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GENERAL PROVISIONS

PURPOSE

In accordance with Chapter 22 entitled Personnel City of Palmetto
Code of Ordinances it is the purpose of this P ersonnel P olicy
Mmanual to establish procedures which will serve as a guide to

employee 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 including the Community Redevelopment Agency
a2coapt th3t the Mayor and City Commission are not employees for

purposes of this manual C2wmpt
DCp3rtmant h03dc 3ro a2tcludad only IIhora cpooifio311y indio3tod

ADMINISTRATION

Where a question arises concerning whether or not any activity
conforms to the Code of Ethics the Mayor with advice from the

Human Resources Director and the City Attorney as needed shall

decide the question

1 The Human Resources Director shall present to the Mayor
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

2 Amendments changes or 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 or their

designee3nd cupor ioors to provide guidance to their

employees They are obligated to be fair to be

knowledgeable in their responsibilities and to be
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sensitive to the needs of the individual and of the City

5 Department HReads or their designee nd Dupcr7i8orc have

an obligation to make the best use of the abilities and

skills of their employees where practical and to operate
their departments economically efficiently and

effectively

DEFINITIONS

Full Time Employees Employees who are scheduled to work 32

hours or more per week

Part time Employees Employees who work less than 32 hours per
week

Temporary Employees Employees who are hired for a specified term

of employment This does not include employees hired through a

temporary agency

Recruitment An effort on the part of the City to attract

qualified applicants

Probationary Period A working test period for closely observing
an employee s work

Promotion The advancement from one position to a position with

greater responsibility at a higher grade of pay

Transfer The reassignment of an employee from one position to

another position of equal or lesser rank and status

Dual Employment Holding any other job while employed by the City
of Palmetto

Ethics The rules or standards of conduct governing the members

of a group or profession

Conduct To behave or act in a given way

Harassment To annoy or torment repeatedly including but not

limited to sexual harassment or discriminatory conduct based on

race color national origin religion gender marital status

age or disability

Progressive Discipline A process for dealing with standards of

behavior that do not meet expected and communicated behavior

standards using increasingly formal efforts to provide feedback

to the employee so he or she can correct a problem of conduct

2



Grievance The process by which an employee may air feelings of

resentment due to a perceived wrong

Dismissal Termination of employment and cessation of all pay and
benefits

Demotion A permanent reduction
Demotion does not mean a change
reduction in pay associated

reorganization

in pay for disciplinary purposes
in job duties or job title or a

with reduction in force or

Suspension without pay Suspension of pay and duties for
disciplinary purposes Suspension does not mean layoff or other
temporary non punitive cessation of pay and duties

Days All days are in calendar days unless otherwise noticed
m

h

Formatted Centered
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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

Section 1 02 Operations

It is the right and obligation of the City to manage and conduct

the operations of the City and its primary obligation is to

provide sound governmental operations for the citizens of

Palmetto It is the right obligation and duty of the City of

Palmetto and its designated officials to put into effect rules

regulations directives and orders from time to time as deemed

necessary The City officials and employees are subj ect to the

laws of the State of Florida federal regulations and orders of
state and federal governmental agencies

4



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 disability 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 employee benefit programs

The City adheres to this policy to maintain and build an

organization of the highest quality that provides equal employment
opportunities to all persons on the basis of individual merit

Full time employee Full time employees are those who are

regularly scheduled to work thirty two 32 hours or more per week
Such employees are eligible for paid vacation health insurance
life insurance sick leave 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 benefits holidays or other
benefits except workers compensation 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 Fher initial probationary period the probationary
time served to the date of achieving full time status will be
credi ted toward the probationary requirement of the full time
position If the part time employee becomes full time in a

different position during his her initial probationary period they
will serve a new 6 months probationary period in the new position

Temporary employee An employee hired for a specified term This
term does not include an employee contracted through a temporary
staffing agency A temporary employee whose position with the City
becomes a 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 period

5



Section 2 02 Recruitment

The City of Palmetto seeks to employ the most qualified persons
available In this effort the City conducts an active job
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 sources shall be considered ll v3c3ncico
oh3ll be 3d Tcrticcd The administrative procedure shall be as

follows

A Upon notification of a vacancy the department head or

his her designee will immediately notify the Human

Resources Director A job announcement shall be prepared
stating the position title minimum training afi6

experience requirements salary range and application
procedures This announcement shall be posted on all

employee bulletin boards in City departments for a period
of no less than 5 wworking days Announcements may
concurrently be advertised in local and or area wide

newspapers Educational institutions employment
agencies trade journals and publications professional
organizations state job services and veteran s

organizations may also be utilized as advertisement
sources The Human Resources Director and the department
head shall select appropriate recruitment sources

Nothing in this anual 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 of the following selection criteria

may be required of the applicant performance tests written
examinations oral interviews background investigations and

reference checks

A All applications shall be reviewed by the Human Resources

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
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C

D

Ilill
E

applicants Appropriate testing and examinations shall

be scheduled for the applicants if applicable

The department head or his her designee shall make the
final selection

Reference checks will be conducted on the top job
candidate s Successful applicants will be given a

conditional offer of employment and be required to

passfollOlring hioh a physical examination aHldrug test

anaclass 2 criminal background check including finger
printing

be required
Police officer applicants will be required to pass
Florida Statute requirements including a polygraph
examination drug screen and psychological evaluation

D Etckground in7ectigttion tnd rcference ohcoko rill bc

oonduoted on the top job otndid tte c

F Any employee who has previously been discharged from the
Ci ty for cause will not be eligible for rehire for a

minimum period of 10 years rehired

G Selected applicants
special license s

necessary for the

period

will be required to provide any
or certifications which may be

position within the probationary
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Section 2 04 Hiring

Upon the selection of a qualified candidate to fill a vacancy the

department head or his her designee shall initiate the hiring
process Note Any offer other than the minimum starting step must

be within the pay plan guidelines See Article 7 Section 7 01 This
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must be done prior to the final offer of employment The department
head shall consult with the Human Resources Director and the Mayor
if he she plans to offer the applicant more than the entry level

pay for the position Note ny offer other th m the minimum

atJrting atep muat be Hithin the pJY plJn guidelinea Thia muat be

done prior to the finJl offer of emplol ent A Personnel Action
Form shall be completed by the depJrtment heJd Jnd aubmitted to the
Human Resources Departmentirector and sent to the department head

then resubmitted to Human Resources for proper retention prior to

the beginning date of employment No employee can begin work until

the Personnel Action Form has been processed In addition all

full time employees are required to meet pre employment
conditions tJke J phyaicJl CleJminJtion Jnd J drug teat prior to

beginning lork 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 See section 2 03 D

Section 2 05 Probationary Period

All new employees hired to fill a full time position shall serve an

initial probationary period Probationary periods are defined
below

Section 2 05 01 Initial Probationary Period

Police Officers serve a t welve 12 month probationary
period

All other employees serve a sSix 6 month probationary
periOd

During the initial probationary period or any extensions thereof

the employee s performance will be evaluated in writing If it

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 initiJl probJtionJry period nell employeea EJhJll Jccrue

JnnuJl leJCe HOle Cer JnnuJl leJTle mJY not be uDed during the
firat aile 6 montha of emplol cnt After 6 months of employment
all full time employees shall be credited with 48 hours of accrued
annual leave Sick leave will accrue and may be 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
Period
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Promoted demoted and transferred employees will serve a required
probationary period in the new position as defined under section
2 05 and 2 05 01 The probationary period may be extended if

deemed necessary by the department head to give a better

opportunity 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 qualifications of the position

Employees must serve an initial probationary period of 6 months for

general employees and 12 months for sworn officers in the new

position The probationary period may be extended if deemed

necessary by the department head to give a better opportunity to

evaluate the employee This will be documented in writing using
the City s 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 position to

another position of equal or lesser rank and status Every attempt
shall be made to transfer the employee to a position having a pay
grade equal to or consistent with the employee s current earnings
If a transfer results in a lesser rank the grade and step will
reflect the new rank accordingly Transfers shall be made only with
the agreement of all the department 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

Demotion means a reduction in pay for disciplinary purposes
Demotion does 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

9



disciplinary probationary period and successfully complete their

performance improvement plan which will be prepared at the time of

discipline in conjunction with the Department Head and the Human

Resources Directorouper ioor

Section 2 09 Nepotism Employment of Relatives

In compliance with Section 112 3135 Florida Statutes no city
hiring lppointing official shall appoint employ promote er

advance or advocate for appointment employment promotion or

advancement in or to a position in the City of Pllmctto go crnmcnt

any individual who is a relative Ofthe employee in Ilhich thc
lppointing officiJl io oerving or O lcr hich the lppointing
officiJl eKercioes juriodiction or control lny individull I ho io J

relJti c of the Jppointing officiJl An individual may not be

appointed employed promoted or advanced in or to a position in

the City of Pllmetto govornment if such appointment employment
promotion or advancement has been advocated by an city
hiringJppointing official who is a relative of

individual ocrving in or oKercising juriodiction or control o or

the orgJnizJtionJl unit Ilho io l rollti e of the indi iduJl

Hiring Official shall be defined for the purposes of this section
as an employee of the City in whom is vested the authority by law

rule or regulation or to whom the authority has been delegated
to appoint employ promote or advance individuals or to recommend
individuals for appointment employment promotion or advancement
in connection with employment in the City

Relative is defined for the purposes of this section as an

Individual who is related to the public official as father mothe
son daughter brother sister grlndf lther grlndrnother
grJnddJughtor grJndoon 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 stepbrother stepsister half brother or

half sister

lny indi iduJ l lppointed employed promoted or ld Jncod in

violltion of thio oection io not entitled to plY lnd money mlY not

be plid to In indi idull 00 Jppointed employed promotod or

J dvlnced

No employee shall serve in a position in the City of Palmetto which
is under the authority of a relative as defined in this section

Should two employees of the City of Palmetto government marry or

become relatives within the definition of this section and become

subject to the provisions of this section one employee shall be

assigned to another organizational unit if an opening at or below

10



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 90 calendar 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 its employees All outside

employment for salary wages or commission services and all self

employment must be reported in writing to the appropriate
department head and approved in advance Any department head

seeking dual employment shall get approval from the Mayor Each

change in dual employment shall require separate approval

Approval shall not be granted in the following situations

A When such dual employment conflicts or interferes or is

likely to conflict or interfere with the employee s

service to the City

B When ouch dUll employment lO lero the efficiency of the u Formatted BulletsandNumbering
employee

G

When such dual employment is incompatible or creates a

conflict of interest with an employee s official duties

Approval shall be withdrawn if the employee s performance
deteriorates

Section 2 11 Interview Expenses

If prior authorizations are granted by the CommissionCity Counoil
and budgeted funds are available reimbursement may be made for
travel and subsistence expenses incurred by applicants for

employment interviews with the City The pooition lclnoy muot be
for l deplrtment held pooition The rate of reimbursement shall be
the same as those established for City employee travel and
subsistence

11



ARTICLE 3 PERSONNEL RECORDS

Section 3 01 Florida Statutes Chapter 119

Pursuant to the provisions of Chapter 119 Florida Statutes

employment applications and employee personnel records shall be

open for personal inspection by any person Exempt from this

policy are the social security numbers of all employees of the

City which are contained in employment records and certain records
of law enforcement code enforcement and code inspection officers
as set forth in Section 119 07 3 1 Florida Statutes as amended

from time to time Documents relating to complaints of
discrimination are kept separate from individual personnel files

12



until a finding is made relating to probable cause the

investigation of the complaint becomes inactive or the complaint
or other record is made part of the official record of any hearing
or court proceeding

The Human Resources Director is the sole official custodian of all

personnel records for employees of the City of Palmetto and such

records shall reside in City Hall

The Human Resources Director shall maintain an individual personnel
file for each employee The official personnel file shall include
but not be limited to a copy of the following documents for a

period as prescribed by law

A Employment application

B Background investigation reports if pplio blc

C A signed record reflecting each original appointment
reinstatement promotion demotion transfer separation
layoff training reduction in pay change in the

employee s status change in the employee s rate of pay
change in the employee s class title leave of absence
without pay educational leave with pay and any other

personnel transactions pertinent to the employee s

employment record

D A copy of any correspondence directly related to the

employee s record

E A copy of the Oath of Loyalty signed by the employee

F A copy of the Immigration and Naturalization Service s

Form 1 9 documenting eligibility to work in the United
States

13



G A copy of the certificate signed by the employee
indicating that he she has received a copy of the

officiJ l employee hJndbook or personnel policy manual and
a copy of the Electronic and Computer Systems Policy and
is expected to abide by all of its terms and conditions

H 7 copy of the certificJ te oigned by the employee indicJ ting thJ t Formatted BulletsandNumbering
he hJo received J copy of the City of PJ lmetto Drug free WorkplJ ce

Policy J nd J greeo to J bidc by ito tcrmo

A copy of all performance evaluations performance and

disciplinary documentation

JI A copy of any exit interview
report
if J pplicJble m Formatted BulletsandNumbering

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 employee shall promptly notify the Human Resources Department
of any change of information or status reflected in the personnel
file Employees must immediately notify the Human Resources

Department of all changes of home address or telephone number

14



ARTICLE 4 EMPLOYEE CONDUCT

Section 4 01 Code of Ethics

The City Commiooion of the City of Palmetto affirms its commitment
to the Code of Ethics as set forth in Part III of Chapter 112

Florida Statutes for Elected Officcro Dep rtment Ho do nd

Employooo o oct forth in P rt III of Ch pter 112 Florid
St tuteo and specifically endorses the following declaration of

policy

A It is essential to the proper conduct and operation of

government that public officials and employees be

independent and impartial and that public office or

employment not be used for private gain other than the

compensation provided by law The public interest

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 the City of Palmettogovernmont
attract those potential employeescitizeno best qualified
to serve Thus policies against conflict of interest
must be so designed as not to impede unreasonably or

unnecessarily the recruitment and retention by the City
of Palmettogovernment of those best qualified to serve

Public officials should not be denied the opportunity
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 that
no officer or employee shall have any interest financial
or otherwise direct or indirect engage in any business

transaction or professional activity or incur any

obligation of any nature which is in oubot nti l conflict
with the proper discharge of his her duties in the public
interest

D It is declared to be the policy of the City that public
officers and employees are agents of the people and hold

their positions for the benefit of the public Such
officers and employees are bound to observe in their

official acts the highest standards of ethics regardless
of personal considerations recognizing that promoting
the public interest and maintaining the respect of the

people in their government must be of foremost concern

15



E No City employee or member of the employee s family shall

accept gifts of any type price or size from any person
or firm doing business with the City or any person who

intends to do business with the City that would

reasonably tend to influence the employee in that

discharge of the employee s official duties or give the

appearance of the employee being improperly influenced

F All employees shall behave in a completely ethical
truthful and honorable manner in all dealings with the

public and other City employees

No employee of an agency acting in his or her official I Formatted Indent Hanging 05

capacity shall either directly or indirectly purchase
rent or lease any realty goods or services for his or

her own agencythe City from any business entity of
which he employee or the employee s spouse or child
is an officer partner director or proprietor or in
which such employee or the employee s spouse or child or

any combination of them has a material interest ny of
the children p rento gr ndp rento or gr ndehildren of
the employee or hie opouoe io n offioer p rtner

direotor or proprietor or in Ihich the employee or hie

opouoe or ny of the ohildren p rento gr ndp rento or

gr ndehildren of the employee or hie opouoe or ny
eornbin tion of them h o fin nei l intereot No

employee acting in a private capacity shall rent

lease or sell any realty goods or services to the

City ithout ppro l of tho City CommiEJoion However

these provisions shall not apply to contracts entered
into prior to October 1 1975 or contracts entered into

prior to the employee beginning employment with the City

No employee or his spouse 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

No employee shall at any time solicit or accept
anything of value to the employee nor shall any employee
allow his her spouse or minor child to solicit or accept
anything of value including a gift loan reward

promise of future employment favor or services based

upon any understanding that the vote official action
or judgment of the employee would be influenced thereby
or under circumstances which the employee should

16



reasonably know are intended to influence the vote

official action or judgment of the employee uoe or

3ttempt to uoe hie pooition or 3ny property or reoource

Ilhioh ffi3Y be Iii thin hie truot to oeoure opeoi3l
privilegeo benefito or cHoeptiono for himoelf or othcro

J 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

K No employee shall have or hold any employment or

contractual relationship that will create a continuing or

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

L No employee shall accept employment or engage in any
business or professional activity which he might
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

available to members of the general
reason of his official position for

benefit or for the personal gain or

person or business entity

use information not

public and gained by
his personal gain or

benefit of any other

N No employee shall transact any business in his official

capacity or advocate or advise any other City employee
to transact business with any business of which he is an

officer director agent or member or in which he owns a

financial interest

O No employee shall have personal investments in any
enterprise which would reasonably create a conflict
between his private interests and the public interest

P No employee shall hold direct or indirect ownership of
more than 5 of the assets or capital stock of any

corporation partnership limited partnership
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

government

17



Section 4 02 Employee Disclosure Requirements

A Any employee who is or becomes an officer director

partner proprietor associate or general agent or

member of or who owns or acquires 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 thio
effect with his or her department head ond the Humon

Reoourceo Director 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

B An employee who submits an application for employment or

enters into feF a contractual relationship for

remuneration with an individual or firm doing business
with or subject to regulation by the City shall report
such application to his or her department head o nd the
Humo n Reoourceo Director in writing within five 5
working days of having made application

C Any employee who acceptsreceiveo an offer of employment
or enters intofeF a contractual relationship for
remuneration from an individual or firm doing business
with or subject to regulation by the City shall report
such offer in writing to his or her department head ana
the Humon Reoourceo Director within five 5 working days
of such offer

D Any employee who acceptsreceiveo on offer of a gift as

described in paragraph 4 01 E of this policy from any
individual or firm doing business with or regulated by
the City shall report such gift in writing to

his herhio or her department head o nd the Humo n Reoouroeo

Director within five 5 working days of ouoh offer

Section 4 03 Administration of the Code of Ethics

A Where 0 qucotion o rioeo ooncerning Ilhether or not o ny

octi T ity conformo to the Code of Ethico the t10yor ith
J dT Tice from thc Humo n Rcoourceo Director Jnd thc City
lttorney 0 0 needed oholl decide the queotion Any
employee wishing to determine whether a proposed activity
would be prohibited may document the circumstances of the

proposed activity and request an opinion from the Human
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Resources Director Copies of the

opinions shall be provided to the

Mayor and City Conunission prior
activity

request and resulting
department head the
to engaging in the

B Employees who violate the Code of Ethics as described

herein or in Chapter 112 Florida Statues shall be

subject to disciplinary action up to and including
dismissal from City employment nd in the e ent found

guilty of iol ting Ch pter ll FB civil pen ltieo not

to eHceed 5 000

Section 4 04 Political Activity

A No person shall be appointed to demoted or dismissed
from any position in City of Palmetto government or in

any way favored or discriminated against with respect to

employment in City of Palmetto government service because
of political opinion or affiliations

