing law enforcement functions, 1'r\ a sworn officer
caoacity, will be issued uniforms consistent with the current

police department policy. If a uniform becomes unserv1ceable, it
must be returned to the Supervisor.

All employee work attire purchased, rented, maintained and issued
under this policy shall be funded through the budgets of the
corresponding departments.

Upon termination of employment with the City of Palmetto an
employee under the “uniform plan” will return all issued uniforms.
Any missing uniforms or uniform damage due to negligence or abuse
must be paid for by the employee. If the employee does not
reimburse the City for the above, the costs will be deducted from
any final pay check.
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ARTICLE 13 - SHOE/BOOT POLICY

SECTION 13.01: General

The following guidelines are developed to establish a comprehensive
policy for authorization, purchase, and use of Personal Protective
Safety footwear for employees of the City. Employees required by
the City to wear safety footwear will be reimbursed at the rate of
up to $100.00 per year depending upon the need for puncture
resistant footwear. Employees not reguired by the City to wear
safety shoes or boots will not be reimbursed. For more detailed
information reference Public Works Department Personal Protective
Equipment Safety Footwear (PPESF) adopted by City Council June 11,
2001.

This Policy manual adopted by Ordinance No.,
on,
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Applicants for appointment as police officers must be at
least nineteen (19) years of age.

The department head or acting department head shall make
the final selection.
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Drug Free Workplace Program

PURPOSE

As a part of its commitment to safeguard the health
of its employees, to provide a safe place for
its employees to work, and to promote a drug
free community, the City of Palmetto has
established this policy on the use or abuse of
alcohol and drugs by its employees. This
policy is set up pursuant to the Drug Free
Workplace Program under Florida’s Workers’
Compensation Law. Substance abuse, while at
work or otherwise, seriously endangers the
safety of employees, as well as the general
public, and creates a variety of workplace
problems including increased injuries on the
job, increased absenteeism, increased health
care and benefit costs, increased theft,
decreased morale, decreased productivity, and
a decline in the quality of products and
services provided. We have established this
policy to prevent the use and/or presencs of
these substances in the workplace and to
assist employees in overcoming any dependence
on drugs and/or alcohol in accordance with the
following guidelines.

As mentioned above, we are implementing this policy
pursuant to the Drug Free Workplace Program
under the Florida Workers’ Compensation Act.
This provides that an employee, who is injured



in the course and scope of his employment and
tests positive on a drug or alcohol test,
forfeits his eligibility for medical and
indemnity benefits under Florida’s Workers’
Compensation. (Refusal to take a drug or
alcohol test will result 1in the employee
forfeiting his eligibility for medical and
indemnity benefits under Florida’s Workers’
Compensation Law and automatic termination of
the employee.)

The purpose of this policy is to communicate our
position on drugs and alcohol in the
workplace and provide guidance for the
implementation of related programs.

Page Break

SCOPE

All employees are covered by this policy and as a
condition of employment, are required to abide
by the terms of this policy.

Because of state or federal laws and reqgulations,
certain employees may be subject to
additional requirements.

DRUG FREE WORKPLACE POLICY DISSEMINATION

The City will give a general one-time notice to all
employees that it is a condition of employment
for employees to refrain from reporting to
work or working with the presence of drugs or
alcohol in his or her body and that a drug-
testing program is being implemented. Sixty
days will elapse between the notice and the
actual drug testing.

Prior to testing, all employees or job applicants
for employment will be given a summary of the
Drug free Workplace policy, a summary of the
drugs which may alter or affect a drug test
and a list of local employee assistance
programs and local drug rehabilitation
programs.

A notice of drug testing will be included with all
vacancy announcements for those positions
where drug testing is regquired (want ads, job
postings, etc.). A conspicuous location on



city premises and copies of the policies will
be made available for inspection during
regular business hours by the employee or job
applicant in the city personnel office.

DEFINITIONS

The definitions of words and terms as set forth in
Plorida Stactutes, § 440.102 (1993), the Florida
Workers’ Compensation Drug Testing Rules (Fla. Adm.
Code, Chap. 38F-9) and the Florida Agency for
Health Care Administration, Drug free Workplace
Standards (Fla. Adm. Code, Chap. 10E-18) will apply
fto the terms used in this policy.

O G PP Page Bresk - mrmm e e s
ALCCHOL USE PROHIBITIONS

The consumption of alcohol on city property or
while on duty is prohibited and will result in
disciplinary action, wup to and including
discharge.

Off-duty abuse of alcohol, which adversely affects
an employee’s job performance or adversely
affects or threatens to adversely affect other
interests of the City is prohibited and may
result in disciplinary action wup to and
including discharge.

The personal possession (i.e., on the person, or in
a desk or locker) of alcohol on City property
or on duty will result in disciplinary action,
up to and including discharge.

The possession of alcohol in a personal vehicle or
city-assigned vehicle on city property is not
prohibited provided such possession is in
compliance with this policy as well as
federal, state, and local laws.

It is against City policy for an employee to
report to work or to work under the influence
of alcohol.

For the purpose of this policy, an employee is
presumed to be under the influence of alcohol
if a blood test or other scientifically
acceptable testing procedure shows a
forensically acceptable positive guantum proof




of alcohol usage.

An employee who 1is perceived to be under the
influence of alcohol will be removed
immediately from the workplace and may be
evaluated by medical personnel, if reasonably
available. The City will take further action
(i.e., removal from service, referral to
counseling, and/or disciplinary action) based
on medical information, work history, and
other relevant factors. The determination of
what action is appropriate in each case rests
solely with the City.

Refusal to submit to, efforts to tamper with, or
failure to pass an alcohol test will result in
disciplinary action, up to and including
discharge.

- Page Break--

Employees arrested for an alcohol-related incident
must immediately notify their supervisor, the
City Clerk, or the Mayor of the arrest if the
incident occurs:

During scheduled working hours, or

While operating a city vehicle on city or
personal business, or

While operating a personal vehicle on City
business. Failure to notify an
appropriate City official may result in
disciplinary action, up to and including
discharge.

The City may suspend employees without pay under
this policy pending the results of an alcohol
test or investigation.

DRUG OR ALCOHOL USE PROHIBITIONS

The use, sale, purchase, possession, manufacture,
distribution, or dispensation of drugs or
alcohol on City property or during working
time is against City policy and is cause for
immediate discharge.

It is also against City policy to report to work or
work under the influence of drugs or alcohol.



This includes prescription drugs, which induce
an unsafe mental or physical state. Employees
who violate this policy are subject to
disciplinary action up to and including
discharge.

For the purpose of this policy, an employee 1is
presumed to be under the influence of drugs or
alcohol if a urine test, blood test or other
accepted testing procedure shows a
forensically acceptable positive quantum of
proof of drug usage.

Page Break-

Prescription drugs may also affect the safety of
the employee or fellow employees or members of
the public. Therefore, any employee who 1is
taking any prescription drug, which might
impair safety, performance, or any motor
functions must advise his supervisor before
reporting to work under such medication. A
failure to do so may result in disciplinary
action. If the City determines that such use
does not pose a safety risk, the employee will
be permitted to work. If such use impairs the
employee’s ability to safely or effectively
perform his or her Jjob, the City may
temporarily reassign the employee or grant a
leave of absence during the period of
treatment. Improper use of ‘“prescription
drugs” 1s prohibited and may result in
disciplinary action. Prescription medication
must be kept in its original container 1if such
medication is taken during working hours or on
City property.

Refusal to submit to or efforts to tamper with a
drug or alcohol test will result in discharge.

The City may suspend employees without pay under
this policy pending the results of a drug test
or investigation.

TESTING
1. Testing of Applicants
a. Applicants considered final candidates

for a position will be tested for the
presence of illegal drugs as a part of



the application process. (Job applicant
packet)

The City may elect to only test
applicants who apply for certain
classifications or job positions based on
a reasonable classification basis. A list
of classifications will be developed by
the City and kept on file in the office
of the City Clerk.

The City may allow the job applicant to
begin work pending the results of the
drug test. If the test result is positive
the applicant will be subject to
immediate discharge.

v Page 2 | O

Any job applicant who refuses to submit
to drug testing, refuses to sign the
consent form, fails to appear for
testing, tampers with the test, or fails
to pass the pre-employment drug test will
be ineligible for hire.

2. Reasonable Suspicion Drug Testing

a.

Employees must submit to a drug test 1if
reasonable suspicion exists to indicate
that their ability to perform work safely
or effectively may be impaired.
“Reasonable-suspicion testing,” means
drug testing based on a belief that an
employee is using or has used drugs in
violation of the City policy, drawn from
those facts in light of experience. Among
other things, such facts and inferences
may be based upon:

1. Observable phenomena while at work,
such as direct observation of drug
use or of the physical symptoms or
manifestations of being under the
influence of a drug.

2's Abnormal conduct or erratic behavior
while at work, or a significant
deterioration in work performance.

3 A report of drug use, provided by a



reliable and credible source.

4. Evidence that an individual has
tampered with a drug test during his
employment with the City.

5. Information that an employee has
caused, contributed ¢to, or Dbeen
involved in an accident while at
work. An accident is when there is
injury, which requires a report to
the Division of Workers’
Compensation or a third party injury
reguiring medical treatment.

6. Evidence that an employee has used,
possessed, sold, solicited, or
transferred drugs while working or
while on City premises or while
operating the City vehicle,
machinery, or equipment.