B AnNemployee who qualifies to run for office of the

Mayor or City Conunission of the City of Palmetto shall be

placed on unpaid leave of absence until the day after the

election provided however the employee may utilize any

unused accrued leave before being placed on the unpaid
leave of absence If the employee is unopposed for the

office as of the last day to qualify for election to that

office then the employee may return to work on the day
following the last day to qualify for the office peroon
oh ll UEe or promioe to uoe directly or indirectly ny
offici l uthority or influenoe uhether poooeooed or

nticip ted to oeoure for ny per Don n ppointment or

dv nt ge in ppointment to pooition in City of

r lmetto government cer ice or n inore oe in p y or

other dv nt ge in effiploi ent in ny ouoh pocition for

the purpooe of influenoing the vote or politio l otion

of ny percon or for ny conoider tioni pro ided

hO e er th t letterc of inquiry reoommend tionc nd
referencec by public employeec or public offici lc ch ll
not be conoidered politic l preccure unleco ny cuoh
letter cont inc thre t of intimid tion or irrelc nt

derog tory or f loe inform tion

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

19



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

1 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

2 Use the authority of his her 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

4 Display on his her person or vehicle used for

official 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

E Any City employee violating this section shall be guilty
of improper conduct and shall be subject to disciplinary
action up to and including diDoh rgcdismissal from City
employment

F 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

Section 4 05 Standards of Conduct

A 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 It is also necessary that orderly safe and
efficient service be provided to the public

To the extent that these Standards of Conduct are

inconsistent with the written directives governing
conduct of sworn members of the police department these
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Standards of Conduct shall take precedence over all

members of the police department

B 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

quality services to the public

C Employees of the City of Palmetto are expected to conduct

themselves in a manner which will favorably reflect upon
the City and themselves

D It is the policy of the City of Palmetto to provide a

work environment that is free from any form of
harassment

E When 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

F Employees representing the City at a location other than

their normal place of work shall comply with the
standards of conduct

G No employee shall engage in conduct which creates a

hostile or offensive working environment

H No employee shall engage in violence fighting aOO

threatening or intimidating behavior aimed at or

involving other employees or the general public at any
time while on duty

I No employee shall use threatening profane or abusive

language toward fellow employees or other persons while

engaged in the performance of official duties

J Employees are prohibi ted from revealing confidential
information in City records to unauthorized persons

Every employee has the responsibility to protect and

safeguard 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

L The use of City telephone services including SUNCOM
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shall be limited to official City business

M Employees operating a City vehicle or any vehicle being
used for City business are banned from participating in

any activity while driving which will create a visual
distraction taking eyes off the road cognitive
distraction taking mind off the road or manual
distraction taking hands off driving controls This

specifically includes reading initiating or responding
to emails and text messages adjusting global positioning
systems and accessing the Internet Driving while

texting is prohibited under any circumstances Employees
are permitted to use Mobile Data Terminal and radios in

performance of their assigned duties

N Gambling of any kind is forbidden at all times on City
premises or at any other job related work site during
working hours

O Employees shall notify their immediate supervisors or

designees of any anticipated absences or unanticipated
absences as soon as possible

P 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
and seek any needed clarification from their supervisors
or department heads Consistent with the Use of
Electronic and Computer Systems Policy this policy
applies to the entire City workforce which includes the

City s elected officials professional staff appointed
officials committee members its contractors and

volunteers The purpose of this policy is to ensure that

all users comply with Florida s Public Records Law

Chapter 119 Florida Statutes when using any City owned
electronic computer system

Q 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
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or document

R The welfare and safe conduct of employees and members of
the public are of utmost importance to the City
Disregard for rules and regulations designed to assure

health and safety cannot be condoned Employees are

expected to report promptly any injury or illness to the

immediateJppropriJtc supervisor

S Activities prohibited by sState law such as a slowdown of
work abstinence in whole or in part by any employee or

group of employees from performance of their duties a

mass call in alleging sickness and work stoppage shall

not be tolerated Such personal conduct on the part of

employees constitutes insubordination willful violation
of rules and regulations and conduct unbecoming a public
employee or micoonduot

T Solicitation or distribution of any materials for any

purpose by non employees in City work areas is prohibited
at all times

u Employees are responsible for all City owned vehicles
ana equipment used in their work and are responsible for
their proper use and maintenance Any defects noted
should be reported to the employee s immediate supervisor
as soon as possible Daily maintenance checks shall be
made by the employee assigned to a vehicle and if damages
occur as a result of gross neglect the negligent
employee s will be held directly responsible for the
costs The use of tobacco products of any kind in City
vehicles is prohibited

Unauthorized personal or private use of City owned
vehicles or equipment will result in disciplinary action

Each employee shall be held responsible for knowing and

understanding these standards of conduct Any questions
should be referred to the immediate supervisor

Section 4 06 Drug Free Workplace Program

Objective

The City of Palmetto is committed to maintaining a workplace that

is free from the presence and effects of drugs and or alcohol

providing the highest level of service to its citizens and

minimizing the risk of accidents and injuries

Directives
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The City prohibits employees from consuming using selling
dispensing distributing possession or manufacturing illegal
drugs narcotics and or alcoholic beverages while on City premises
work sites or in a City vehicle In addition employees are

prohibited from off premise use of alcohol and possession use

and or sale of illegal prescription drugs when such activities
adversely affect job performance job safety or interferes with
the City s ability to carry out its mission

Pursuant to Drug Free Workplace regulation the City of Palmetto
conducts the following types of drug and or alcohol tests

Pre employment
Reasonable suspicion
Post accident injury
Routine fitness for duty and follow up
Random

Safety sensitive and special risk positions are subjected to random
drug alcohol tests A list for Safety sensitive and special risk
positions are on file and available in the Human Resources Office

An employee will be subjected to corrective action up to and

including termination for violation of this policy
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Seotion 4 06 Drug Free Workpl oe Progr m

7 PURPOSE

1 7s p rt of ito commitment to o fegu rd the he lth of

ito employeeo to provide o fe pl ce for i to

employees to ork nd to promote drug free

communi ty the City of P lmetto h o eot blished

thio polioy on the uoe or buoe of loohol nd

drugs by ito employeeo Thio polioy io oct up

purou nt to the Drug Free Workpl ce Progr m under

Florid 0 Workero Cornpeno tion L 8ubot nce

buoe hile t lOrk or otherlioe ceriouoly
end ngero the o fety of employeeo o Ilell o the

gener l public nd creJ teo J riety of lOrkplJ ce

problema inoluding increJ oed injurieo on the job
increJ oed Jboenteeiom inoreJ oed heJ lth oJ re J nd

benefit cooto inere oed theft decreJ oed morJ le

decreJ oed productivity Jnd J decline in the

qu lity of produeto Jnd oerviceo provided We h ve

eot bliohed thio policy to prevent the use nd or

preoenoe of theoe oubotanceo in the orkplJ oe and

to ooiot employeeo in overcoming Jny dependence on

drugo andor lcohol in accordJnce ii th the

folloHing guidelineo

2 le mentioned J bo e I e arc implementing thie policY au

pureuant to the Drug Free Workpl ce Progr m under
the Florida Workero Compenoation 7ct Thio

provideo th t J n employee Iho io injured in the
couroc and ooope of hie employment and teoto

pooitive on J drug or alcohol teet forfeits hio

eligibility for medicJ l and indemnity benefito
under Florida 0 Workero Compeno tion RefuoJ l to

take a drug or J lcohol teet Hill reoult in the

employee forfeiting hie eligibility for medical J nd

indemni ty benefi to under FloridJ 0 Workero

Compenoation Lall Jnd Jutoffiatic termin tion of the

employee

3 The purpose of thio polioy io to communic te our

pooi tion on drugo nd loohol in the HorlcplJ ce J nd

provide guid noe for the implement tion of rel ted

progr mo
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B 8COPE

1 111 employeeo J re cO ered by thio policy Jnd w

condition of employment J re rcquircd to Jbidc by
the terms of thio policy

2 BecJ uoe of otJ te or federJ l 10 0 J nd regulJ tiono
ccrtJ in employeeo mJ Y be oubject to J dditionJ l

requiremento

C DRUC FREE WORKPLnCE POLICY DI8SEHINnTION

1 The City lIill gi e J generJ l one time notice to J ll
employooo thJt it io J condition of employmont for

employeeo to rofrJ in from reporting to lIork or

Iorking IIith the preoence of drugo or J lcohol in
hie or her body J nd thJ t J drug teoting progrJm io

bcing implemented 8iJrty dJ Yo ill olJpoe bet een

the notice Jnd tho J ctuJ l drug teoting

2 Prior to teoting J ll omployeeo or job Jpplio mto for

employmont I illbe gi on J oUIlRJry of the Drug freo

WorkplJ ce policy J oUffiffiJ ry of the drugo hich ffiJ Y
J lter or J ffoct J drug test md J liot of 10cJ l

employoo J ooiotJnco progrffiEJ nd locl drug
rehJ bilitJ tion progrJ ffio

3 l notice of drug tooting lIill bo includcd ith J ll
J cJncy nnounCOffionto for thooe pooi tiono lhere

drug tccting it required T

Jnt ld job poctingc
otc 7 conopicuouo locJ tion on city promioeo J nd

copioo of tho policioo lIill bo mdo vJ ilJble for

inopoction during regulr buoineoo hourEJ by the

employoo or job pplicJnt in the city peroonnel
offico

D DEFINITION8

The defini tiono of lIordc J nd termo J C cet forth in

FloridSttutec 5 440 102 1993 the FloridJ Workero

Componction Drug Teoting Ruloc FlJ ndm Code Chp
38F 9 Jnd the Florid7gency for HOJ lth CJ ro

7 dminiotrtion Drug froe WorkplJco 8t ndrdo Fl 7dm

Codo Chp 10E 18 lill Jpply to the tormc uced in thio

policy
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E nLCOHOL USE PROHIBITIONS

1 The oonoumption of lloohol on oi ty property or hile 1

on duty io prohibited lnd ill reoult in

diociplinlry lotion up to lnd inoluding dioohlrge

2 Off duty lbuoc of lloohol Ihich ld eroely lffeoto In
1

employee 0 job performlnoe or ld eroely lffeoto or

threlteno to ldveroely lffeot other intereoto of

the City io prohibited lnd mlY reoult in

diooiplinlry lotion up to lnd inoluding dioohlrge

3 The peroonll poooeooion ie on the peroon or in l

deok or locker of llcohol on City property or on

duty lill reoult in diociplinlry lotion up to lnd

inoluding dioohlrge

1 The poooeooion of lloohol in l peroonll vehiole or

city looigned vehiole on oity property io not

prohibited provided ouoh poooeooion io in

oomplilnce ith thio polioy l0 Hell l0 federll

otlte lnd looll ll o

5 It io lglinot City polioy for In employee to report
to Hork or to lork under the influenoe of llcohol

6 For the purpooe of thio polioy In employee io

preoumed to be under the influenoe of lloohol if l

blood teot or other ooientifiollly lcoeptlble
teoting procedure ohmlo l forenoiollly lcceptlble
pooitive qUlntum proof of lloohol uOlge

7 1n employee Hho io peroeived to be under the influenoe

of lloohol lill be remoled immediltely from the

lorkplloe lnd mlY be e llulted by medioll

peroonnel if reloon lbly l7lil lble The City Iill

tlke further lotion i e removll from oer7ioe
referrll to eounoeling lnd or diooiplinlry lotion

bloed on medicll informltion lork hiotory lnd
other relevlnt flctoro The determinltion of lhlt

lotion io lpproprilte in elch Clce reoto oolely
ith the City

8 Refuoll to oubrnit to

flilure to plOO In

diooiplinlry lction

efforto to tlmper ith or

lloohol teot ill reoult in

up to lnd including dioohlrge
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9 Employeeo lrreoted for In llcohol rellted

must irnmediltely notify their ouperricor
Clerk or the Mlyor of the lrreot if the

oceuro

incident
the City
incident

l During ooheduled Horking houro or

b While operlting l oity vehiole on oity or

peroonll buoineoo or

c While operlting l peroonll rehicle on City
buoineoo Flilure to notify In lpproprilte

City offioill mlY result in diooiplinlry
lction up to lnd inoluding dischlrge

lO The City mlY cuopend employeec Ilithout PlY under

thio polioy pending the rooulto of In llcohol teot

or inveotigltion

F DRUC OR nLCOHOL USE PROHIBITIONS

1 The uoe clle purohloe posoeooion mlnuf loture

diotribution or diopenoltion of drugs or lloohol
on City property or during orking time io lglinot
City policy lnd is Cluoe for immedilte dioohlrge

2 It ic lloo lglinct City polioy to report to Hork or

Hork under the influence of drugs or lloohol Thio
inoludeo preooription drugo Ihieh induce In unolfe

mentll or phyoicll otlte Employeeo Iho riollte

thio polioy lre oubjeot to diooiplinlry lotion up
to lnd inoluding dicohlrge

3 For the purpooe of thio polioy In employee io

preoumed to be under the influence of drugs or

lloohol if l urine teot blood teot or other

aeoepted teoting prooedure oho le l foreneicllly

looeptlble positive qUlntum of proof of drug UOlge
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1 Preocription drugo mlY lloo lffect the olfety of the

employee or fellm employeeo or membere of the

public Therefore lny employee Iho is tlking lny
preDcription drug Ihieh might implir olfety

performlnce or lny motor functiono rnuet ldrioe hie

oupec ioor before reporting to lor under ouch
medicltion flilure to do 00 mlY recult in

diociplinlry lction If the City determineo thlt

ouch uce doeo not pODe l olfety riok the employee
lill be permitted to orL If ouch uoe impliro the

employeo o lbility to olfoly or effectively porform
hie or her job the City mlY temporlrily relooign

the omployee or grlnt l lel e of lboence during the

period of treltmont Improper uso of preocription
drugo io prohibitod lnd ml reoult in diociplinlry
lotion Proooription medioltion muot bo kept in ito

originll contliner if ouch medicltion io tlken

during lorking houro or on City property

5 Rcfuoll to oubmi t to or cfforto to tlmper i th l drug
or llcohol test ill reoult in dioohlrge

6 Tho City mlY ouopend omployoeo lithout

polioy ponding tho reoulto of l

in eotigltion PlY
under thio

drug teot or

C TE8TINC

1 Teoting of ppliclnto

l ppliclnto conoidered finll olndid lteo for l

pooition Hill bo tooted for the proEonoe of

illegll drugD l0 l plrt of the lpplioltion
proooDo Job lppliolnt plcket

b The City mlY eleot to only teot lppliclnto ho

lpply for oertlin cllooific ltiono or job
pooitiono blood on l reloon lble cllooifio ltion

bloiD 1 liot of cllooifio ltionD Hill be

developed by the City lnd kept on file in the
offioo of the City Clork

c Tho City mlY lllol the job lppliclnt to begin
ork pending the reoultE of tho drug toot If

the toot rooult io pooitive the lppliclnt will
be oubject to immedilto dioohlrgo
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d ny job 1pplicmt lho refuoeo to oubmit to

drug teoting refuoeo to oign the conoent

form flilo to lppelr for teoting t1mpero

lith the teot or flilo to plOO the pre
employment drug teot lill be ineligible for
hHe

2 Reloon lble Suopieion Drug Teoting

l Employeeo muot oubmit to l drug teot if
reloon lble ouopicion exioto to indiclte thlt

their lbility to perform ork olfely or

effecti ely mlY be implired Heloon lble
ouopicion teoting melno drug teoting bloed

on l belief thlt In employee io uoing or hlo

uoed drugo in violltion of the City policy
drlI D from thooe f1oto in light of experience
ong other thingo ouch flcto lnd inferenceo

mlY be bloed upon

1 Oboer lble phenomenl Iihile It lork ouoh

10 direot oboervltion of drug uoe or of

the phyoicll oymptomo or mlnifeot 1tiono
of being under the influenoe of l drug

2 normll conduot or errltio behlvior

Ihile It Iiork or l oignifiolnt

deteriorltion in Iior performlnoe

3 1 report of drug uoe pro ided by 1

relilble lnd credible oouroe

1 Evidenoe thlt In individull hlo tlmpered

lith l drug teot during hie employment
Ii th the City

5 Informltion thlt In employee h1EJ oluoed

contributed to or been iWlo17ed in In

lcoident Ihile It Iork In lccident io
Ihen there io injury Ilhich requireD l

report to the Di7ioion of Workero

Compenoltion or l third plrty injury
requiring medioll treltment

6 E7idenoe thlt In employee hlO uoed

poooeooed Gold Golicited or

trlnoferred drugo Ilhile lorJdng or hile
on City promioeo or Ihile oporlting tho

City vehiole mlchinery or equipment
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b If oupervioor believes re oon ble ouopieion
cmictc the cuper Ticor chould report hic or

her findingc nd observ tionc to the City
Clerk Upon pprov l by the City Clerk or n

offioer of the City the employee ill be

oked to oubmit to drug tect nd oign form

oJmo ledging hie or her ooncent Employee
p oket F ctoro hich cubst nti te c uoe to

teot ohould be dooumented by the ouper ioor

on the gubct noe lbuse InTJeotig tion Report
Form Thic muct be done c coon c poccible
but no l tcr th n 7 d yo fter the employee
h c been drug teoted A copy of thio report
ill be gi en to the employee upon requeot nd

the origin l dooument tion ill be leept
oonfidenti lly by the City nd ret ined for t

le ot 1 ye r

3 R ndom Teoting

Employeeo in oenoitive pooitiono ill be

required to cubmit to drug testing on r ndom
b oio 1 liot of those j ob ol ooifio tions
determined to be sensitive illbe de eloped
by the City nd kept on file in the offioe of

the City Clerk md ill be periodic lly
upd ted o needed Covered indi idu ls illbe
informed in riting th t they re oubjeot to

r ndoffi testing due to the oenoitive n ture of
their jobs

b Selection of employeeo for r ndom teoting ill

be oonduoted through the uoe of r ndom

number gener tor or other neutr l oelection

prooeoo

o When n employee io oeleoted for r ndom

teoting both the employee nd the employee o

ouper ioor Hill be notified on the d y the
teot io ooheduled to oocur

d Teoting m y be pootponed only chen n

employee o supero ioor nd the City Clerk gree

th t there io oompelling need for deferr l
Le the employee io out on le ve or

tr T eling
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e 7n employoe Ihoeo rmdom drug test ie doferred
lill be eubj ect to m unmnounced teet Ii thin

einty dlYo

1 Routino Fitneeo for Duty

7n employoe ill oubmit to 0 drug teot if the teot

ic conducted lC port of l routinely cohedulod
omployee fitnooo for duty modico l elDmino tion thot
ic plrt of tho City octoblichod polioy or thot ic
echoduled routinely for 0 11 membero of o n

omploj ent cllcsifie ltion or group ond lpprovod 0 0

l prerequioite by the City

5 FolloH up Teoting

If the employee in tho oource of employment enterc

In employee o ooiotonoe progrlm for drug reloted
problems or o n o loohol or drug rohlbilito tion

progrom the employee muet oubrnit to unlnnounood

drug tooting 0 0 0 follOl up to ouoh progrom ot

10lot onoe l yelr for tllO yeo rs o ftor oompletion of
tho progrlm Id o nco notioe of follo 1 up teoting
illnot be gi on to the employee being teoted If