If a supervisor believes reasonable
suspicion exists, the supervisor should
report his or her findings and
observations to the City Clerk. Upon
approval by the City Clerk or an officer
of the City, the employee will be asked
to submit to a drug test and sign a form
acknowledging his or her consent.
(Employee packet) . Factors, which
substantiate cause to test, should be
docunmented by the supervisor on the
Substance Abuse Investigation Report
Form. This must be done as soon as
possible but no later than 7 days after
the employee has been drug tested. A copy
of this report will be given to the
employee upon request and the original
documentation will be kept confidentially
by the City and retained for at least 1
year.

3. Random Testing

a.

Employees in “sensitive” positions will
be required to submit to drug testing on
a random basis. A 1list of those Jjob
classifications determined to be
“sensitive” will be developed by the City



and kept on file in the office of the
City Clerk and will be periodically
updated as needed. Covered individuals
will be informed in writing that they are
subject to random testing due to the
sensitive nature of their jobs.

b. Selection of employees for random testing
will be conducted through the use of a
random number generator or other neutral
selection process.

C. When an employee 1is selected for random
testing, both the employee and the
employee’s supervisor will be notified on
the day the test is scheduled to occur.

d. Testing may be postponed only when an
employee’s supervisor and the City Clerk
agree that there is a compelling need for
deferral (i.e., the employee is out on
leave or traveling) .
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e. An employee whose random drug test is
deferred will be subject to an
unannounced test within sixty days.

Routine Fitness-for-Duty

An employee will submit to a drug test if the
test is conducted as part of a routinely
scheduled employee fitness-for-duty medical
examination that is part of the City
established policy or that is scheduled
routinely for all members of an employment
classification or group, and approved as a
prerequisite by the City.

Follow-up Testing

If the employee in the course of employment
enters an employee assistance program for
drug-related problems, or an alcohol or drug
rehabilitation program, the employee must
submit to unannounced drug testing as a
follow-up to such program, at least once a
year for two years after completion of the
program. Advance notice of follow-up testing
will not be given to the employee being



tested. If an employee voluntarily enters a
program, the City, at its option, may not
require follow-up testing.

6. Return to Duty Testing

An Employee who does not pass a drug test
cannot return to work unless:

a. The City, at its sole discretion, permits
the employee to return to work.

b. The employee passes a drug test
administered under this rule.

c. The employee agrees to participate in and
successfully complete any alcchol or drug
evaluation, counseling or rehabilitation
program required by the City.

d, The employee agrees to submit to
periodic, unannounced drug tests at least
once a year for a two (2) year period
after completion of the program.

e. Participation in a treatment program, be
it either voluntarily or pursuant to this
section, will not excuse work rule
violations or poor performance and an
employee may be disciplined or discharged
for such offenses or failure to perform.

7. Additional Testing

Additional testing may also be conducted as
required by applicable state or federal laws,
rules, or regulations or as deemed necessary
by the City.

8. Refusal to Test

Employees who refuse to submit to a drug test
forfeit their eligibility for all workers’
compensation medical and indemnity benefits
and will be terminated from employment or
otherwise disciplined as provided in this
policy.

H. TESTING PROCEDURE



The City may test for any or all of the
following drugs:

Alcohol (booze, drink, distilled
spirits, wine, malt beverages,
beer, intoxicating liguors,
alcoholic beverages, etc.)

Amphetamines (Binhetamine, Desoxyn,
Dexedrine)2
Cannabinoids (marijuana, hashish, hash,

hash oil, pot, joint, roach,
spleaf, grass, weed, reefer)

Cocaine (coke, blow, nose candy, Snow,
flake, crack)

Phencyclidine (POP, angel dust, hog)

Methaqualone

Opiates (opium, dover’s powder,
paregoric, parepectolin)

Barbiturates (Phenobarbital, Tuinal,
Amytal)

Benzodiazophines | (Ativan, Azene, Klonopin,
Dalmane, Diazepam, Halcion,
Librium, Poxipam, Restoril,
Serax, Tranxene, Valium,
Vertron, Xanax)

Methadone (Dolophine, Methadose)

Propoxyphene (Darvocet, Darvon N, Dolene)

Methamphetamines | (Meth, Crank, Ice, Crystal,
Crystal Meth)

Metabolites of any substances listed above.

Job applicants and employees required to
submit to drug or alcohol testing will be
asked to sign a Consent to Testing form.

Because of the potential adverse conseguences
of positive test results on employees, the
City will employ a very accurate testing
program. Urine and blood samples will be
analyzed by a highly qualified independent
laboratory, which has been selected by the
City and approved by the Agency for Health
Care Administration or the U.S. Department of
Health and Human Services.

Applicants and employees will be given an
opportunity prior to and after testing to



provide any information to the Medical Review
Officer (MRO) which they consider relevant to
the test including listing all drugs they have
taken recently, listing prescribed drugs and
explaining the circumstances of the use of
these drugs in writing or other relevant
medical information. This medical information
is confidential and should be given only to
the MRO. The applicants and employees will
also be provided with a notice of the most
common medication by brand name or common
name, as well as the chemical name, which may
alter or affect a drug test. Finally,
applicants and employees will receive a
summary of this policy and a list of local
employee assistance programs and local drug
rehabilitation programs.

An employee injured at the workplace and
required to be tested will be taken to a
medical facility for immediate treatment of
injuries. If the injured employee is not at a
designated collection site, the employee will
be transported to one as soon as it is
medically feasible and specimens will be
obtained. If it is not medically feasible to
move the injured employee, specimens will be
obtained at the treating facility under the
procedures set forth in this policy and
transported to an approved testing laboratory.

No specimens will be taken prior to the
administration of emergency medical care. Once
this condition has been satisfied, an injured
employee must release to the City the results
of any tests conducted for the purpose of
showing the presence of alcohol or drugs.

Body Specimens

Urine will be used for the initial test for
all drugs except alcohol and for the
confirmation of all drugs except alcohol.
Blood will be used as both the initial and
confirmation test for alcohol. The physician
will have the discretion to determine whether
drawing a blood sample will threaten the
health of the injured employee or if the
employee has a medical condition unrelated to
the accident which may preclude the drawing of



the necessary quantity of blood for a testing
specimen. Under these circumstances, no
inference or presumption of intoxication or
impairment will be made.

Cost of Testing

The City will pay the cost of initial and
confirmation drug tests, which it requires of
employees and Jjob applicants. An employee or
job applicant will pay the cost of any
additional drug tests not required by the
CIEY.

Collection Site

a. The City will utilize a collection site
designated by an approved laboratory
which has all necessary personnel,
materials, equipment, facilities, and
supervision to provide for the
collection, security, chain-of-custody
procedures, temporary storage and
shipping or transportation of urine and
blood specimens to an approved drug
testing laboratory. The City may also
utilize a medical facility as a
collection site, which meets the
applicable requirements.

10.
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b. Security of the collection site, chain of
custody procedures, privacy of the
individual, collection control, integrity
and identity of the specimen, and
transportation of the specimen to the
laboratory will meet state and federal
rules and guidelines. If the laboratory
is certified by Florida Agency for Health
Care Administration, Drug Testing/Chain-
of-Custody/HRS Form 1806 will be used for
each employee or job applicant tested.
(See last four pages of Section 6.) If
the laboratory is certified by the United
States Department of Health and Human
Services it will use the chain-of-custody
form designated by the Department of
Health and Human Services.

Collection Site Personnel



11.

A specimen in an amount sufficient for two (2)
drug tests will be taken or collected by:

a.

A physician, a physician’s assistant, a
registered professional nurse, a licensed
practical nurse, a nurse practitioner, or
a certified paramedic who is present at
the scene of the accident for the purpose
of rendering emergency service oxr
treatment; or

A qualified person employed by a licensed
or certified laboratory who has the
necessary training and skills for the
assigned tasks.

Testing Laboratory

a.

The laboratory used to analyze initial or
confirmation drug specimens will be
either 1licensed and approved by the
Agency for Health Care Administration
using criteria established by the Agency
in its Drug free Workplace Standards
(Fla. Adm. Code Chap. 10E-18), or the
laboratory will Dbe certified by the
United States Department of Health and
Human Services using criteria established
by the Department of Health and Human
Services.

12.
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All laboratory security, chain-of-
custody, transporting and receiving of
specimens, specimen processing,
retesting, storage of specimens,

instrument calibration and reporting of
results will be in accordance with state
laws and rules established by the Florida
Agency for Health Care Administration or
the United States Department of Health
and Human Services.

The laboratory will provide assistance to
the MRO, the employee or job applicant
for the purpose of interpreting any
positive confirmed test results.

Initial Test



13.

The initial screen for all drugs shall be an
immunocassay except the initial test for
alcohol shall be an enzyme oxidation
methodology.

Levels on initially screened urine specimens,
which are equal to or exceed the following
shall be considered to be presumptively
positive and then submitted for confirmation
testing.