In omployee voluntlrily entoro l progrlm the City
It ito option mlY not require follo up tooting

i Roturn to Duty Teoting

In Employoo Hho doeo not po oo 0 drug teot connot

roturn to ork unlooe

l Tho City It its 0010 diooretion permits tho

employoe to return to ork

b Tho employee poooeo l drug toot ldminiotored
under thio rulo

o Tho employee lgreeo to plrticip lte in lnd
ouooooofully complete ony o lcohol or drug
evoluo tion counceling or rehlbilit ltion

progrom required by the City

d The employee o greeo to oubmi t to periodio
unlnnounoed drug teste ot loo st once l YOlr

for l tllO 2 YOlr period lfter oompletion of

the progrom
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I r I
Jropoxyphono Dlrvocet DClrvon I Dolene

Q

nj i t S k d Q

2 Job lpplicClnt lnd omployeo roquired to oubmit to

drug or Cllcohol tooting Hill bo loked to oign l

Conoent to Teoting form

3 Beoluoe of the potentill ldveroe oonoequencoo of

pooi ti T

TO toot rooul to on employeoo tho City ill

employ Cl very ClccurClte teoting progrlm Urine lnd

blood olmpleo ill be Inllyzed by l highly
qUllifiod indopendent lClborCltory Ihich hClo becn

oeleoted by the City lnd lpproved by the ngency for

HOllth Clre dminiotrltion or the U 8 Doplrtment
of HOCllth Clnd HumCln Sorvicoo

1 I ppliclnto lnd omployooo I ill be given In

opportunity prior to lnd Clfter teoting to provide
Clny informCltion to the HedioCll Reviel Officer HRO

Ilhich they conoider relevlnt to the teot including
lioting lll drugs they hlve tlken recently lioting
preocribed drugs lnd elCpllining the oircumotlnceo

of the uoe of theoe drugo in riting or other
relevlnt medicCll informltion Thio medicll

informltion io confidentill lnd ohould be given
only to the NRO The lppliclnto lnd employeeo Jill
lloo be provided I ith l notioe of the moot oommon

medicltion by brlnd nlme or common nlme l0 lell l0

the chomicCll nClme Thich mlY lltor or lffect Cl drug
teot Finllly lppliolnto lnd omployeeo lJill
receiTTe Cl OUffiffilry of thio polioy Clnd Cl liot of

locll employee l oiotlnce progrClmo Clnd locll drug
rehlbilit ltion progrClmo

5 1n employee injurcd It the Horkpllce lnd required
to be teoted ill be tClken to Cl medicll floility

for immodiClte treltment of injurieo If the injured
employee io not It l deoignlted collection oite
the employee Hill be trClnoported to one ClO ooon ClO

it i medicllly feloible Clnd opecimeno ill be
obtlined If it io not medicllly feloible to move

the injured employoe opecimeno lill be obtlined It

the trel ting flcili ty under the procoduroo oot

forth in thio polioy lnd trlnoportod to In lpproved
teoting llbor ltory
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6 No cpocimeno lIill be tlIwn prior to the

dminiotr tion of emergenoy medio l c re Once thio

oondition h c been o tiofied n injured employee
mUEJt rele EJe to the City the resulto of ny tecto

oonduoted for the purpooe of cholling the precenee
of lcohol or drugo

7 Body Speoimeno

Urine lIill be uoed for the initi l teat for ll

drugc elwept lcohol nd for the confirm tion of

ll drugc elwept lcohol Blood ill be uced o

both the initi l nd oonfirm tion teat for lcohol

The phyoioi n Hill h Ye the diooretion to determine

hether dr lIing blood c mple ill thre ten the
he lth of the injured employee or if the employee
h o medic l oondition unrel ted to the ooident

Ihioh m y preolude the dr lIing of tho neoeDD ry

qu nti ty of blood for teoting opecimen Under

theDe oircumct noeD no inferenoe or presumption of

intolcic tion or imp irment dill be m de

8 Coct of Tecting

The City ill p y the ooot of ini ti l nd

oonfirm tion drug teDts IIhich it require0 of

employeeo nd job pplio nto 1n employee or job
pplio nt Iill p y the ooct of ny 1ddition l drug

teDto not required by the City

9 Colleotion Site

1 The City ill utilize oollection Dite

deEJign ted by n pproYed l bor tory IIhich h o

ll neoeoo ry perDonnel m teri lc equipment
f oilitieo nd oupervioion to provide for the
oollection oecurity oh in of ouotody
procedureD tempor ry otor ge 1nd ohipping or

tr nDport tion of urine 1nd blood cpeoimeno to

n pproved drug tooting l bor1tory The City
m y loo utilize medio l f cility o

oolleotion Dite Ihioh meetc the pplio ble

requiremento

35



Security of

uctOdY prOOed hr oolleotion ci

t

ot o eont

i aey f t
e ohaiR f

e cpooimen
lntogrit

e lndividu31

opoo

ana
and a

fod

t tho lah
an tat

ont ty f

1

o al rulo
o at y ill

0 ef tho

3bor3tor

Jnd Ei
moot Ct3t

1I0alth

e o tif
oli

a d

Toot
Ca o

oa hy Fl rid
If tho

u

n ChaiR f C
Ad n i t at

g noy f

cod fo
uctod Hnc

lon
n

r ao

Fe
rug

ooted So 1
om yoo

r 1806 11 h

t o laB

a t f u

JeB a

0

St
ato y

p e ef S
pplleant

it
at D a t

aa

af
o rt ifiod b

o a 6 I If

d
11 eoo

oal th and
0 Unit d

eClgn3ted h

the ch3
LHRJn 8er

He
y t

a f e

coo

m3n Sac

e Dep3r

uctod r

lcec

tment of He31
orm

10 Collootion S

th ond

lte Perconnel

1 cpeoimen in
tectc ill b

Jn 3mount cuff
o t3ken or

lOlent

oollected by
or to 2 drug

1 phycioi3n
rcgictered

3 phyoioiJ n

pr3ctio31
profeccion31

c 3ccict3nt

eo tif
au e a n

ae o a l

a

000 0

a cdie

e p aetitiaeo
con od

or the
0 lC

or a

cndering
a e dcnt f

p o ont at

emergenc

or the
thc

J cerVlOC

urpoce

A qualified

t oatmont o

ce tified
l e o employed b

tr3ining J nd

o 3tory ho h
y 3 licenced

c 111c f

3C the

or

Tooti Lah

o the aooi Odn
co ary

or3tory

3ckc

The 13bor3tor
confirm3t

uced to

i
lon dfY 3n31y e

conced JnEi
cpecime

lniti31

Ca dmi
a od by thno

ill b t

r

by
mot ati n

0 A cno

hor

he 1gcnc
uClng crit

Lor He31 th

St3nd3rdc I

In itc n

er13 ect3bl

Fla

o g h
shod

St t

b rutO Y iimi
Codo Cha

o

o
kplaoo

u

arano t f
oo t od b

18 o

of 3

t J

H

o tab Z d a

h d

umJ n 8

the D

ec

erVloec

op3rtmont

11

b

3

b

36



b nIl l bor tory oeeurity ch in of cuotody
tr noporting nd receiving of epecimene
specimen proceeeing reteoting otor ge of

epecimcne inetrumcnt c libr tion nd

reporting of reeulto ill be in ccord ncc

ith et te l Ie nd rulco cet blihcd by thc
Florid ngency for He lth C re dminiotr tion
or the United St teo Dep rtment of He lth nd

Hum n Serviceo

c The llbor ltory illpro Tide ooiot nce to the

BRO thc employce or job ppliclnt for thc

purpoee of interpreting ny pooitive confirmed
teot reoults

12 Initi l Teet

Thc initi l ocreen for ll drugo oh ll be n

illUluno oo y except the ini ti l teot for lcohol
oh ll be n enzyme oxidltion methodology

Levele on initi lly ocreened urine opecimeno hich
re equ l to or elwecd the folloling oh ll be

conoidered to be preeumpti ely pooi ti e nd then
submitted for confirfi tion tceting

Amphetaminea 1000 ng mL

Cannabinoida 50 ng mL

11 nor Delt 9 tet roc nn binol 9
c rboxylic cid

Cocaine 300 ng m

Benzoylecgonine
Ihencyclidine 25 ng rnL

Hethaqualone 300 ng mL

Opiates 2000 ng mL

Barbiturates 300 ng mL

Benzodiazepines 300 ng mL

iethadone 300 ng mL

IropoJCfPhane 300 ng mL

The only opecifien for lcohol teJting oh ll be

blood nd the initi lly oereened opecimen oh ll be
conJidcred preoumptively pooitivc nd Jubmitted for

confirm tion teoting if the level io equ l to or

exceed0 01g dL
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13 Confirm tion Teoto

ll opecimeno identifiad o preDumptive1y pooitiva
on the initi l teot oh ll be confirmad uoing m oo

opectrometry m oo opectromatry MS MS or g o

chrom togr phy m os opectrometry CCntS ellcept
th t lcoho1 ill be confirmed uoing g o

chrom togr phy 11 confirm tiono oh ll be done by
qu ntit ti T

Ta n lyoio LaTTelo on confirm tion

tcoting for urine opecimen 0 o hich re cqu l to or

Olweed the follolling oh ll be reported o pooi thTc

Amphetamines 500 ng mL

mphet mine meth mphet mine

Cannabinoido 15 ng mL

11 nor Delt tetr hydroc nn binolc rbollylic cid
Cocaine 150 ng mL

benzoulecgoninc
rhencyclidine 25 ng mL

Methaqualone 150 ng mL

Opiates
Codeine 2000 ng mL

Morphina 2000 ng mL

6 1cctylmorphine 10 ng mL

Barbiturates 150 ng rnL

BeReodiaeepines 150 ng mL

Methadone 150 ng mL

rropoxyphene 50 ng mL

l bor tory oh ll not report opecimen pooitiva for
meth mphet mina only The opecimen muot cont

mphet mine t concentr tion equ l to or gre ter

th n 200 ng mL by the confirm tion teot If thio
criterion io not met the opecimen oh ll be reportad

o nag tive for meth mphat mine

Teoto for 6 1cetylmorphine Ilhen

concentr tion aJcceedD 2000 ng mL

the morphine

The leohol leyel on confirm tion teoting for blood
hich io aqu l to or eJcceedo O 01g dL oh ll be reportcd
D pooi thTc
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I TEgT RESULTS

1 Reporting Resulte

0 The loboro tory ill report 0 11 test reeul ts
both poeitivC md nego th e to the Medieol

Re ielOfficer MRO ithin seyen larking doys
o fter receipt of the speoimen ot the
loborotory The Hedicol Re iOlOfficer ie

employed by the City Jnd not the drug testing
lJ borotory

b The lJ borJ tory ill report os nego tiye 0 11
specimens I hioh o re nego tive on the initiol
test or negoti e on the oonfirmo tion test

Only specimens oonfirmed positiye on the
eonfirrnotion teet lIill be reported positi ye

for 0 specifio drug I report liill not

disclose the presence or obsence of J ny drug
other thon 0 specifio drug ond its metobolites
listed in this policy

c The loboro tory liill tr msmit reEJUl ts in 0

monner designed to ensure confidentio lity of
the informotion The loboro tory o nd MRO lIill
ensure the security of the doto tronsmiscion
J nd restrict o ccess to Jny do tJ tronsmission
storoge o nd retrieyo l system

d The MRO lill yerify thot positive o nd negotive
test results lere properly o nolyzed ond

hJndled o ccording to the lgency for Heo lth
Co re I dminiotrJ tion or U S Deportment of
Heolth ond Humon Serviceo ruleo The MRO lIill
hoye knolledge of oubstJ noe Jbuoe dioordero
o nd ohJ ll 0 100 be knOliledgeo ble in the mediool
uoe of prescription drugs o nd in the

phormocology J nd tOldcology of illicit drugo
The MRO sholl eyoluo te the drug test

recult s hieh is reported by the lob

verify by cheoking the chJ in of custody form

thot the spcoimen IDO oolleoted tronsported
o nd Jnolyzed under propcr prooedureo ond

determine if o ny J lternJ tiYc medioJ l

CltplJnotions ooueed 0 pooi ti ye teot reoul t

This determinJ tion by the MRO co n inolude
conducting 0 medioJ l interyiCi liith the
indi7iduo l reviCi of the individuol s medicol

history or the rc riel of Jny other relevont
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bio medio11 f1ctorEJ The NRO eh111 1180 rC ieH
111 medic11 reoordo m1de 1Tr 1il1ble by the
teoted indiT idu11 The D1RO m1Y requeet the

L lbor1tory to pro7ide qU1ntiz 1tion of teet

reoulto

e The NRO Hill oontlct the employee or job
1ppliclnt of 1 oonfirmed pooiti7e teot reoult

1nd inquire 10 to hether preooriptiTle or

over the counter medic1tiono oould hlve o1uoed

the pooitiT e teClt rc oult The MRO Hill folloH

the prooedureo Clet forth in the Workero

Compenoltion Drug Teoting Ruleo 1nd the gency
for Hellth C1re dminietrltion Drug free

Workpl1oe Stlnd Hdo or the ruleCl eotlbliehed

by the U S Dep1rtment of He11th lnd Hum1n

Ser7icee for pro7iding the lppliolnt or

employee the opportunity to preoent relevlnt

inform1tion reglrding the teot reculto fter
follo ling the lppropri1te procedurec the MRO

Hill notify the City of lny verified

confirmed poeitive teet reeulte

f Within fhTe Horking dJ Yo 1fter receipt of l

pOClitive confirmed teet reeult from the D1RO

the City Jill inform the employee or job
J pplic1nt in Iriting of ouch pooitiT e teot

reoulto the concequenceo of ouch recult8 1nd
the optiono lvlil Jble to the employee or job
Jppli Oln t including the opportunity to

contlct the 1RO lnd the right to file Jn

1dminiotrJ tive or leg11 ohJ llenge

g The City Iill proT ide to the employee or job
lpplicJnt upon requeot l copy of the teot

resulto

h Unleoo othenlioe inotructed by the City in
Iriting 111 ritten recorda pertlining to 1

given opecimen ill be retlined by the drug
teoting llbor ltory for l minimum of fiT e

yelro The drug teoting llbor ltory oh111

ret1in in properly oeoured refriger1ted or

frozen otorlge for l minimum period of one
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c The gency for He lth C re drniniotr tion the
City or the NR0 detecting f loo pooi ti ro

error oh ll immedi tely notify the l bor tory
nd the Dep rtment of ny ouch error

3 Employee Protection

During the 180 d y period fter ritton
notific tion of pooiti ro teot reoult the

employee ill be permitted by the City to h Ye

portion of the opecimen reteoted t the

employce 0 eJ penoe lny ddi tion l teoto

hO eler muot be conducted on the o me

specimen o the origin l teot The reteoting
muot be done t Florid gency for He lth
C re drninistr tion HCT or United St teo

Dep rtment of He lth nd Hum n Serliceo

licenoed nd pproled l bor tory The oecond
l bor tory muot teot t equ l or gre ter

oenoitivity for the drug in queotion o the
firot l bor tory The firot l bor tory hich
performed the teot for the City ill be

reoponoiblc for the tr nofer of the portion of
the opeoimen to be reteoted nd for the

integrity of the ch in of cuotody for ouch
tr nofer

b The drug teoting l bor tory Hill not dioclooc

ny inform tion concerning the he lth or

ment l condition of the teoted employee

c The City lill not requeot or receive from the

testing f cility or the NRO ny inform tion

concerning the peroon l hc lth h bit or

condition of the injured employee including
but not limited to the preoencc cr boence of
HIV ntibodieo in the injured orker 0 body
fluido

d The City Hill not dioch rge diocipline
refuoc to hire discrimin te g inot or

requeot or require reh bilit tion of n

employee of job pplic nt cn the oole b oio of

pooitive teot result th t h o not been
erified by confirm tion teot nd by

Medic l Ro de Officer
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e The City Hill not diochJ rge diocipline or

diocriminJ te J gJ inot Jn employee oolely upon
the employee o voluntJ rily oeeking treJ tment

hile under the employ of the City for J

drug relJ ted problem if the employee hJ o not

previouoly teoted pooitive for drug uoe

entered Jn employee J ooiotJnce progrJm for

drug relJ ted problemo or entered Jn J lcohol

Jnd drug rehJ bilitJ tion progr The City
retJ ino the right to oelect J n ElP or drug
rehJ bilitJ tion progrJm Ihen the City pJ Yc the

coot of the employee 0 pJ rticipJtion in the

progrJm

f 711 J uthorized treJ tment of Jn injured
employee prior to reJ oonJble notice of the

deniJ l of benefito Hill be pJ id to the

heJlth cJ re provider by the eJ rrier or oelf
inourer Prior to denying medicJ l Jnd

indemnity benefito bJoed upon J pooitive teot

reoult the City lOrkero compenoJ tion
cJ rrier or oelf inourer Jill gi fe reJ oonJble

notice to J ll J ffected heJ lth cJre providero
thJ t pJ fRent for treJ tment cJre Jnd

J ttendJnce provided to the employee J fter J

future dJte certJ in ill be denied

J EMPLOYEE l88ISTlNCE PROCRlJ1

The City Jill mJ intJ in Jn Employee l sEJiotJnce ProgrJm ElP to be
J dminiotered by the office of the City Clerk
I PURPOSE AND SCOPE

The purpose of the following section is to provide a written

description of The City of Palmetto s Drug Free Workplace Program

II REFERENCES

Florida Statute Chapter 440 102 Drug Free Workplace Program

Requirements City of Palmetto Drug Free Workplace Policy COP

4 06 49 CFR Part 382 Section 316 302 Florida Statutes

III APPLICABILITY

This program applies to all employees of the City of Palmetto

IV DEFINITIONS
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A Drug means alcohol including distilled spirits wine malt

beverages and intoxicating liquors amphetamines cannabinoids
cocaine phencyclidine PCP hallucinogens methaqualone opiates
barbiturates benzodiazepines synthetic narcotics designer drugs
or a metabolite of any of the controlled substances