Amphetamines 1000 ng/mL
Cannabinoids 50 ng/mL
(11 -nor-Delta-9-tetrahydrocannabinol-9-
carboxylic acid)
Cocaine | 300 ng/m
(Benzoylecgonine)
Phencyclidine 25 ng/mL
Methaqualone 300 ng/mL
Opiates 2000 ng/mL
Barbiturates 300 ng/mL
Benzodiazepines 300 ng/mL
Methadone 300 ng/mL
Propoxyphene 300 ng/mL

The only specimen for alcohol testing shall be
blood and the initially screened specimen
shall be considered presumptively positive and
submitted for confirmation testing if the
level is equal to or exceeds 0.04g/dL.
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Confirmation Tests

All specimens identified as presumptively
positive on the initial test shall Dbe
confirmed using mass spectrometry/mass
spectrometry (MS/MS} or gas
chromatography/mass spectrometry (GCIMS) ,
except that alcohol will be confirmed using
gas chromatography. All confirmations shall be
done by quantitative analysis. Levels on
confirmation testing for urine specimen’s,
which are equal to or exceed the following
shall be reported as positive:

Amphetamines | 500 ng/mL

(amphetamine, methamphetamine) *




Cannabinoids |15 ng/mL

(11 -nor-Delta-tetrahydrocannabinolcarboxylic acid)
Cocaine 150 ng/mL
(benzoulecgonine)
Phencyclidine 25 ng/mL
Methaqualone 150 ng/mL
Opiates

Codeine 2000 ng/mL
| Morphine 2000 ng/mL
| 6-Acetylmorphine ** 10 ng/mL
Barbiturates 150 ng/mL
Benzodiazepines 150 ng/mL
Methadone 150 ng/mL
Propoxyphene 50 ng/mL
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* A laboratory shall not report a specimen
positive for methamphetamine only. The specimen
must contain amphetamine at a concentration
equal to or greater than 200 ng/mL, by the
confirmation test. If this criterion is not met,
the specimen shall be reported as negative for
methamphetamine.

** Tests for 6-Acetylmorphine when the morphine
concentration exceeds 2000 ng/mL.

The alcohol 1level on confirmation testing for

blood, which is equal to or exceeds 0.04g/dL, shall

be reported as positive.
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I. TEST RESULTS
1. Reporting Results

a. The laboratory will report all test
results (both positive and negative) to
the Medical Review Officer (MRO) within
seven working days after receipt of the
specimen at the laboratory. The Medical
Review Officer is employed by the City
and not the drug testing laboratory.

b. The laboratory will report as negative
all specimens, which are negative on the
initial test or negative on the
confirmation test. Only specimens



confirmed positive on the confirmation
test will be reported positive for a
specific drug. A report will not disclose
the presence or absence of any drug other
than a specific drug and its metabolites
listed in this policy.

The laboratory will transmit results in a
manner designed to ensure confidentiality
of the information. The 1laboratory and
MRO will ensure the security of the data
transmission and restrict access to any
data transmission, storage and retrieval
system.

The MRO will verify that positive and
negative test results were properly
analyzed and handled according to the
Agency for Health Care Administration or
U.S. Department of Health and Human
Services rules. The MRO will have
knowledge of substance abuse disorders
and shall also be knowledgeable in the
medical use of prescription drugs and in
the pharmacology and toxicology of
illicit drugs. The MRO shall evaluate the
drug test result(s), which is reported by
the lab, verify by checking the chain-of-
custody form that the specimen was
collected, transported and analyzed under
proper procedures, and determine if any
alternative medical explanations caused a
positive test result. This determination
by the MRO can include conducting a
medical interview with the individual,
review of the individual’s medical
history or the review of any other
relevant bio-medical factors. The MRO
shall also review all medical records
made available by the tested individual.
The MRO may request the 1laboratory to
provide quantization of test results.

The MRO will contact the employee or job
applicant of a confirmed positive test
result and inquire as to whether
prescriptive or over-the-counter
medications could have caused the
positive test result. The MRO will follow
the procedures set forth in the Workers’



Compensation Drug Testing Rules and the
Agency for Health Care Administration,
Prug free Workplace Standards or the
rules established by the 0U.S. Department
of Health and Human Services for
providing the applicant or employee the

opportunity to present relevant
information regarding the test results.
After following the appropriate

procedures, the MRO will notify the City
of any verified, confirmed positive test
results.

Within five working days after receipt of
a positive confirmed test result from the
MRO, the City will inform the employee orx
job applicant in writing of such positive
test results, the conseguences of such
results, and the options available to the
employee or job applicant, including the
opportunity to contact the MRO and the
right to file an administrative or legal
challenge.

The City will provide to the employee or
job applicant upon request a copy of the
test results.

Unless otherwise instructed by the City
in writing, all written records
pertaining to a given specimen will be
retained by the drug testing laboratory
for a minimum of five years. The drug
testing 1laboratory shall retain (in
properly secured refrigerated or frozen
storage) for a minimum period of one
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year, all confirmed positive specimens.
Within this one year period the City,
employee, Jjob applicant, MRO oxr the
Department of Health and Rehabilitative
Services may request in writing that the
laboratory retain the specimen for an
additional period of time. TIf no such
request is received, the laboratory may
discard the specimen after one year of
storage.