B Controlled Substances means any substance including its
metabolites as defined in Section 893 02 3 Florida Statutes or

as defined by federal law

C Drug Test means any chemical biological or physical
instrumental analysis administered by a laboratory certified by
the United States Department of Health and Human Services or

licensed by the Agency for Health Care Administration for the

purpose of determining the presence or absence of a drug or its
metabolites An employer may test an individual for any or all of

such drugs

D Reasonable Suspicion means a belief based on objective facts
and the rational inferences which may be drawn from such facts or

based on direct or reported observations from a verifiable source

that the particular employee is using or is impaired by drugs or

alcohol

E Safety Sensitive Position means with respect to a public
employee a position in which a drug impairment constitutes an

immediate and direct threat to public health or safety such as a

position that requires the employee to perform life threatening
procedures or a position in which a momentary lapse in attention
could result in injury or death to another person

F Employee Assistance Program EAP means an established program
capable of providing expert assessment of employee personal
concerns confidential and timely identification services with

regard to employee drug abuse referrals of employee s for

appropriate diagnosis treatment and assistance and follow up
services for employees who participate in the program or require
monitoring after returning to work In addition to the above
activities an Employee Assistance Program provides diagnostic and
treatment services

G Medical Review Officer MRO means a licensed physician
employed with or contracted with an employer who has knowledge of
substance abuse disorders laboratory testing procedures and chain
of custody collection procedures MRO s also verify positive
confirmed test results and have the necessary medical training to

interpret and evaluate an employee s positive test result in

relation to the employee s medical history or any other relevant
biomedical information
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H Chain of Custody refers to the methodology of tracking
specified materials or substances for the purpose of maintaining
control and accountability from initial collection to final

disposition for all such materials or substances and providing for

accountability at each stage in handling testing and storing
specimens and reporting test results

y PROCEDURES Formatted Font Not Bold

A General Administration

1 All City of Palmetto employees are prohibited from using
selling dispensing distributing possessing or manufacturing
illegal drugs narcotics or alcoholic beverages while on City
premises work sites or in a City vehicle In addition an employee
is prohibited from off premises use of alcohol possession use

and or sale of all illegal drugs including prescription drugs when
such activities adversely affect job performance job safety or

interfere with the City s ability to carry out its mission Such
violations include but are not limited to possessing illegal and
non prescribed drugs and narcotics or alcoholic beverages at work

being under the influence of such substances while working using
them while working dispensing distributing or illegally
manufacturing or selling them on City premises work sites or in

City vehicles

2 As a term and condition of employment employees must refrain
from taking drugs alcohol that impair performance or are illegal
on or off the job

3 All employees are strictly prohibited from reporting for work or

performing work while impaired by drugs and or alcohol

4 City of Palmetto conducts the following types of drug tests

pre employment reasonable suspicion post accident injury routine

fitness for duty random and follow up

5 All applicants being considered for employment are subjected to

a pre employment physical and drug test If an employee s job
classification requires an annual physical the employee will be

required to submit to a drug test as part of the physical All

positions that require a commercial driver s license CDL will

require annual random drug and or alcohol testing

6 An employee may be required to take a drug test at any time to

determine the presence of drugs in accordance with the reasonable

suspicion alcohol and or drug testing provisions of this program

7 An employee who is arrested for and charged with any criminal
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drug and or alcohol violation must report such arrest or charge to

their supervisor and or the Office of Human Resources within 72

hours Failure to report this information may result in

disciplinary action up to and including termination

8 An employee s supervisor should report immediately during that

working shift to his her department head and or Director of Human

Resources any action by any employee who demonstrates an unusual
behavior pattern An employee believed to be under the influence of

drugs and or alcohol will be required to submit to a drug and or

alcohol test The supervisor will arrange safe transit to the

approved City collection site

9 An employee who uses legal and or prescribed drugs during
working hours or has any reason to expect such use may affect their

ability to perform their work must report this fact to their

supervisor A determination will then be made as to whether the

employee will be able to perform the essential functions of the job
safely and properly Failure to report this information may result
in disciplinary action up to and including termination

10 An employee who is required to submit to a drug and or alcohol
test who then states they have a problem with drugs and or alcohol

abuse is not exempt from disciplinary action up to and including
termination

11 An employee who is experiencing work related or personal
problems resulting from drug and or alcohol abuse or dependency may
request to seek counseling under the Employee Assistance Program

EAP City sponsored or required counseling will be kept as

confidential as possible Failure to cooperate with an agreed upon
treatment plan may result in disciplinary action up to and

including termination An employee will not be permitted to return

to work until certification is presented to his her supervisor that
the employee is capable of performing their job Participation in a

treatment program does not protect an employee from the imposition
of disciplinary action for violations of this or other City
policies

12 An employee will be subject to disciplinary action up to and

including termination for violation of the Drug Free Workplace
Policy Refusal to submit to a drug and or alcohol test will

result in immediate termination

13 An employee who is injured on the job who refuses to test or

who receives a confirmed positive test will forfeit all rights to

Workers Compensation medical and indemnity benefits

B Testing
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1 Pre Employment Pre Duty Testing

a For purposes of this section the term applicant shall include

City employees who have been selected for internal promotions to

vacant positions or those that have been reassigned or transferred

b Job offers made to applicants post offer are contingent upon
the applicant successfully passing a drug and or alcohol screening
prior to commencing employment

c If the applicant fails to pass the pre employment drug and or

alcohol screening he she will be disqualified from further
consideration for employment and shall remain ineligible for

employment with the City for six 6 months from the date of the

initial positive test results An applicant who fails to submit to

the required pre employment drug and or alcohol test shall be
denied further cons ideration for the position for which he she

applied

2 Reasonable Suspicion Drug Testing

If required all City employees including those in safety
sensitive and special risk positions will submit to a drug and or

alcohol test for reasonable suspicion of drug and or alcohol use

Reasonable suspicion drug testing means drug testing based on a

belief that an employee is using or has used drugs in violation of

the City of Palmetto Drug Free Workplace Policy An employee may be

drug tested for reasonable suspicion based upon the following

a 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

b Abnormal conduct or erratic behavior while at work which may
include a significant deterioration in work performance

c A report of drug use provided by a reliable and credible source

e g law enforcement

d Evidence that an employee has tampered with a drug test during
their employment with the current employer

e Evidence that an employee has used possessed sold solicited

or transferred drugs while working or while on the employer s

premises or while operating the employer s vehicle machinery or

equipment

f For a reasonable suspicion drug test on an employee the

supervisor must complete the following steps
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1 Complete a Reasonable Suspicion Observation Form detailing
specific observations as described above The form requires the

name and signature of two supervisors observing the questionable
behavior

2 Report the incident to the Department Director and the Office
of Human Resources

3 Remove the employee from the worksite immediately and escort

the employee to the designated specimen collection site City of
Palmetto s authorized collection site for a drug test

4 Present a completed Reasonable Suspicion Drug Test Form to the

designated specimen collection site at the time of the test and

forward a copy to the Office of Human Resources

5 Place the employee on administrative leave with pay status

until the confirmed test results are obtained

3 Post Vehicle Accident Drug Testing

All employees including safety sensitive employees will be drug
and or alcohol tested immediately following a vehicle accident

a The supervisor or designee will escort the employee to the City
of Palmetto authorized collection site immediately following the
local authorities completed crash investigation

b If an employee receives emergency medical treatment following a

vehicle accident the following time frames apply for post accident
vehicle drug and alcohol tests

1 A post vehicle accident alcohol test needs to be administered
as soon as practicable but within four 4 hours following the

vehicle accident If the alcohol test is not administered within
the four 4 hours the supervisor will include information why the

testing was not performed within the four 4 hour period on the

City of Palmetto Property Damage Report Supervisor Investigation

2 A post vehicle accident drug test needs to be administered as

soon as practicable but within thirty two 32 hours following the
vehicle accident If the drug test is not administered within the
thirty two 32 hours following the accident the supervisor will
include information why the testing was not performed within the

thirty two 32 hour period on the City of Palmetto Property
Damage Report Supervisor Investigation

4 Routine Fitness for Duty Follow up Drug Testing
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All employees who are afforded an opportunity to receive

rehabilitation and complete a treatment program as a result of

violating this policy will be required to successfully pass a re

test for drug and or alcohol before returning to their job duties

Follow up testing will be randomly conducted for a one year period
after completion of the program Advance notice of a follow up
testing date will not be provided to the employee

5 Safety Sensitive and Special Risk Drug Testing

Safety sensitive and special risk describe positions in which a

drug impairment constitutes an immediate and direct threat to

public health or safety such as a position in which a momentary
lapse in attention could result in injury or death to another

person

City of Palmetto s safety sensitive and special risk positions
require a pre employment physical and drug test The employee as a

part of pre employment process will proceed to the designated
specimen collection site Employment with City of Palmetto is

contingent upon successfully passing the pre employment physical
and drug test

a Safety sensitive and special risk positions are subject to a

random drug and or alcohol test annually after pre employment
e g CDL police positions

b Special risk positions are subject to a physical drug and

alcohol test annually after pre employment e g Police position

If an employee in a safety sensitive or special risk position
enters an Employee Assistance Program or drug rehabilitation

program of their own free will and not as a result of an

injury accident or reasonable suspicion the employee will be

assigned a position other than a safety sensitive or special risk

position or if such position is not available the employee will
be placed on leave while the employee is participating in the

program The employee shall be permitted to use his her accumulated
annual and sick leave credits before leave may be ordered without

6 Random Drug Testing

Employees whose safety sensitive position requires a Commercial
Drivers License CDL must comply with an annual random drug and or

alcohol test Each calendar year the City will randomly select and

test 50 of the total number of safety sensitive employees for

drugs and 25 for alcohol
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a The selection of employees for random alcohol and or drug
testing shall be made by a purely random method such as a

computer generated random number table Each employee shall have an

equal chance of being tested each time selections are made The
random program will generate two 2 lists of numbers a primary
list and a secondary list

b Human Resources will match the primary number list to a

corresponding list of safety sensitive employees positions
requiring a CDL The secondary number list is used only if the

employee on the primary list is not available within three 3
calendar days of the generation of the random numbers list

c Human Resources Department will provide a Notification for
Random Drug and or Alcohol Testing Form containing the name of the

employee to be tested to their supervisor After being contacted

by the supervisor and presented a copy of the Notification for
Random Drug and or Alcohol Testing Form the employee will be
escorted to the City s designated specimen collection site

immediately for the drug or alcohol testing

d The designated specimen collection site will be informed of the
names to be tested by Human Resources The employee will present
the Notification for Random Drug and or Alcohol Testing Form

his her City 1 0 or driver s license to the Drug Screen

Coordinator upon arrival at the designated specimen collection
site

e Employees will not be given advance notice regarding the random

drug and or alcohol test Any employee not available for a minimum
of three 3 calendar days due to illness or annual leave shall be

placed back into the pool and the next number and corresponding
name person from the secondary random list will be screened

C Designated Collection Site

All pre employment physicals and alcohol and or drug tests are

conducted by City of Palmetto s authorized healthcare provider
which acts as the collection site Technicians are trained in the

appropriate chain of custody procedures and can provide
documentation if required All test results are reviewed and
verified by a Medical Review Officer MRO Licensed Physician
Employees and job applicants should report the use of prescription
or non prescription medications to the Medical Review Officer

Every reasonable effort will be made to obtain the most accurate

test results while affording the employee privacy during the
collection process Testing will be done in accordance with

provisions of applicable law
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The Medical Review Officer is designated by the Healthcare Provider
and functions independently of the City The MRO s qualifications
include a demonstrated knowledge of substance abuse disorders and

appropriate medical training to interpret and evaluate a

combination of an individual s positive drug and or alcohol test

results and his her medical history and other relevant biomedical
information in order to make an accurate review and or analysis of
the drug test results

1 If the designated specimen collection site is not open and after
hours testing is required as a result of reasonable suspicion or

post accident injury the supervisor will follow the established

protocol

a Supervisor will complete the Reasonable Suspicion Observation
Form and appropriate Property and Liability report s for post
accident injury testing if applicable

b The supervisor is required to call the designated specimen
collection site after hours phone number and then immediately
escort the employee to the designated specimen collection site s

location

c Supervisor will inform the Department Director and the Office of
Human Resources as soon as possible during normal business hours

D Over the Counter or Prescription Drugs

The employee must notify his her supervisor if they have been

prescribed a drug for a medical or other condition which could

impair their ability to perform their job If it is determined that
the employee is unable to perform his her job due to impairment
caused by the medication the employee should apply for appropriate
leave or discuss alternative job duties that would not cause a

safety concern with their supervisor An employee and job
applicant should confidentially report the use of prescription or

non prescription medications to the City s Medical Review Officer
MRO when contacted by the MRO This information will be

interpreted in order to determine test results

E Positive Test Results

If the drug test of a City of Palmetto employee is confirmed as

positive the employer s Medical Review Officer MRO shall provide
technical assistance to the employee for the purpose of

interpreting the test result to determine whether the results
could have been influenced by prescription or nonprescription
medication taken by the employee

1 Challenge Test Results
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a An employee or job applicant who wishes to challenge test

results is responsible for notifying the City s designated specimen
collection site of an adrninistra tive challenge or civil action
brought pursuant to Florida Statute Section 440 102

b An employee or job applicant may contest test results pursuant
to the rules adopted by the Department of Labor and Employment
Security

c Any additional laboratory testing resulting from a challenge to

the test shall be at the employee s or job applicant s expense

F Confidentiality and Record Maintenance

The results of drug and or alcohol tests shall not be included in
an applicant s or an employee s personnel file but shall be
retained by the Office of Human Resources in a separate medical
file exempt from public inspection

G Searches

Everyone is concerned about personal security and the security of

the workplace Workplace security is a responsibility shared by
the City and all employees The City may request the cooperation
of an employee in agreeing to a search of personal property such as

packages briefcases purses and similar containers as well as

private vehicles parked on City property City supervisory and
managerial employees have the right to enter or search City
property with or without notice including desks lockers

computers phones and e mail Generally there shall be no

expectation of privacy while on any City property or of any
property brought onto City premises This delicate balance between
privacy and security is something important to everyone and

cooperation is needed from all employees

H Communication of this Procedure

All employees will receive a copy of this procedure All employees
shall sign an Acknowledgment and Consent Form stating that they
have received a copy of this Drug Free Workplace program The form
will be placed in the employee s personnel file The Office of

Human Resources will be responsible for coordinating drug and or

alcohol awareness programs and shall be responsible for answering
employee questions regarding the City s Drug Free Workplace Policy
and Procedure Employees are encouraged to discuss this policy
with their supervisors and or managers

The City of Palmetto Drug Free Workplace Policy poster will be
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posted on all work location bulletin boards

I Training

All new employees to City of Palmetto receive training on the Drug
Free Workplace Policy and Procedures during New Employee
Orientation Drug Free Workplace training will be conducted

annually to all current employees and supervisors

VI RESERVATION OF AUTHORITY

The authority to issue or revise this Drug Free Workplace Program
is reserved to the Mayor and City Commission

Human Resources will prepare forms to carry out the provisions of
this policy and program

K INVESTIcnTION

1 To ensure th1t illog11 drugc 1nd 11oohol do not

enter or 1ffoot tho lOrkpl1oe tho City rococo oc

tho right to cO1roh 111 ohicloc oont1inerc

lookorc or othor itoms on City proporty in

furthor1noo of thic policy Individu11c m1Y bo

roquoctod to dicpl1Y porcon11 proporty for isu11

incpeotion upon City roquect

2 SO1rohoc ill bo oonduotod only horo tho City h1c

rO1con to bolioo e th1t the employee h1c iol1tod

tho City subct1noo 1buce polioy

3 F1ilure to concent to 1 cO1roh or dicpl1Y perconll
property for o isull incpeotion Hill be groundc for

disohlrge or denill of locecc to City premicec

1 Selrohec of In employee c perconll property Hill
tlke plloe only in the employee c precenoe 711

celrohec under thic policy ill ocour ith the
utmoct dicoretion lnd oonciderltion for the

employee invol ed

5 Indio idu11c m1Y be required to empty their pocketc
but under no oiroumctlnooc Iill In omployoe be

roquirod to romo e lrtioloc of olothing or be

phyciollly celrohed

6 BOO1UCO tho primlry oonoorn is the clfoty of itc

omployeec 1nd their Iorking enlironment the City
Hill not normllly proceoute the employee in m1tterc

inlol ling illegll oubotlncec HO le oer the City
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Hill turn 07er 311 oonfic03ted drugc to the proper
1J l enforcement 3uthoritieo Further the City

reoer7ec the right to oooperJ te lith or enlict the
oer7ioec of proper 1J 1 enforoement J uthoritieG in
the oouroe of Jny in7eotig3tion

L nRREST OR CONVICTION FOR DRUC RELnTED CRIME

1 IfJn employee io J rreoted for or com icted of 3

drug relJ ted crime the City lill in estigJ te J ll
of the circumotJ nceo 3nd City offici110 m3Y
utilize the drug teoting procedure if 03uoe io

eotJbliched by the in7ectig3tion In moot oJ oeo 3n

3rreot for 1 drug re13ted crime conotituteo
reJoon3ble ouopicion of drug uoe under thio policy

The follo ling procedurelJ Hill 1pply

1 During in7eotig1tion 3n employee mJ Y be
p13ced on leJ ve Ii thout pJ Y l fter the

in7eotigJ tion io completed the leJ ve m3Y be

converted to J Guopenoion or the employee mJ Y
be reinotJ ted depending upon the fJ cto Jnd

circumot3nceo

b If con7icted of 3 drug relJ ted crime J n

employee uill be terminJ ted
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o If m employee h1o boon ouopended 1nd the C1oe

h1o been diomisoed or othenlioe diopooed of

the City Hill m1ke 1 determin1tion 10 to

hether to 1uthorize the employee 0 return to

Iork b1oed on ito in eotig1tion If the

employee io 1uthorized to return to lOrk the

employee muot 1gree in lriting to un1nnounced

periodic teoting for 1 period of up to 2

ye1ro

d Beo1uoe of the oeriousneoo of suoh oitu1tionc

the City reoerveo the right to 11ter or oh1nge

ito polioy or deoioiono on 1 given oitu1tion

depending upon ito inveotig1tion 1nd the

tot11ity of the oiroumot1neeo

2 1I 01 oondition of employment 1n employee I ill

notify the City Clerl of 1ny crimin11 drug ot1tute

oom iotion for 1 viol1tion hioh oocurred on City

premioeo The employee muot gi le notice to the City
Iithin fi le d1Yc of ouoh oonviotion