Within seven days for all tests based on
reasonable suspicion, the City will



detail in writing the circumstances which
formed the basis of the determination
that reasonable suspicion existed to
warrant the testing. A copy of the report
will be given to the employee upon
request. The original report will be kept
confidential and retained by the City for
at least one year.

2. Challenges to Test Results

a.

Within five working days after receiving
notice of a positive confirmed test
result, the employee or job applicant may
submit information to the MRO explaining
or contesting the test results, or to the
City explaining why the test result does
not constitute a violation of this
policy. The employee or 7job applicant
will be notified in writing if the
explanation or challenge is
unsatisfactory. The written notice will
be given to the employee or job applicant
within fifteen days of receipt of the
explanation or challenge, and will
include why the employee’s or job
applicant’s explanation is
unsatisfactory, along with the report of
positive results. All such documentation
will be kept confidential and will be
retained for at least one vyear.

When an employee oxr Jjob applicant
undertakes an administrative or legal
challenge to the test results, he or she
will be responsible to notify the City
and laboratory in writing of such
challenge and such notice shall include
reference to the chain-of-custody
specimen identification number. After
such notification, the sample shall be
retained by the laboratory until the case
or administrative appeal is settled.

The Agency for Health Care
Administration, the City or the MRO
detecting a false positive error shall
immediately notify the laboratory and the
Department of any such error.



3.

Employee Protection

a.

During the 180-day period after written
notification of a positive test result,
the employee will be permitted by the
City to have a portion of the specimen
retested, at the employee’s expense. Any
additional tests, however, must be
conducted on the same specimen as the
original test. The retesting must be done
at a Florida Agency for Health Care
Administration (HCA) or United States
Department of Health and Human Services
licensed and approved 1laboratory. The
second laboratory must test at equal or
greater sensitivity for the drug in
guestion as the first laboratory. The
first laboratory, which performed the
test for the City, will be responsible
for the transfer of the portion of the
specimen to be retested, and for the
integrity of the chain-of-~custody for
such transfer.

The drug testing 1laboratory will not
disclose any information concerning the
health or mental condition of the tested
employee.

The City will not reguest or receive from
the testing £facility or the MRO any
information concerning the personal
health, habit or condition of the injured
employee including, but not limited to,
the presence or absence of HIV antibodies
in the injured worker’s body fluids.

The City will not discharge, discipline,
refuse to hire, discriminate against, or
request or require rehabilitation of an
employee of job applicant on the sole
basis of a positive test result that has
not been verified by a confirmation test
and by a Medical Review Officer.
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The City will not discharge, discipline or
discriminate against an employee solely
upon the employee’s voluntarily seeking
treatment, while under the employ of the



J

City, for a drug-related problem, if the
employee has not previously tested
positive for drug |use, entered an
employee assistance program for drug-
related problems, or entered an alcohol
and drug rehabilitation program. The City
retains the right to select an EAP or
drug rehabilitation program when the City
pays the cost of the employee’s
participation in the program.

f. All authorized treatment of an injured
employee prior to reasonable notice of
the denial of benefits will be paid to
the health care provider by the carrier
or self-insurer. Prior to denying
medical and indemnity benefits based
upon a positive test result, the City
workers’ compensation carrier or self-
insurer will give reasonable notice to
all affected health care providers that
payment for treatment, care and
attendance provided to the employee
after a future date certain will be
denied.
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INVESTIGATION

1.

To ensure that illegal drugs and alcohol do
not enter or affect the workplace, the City
reserves the right to search all wvehicles,
containers, lockers, or other items on City
property in furtherance of this policy.
Individuals may be requested to display
personal property for wvisual inspection upon
City request.

Searches will be conducted only where the City
has reason to believe that the employee has
violated the City substance abuse policy.

Failure to consent to a search or display
personal property for visual inspection will
be grounds for discharge or denial of access
to City premises.

Searches of an employee’s personal property
will take ©place only in the employee’s



presence. All searches under this policy will
occur with the utmost discretion and
consideration for the employee involved.

Individuals may be required to empty their
pockets, but under no circumstances will an
employee be reguired to remove articles of
clothing or be physically searched.

Because the primary concern is the safety of
its employees and their working environment,
the City will not normally prosecute the
employee in matters involving illegal
substances. However, the City will turn over
all confiscated drugs to the proper law
enforcement authorities. Further, the City
reserves the right to cooperate with or enlist
the services of proper law enforcement
authorities in the course of any
investigation.

L. ARREST OR CONVICTION FOR DRUG-RELATED CRIME

1.