N CONFI DENTIlLITY

711 infom1tion interlie lO reporto ot1tement memor1nd 1

1nd drug teot reoulto ritten or othenlioe reoeiled by
the City 10 1 p1rt of thio drug teoting progr1m 1re

oonfidenti11 oORlRlunic1tiono Unleoo 1uthorized by ot1te

111 0 ruleD or regul1tiono the City Hill not rele1oe

ouoh inform1tion Iithout 1 I ritten oonoent form oigned
volunt1rily by the peroon teoted Thio right to

confidenti11ity doeo not 1pply lhen the inform1tion io

uoed by the City 10 1 defenoe in 1 oivil or

1dminiotr1ti le m1tter

N RECORDS tW TK ININC

1 The City ill m1int 1in 1 ourrent rcoouroc file of

providere of employee 1ooiet1noe including 11oohol

1nd drug 1buoe progr1mo ment11 he11th providero
1nd 1riouo other pereone entitieo or

org1niz 1tiono deoigned to 1ooiot employeeo lith
peroon11 or beh1 o ior11 problemo The City lill

inform employeeo 1nd nell hireD 1bout v1riouo

employee 1ooiot1noe progr1mo th1t the City ffi1Y h1ve

1v1il 1ble The inform1tion oh111 be m1de 1v1il 1ble
1t 1 re1oon 1ble time convenient to the City 1nd

oh111 be diooreetly revim ed by the employeeo
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2 Tho City Hill pro ido m 3nnu31 oduo3tion oourfJe to

300iot the employeeo in identifying peroon31 3nd

emotion31 problemo Ihich m3Y reoult in the miouoe
of 31cohol or drugo Thio oouroe lIill 3100 includo
3 preoont3tion on the leg31 ooci31 phyoic31 3nd
omotion31 oonoequencoo of tho miouoo of 31cohol or

drugo

O CONCLUSION

The City drug froe orkp13ce policy h30 been prop3rod 00

30 not to confliot Iith public polioy 3nd furthor not

to be dioorimin3tory or 3buoivo drug free lorkp13ce
ohould bo tho g031 of overy employor in 7 mericJ Drug 3nd

31cohol teoting io only ono of tho oovor31 otepo th3t
muot be t3ken to 3chio re thio obj octiIe When

incorpor3ted into 3 comprehenoive 3nti drug effort

teoting 03n go 3 long 113Y in comb3ting drug 3nd 31cohol
3buoo in the wrkplJ ce

THIS POLICY SUPERCEDES INFORMATION PROVIDED TO

PLlcnNTS OR EMPLOYEES EITHER WRITTEN OR OR THE

EMPLOYER RESER lES THE RICHT TO Ca lCE THE PROVISIONS OF

THIS POLICY NO TESTINC PROCRM lT TIHE IN THE

FUTURE

Section 4 07 Harassment Policy

A 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

2 Employees shall not engage in conduct which

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

3 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
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4 Due to the severity of illegal discriminatory
conduct and the legal questions which are often

involved in investigating such conduct the
procedures in this policy shall be used in

investigating and dealing with illegal
discrimination complaints The City s general
cGomplaint pFrocedure 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

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 national

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

c otherwise adversely affects an individual s

terms and conditions 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 individual or group because of the same

2 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
of an individual s employment or
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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
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 jokes 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

suggestive objects
reading material

workplace
pictures

of sexually
posters or

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

c Procedure

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

3 The Human Resources Director will be responsible
for evaluating all complaints under this policy and

making the determination ofn whether or not an

internal investigation is warranted In cases

where the decision is made not to investigate
that decision will be reviewed by the Mayor or in

his her absence the Vice Mayor In cases where

suctlan investigation is determined to be

warranted the Mayor or in his her absence the

Vice Mayor will designate an appropriate person or

persons who shall be responsible for conducting a

prompt thorough and objective investigation

4 All employees who are questioned during the course

of an investigation are obligated to cooperate in a

full and honest manner No employee shall face any
form of reprisal for making a complaint or for his

or her cooperation with an internal investigation
Employees who either refuse to cooperate in an

internal investigation or who intentionally give
false information at any point within an internal

investigation shall be subj ect to disciplinary
action up to and including termination

5 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 conclusion

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

6 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
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appropriate The Human Resources Director shall be

responsible for monitoring 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

7 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 or the Florida
Commission on Human Relations

8 The City recognizes that certain matters of concern

to employees may involve his her 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 an employee may by
pass the appropriate step in the procedure and

bring the problem directly to the next level

supervisorle el in the procedure
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ARTICLE 5 DISCIPLINE

Section 5 01 Statement of Policy

A Department fleads or their designee 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 as defined in this Article 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

An employee may be restricted from performing certain
duties or functions as defined in these rules and

regulations The Department Head with prior
recommendation of the Director of Human Resources and

approval of the City Clerk for their respective
employees may impose such restrictions for the good of
the city for a period of time deemed to be in the best
interest of the City

B rn employee diochorged for couce Hill not be rehired n Formatted BulletsandNumbering
Infroctionc of City policieo or deportmentol ruleD o nd

regulo tiono I hioh occurred more thon 21 monthc prior to 0

ourrent offence or deficienoy oho ll not be oonoidered
Ilhen impocing diccipline for the ourrent infrootion

B After an initial probationary period an full time

employee who believes he she has been improperly
disciplined may appeal such action to his her Daepartment
m ead to the Hoyor or Vice Moyor ooconsistent with the

procedure set forth in this policy

C In addition to City rules and regulations certified

police officers will be responsible for the written
directives of the Police Department and subject to the
standards established by the Florida Criminal Justice

Standard and Training Commission 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 of
the Police Department that is less stringent than the

policies and procedures in this ordinance are hereby
superseded by this ordinance
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Section 5 02 Progressive Discipline

Progressive discipline is the process of using increased sanctions
or measures when an employee fails to correct a behavior problem
after being given a reasonable opportunity to do so For the
purpose of this article Progressive Discipline will consist of
Oral Instruction and Cautioning Written Reprimand Suspension
Demotion and Dismissal

a Instruction and Cautioning An employee may be
instructed and cautioned as defined in these Rules and

Regulations by his her supervisor when that employee
has violated any cause for dismissal suspension
demotion or rejection as provided in Article 5

b Reprimands An employee may be reprimanded as defined
in these Rules and Regulations by his her supervisor
when that employee has violated any cause for dismissal
suspension demotion or rejection as provided in Article
5

Section 5 02 01 Pre Determination Hearing Pre Suspension
Pre Demotion or Pre Dismissal Hearing

In initiating a potential suspension demotion or dismissal to an

employee as provided in Article 5 the employee is to be given a

Pre Determination hearing by the Department Head in which the
employee is allowed to explain the cause for the
conduct behavior

A Procedure The Pre Determination hearing is to be
informal and conducted by the Department Head at his her

location without extensive witnesses court reporters or

lawyers Notes on the hearing are to be made and
witnessed whenever possible

B The Department Head shall give a copy of the
specifications and charges of the violation to the
employee prior to the Pre Determination hearing and
allow reasonable time for the employee to study the
charges and prepare for conference at which the
employee shall have the right to representation of

his her choice

C The Department Head shall conduct the Pre Determination
hearing and shall give due consideration to the comments

of the employee before initiating the required personnel
action papers The Department Head shall inform the

employee of the right of appeal under this Article
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in diomieoll ouopenoion or demotion lnd Ilhen the
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lrticlo 5 tho Doplrtment HOld ohlll lleo gilo tho
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a Name Clearing Hearing and may request that the appeal
be used for that purpose even though the employee does

not choose to appeal the suspension demotion or

dismissal

5 03 Suspension

A Supervisor may suspend any employee and any such suspension shall

be given in writing to the Director of Human Resources for

recommendation and the approval of the Department Head before

taking effect The employee shall receive a copy of the notice of

suspension The reason or reasons shall be the same as the reasons

for dismissals demotions and suspensions as set forth by this

Article The employee shall be given a Pre Determination hearing
in accordance with Section 5 02 01

Such suspension shall be for a period not to exceed thirty 30

working days except that extensions with pay may be made

pending any investigation and or hearing

5 04 Demotion

When the services of an employee are not satisfactory the

Department Head for their respective employees may demote the

employee to a position in a lower class and grade and such employee
shall be required to serve a class probationary or working test

period of six 6 months in such position

A The demoted employee may receive less compensation than

the rate of compensation before demotion but not in

excess of the maximum for the class of positions to which
the employee has been demoted The level of compensation
is to be determined on the basis of the skill knowledge
and experience of the employee giving adequate
consideration to the pay structure for the proposed
position and shall not be based on consideration of age
sex race creed religion national origin marital
status or physical disability except where age sex

marital status and physical requirements are bona fide

occupational qualifications

B An employee may be granted a demotion upon his her

request and such demotion shall be termed and recorded as

voluntary The reason or reasons for any demotion shall
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be put in writing on the form required and shall be
forwarded to the Director of Human Resources for
recommendation and approval of the Department Head for
their respective employees before such demotion is put
into effect A copy of such form shall be provided to

the employee whether the demotion is voluntary or not

Such reason or reasons shall be the same as the reasons

for dismissals demotions and suspensions as set forth by
this Article

C The Department Heads for their respective employees may
require that a demotion to a vacant position be made in
lieu of a layoff where deemed to be in the best interest
of the City Any employee so demoted shall have his her
name placed on the Reemployment List for the
classification from which demoted as provided in cases of

layoff No employee shall be demoted to a position for

which he she does not possess the minimum qualifications

Section 5 05 Dismissal

A supervisor may recommend removal of an employee at any time for

cause or for the good of the City with prior recommendation of
the Director of Human Resources and approval of the respective
Department Head The Department Head shall give the affected

employee and the Director of Human Resources a written statement

setting forth the reasons for such dismissals before the effective
dismissal date The employee shall be given a Pre Determination

hearing in accordance with Section 5 02 01 of this article and may

appeal a dismissal as set forth in this article

Dismissals are permanent termination of employment and requests for
the approval of dismissals shall include a statement of the charges
on the required Personnel Status Request ction Form A copy of the

approved Personnel Action Form shall be served upon the dismissed

employee at the time of removal

Temporary and probationary employees may be dismissed at any time

by the Supervisor with or without cause upon notice to the Director

of Human Resources on the required form and approval of the

Department Head The temporary or probationary employee may have a

right to a Name Clearing Hearing and notice of that right at the
time of dismissal The notice of the right to a Name Clearing

Hearing must be given when the circumstances outlined in Section
6 04 03 are present The Department Head shall give the employee
notice and the notice must comply with the requirements of Section
6 04 03

Section 5 06 Discipline Administration
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A Policy

It shall be the policy of the City to be fair and uniform in
the disposition of discipline to employees who do not comply
with city administrative regulations departmental policies
and procedures and personnel rules and regulations The

following therefore is to be viewed as the standard for the

application of the disciplinary action described in this
section

B Supervisor Responsibility

Supervisors are responsible for monitoring the work conduct

and job performance of their employees

Department Heads are responsible for managing their

supervisors in the formulation of conduct and job
performance standards and the administration of discipline
within their departments

The Director of Human Resources is responsible for

monitoring all employee disciplinary actions in the City
and shall recommend to the Department Heads for their

respective employees appropriate personnel action to

ensure that basic employee rights are protected

C Progressive Discipline Administration

Since each violation of a department work rule or City
directive may differ somewhat from similar situations each
offense occurrence shall be evaluated upon its individual
merit This rule as outlined herein is not to be
construed as a limitation upon the disciplinary action of
the City but is to be used solely as a guide for

disciplinary administrative action

Consideration shall be given to the severity of the
violation offense the cost involved the time interval
between violations the service record and the attitude of
the employee towards management
Administrative disciplinary action shall be processed as

provided in Article 5 Section 5 02

1 Group I

First Offense
Second Offense

Oral Instruction Cautioning
Written Reprimand
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Third Offense
Fourth Offense
Fifth Offense
Sixth Offense

Written Reprimand or Suspension
Suspension without pay
Demotion
Dismissal

a Absence from duty without prior permission from the
foreman or supervisor except in case of illness or

other cause beyond the control of the employee which

prevents obtaining prior approval When advance
notice cannot be given the employee should notify
his her department prior to his her shift start of
the reasons for his her absence and the expected
time or date of return

b Leaving the working area at any time without
permission from the supervisor

c Neglect or carelessness in observance of official

safety or departmental rules or disregard for

common safety practices

d Malicious mischief horseplay wrestling or other

undesirable conduct

e Disregarding job duties by neglect of work or

reading for pleasure during working hours

f Tardiness

g Failure to commence work at the beginning of the

duty period or leaving work prior to the end of the

duty period All employees are expected to work

from the beginning to the end of the duty period
and neither arrive late nor leave early

h Creating or contributing to unsanitary or unsafe
condi tions or poor housekeeping Examples are

Throwing refuse or objects on the floor or out of

windows or placing or failing to remove hazardous
objects from assigned work area these examples do
not limit the generality of the rules

i Use or possession of another employee s working
equipment without that employee s consent

j Willful failure to punch in or out if required or

failure to report for scheduled duty on time or to

make required time reports or neglect or

carelessness in punching in or out or leaving the
place of duty or assigned duty without proper
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permission

k Punching someone else s time card or having someone

else punch your time card

1 Stopping work or making preparations to leave work

without specific prior authorization before the

lunch period or for any official break in work or

before the specified quitting time Examples are

washing up or changing clothes before the official

quitting time

m Distracting the attention
confusion by unnecessary

demonstrations on the job

of others or causing
shouting catcalls or

n Failure to report any personal injury or equipment
damage immediately to one s supervisor and

department

o Unsatisfactory work and or failure to maintain

required standards of performance

2 Group II

First Offense Written Reprimand
Second Offense Suspension
Third Offense Demotion

Fourth Offense Dismissal

a Leaving the job during regular working hours without
notice to and permission from his or her supervisor

b Sleeping during working hours

c Reporting for work or working while unfit for duty

d Being in possession of alcoholic beverages on the

job

e The use of abusive or threatening language toward
subordinates fellow employees or members of the

supervisory force
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f Solicitation of City employees and the public without

permission during working hours

g Unauthorized use of City property for private work or

performing private work on City time

h Unauthorized posting of notices or unauthorized

removal of notices or signs from bulletin boards on

City property

i Distributing or posting written or printed matter of

any description in work areas unless permitted by
the Department Head

j Threatening intimidating coercing or interfering
with employees or supervision of employees at any
time

k The making or publishing of false or malicious
statements concerning any employee supervisor the

City or its operation

1 Failure to report for overtime work without good
reason after being scheduled to work according to

departmental overtime policy

m Failure to complete training

3 Group III

First Offense Suspension or Demotion

Second Offense Dismissal

a Wanton or willful neglect in the performance of assigned
duties or in the care use or custody of any City

property Abuse or deliberate destruction in any manner

of City property tools equipment or the property of

employees
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b Punching another employee s time card altering
another employee s time card or unauthorized

altering of his her own time card

c Falsifying testimony when accidents are being
investigated falsifying or assisting in falsifying
personnel status oru othe ec ci incly in9 m

mO

o Formatted Font color Green

production of work performance reports giving false
information or withholding pertinent information
asked for on your application for employment except
as modified under the application section

d Making false claims or misrepresentations in an

attempt to obtain sickness or accident benefits
worker s compensation or unemployment compensation
payments

e Sale of tickets for pools or bookmaking or gambling
of a similar serious nature

f Stealing or similar conduct including destroying
damaging or concealment of any property of the City
or of other employees

g The use of narcotics or the sale of narcotics

h Fighting or attempting injury to another employee

i Carrying or possession of firearms explosives or

weapons on City property at any time except for
those authorized by the City to carry weapons

j Knowingly harboring a communicable disease such as

TE which may endanger other employees

k Conviction of a felony reasonably related to job
duties

1 Misuse or removal of information such as blueprints
lists City records or confidential information of

any nature or revealing such information without
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prior written authorization from the City

m Instigating leading participating in or overtly
preparing in any manner for participation in a

strikeH as hereafter defined StrikeH means the
concerted failure of employees to report for duty
the concerted absence of employees from their

positions the concerted stoppage of work by
employees the concerted submission of resignations
by employees the concerted abstinence in whole or in

part by any employee from the full and faithful

performance of the duties of employment for the

purpose of inducing influencing condoning or

coercing a change in the terms and conditions of

employment or the rights privileges or obligations
of public employment or participating in a

deliberate and concerted course of conduct which

adversely affects the services of the city

n Permitting another to use one s City identification
or using another person s identification or altering
a City identification card

o Commission of an act of dishonesty or any dishonest
action Some examples of what is meant by
dishonestyH or dishonest actionH are theft

pilfering opening lockers assigned to other

employees opening lunch boxes tool kits or other

property of the City or of other employees inserting
slugs in vending machines or telephones or securing
articles from vending machines without paying the

proper change therein making false statements to

secure employment or to secure an excused absence or

to justify an absence or tardiness making or causing
to be made inaccurate or false reports concerning
any absence from work making or joining in a false
statement to influence any official action by the

City or making a false statement concerning any
matter pertaining to work or employment The

foregoing are examples only and do not limit the term

dishonestyH or dishonest actionH

p Engaging in unlawful or improper conduct off the City
premises or during non working hours which affects or

which tends to affect the employee s relationship to

his her job fellow employees supervisor or the

City s products property reputation or good will in
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the community

q Insubordination by the refusal to perform work

assigned or to comply with written or verbal

instructions of the supervisory force which the

employee may be reasonably expected to perform

D Past Record Prior infractions of City or departmental
rules which occurred more than five 5 years previously
shall not be used by management when imposing
disciplinary action on an employee unless it is related
to the current charge violation

Group IV

First Offense Suspension Demotion or Dismissal

a Misrepresentation and or falsification of employment
application or any other records related to employment or

employee benefits

b Misrepresentation and or falsification of any records of
the City

c Negligence in performance of duties

d Incompetence i e wanting in adequate skills

capability or physical and mental qualifications to

perform duties

e Permanent or chronic physical or mental ailment or defect
which incapacitates after reasonable accommodation the

employee for the satisfactory performance of his her
duties

f Service ratings falling below the minimum standards

required for satisfactory job performance as a result of

such causes as negligence incompetence and inefficiency

g Habitual or excessive tardiness or absence from duty

h Willful violation of any of the provisions of the rules

set forth in this Personnel Policy Manual Attempt to

commit or the commitment of any act or acts intended to

hinder or nullify any of the provisions thereof
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i Violation of any lawful and reasonable order or

regulation

j Failure to obey an order or direction of a supervisor
where a loss or injury to the City persons or property in
the custody of the City or public might or does result
because of such failure to obey the directions

k Conduct which is deemed to be disruptive to either fellow

employees or supervisors on the job performance

1 Violation of rules orders and policies issued and adopted
by the City and or Department

m Insubordination

n Offensive conduct towards the public City Officials or

other employees

0 Conduct unbecoming an employee of the City which tends to

reflect discredit upon the City

p Conviction of an immoral or criminal act reasonably
related to job duties

q Drinking alcohol being intoxicated or under the influence
of alcohol or drugs while at work

r Participation in any political activity or campaign during
duty hours in any way other than to exercise his her right
as a citizen or privately express an opinion or cast a

ballot

s Use of threats or attempts to use or use of political
influence to secure any favor whatsoever in any manner or

in any way related to the City service

t The taking of any valuable thing regardless of its

designation or description in the course of work or in
connection therewith for the personal use of the employee
from any person corporation firm partnership or

cooperative whether or not such valuable thing is

accepted with the understanding that the donor shall or

does receive favors or services not customarily accorded

to the general public

u Carelessness or negligence in the care and handling of the

property of the City
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v Stealing misusing or misplacing property equipment
supplies materials or any other things of value belonging
to the City

w Failure to develop or maintain the proficiency required
for grade position

x Any other related prohibited activity or activities as set

forth by this Personnel Policy Manual State Statues and

City Ordinances

E Disciplinary Action

1 Supervisors and or Department Heads shall be
consistent in imposing disciplinary action on their

employees

2 Verbal warnings
repeated when

discipline is

and written reprimands
it is necessary so long
commensurate with the

may be
as the

offense

3 Complete documentation of any offense and corrective
action taken shall be made by the Department Head

and a copy shall be furnished to the Department of
Human Resources for file or as may be directed by
the Department Head for their respective employees
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ARTICLE 6 Procedures for Grievance or Appeals for

Disciplinary Action

All employees of the City have the right to express
concern over working conditions City employment policies
and other personnel problems 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

Appeals of disciplinary action for dismissal demotion or

suspension for more than five days without pay will be
administered in accordance with Section 6 01 Appeals
for lesser disciplinary actions and hearings for issues

concerning working conditions City employment policies
and other personnel problems will be administered under

Section 6 02

Section 6 01 Administrative Review

A Step One

Within five 5 working days of the imposition of

discipline or the raising of a grievance issue the
affected employee may request a meeting 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 employee 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

reaching an equitable decision

B Step Two

If the grievance issue is not resolved by the

supervisor to the satisfaction of the affected
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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 within three 3 working days of receipt of the

request for review to discuss the grievance issue After

meeting with the employee the Department Head shall
conduct an appropriate 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 request for
review unless the time has been extended by the Mayor
and communicated to the employee

c Step Three

If the grievance issue is still not resolved to the

satisfaction of the employee the employee may appeal the
decision of the Department Head to the Mayor or in
his her 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 she wishes
to have the grievance issue reviewed The Mayor will
endeavor to meet with the employee within five 5

working days of receipt 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 her 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 her reasonable discretion to

effect a full and complete investigation If neither the

Mayor nor Vice Mayor are available to handle the

employee s appeal the proceedings shall be suspended
until such time as the Mayor or Vice Mayor are 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 02 PersonnelHc3ring
Action

Board Review of Disciplinary

There is hereby established a PersonnelHc3ring Board hereinafter
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Board for the purpose of providing a forum for the presentation
and consideration of any disciplinary action for any dismissal

demotion or suspension of more than five 5 days 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 request for review shall be initiated with
in thirty 30 days after such personnel action including thc

ppc l proccDe has been taken in respect to an employee under
rticlc 5 8Section 5 02

Section 6 02 01 Composition of Personnel Board

The Board shall consist of seven members However only five

members shall be convened to hear an appeal pursuant to the

procedures set forth below

A Regular Members There shall be five regular
members one each appointed by Palmetto City
Commissioners for terms that shall run concurrently with
the appointing commissioner Regular members shall be a

resident 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 required to sit on the Board
unless excused by the Mayor for extraordinary
circumstances

Section 6 02 02 Convening the Board

When the Mayor receives the appeal notice set forth in Section 6 02
above he she 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
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hoc members have been chosen the clerk shall notify them of the
time and date of the hearing

Section 6 02 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 she 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

Section 6 03 Appeal Hearing

The hearing must be held within 30 days of the selection of the
fifth member of the Board The employee shall be provided written
notice by Return Receipt mail of the time and place of the hearing
Continuances may be granted for good cause shown on written

application of either party to the Chairman of the Board

Section 6 03 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 she shall announce the purpose 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
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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 testimony The Board
may not consider any evidence or testimony unless
presented by the parties during the hearing

F During the hearing upon obj ection 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 to argue for
and against admission of evidence before the Chairman
makes a ruling

G At the conclusion of the hearing the Board shall consider
the case and render a decision Within five 5 days of

the decision the Board shall cause to be issued a

written 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

H In those instances where there is a tie vote on an appeal
of termination or other disciplinary action the ruling
shall be in favor of the City

Section 6 04 Administrative Rulings

Section 6 04 01 Failure of Parties to Appear

If the employee appealing shall fail to appear the Board shall
hear the evidence and render a decision thereon If the Department
Head fails to appear and if no evidence is presented in support of

the charges the Board may render a decision by default or may hear
the evidence offered by the employee appealing and render a

recommendation or decision

Section 6 04 02 Resignation Prior To Appeal Hearing

The acceptance by the Department Head of the resignation of an

employee who has appealed a dismissal action prior to final action
on the part of the Board shall be considered a withdrawal of the

appeal and the separation of the employee concerned shall be
recorded on the Personnel Action Form and the proceedings shall be

dismissed with prejudice and without recommendation

Soction e 04 03 Nl ffiO Clol ring HOl ring
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7 11 employeeo reg udleoo of the otJtuo of their J ppointment J re

entitled to J NJme CleJring HeJ ring upon requeot here the

conditiono deocribed herein J re met J nd the employee io entitled

to notice of hio her right hene er he or ohe hJ o been oubjeet to

diociplinJry Jction resulting in cucpencion dicmiocJ l demotion

rejection during the probJ tionJ ry period or J coerced

reoignJtion The employeeho J re entitled to theoe rightc J re

probJ tionJ ry employeeo trJ ineeo temporJ ry employees promotionJ l

probJ tionJry employeeo Jnd J ll non probJ tionJ ry employeeo

n NJme CleJring HeJ ring ic J heJ ring thJt provides J qUJ lifying

employee Iith the opportunity to contrJ dict J chJ rge or JccuoJtion

thJt hJ o been HJde JgJ inct the employee in order to oholl the error

in the ohJrge or J ccuoJ tion 7 lJme CleJ ring HeJ ring io not J

heJ ring thJt provideD Jn opportunity to ohJ llenge the propriety of

the City c decicion to reject Jn employee during his or her

probJ tionJry period ouopend demote diomioo or oeek J coerced

reoignJ tion

Section 6 04 04 Compensation during Grievance Proceedings

An employee who loses pay and benefits through a disciplinary

suspension demotion or dismissal shall have a full restoration of

all lost pay 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
Section 5 02 Pre DicciplinJry Procedure

If Jn employee ic reoommended for terminJ tion demotion or

cucpencion Iithout pJ y of 5 dJ Yc or more he ic entitled

to J heJring before the depJ rtment heJ d prior to cuoh

Jotion being tJken Jocording to tho follOling prooedure

I vlritten notioe of the ohJ rgec J nd time for hOJ ring chJll be u

gi on to tho employee J t leJ st HI hours prior to the time

of the heJ ring

B The groundc for diDmiooJ l Jnd J n eltplJ nJtion of tho eyidence
o

J gJ inot the employee ohJ ll be inoluded in the notioe 00

C l n opportunity to preoent the employee o oide of the otory

Tho employee mJ Y be J ooompJnied in the heJ ring by J porson of

their ohoioe The JcoompJ nying percon lIill be J n

oboon er only Jnd mJ Y not cpeJk for or othenlice J d ooJ te

the employee D pooition

Tho employee mJ Y IJ iye their right to J pre dicoiplinJ ry
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he1ring 1nd their right to 1n 1ooomp1nying percon 1nd
muot do 00 in lriting Formo for notioe of thc hC1ring

1nd 1i7er oh111 bo dOT elopod by the Hum1n Recouroeo

dep1rtment 1nd ohlll be uoed in 111 1ppropri1te C1ceo
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lRTICLE 6 EHPLOYEE CRIEV1 NCE PROCEDURE

Section 6 01 Policy

11 11 employeeo of the City hlve the right to Clrpreoo concern O Ter

Ilorhing eonditiono City employment policieo lnd other peroonnel
probleme Employeeo lloo hlve the right to l rCliC of lll

dieoiplinlrY lctiono To enoourlge employeeo to eeek reoolution of
ieeuee conoerning lorking conditiono City employment polioieo lnd
other pereonnel problemEJ lnd dieoiplinlry lctiono the follol ing
prooedure ie eotlbliehed

For purpooee of thie lrticle the follolling definitione lpply

Diamiaaul melno terminltion of emplo ent lnd eeoEJltion of lll

PlY lnd bencfito

Demotion melno l permlnent reduction in PlY for dieciplinlry

purpooco Dcmotion doeo not meln l chlnge in job dutieo or

job title or l reduction in PlY looocilted lith reduction in
force or reorglniz ltion

Employee doee not include lppointed deplrtment heldEJ

Suspension uithout pay melno EJuEJpenEJion of PlY lnd dutieo for

diEJciplinlry purpoEJeo Suopeneion doee not meln llyoff or

other temporlry non punith e ce8oltion of PlY lnd dutieo

Workday melnEJ MondlY through FridlY

1 ppello of diociplinlry lction for diomiooll demotion or

euopenoion for more thln five 5 dlYo Iithout PlY ill be
ldminiotered in lccordlnce i th Seotion i 03 I ppellEJ for
leooer diociplinlry lctiono lnd helringo for iooueo oonoerning
lorking oonditiono City employment polieieo lnd other

peroonnel problema l grie llnCe ieoue lill proceed under

Section 6 02

Section 6 02 1 dminiotrlti e Re lie 1 Procedure

1 Step One

Within fi le 5 lOrking dlYEJ of the impooition of

diocipline or the rlieing of l grie llnOe ieoue the
lffected employee mlY requeot l meeting Ilith lnd reliell
of the griel lnce iEJoue Ilith hie immedilte eupervioor
The oupervioor ohlll reviel the grievlnce ioeue lnd lny
rele llnt informltion verbll or IIritten oubmitted by the
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lffected employee lnd Ii thin three 3 orking dlYs lfter
thc mccting inform the employee of hie decieion in the

mltter Supenisors lre encourlged to coneult their
deplrtment held or other lpproprilte member of ffiln lgement

to gi re informltion or locietlnce thlt lill lid in

relching In equitlble decision

B Step T o n Formatted Bullets and Numbering

If the grievlnce iocue io not reoolved by the
supervieor to the eltisf lction of the lffected
employee the employee ohlll ithin three 3 lorking

dlye of the eupervicor c decieion inform the

deplrtment held in Ilriting thlt he iehee to hl e the
problem re ielled

The deplrtment held I ill endelyor to meet lith the
employee lith in three 3 lorking dlye of receipt of the
requeet for rc iel to diecuee the grievlnce ieoue l fter
meeting I ith the employee the deplrtment held ehlll

conduct In lpproprilte investigltion in l timely mlnner

lnd inform the employee of his decieion on the grimlnce

icsue I ithin fi e 5 lorking dlYc of conclueion of the
invectigltion The invectigltion chlll not elttend beyond

thirty 30 dlYc from the receipt of tho requect for
re iel unlecc the time hle been eJrtended by the Nlyor

lnd communiclted to the employee

C Step Three

If the griCllnce iseue is ctill not recolved to the
sltief lction of the employee the employee mlY lppell the

decioion of the deplrtment held to the Mlyor or in hie
lbcence the Vice Nlyor The employee chlll notify the

Nlyor in Ilri ting IIithin three 3 lorking dlye of the

deplrtment held 0 decicion thlt he I icheo to hl e the
griel lnce ieeue rc iClCd The byor lill endel or to

meet ith the employee Iiithin five 5 Iorking dlYo of
receipt of the employee o notice 7fter meeting lith the

employee the Mlyor ehlll conduct In lpproprilte re iell
of the grievlnce icoue in l timely mlnner lnd inform the
employee of hie decioion The inveetigltion shlll not

eJrtend beyond forty five 45 dlYc from the dlte of the
employee 0 notice unleco elttended by the r1lyor in hie

releon lble diecretion to effect l full lnd complete
invectigltion If neither the Mlyor nor Vice Mlyor io

lvlil lble to hlndle the employee 0 lppell the

proceedingc ohlll be cucpended until cuch time le the
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H yor or Vice H yor io il ble

1 oigned nitten memor ndum of the decioion eh ll be

gi en to the employee nd copy sh ll be pl ced in the

employee 0 peroonnel file No further J dminiotr ti e

relie 1 or ppe l is J lJ ilJble for thio grievJnce ieeue

Section 6 03 He ring Bo rd Re iell of Diociplin ry 7ction

There io hereby eot bliohed heJ ring bo rd herein fter Bo rd

for the purpooe of pro iding forum for the preoent tion nd

conoider tion of ny diociplin ry ction for J ny diemieoJ l

demotion or cuopenoion of more th t five 5 d y Ilithout p y The

Deputy City Clerk ldminiotr tion eh ll be the clerk of the

lppe lo Bo rd Thio procedure io not il ble to ppe l leDoer

dioeiplin ry ction 1ny requeot for re iell oh ll be initiJ ted ith

in thirty 30 dJ Yo fter ouch peroonnel ction including the

Jppe l proceoo h o been t ten in reopect to n employee under

lrticle 5 Section 2

Section 6 03 01 Compooition of Peroonnel Bo rd

The Bo rd oh ll consiot of oe en members HO eler only fi e

Rembero oh ll be con ened to he r n ppe l purouJnt to the

procedures oet forth belml

7 Hegul r t1embero There oh ll be fi e regul r

membero one e ch ppointed by P lmetto City
COlRIRiooionoro for termo thJ t oh ll run concurrently Ilith
tho ppointing cOlRIRieeioner RegulJ r Rembere eh ll be

roeidenco of tho City or Olin buoinoos in tho City

B ld Hoc Hombere There eh ll be t IO ad hoc membero

ppointed Ihen n ppeJ l h e been filed Ono ouch member
eh ll be ppointod by the HJ yor nd the othor ppointod

by the Jppe ling omployee for purpooeo of th t one

ppo l d hoc Rembero eh ll be either employeoe of the

City reoidonte of tho City or Olin buoineoc in the

City provided no ouch ppointeo oh ll be Jn J ttorney
or J P llRotto City COlRIRiooioner or n ppointed
dep rtlRont he d of the City or the City Hum n Reoourceo

Diroctor or the Deputy Clork 7dminiotr tion lny

employeo oelected Ilill be required to cit on the bOJ rd

unlooe eltGuoed by the HJ yor for el trJ ordin ry
circuRot ncos
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Seotion 6 03 02 Convening the Bo rd

When the H yor receiveD the ppe l notice oet forth in Section 6 02
bove he oh ll notify the clerk of the bo rd liho ohJ ll notify

three regul r membero in lph betio l rot tion of the time nd
d to of the he ring If member io un ble to J ttend the heJ ring
the nel t member oh ll be oeleeted in J lphJ betio l order When 3d
hoc membero h e been chooen the clerk oh ll notify them of the
time nd d te of the heJ ring

Section 6 03 03 uthority of the BOJ rd

The BOJ rd ohJ ll determine if the diocipline impooed on the employee
io oupported by juot cJuoe In mJ king thio finding the Bo rd

ohJ ll determine Ihether the City h o oho n by preponderJnce of

evidence preoented in the he ring th t the employee eng ged in the
conduct for lihioh he li O diooiplined If the Bo rd finds juot

cJuoe it muat ouatJ in the ction tJ ken The Bo rd shJ ll not hJve

diocretion to reduoe the diocipline If the Bo rd findo thJ t there
i a not juot c uoe it ohJ ll not ouot in the otion t ken

The Bo rd oh ll iooue or o uoe to bc iooued ritten findingo of

bct nd conolusion of l thJt support ita finding ithin five 5
dJ Yo of the he ring

Seotion 6 01 ppeJ l He ring

The He ring mUDt be held Iii thin 30 dJ Ys of the Delection of the
fifth member of the Bo rd The employee oh ll be pro ided Iri tten

notice by Return Reoeipt m il of the time Jnd pl oe of the heJ ring
Continu noeD mJY be grJ nted for good CJUDe ohOTI on ritten
J pplicJtion of either pJrty to the Ch irm n of the Bo rd

Section 6 01 01 Conduot of he ring ruleD of evidenoe

1 The BOJ rd ill elect J Ch irmJ n by m jority vote The u Formatted BulletsandNumbering
ChJ irmJn ohJ ll preoide over the heJ ring fter convening

the he ring he DhJ ll J nnounce the purpooeD of the

heJ ring

B The pJrtieD DhJ ll not oommunic te ith the ChJ irm n or Jny Formatted BulletsandNumbering
BOJ rd member or oubmit ny documonts or other e idence

prior to the he ring unleDD requeDted by the BOJrd
through the ChJ irmJ n
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C rm Independent legll councel ohlll reprecent the BOlrd lnd m Formatted BulletsandNumbering

ohlll ldvioe the BOlrd l0 neoeOOlry

D The City deplrtment involyed in the lppell mlY be m Formatted BulletsandNumbering

reprccented by thc deplrtment hcod or hie deoignoe or by
ouch independent counoel l0 it moy choooe The lppelling

cmployec mlY be repreoented by counoel or other

reprcoentltive of hie choooing

E The City deportment I ill precent the flctc of the Clce lhich Formatted Bullets and Numbering
led to the diociplinlry ootion Thc City mlY pre8ent

documentlry or teotimonill e idence in support of ito

co oe The employee moy crooo elrlmine lny litneooeo

cllled by the deplrtment Upon completion of the City o

Cloe the employee 1ill preoent C idence in defenEJe

oubj ect to crooo elllffiin ltion by the City The BOlrd mlY

queotion itneooeo oolely to cllrify teotimony The BOlrd

mlY not oonEJider lny eyidenoe or tectimony unlecc

precented by the portieo during the helring

F During the helring upon obj ection of l plrty the
Chlirmo n ill rule on the ldmiooibility of evidence in

the intereotc of flirneoc to lll plrtieo I ithout EJtrict

reglrd for the ruleo of evidence uoed in judioill

proceedingo Both plrtieo should be llloled to lrgue for

lnd lglinct ldmiooion of evidence before the Chlirm ln

mokec l ruling

C t the concluoion of the helring the BOlrd ohlll oonoider

the Cloe lnd render l decioion Within five 5 dlYo of

the decioion the BOlrd chlll Oluoe to be iscued l

I ritten Order contlining findingo of flct lnd concluoiono

of 10 oupporting it8 decioion The Order ohlll

consti tute the Finll Order of the City reglrding the

diociplinlry lction tlken

Formatted Left

Section 6 05 Compenoo tion During Crievonoe Proceedingo

rn employee ho 10EJeEJ PlY lnd benefi to through l diooiplinlry

ouopcnoion demotion or diomiooll 8hlll hlye l full reotorltion of

lll loot cll lry pluo intereot It the then current Judicill rlte
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nd bencfite if the dieoiplinc impoeed on the employee ic revcreed
t ny le7el of the ppe l prooeeD
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ARTICLE 7 COMPENSATION