If an employee is arrested for or convicted of
a drug-related crime, the City will
investigate all of the circumstances; and City
officials may utilize the drug-testing
procedure 1f cause is established by the
investigation. In most cases, an arrest for a
drug-related crime constitutes reasonable
suspicion of drug use under this policy. The
following procedures will apply:

a. During investigation, an employee may be
placed on leave without pay. After the
investigation is completed, the leave may
be converted to a suspension or the
employee may be reinstated depending upon
the facts and circumstances;

b. If convicted of a drug-related crime, an
employee will be terminated;
e Page Break —
c. If an employee has been suspended and the

case has been dismissed or otherwise
disposed of, the City will make a
determination as to whether to authorize
the employee’s return to work based on
its investigation. If the employee is



authorized to return to work, the
employee must agree in writing to
unannounced, periodic testing for a
period of up to 2 years;

d. Because of the seriousness of such
situations, the City reserves the right
to alter or <change its policy or
decisions on a given situation depending
upon its investigation and the totality
of the circumstances.

2. As a condition of employment, an employee will
notify the City Clerk of any criminal drug
statute conviction for a violation, which
occurred on City premises. The employee must
give notice to the City within five days of
such conviction.

CONFIDENTIALITY

All information, interviews, reports, statement
memoranda and drug test results, written or
otherwise, received by the City as a part of this
drug testing program are confidential
communications. Unless authorized by state laws,
rules or regulations, the City will not release
such information without a written consent form
signed voluntarily by the person tested. This right
to confidentiality does not apply when the
information is used by the City as a defense in a
civil or administrative matter.

RECORDS AND TRAINING

1. The City will maintain a current resource file
of providers of employee assistance including
alcohol and drug abuse programs, mental health
providers, and various other persons, entities
or organizations designed to assist employees
with personal or behavioral problems. The City
will inform employees and new hires about
various employee assistance programs that the
City may have available. The information shall
be made available at a reasonable time
convenient to the City and shall be discreetly
reviewed by the employees.

2. The City will provide an annual education
course to assist the employees in identifying



personal and emotional problems which may
result in the misuse of alcohol or drugs. This
course will also include a presentation on the

legal, social, physical and emotional
consequences of the misuse of alcohol or
drugs.

0. CONCLUSION

The City drug <free workplace policy has been
prepared so as not to conflict with public policy
and, further, not to be discriminatory or abusive.
A drug free workplace should be the goal of every
employer in America. Drug and alcohol testing is
only one of the several steps that must be taken to
achieve this objective. When incorporated into a
comprehensive anti-drug effort, testing can go a
long way in combating drug and alcohol abuse in the
workplace.

THIS POLICY SUPERCEDES ANY INFORMATION PROVIDED TO
APPLICANTS AND/OR EMPLOYEES, EITHER WRITTEN OR
ORAL. THE EMPLOYER RESERVES THE RIGHT TO CHANGE THE
PROVISIONS OF THIS POLICY AND TESTING PROGRAM AT
ANY TIME IN THE FUTURE.
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Eligibility

To be eligible for leave under this
policy an employee must have been
employed by the City at least twelve (12)
months in total, and must have worked at
least 1,250 hours during the twelve (12)
months preceding commencement of the
leave.

Entitlement to Leave

An eligible employee is entitled to leave
for the following:

for the birth of the employee's child;
for the placement of a child with
the employee for adoption or foster
care;

when the employee is needed to care for a
child, spouse or parent who has a
serious health condition.

for the serious health condition of the
employee.

........ Page Break
Definitions

Health Care Provider:

A doctor of medicine or osteopathy who 1is
authorized to ©practice medicine or
surgery by the state in which the doctor
practices; or

Any other person determined by the Secretary
of Labor to be capable of providing
health care services.

Others ‘'"capable of providing health care
services" include only:

Podiatrists, dentists, clinical
psychologists, optometrists, and
chiropractors (limited to treatment
consisting of manual manipulation of
the spine to correct a subluxation



as demonstrated by X-ray to exist)
authorized to practice in the State
and performing within the scope of
their practice as defined under
State law;

Nurse practitioners and nurse-midwives

who are authorized to practice under
State law and who are performing
within the scope of their practice
as defined under State law; and

Christian Science practitioners listed

Serious

with the First Church of Christ
Scientist in Boston, Massachusetts.
Where an employee or family member
is receiving treatment from a
Christian Science practitioner, an
employee may not object to any
requirement from an employer that
the employee or family member submit
to examination (though not
treatment) to obtain a second or
third certification from a health
care provider other than a Christian
Science practitioner.

Health Condition - an illness,

injury, impairment or physical or mental
condition that involves:

any period of incapacity or treatment

any

with or consequent to inpatient care
in a hospital, hospice or
residential medical care facility;

period of incapacity requiring
absence from work, school or other
daily activities of more than three
(3) calendar days that also involves
continuing treatment or supervision
of a health care provider;

Continuing treatment Dby or under the

supervision of a health care
provider for a chronic or long-term
condition that is incurable or if
not treated could result in a period
of incapacity of more than three (3)
calendar days.



Reduced or Intermittent Leave Schedule - A
leave, when medically necessary, that
reduces the number of working hours per
week, or hours per day.

Parent - The biological parent of an
employee or an individual who stands in
place of a parent.

Son or Daughter - A biological, adopted or
foster child, a stepchild, a legal ward
or a child of a person standing in the
place of a parent who is (a) under 18
years of age; or (b) 18 years of age or
older and incapable of self-care because
of a mental or physical disability.

Leave Requirements

Eligible employees covered by other paid
employment leaves (vacation, sick time and
compensatory time) will be required to take
the paid leave as part of the twelve (12)
weeks of leave which the employee is entitled
to under this policy, to the full extent
permitted by regulations issued by the
Department of Labor.

Advance Request of Leave

A minimum of thirty (30) days advance notice
of leave is required where practicable for:

the expected birth of a child; or

the planned medical treatment for a son,
daughter, spouse or parent with a serious
health condition.

NOTE: In the event that family 1leave 1is
required as the result of an unforeseen
incident or illness, or is required at a date
earlier than anticipated, notice shall be
given as soon as possible. Employees
requesting leave for planned medical treatment
of a son, daughter, spouse or parent should
make a reasonable effort to schedule treatment
so as not to disrupt unduly their department
work schedule, consistent with the
requirements of the health care provider.




Eligible employees anticipating the need to
request an unpaid leave should submit a
written request to their supervisor
accompanied with a Medical Certification
from a health <care ©provider. The
supervisor will forward the request to
the department head for his approval.
The request will be forwarded to Human
Resources for further approval and
processing. A copy cof the approved
reguest will be returned to the
requesting employee.

(1) If both spouses work for the City, they
are limited to a total of twelve
(12) weeks in a twelve (12) month
period between them for the birth or
adoption of a child or for a parent
with a serious health condition.

(2) If only a portion of the entitled
leave 1is used for the above (1),
then each employee 1is entitled to
the additional time up to twelve
(12) weeks in a twelve ({(12) month
period of a spouse who is ill and
unable to work, or a child with a
serious health condition.

Medical Certification

An employee's reguest for leave to care for a
seriously ill spouse, child or parent must be
supported by a Medical Certification from a
health care provider on a form issued by the

Human Resources Department. Leave may be
denied until the required certification is
provided.

Intermittent or Reduced Work Schedules

If a leave is sought on an intermittent or
reduced schedule because of an employee's
serious illness or to care for a sick family
member, the certification must contain
additional declarations from the health-care
provider stating that intermittent or reduced
schedule leave is medically necessary and the
amount of time that will be needed.



NOTE: The City reserves the right to require
the employee to obtain the opinion of a City
approved second health-care provider at City
expense. If the first and second opinions
differ, the City at its own expense may
require the binding opinion of a third health-
care provider, approved jointly by the City
and the employee.

Intermittent or reduced schedule leave may be
taken when medically necessary for the serious
illness of an employee or to care for the
employee's eligible family member. An
employee requesting intermittent or reduced
leave may be temporarily transferred to an
alternative position for which the employee is
qualified with equivalent pay and benefits,
and which Dbetter accommodates recurring
periods of leave.

Return to Full Work Status

As a condition of returning to work, the City
requires the employee to notify his/her
supervisor in writing, on a bi-weekly
basis, of his status and intention to
return to work, with a copy to Human
Resources.

An employee taking leave because of a serious
health condition of an eligible family
member must, on a bi-weekly basis, submit
subsequent recertification of the medical
condition to the City.
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Employees returning to work from an unpaid
leave of absence under this policy shall
be restored to the same or equivalent
position with equivalent employment
benefits, pay and all other terms and
conditions of employment.

Employment restoration rights may be denied if
an employee performs the duties of a
highly specialized nature, which cannot
be performed by other employees, is paid
by salary, sets policy on behalf of the
City or directs the activities of a major
organizational segment of the City and is



necessary to prevent "substantial and
grievous economic injury to the City."

Maintenance of Health Benefit

Any employee who is granted an approved unpaid
leave of absence under this policy must
continue to pay his portion of premium
contributions (if applicable) during the
period of unpaid absence. The employee should
contact Human Resources to determine how
payments are to be made. If payment is not
made within thirty (30) days of due date,
coverage will cease at the end of the thirty
(30) day period.

FATLURE TO COMPLY WITH ANY REQUIREMENTS LISTED IN
THIS POLICY MAY RESULT IN DENIAL OF FAMILY OR
MEDICAL LEAVE.

Any questions concerning the Family and Medical
Leave Act should be directed to Human Resources.
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