Section 7 01 Budgetary LimitationsC13ooific3tion 3nd Compcno3tion

A All provisions of this section relating to payment of

salaries are contingent upon funds being available 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 02 Classification and Compensation Plan

A It is the policy of the City of Palmetto to 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

B 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 Qlepartment Hilead and the Human

Resources Director

D 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

E The Human Resources Director will conduct periodic
reviews of the EPay EPlan to determine the need for

competitive pay range adjustments Adjustments to the

salary schedule will be based on
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1 the value of classifications of similar skills in
the labor market

2 an equitable pay relationship within the various
classifications of employees

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

4 the experience and ability of the City to attract

and retain qualified personnel and

5 ffieavailability of budgetedcJluy funds

F 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

KoH NewEmployee Credit for Education

Experience
Training and

In general employment will be offered at the starting
salary for any position however tlhe following
guidelines are offered hm c ocr to guide starting
salary negotiations when

necessarybecause 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

NewEntry lc cl oJ lJry ohJ ll bc for nc hires without any
previous work history or a questionable work history that
must be overcome during probation shall receive entry
level salary
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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

relevant work history may receive up to Step V for the

position

Promoted employees or new hires with an associate s

degree 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

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

Should an employee earn a degree or certification they

may be considered for an increase based on the relevancy
of the degree or certification to their current position
held with the City

I Pay for Satisfactory Performance

Performance increases

satisfactory evaluations

probation Satisfactory
performance increase of one

of the employee subject to

shall be dependent upon
and the completion of any

employees will receive a

1 step on the anniversary
budget approval

Performance evaluations will be done using the current

employeeHRN M tnlgornont Croup Inc Evaluation Software

System

Employees whose evaluations reflect the need for

improvement or a score of less than 2 0 will develop
with their supervisors performance improvement plans

Supervisors will monitor and evaluate progress regularly
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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
st

and November 15th of each year for consideration as

Employees of the Year

Recommendations must take into 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

Those employees selected by the Mayor as Employees of the
Year will be recognized at a City Commission mMeeting and

presented within budgetary limits a monetary Incentive in
December subject to budget approval

There will be no more than threefourtccn employees
selected annually for this honor one from each
department with the CRA being grouped with City Hall

Demotion Pays The rate of pay upon demotion shall be
determined by the reason for the demotion
and the employee s status at the time of
demotion

Promotion Pays An employee shall be eligible for a pay
increase upon promotion in accordance with
the pay plan principles

J Longevity pay will be as follows

Longevity will be equivalent to 3 of annual salary
payable annually only when an employee reaches the
maximum wage for his position

Longevity will be paid in a lump sum and will not add to

the employee s base pay

K 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
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non sworn employees and up to 86 hours per pay

period for sworn employees

2 Departments are expected to

schedules in such a manner as

amount of overtime worked

plan their
to minimize

work
the

3 Overtime work shall consist of work time rendered

by an employee at the direction of a Department
ead or designated supervisory staff

4 Overtime must be authorized in advance except in

cases of emergency Employees creating liability
for unauthorized overtime shall be subject to

disciplinary action

5 Only those employees filling non exempt positions
as defined by the Fair Labor Standards Act are

eligible for payments for overtime hours worked

6 Overtime payment shall be computed at a rate of one

and one half times the employee s regular hourly
rate of pay for hours worked in excess of 40 during
the workweek

7 Whenever practicable overtime should be equitably
distributed among all employees within a department
who are classified as eligible for orking in the

pooition cl oo ffected by the overtime

8 In the event of an emergency situation overtime

assignments shall be made without regard to

previous overtime assignment record

9 Those employees in administrative executive and

professional positions as defined in the Fair Labor

Standards Act are exempt from the overtime

compensation provisions of these policies

10 In calculating overtime time taken as holidays or

civil leave shall be considered as time worked

GoL Compensatory Leave in Lieu of Payments for Overtime

1 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 department
for record keeping and audit purposes All
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compensatory time must be approved in advance of

accrual

2 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 80 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 is taken Upon
termination the employees will be paid for such
leave at the final regular rate of pay

M 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 unscheduled basis
shall be credited for actual hours worked at a minimum of
one 1 hour

RoO Effect of Leave of Absence Without Pay

An employee shall not be eligible for pay increases or

lump sum awards while on leave of absence without pay and
shall not accrue sick vacation

Section 7 03 Pay Periods

The City of Palmetto shall issue payroll checks and notices of
direct deposit bi weekly on every other Friday The pay period
covers a two week period Should a pay day fall on an official

holiday pay checks and notices of direct deposit shall be issued
on the last working day before the holiday Salary advancements
will not be issued to any employee Pay checks will be issued to

employees at their respective work sites or on certain occasions
the Human Resources Department Employees are encouraged to

utilize irect deposit nd debit c rd optionc th t re

v il blc
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Section 7 04 Payroll Deductions

The following payroll deductions are mandatory from each employee s

salary

A Social Security
B Medicare
C Federal Income Tax

D Retirement Ceontribution if pplic ble Department
Heads may opt out

See Section 10 04 Retirement

Optional payroll deductions are limited to those programs of

general interest and benefit in which all employees can participate
without joining or affiliating with an outside organization

Seotion 7 04 Budget ry Limit tiono

7 7 11 proyioiono of thio oection relJ ting to p yment of u

o l rieo re contingent upon fundo being J v il ble in the

depJrtment
I

0 pproYed budget Jnd in compliJ nce Hith

pplic ble l

B roDY devi tion from p ying employeeo in Jccord nce Hith theoe

policieo bec uoe of budgetJ ry limitJ tiono muot be

ppro led by the H yor J fter reviell by the City Clerk J nd

the Hum n Reoourceo Director

Section 7 05 Exempt Work During Emergencies and Natural Disasters

Under certain occasional emergency conditions work 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 Daepartment Hhead 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 to 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
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Qaepartment Haead meets the requirements 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 authorized where federal disaster funds are available
to fund such payment of overtime The payment of overtime to

exempt employees will only occur during such time as the exempt
employee is considered essential personnel as defined in the City s

Hurricane Preparedness Plan and is performing special or emergency
duties in attempting to alleviate the effects of the natural
disaster

ARTICLE 8 ATTENDANCE AND LEAVE

Section 8 01 Policy

A Each 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

B All absences shall be properly recorded and charged to

appropriate categories of leave as provided in this

section

C A leave of absence is any authorized absence from duty
during an employee s regularly scheduled work hours that

have 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

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

E Travel between an employee s home and regularly assigned
headquarters shall not be considered hours worked

Section 8 02 Hours of Work

A The work schedule for full time non sworn City employees
shall consist of 40 scheduled regular hours during each

weekly period or 80 hour pay period The work schedule
for full time sworn officers shall consist of 86
scheduled regular hours during each pay period

B Department ifieads are authorized to adjust day to day
schedules as needed to accomplish work objectives and to

minimize overtime

Overtime may be authorized by department heads in emergency or

extraordinary situations and shall be compensated as provided in

Article VII 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

Formatted Indent Left 0 First line 0

B When danger to life health or well being of the public
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 Deepartment ifiead determines
that the direct or indirect responsibilities of the

department or division cannot be accomplished unless
overtime is authorized

Formatted Indent Left 0 First line 0

Section 8 03 Work Breaks

A A DGepartment Hfiead 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
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2 An employee shall not accumulate unused work
breaks

3 Nei ther work break time nor lunch time shall be

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

B Work breaks
discontinued

supervisor or

are based upon workload and may be
at the discretion of the immediate

Qaepartment H ead

Section 8 04 Overtime

A Overtime for non sworn employees is time worked in excess

of 40 hours during the workweek Overtime for sworn

officers is time worked in excess of 86 hours in the pay
period

B The QGepartment H ead or designee shall attempt to

arrange the work schedule of each work unit so as to

reduce to a minimum 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

C All overtime shall be authorized or directed in advance
by the QGepartment ead or authorized supervisor

D In the event of

assignments shall be

QGepartment fiead

an emergency situation overtime
mandatory at the discretion of the

E Notwithstanding the foregoing all employees shall keep
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 discharge

Section 8 05 Controlling Overtime

A 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
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time worked for purposes of determining overtime for that

week

B Time off during the ppay week may be directed by the

Daepartment Hfiead or authorized supervisor in order to

limit total hours worked during that workweek to 40 for

non sworn employees or 86 per pay period for sworn

officers whichever is appropriate

C Department Hfieads shall to the extent practicable use

time off to avoid overtime situations

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

the time off within a workweek rC3oon3blc poriod of the rcqucot
provided the time off does not unduly restrict the operations of

the employee s department This determination will be at the sole

discretion of the Qaepartment fiead

Employees who request time off in the form of flextime time off
hour for hour during a single week for non sworn employees or per

pay period for sworn officers in lieu of accruing compensatory time

or overtime shall be allowed to take the time off within the

workweek provided the time off does not unduly restrict the

operations of the employee s department This determination will

be at the sole discretion of the Department Head If the flextime

is not given in the same week it shall be converted to comp time

at time and one half

Section 8 06 Authorized Leave

Employees may be authorized

Daepartment fiead with pay in

procedures

a leave of absence by the

accordance with the following

A Administrative Leave

1 Court Appearances An employee who is 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

2 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 if applicable Any fees awarded

shall be returned to the City
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3 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

4 An employee who attends court for a portion of a

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

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 Qaepartment flead

Immediate family members for purposes of this
section are defined as grandparents parents
spouse siblings aunts uncles nieces 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

2 An employee requesting administrative leave due to

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 a family death such as a

published obituary in a recognized newspaper upon
the employee return to work

C Job Connected Leave With Pay

1 An employee who sustains a job connected disability
or inj ury 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
required to use accrued leave credits For the

remaining three 3 days if unable to return to
work the employee may be required to use accrued

leave credits for up to an additional 3 days
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2 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 06 N 2 b in an amount necessary to receive

a combined payment with workers compensation
benefits equal to the salary received prior to

the occurrence 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

compensation carrier has advised that the

employee is entitled to receive a temporary
partial disability benefit or a temporary
total disability benefit and there is 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 Daepartment
Hiead 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 be 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 refuse alternative work may be

disciplined up to and including discharge

D Jury Duty
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1 An employee who is called for jury 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

E Military Duty

1 Pursuant to Chapter 115 07 Florida Statutes an

employee who is a member of the United States Armed
Forces or Reserves including the National Guard

shall upon presentation of a copy of the
employee s official orders be granted
administrative leave during periods in which the
employee is ordered to active duty for training

h
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Leaves of absence granted as a matter of legal
right under the provisions of this section shall

not eWhether continuouo or intermittent ouch le e

pJY ohJll not exceed 17 working days in any

one annual tlclve 12 month period
Administrative leaves of absence for additional or

longer periods of time for assignment to duty
functions of a military character shall be with out

payor may be covered by accrued annual or

compensatory leave credits and shall be granted
without loss of time or efficiency rating

2 7ny Jboence in e ceoo of 17 orldng dJYc mJY be Hm

Formatted Bullets and Numbering
co ered by Jocrued Jnnu11 or compeno1 tory le1 c

credito fny le e Iithout p1y tJlwn for thio

purpooe ch111 not Jdv1nce In employee s Jnni erDJry
Eiate

J2 Examinations for Military Service An employee who Formatted Bullets and Numbering
is ordered to report for a physical examination

with the Selective Service System shall upon

presentation of official orders be granted
administrative leave for this purpose which is

separate from the 17 days granted for active duty

4 Other Military Leave With Pay With approval of f Formatted Bullets and Numbering
the Mayor the Diepartment mead may grant
administrative leave not to exceed 30 days for

purposes not otherwise covered in this section

F Annual Leave

The purpose of annual leave is to provide employees assigned
to established positions an opportunity to be absent from work

for approved absences without loss of payor benefits

Approved vacations are beneficial to employees and to the

City Each employee is encouraged to take annual leave in

sufficient increments as to allow sustained time away from

normal work activities

1 Award of Annual Leave

The rate of accrual for full time employees is

based on the annual number of budgeted regular
hours Accrual is calculated at an hourly rate and

credited on a bi weekly basis based on hours paid
during the pay period not to exceed the number of

regular hours budgeted Full time employees shall

be awarded annual leave as follows

Continuous Service Hours Awarded per Year
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Up to 60 months
60 to 120 months
Over 120 months

96
120
144
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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 continuously 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

3 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

G 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 Daepartment
Read or authorized supervisor

2 Use of annual leave shall not be authorized prior
to the time it is earned and credited to the

employee

Upon reJ EionJble notice J depJ rtment heJd ffiJ Y
require Jny employee to uce J ny pJ rt of the

employee c Jcorued J nnuJ l leJ 7e for 7J oJ tion

purpocec Each Department Head 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 earned each year

4 Upon reasonable notice a Department Head may

require any employee to use any part of the

employee s accrued annual leave for vacation

purposes

EJ oh depJrtmont heJ d chould RlJ ke e70ry

effort to encure thJ t J Jrded J nnuJ l

leJve ic ucod on J ourrent yeJrly bJ cic
in order to pro eide employooc Ii th

7J oJtion J nd proper reEit J nd relJ KJ tion

By follmling thic prJ ctico omployeec
Hill not normJ lly J ccrue J nnuJ l leJ o in
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eHcece of th t e rned e ch ye r

H Payment for Unused Annual Leave

1 Non probationary full time employees who separate
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 payment
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 Paid Holidays

The following holidays shall usually be observed by the City
of Palmetto The City of Palmetto will observe the County
hHoliday schedule with the exception of Presidents Day The
City of Palmetto will observe Good Friday

New Years Day
Martin Luther King Jr Day
Good Friday
Memorial Day
Independence Day
Labor Day
Veterans Day
Thanksgiving Day
Thanksgiving Friday
Christmas Eve Day
Christmas Day

1 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

2 Full time employees who are in any pay status the
workday 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 is scheduled to work during that week T

Clcoept th t for the Chrictm c E Te holid y e ch
full time employee ch ll bo crodited liith 4 hourc
of holid y le vc

3 Holiday leave shall not accrue and shall be paid in

the workweek in which it is credited
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J Payment for Work on Holidays

1 A non exempt employee required to work on a holiday
shall be compensated at one and one half times the

employee s hourly rate for all hours worked on the

holiday
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2 An exempt employee who is required to work on a

holiday may be given another day off during the
same pay period in which the holiday falls

3 Employees who are on approved leave with pay when

holidays are observed shall not have such days
charged against their leave

K Accrual of Sick Leave

1 Full time employees shall accrue 96 hours of sick
leave per year

2 Sick leave accrued during any pay period shall be
credi ted to the employee at the end of the pay
period

3 Sick leave can be accumulated up to a maximum of
960 hours When an employee s accrued sick leave
balance is in excess of 960 at the close of the
calendar year all such accrued sick leave in
excess of 960 hours shall be canceled

L General Provisions Governing Sick Leave

I Siok 101 0 illbo uced in no lecc th1n one 1 hour inoromentc

1 Notification of absence due to illness injury or

exposure to a contagious disease shall be given to

the appropriate supervisor by the employee as soon

as possible on the first day of absence Failure
to notify appropriate supervisory personnel as

required may be considered grounds for denial of
sick leave

2 Use of sick leave may be used to care for the

illness of any immediate family member but shall
not be authorized prior to the time it is credited
to the employee and shall only be used with the

approval of the department head or authorized
supervisor
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3 Sick leave is to be used only for the purposes for

which it is intended Any employee who abuses sick

leave will be subj ect to discipline up to and

including discharge Any employee who is on sick

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 or 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

4 An employee who becomes ill 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 shall
not be allowed to use sick leave credits while on

such leave

M Sick Leave Buy Back

1 Subj ect 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 corne

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
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b The employee must have used no more than 24

hours of sick leave in the prior year from

July 1 to the following June 30

c 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
employee s 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 be made as

following the close of

generally at the first
December

part of a payroll
the fiscal year

payroll period in

e In the event of the retirement or death of an

employee eligible for sick leave buy back

payment shall be made to the employee or to

the employee s beneficiary estate or as

provided by law

2 For purposes of this subsection the term subject
to available funds shall mean such amounts if

any budgeted for buy back of sick leave as may be

appropriated by the City Commission in its annual
budget process

3 Upon termination of employment for any reason

except retirement or death any accrued sick leave
credits become void Upon retirement or death an

employee will be paid for one half of his accrued
sick leave up to a maximum of 480 hours Payment
shall be at the base hourly rate of pay of the

employee at retirement or death Any vested

employee leaving employment with the City and

leaving his pension money in the fund to collect at

a 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 eity
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N Family and Medical Leave Act of 1993 FMLA

1 General Policy

The City supports the objective of a Family and

Medical Leave Act of 1993 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 leave 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 is used for determining
the twelve 12 month period in which the twelve

12 weeks of leave entitlement is allowedJ llo o

Formatted Bullets and Numbering2 0perJ ting Policy J nd Procedure

J Eligibili ty oj Formatted Bullets and Numbering

To be eligible for leJye under thio polioy Jn

employee muot hJye been employed by the City
J t leJ ot t lelve 12 montho in totJ l Jnd muot

hJ
T

e lorwd Jt leJ ot 1 250 houro during the

tllehTe 12 montho preoeding commenoement of

the leJ e

b Entitlement to LeJve Formatted Bullets and Numbering

n eligible employee io entitled to leJ ve for
the follOlling

1 or the birth of the employee 0 ohild for ou

Formatted Bullets and Numbering
the plJoement of J child ith the

employee for J doption or footer oJ re

2 hen the employee io needed to oJ re for J u Formatted BulletsandNumbering
ohild Dpouse or pJ rent IIho hJ o J oeriouo

heJ lth condition

3 for the oeriouo heJ lth oondition of the Formatted BulletsandNumbering
employee

Formatted Bullets and Numbering
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3 Definitiono

HeQlth CQre Provider

Q r dootor of medioine or ooteoPQthy I ho io
Quthorized to prQotioe medioine or ourgery by
the otQte in hich the doctor prQcticeo or

Formatted Bullets and Numbering

b 1my other peroon determined by the SeoretQry of m

Formatted Bullets and Numbering
LQbor to be oQPQble of providing heQlth OQre

Elerviceo

o Othero oQPQble of pro7iding
oerviceo inolude only

heQlth oQre
u

Formatted Bullets and Numbering

1 PodiQtrioto dentioto olinioQl

poyohologioto optometriotEl Qnd

chiroprQctoro limited to treQtment

conoioting of mQnuQl mQnipulQtion of the
spine to oorrect Q ElublU1Dtion QO

demonotrQted by X rQY to eJdot
Quthorized to prQctice in the StQte Qnd

performing ithin the Elcope of their

prQotioe QO defined under StQtc lQ

2 Nuroe prQctitioners Qnd nuroe midi7eo liho

Qre Quthorized to prQctice under stQtc

lQ Qnd ho Qre performing Hithin the

aoopc of their prQctice QO defined under
StQte lQ i Qnd

Formatted Bullets and Numbering

I Formatted Bullets and Numbering

3 ChriotiQn Science prQctitionero lioted 1 ith Formatted Bullets and Numbering
the First Church of Chriot Scientiot in
BOElton NQooQchuoetto Where Qn employee
or fQmily member io receiving treQtment

from Q ChriotiQn Science prQctitioner Qn

employee mQY not object to Qny
requirement from Qn employer thQt the

employee or fQmily member oubmit to

eHQminQtion though not treQtment to

obtQin Q oecond or third oertificQtion
from Q heQlth CQre pro7ider other thQn Q

ChriotiQn Science prQctitioner

8eriouo HeQlth Conditionn illneoo

impQirment or phyoicQl or

condition thQt involveEl

injury
mcntQl

I ny period of incQPQcity or treQtment lith or Formatted BulletsandNumbering

conoequent to inpQtient CQre in Q

110



hocpit l hocpice or rosidonti l modic l

c re f cility

2 ny poriod 0f inc p ci ty roquiring bconco w Formatted Bullets and Numbering

from JOrk cchool or other d ily
ctivitioc of moro th n throe 3

c lend r d yc th t lco involvoc

continuing tro tmont or cuporvioion of

ho lth c ro providor

3 Continuing tro tmont by or undor tho uu Formatted Bullets and Numbering

cuporvioion of he lth c ro providor for
chronic or long term condition th t io

incur ble or if not tro ted could recult

in period of inc p city of moro th n

throe 3 c lend r d yo

Reduced or Intermittont Le ve SchoduleI le vo

hen modic lly noceoo ry th t roducos tho nwnbor

of orking hours por lOok or houro por d y

I rentTho biologic l p ront of n omployoe or n

indi Jidu l ho st ndc in pl co of p ront

Son or D ughtor biologic l doptod or fostor

child otopchild log l rd or child of

pcroon st nding in tho pl co of porent Hho is
0 undor 19 yoorc of o go or b 19 yoors of go

or oldor nd incopoble of celf eoro boco use of
mentol or phycic l dicobility

h Formatted Bullets and Numbering4 Loo ve Rcquiremontc

Eligiblo employeoc covored by othor poid omploymont
lo oc v cotion Dick timo ond componcotory time
Hill be roquirod to to ko tho poid leo o o port of

tho tllelvo 12 Hooke of 100 0 lhich tho employee
ic onti tlod to undcr thio policy to thc full
oKtent pormittod by rogul tionc isoued by tho

Dcp rtrnent of Lobor

dv nce Rcquoct of Lo vo

I minimum of thirty 30 d yo odv nco notico of

lcovo ic roquirod Ilhoro pr cticoblo for

o tho onpocted birth of 0 child or
m Formatted BulletsandNumbering

b tho plonnod rnodic l troCltmont for 0 oon

doughtcr opouoo or p rcnt ith 0 oeriouo
hOCllth condition
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NOTE In the eyent thlt flmily lelve ic
required lC the recult of In unforeceen incident or

illnecs or ic required It l dlte elrlier thln

lnticiplted notice chlll be giyen l0 coon lC

poccible Employees requecting lel le for pllnned
medicll treltment of l con dlughter cpouce or

plrent chould mlke l relcon lble effort to cchedule
treltment co lC not to dicrupt unduly their
deplrtment work ochedule concictent with the

requirementc of the hellth Olre provider

l Eligible employeec In ticiplting the need to u Formatted Bullets and Numbering
requect In unplid lOlve chould cubmit l

ritten requect to their cuper licor

lccomplnied ith l Nedicll Certifieltion from
l hell th Clre pro ider The cupervicor I ill
for lrd the request to the deplrtment held for
hic lppro Jll The requect ill be for lrded
to Humln Recourcec for further lpproYll lnd

prooeccing 1 copy of the lppro7ed requect
Ilill be returned to the requesting employee

1 If both cpoucec Ilork for the City they lre

limited to l totll of tllel ve 12 eekc
in l tllel Je 12 month period betlleen
them for the birth or ldoption of l ohild
or for l plren t lith l ceriouc hell th

condition

If only l portion of the entitled lelye ic uced
for the lbo7e 1 then elch employee ic
entitled to tho ldditionll time up to t elye

12 oekc in l t elve 12 month period of l

cpouce Iho ic ill lnd unlblo to ork or l child
I ith l ceriouc hellth condition

6 Hedicll Certifioltion Formatted Bullets and Numbering

1n employee c requect for 10l e to Clre for l

seriouclill cpouco child or plrent muot be

cupportod by l Nedicll Certificltion from l hellth

Clre proYider on l form iccued by the Humln

Recourcec Deplrtment Lelve ml be denied until
the required certifioltion ic proyided

6 1Intermittent or Reduced Work Schedulec Formatted Bullets and Numbering

If l lelye ic caught on In intermittent or reduced
cohedule beoluce of In employee c ceriouc illnecc
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or to oJ re for J sick fJmily member the

certificJ tion muot contJ in J dditionJ l dcclJ rJ tiono

from the heJ lthcJ re provider stJ ting thJt

intermittent or reduced schedule leJve io medioJ lly
neceooJ ry J nd the Jmount of time thJt lill be

needed

NOTE The City reoervea the right to require the

employee to obtJ in the opinion of J City Jpproyed
oeoond heJ lthoJ re provider J t City eKpenoe If the

firot J nd aeoond opiniono differ the City J t ita

Olin Cltpenoe mJY requiro the binding opinion of J

third heJ lthoJ re provider Jpproved jointly by the

City J nd the employee

Intermittent or reduced oehedule leJ le mJ Y be tJ lwn

I hen medicJ lly neoeooJ ry for the oerious illneoo of

J n employee or to oJ re for the employee a eligible
fJmily member l n employee requeoting intermittent

or reduced leJ ve mJY be temporJ rily trJnsferred to

Jn J lternJti le pooition for hich the employee io

qUJ lified I ith equi J lent PJ Y J nd benefito J nd
lhioh better J ooommodJ teo reourring periodo of

leJ e

l Formatted Bullets and Numbering7 Return to Full Work StJ tuo

J 7a J condition of returning to lork the City u

Formatted Bullets and Numbering
requireD the employee to notify hio her

oupervioor in lriting on J bi eeldy bJ oio

of hie OtJ tUD Jnd intention to return to lork
llith J oopy to HumJn Reoouroeo

b 7n employee tJ king leJ e becJ use of J oeriouo u

Formatted Bullets and Numbering
heJ lth condition of J n eligible fJmily member

muot on J bi HeeklbJ oio oubmit suboequent
recertificJ tion of the medicJ l condition to

the City Employeeo returning to Iork from Jn

unpJ id leJ e of Jboence under this polioy
DhJ ll be reotored to the OJffie or equivJ lent

pooition lith equi lJ lent employment benefito

PJY Jnd J ll other termo J nd condi tiono of

employment

cEmployment reotorJ tion righto mJ Y be denied if Jn I Formatted Bullets and Numbering

employee performo the dutieo of J highly
opeciJ lized nJture Ilhich oJ nnot be performed

by other employeea io pJ id by sJ lJ ry oeto

policy on behJ lf of the City or directo the
Jctivitieo of J mJ jor orgJ nizJ tionJ l oegment
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of the City nd is neceoo ry to prevent
oubot nti l nd grievouo economic injury to

the City

Formatted Bullets and Numberingg H inten nce of He lth Benefit

rny employee uho io gr nted n pproved unp id
le ve of boence under thio policy muot continue to

p y hie portion of premium contributiono if
pplio ble during the period of unp id boenoe

The employee should oont ct Hurn n Resources to

dotermine ho p lffionts re to be m de If p ymont
io not m de ithin thirty 30 d yo of due dlte

co er ge lill ce oo t the end of the thirty 30
d y period

F ILURE TO COMPLY WITH lNY REQUlREHENTS LISTED IN THIS

POLICY MlY RESULT IN DENILOF FMILY OR HEDIClI LEVE

Any questions concerning the Family and Medical Leave Act

should be directed to Human Resources

O DOMESTIC VIOLENCE LEAVE POLICY

As part of its commitment to safeguard the employees and to

provide a safe place for its employees to work and 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
Violence Leave in a 12 month period if the employee or a member
of the employee s family or household is the victim of domestic
violence

An employee s use of Domestic Violence Leave is limited to the

following activities

To seek an injunction against domestic violence

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

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 violence
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To seek legal assistance or attend court proceedings related

to the domestic violence

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

employee provide documentation of the act 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 Deepartment H ead and

comments by the Human Resources Director the Mayor may
authorize an employee leave without pay for reasons other

than those provided in this section for a period not

to exceed six calendar months
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ARTICLE 9 HUMAN RESOURCE DEVELOPMENT

Section 9 01 Statement of Policy

A The City of Palmetto recognizes the value of developing
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

B Employee education and training to enhance job related
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

Section 9 02 Tuition Reimbursement

The fo11o ling Tuition ReimburccFRcmt Polioy ch3ll booome effeoti Tc

J3nu3ry 1 2001

A Set aside an amountup to 10 000 00 30 determined in the

budgetary process in a non departmental account for
reimbursement of classes for employees to further their
skills for the City of Palmetto

B Applications will be date stamped In the event that
initial Fiscal Year applications exceed available
funding a lottery will be held to determine award
distribution All other fully qualified applicants will
be maintained o4n a waiting list to be utilized in
additional lotteries in the event that funding becomes
available Qualified applicants who are not funded will
receive priority in the next funding cycle

C The maximum reimbursement is the actual cost of the
course not to exceed an annually determined amount less
any grants or financial aid received This amount will
not exceed the cost at the local county or state college
Reimbursement will be limited to 1 course per session
and 3 courses per calendar year per person
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D Applications must be presented to Department Heads for

submittal to Human Resources for review by the Tuition

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

E The employee must receive a CIf or better to be

reimbursed for the class Proof of tuition payment must

also be submitted

F Part of the approval process will include acknowledgement

by the employee that if they leave the City of their own

accord within 2 years of reimbursement for a class they
will reimburse the City for the class Reimbursement may
be remitted by cash or check to the Human Resources

Department or may be payroll deducted from the final

paycheck

G As stated aboveindic ted in the Peroonnel Policy M nu l

only classes that enhance job re directly related

skillsto job uithin the City will be reimbursed

H An employee is not permitted to use any City personnel
time or supplies as part of the course or program of

instruction The use of equipment may be specifically
approved by the Q4epartment aead

I An employee may not attend a tuition reimbursement

program during assigned working hours unless such time

is covered by pre approved annual or compensatory leave

or leave without pay

Section 9 03 Employee Recognition Program

PURPOSE

To establish procedures for recognizing long term commitments Formatted Indent Left 05 First line 0

exemplary employee accomplishments and outstanding
contributions to the City of Palmetto

OBJECTIVES

To encourage employees to improve
the City of Palmetto

To develop and retain motivated employees

Formatted Indent First line OS

services for the citizens of m Formatted Justified Indent Left 05

Formatted Justified Indent Left 05 Tab
stops 0 56 Left 0 63 Left 0 75 Left
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To recognize and reward exemplary employee accomplishments p

Formatted Indent left 05
contributions and continuous employment which lead to

improvements in City services and operations Each Department
Head will recommend an employee for his her department

Section 9 04 Employee Orientation

All new employees shall attend an initial orientation session
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 the S afety Oerientation conducted by the

Safety Director in order to protect the employees 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 01 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 and may be

partially subsidized subject to budget constraints 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 and scope of employment and compensable under

the provisions of the State of Florida 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 457B plan All provisions governing these

retirement systems are established by City ordinance and are

subject to change from time to time

119



ARTICLE 11 SEPARATIONS

Section 11 01 Resignation

To resign in good standing an employee must give the
Department Head at least 14 calendar days prior written
notice unless the Department Head shall because of

extenuating circumstances agree to permit a shorter period of
notice ho rcoigno from City employment ohould pro ide
ritten notice in 3d 3nce to his immedi3te oupcr isor IIf an

employee resigns verbally and does not submit a wrItten
resignation the Daepartment Hflead or his her 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

The resignation of an employee who fails to give notice shall
be reported to the Director of Human Resources immediately by
the Department Head Failure to comply with the notification
requirement shall be entered into the personnel record of the
employee and may be cause for denying future employment by the
City

An employee who voluntarily resigns and whose service has not

been satisfactory or who fails to submit a written resignation
or to comply with the administrative regulations departmental
policies and procedures and personnel rules and regulations
may forfeit any eligibility for future employment

Section 11 02 Layoffs

It is 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

A reduction of work force shall be among the last options
implemented It may be instituted in cases of bona fide budget
reduction lack of work lack of funds program or grant
discontinuation technological replacement or any condition of
serious financial distress that may be determined or declared at

any time in the future When such conditions exist the

Department Head may after coordination with the Human Resources

Director and approval by the Mayor proceed to layoff an

employee or employees
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A In the event of layoff the order of layoff shall begin um Formatted Bullets and Numbering

with temporary then probationary employees then part time

employees as described in Article 2 Section 2 05 of the

City of Palmetto Personnel Policy Manual Full Time

employees will be evaluated for layoff after consideration

has been given to temporary probationary and part time

employees Departments Heads will be responsible for

identifying any of the employees in the above mentioned

categories for potential lay off I ho lill be lJid off after

considering factors such as performance longevity
attendance and the specific need of the City

A reduction in work force may be made by function and lor by job
classification and or by pay grade within the affected

department

The duties previously performed by a laid off employee may be

reassigned to other employees already working in positions in

appropriate job classifications

When options are available as to which job areas s to select

for reduction the Department Head will select area s where

such reductions will have the least amount of negative impact on

the vital programs or functions of that budgetary unit in

addition to the least amount of negative impact upon the equal
employment gains of the unit The Human Resources Department
shall review plans prior to such layoff action s

Section 11 02 01 LAYOFF PRIORITY

u f Formatted Indent Left 05

B In accordance with Chapter 295 Florida Statutes certain uP Formatted Bullets and Numbering

veterans and spouses of certain veterans may be eligible
for preference in retention when layoffs are necessitated

C City employees who are scheduled for layoff shall not have uu Formatted Bullets and Numbering

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 a 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 with 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
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D Employees scheduled for layoff may if offered by the City m

Formatted Bullets and Numbering
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 Resources Department shall ensure

Employee Health Benefits is made aware of any layoffs to
ensure proper COBRA notices are provided

Section 11 02 02 REINSTATEMENT

A Laid off employees have priority for reinstatement
according to seniority 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

B The City will offer reinstatement to laid off employees by
certified mail to the last known address Note It is

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

C Reinstatement is offered to laid off employees provided
they are qualified 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 employee who is temporarily unable to accept an

offer of reinstatement due to medical certification may
request a delay in starting work not to exceed thirty 30
calendar days

D The return to work date for a laid off employee who is
qualified 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

his her seniority will be forfeited and he she is no longer
considered eligible for reinstatement under the Layoff
procedures
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E If the 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 pre employment requirements including Drug
Free Workplace Program criteria his her seniority is

forfeited and he she is no longer considered eligible for

reinstatement under the layoff procedures

F Employees who are scheduled for layoff do not have the

right to enter formal grievance 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

Mayor 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

G Employees who are scheduled for layoff should contact Human

Resources to discuss their medical coverage and other

health benefits

H The Human Resources Department with approval by the Mayor
and City Commission 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

nn

Formatted Font Bold

Section 11 Ol Disability

A A Daepartment HRead may require a medical examination at

City expense to be performed by a physician selected by
the City at any time an employee displays evidence of a

problem related to job performance or safety or when an

employee s continuing fitness for duty in a physically
demanding job reasonably appears to have been impaired

B Any employee who is prevented from performing the

essential functions of his or her job because of a

disability as defined in the Americans with Disabilities

Act will be afforded a reasonable accommodation to the

disability Such accommodation may but not necessarily
be reassignment retraining modifying work schedules

job restructuring etc If a reasonable accommodation

cannot be made the affected employee may be reassigned
with a corresponding reduction in pay or placed in part
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time status with reduction in pay or terminated In the

case of termination the Human Resources 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

C A reassignment or separation for reasons of disability
shall not be considered disciplinary action

The Mayor appropriate Q4epartment head and the Human

Resources 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 for the disability can

be made

Section 11 04 Dismissal

A 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

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

C An employee discharged for cause will not be eligible for
rehirea for a minimum of ten 10 years

Section 11 05 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

I Section 11 06 Inquiries about Former Employees
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A Information provided in response to inquiries concerning
former employees shall be confined to documented factual

information such as dates of employment positions held

and rates of pay

B 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
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ARTICLE 12 UNIFORM POLICY

Section 12 01 Policy

The intent of this policy is 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
wi th their functional area of responsibility These will be
professionally maintained Each employee will be issued eleven
shirts and eleven trousers selected by the Daepartment HRead 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 five shirts annually consistent with their
functional area of responsibility The shirt style will be selected
by the Deepartment HRead The City of Palmetto emblem shall be
embroidered or sewn on the left breast pocket area

Personnel performing law enforcement functions in a sworn officer
capacity will be issued uniforms consistent with the current
Police Department policy 5 ohirto 2 long olccT co md 3 ohart
cloovoo 5 troucoro nd one p ir af chaoc If a uniform becomes
unserviceable 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 policylaflc 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 a rate up

to of 50 00 60 100 00 per year depending upon the need for

puncture resistant footwear Employees not required 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 05 816

on pril 18 2005
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