
​IN​​THE​​BROWARD​​COUNTY,​​FLORIDA,​​CHARTER​​SECTION​​10.01​
​ENFORCEMENT​​HEARINGS​​FORUM​

​CAROL​​J.​​BREECE,​
​Broward​​County​​Inspector​​General,​

​Plaintiff,​
​CASE​​NO.​​EH-2026-001​

​v.​

​ABIODUN​​AJAYI,​
​Defendant.​

​__________________________________________/​

​MOTION​​TO​​DISMISS​​COMPLAINT​​FOR​​LACK​​OF​​JURISDICTION​

​COMES​​NOW,​​Defendant​​Abiodun​​Ajayi,​​by​​and​​through​​the​​undersigned​​counsel,​​and​

​files​​this​​motion​​to​​dismiss​​and,​​in​​support​​thereof,​​states​​as​​follows:​

​1.​ ​On​ ​January​ ​27,​ ​2026,​ ​the​ ​Broward​ ​Office​ ​of​ ​the​ ​Inspector​ ​General​ ​(“Broward​ ​OIG”)​

​served​ ​a​ ​Complaint​ ​on​ ​Ms.​ ​Ajayi​ ​alleging​ ​two​ ​violations​ ​of​ ​Section​ ​26-16(a)​ ​of​ ​the​

​Broward​ ​County​ ​Code​ ​of​ ​Ordinances​ ​and​ ​Chapters​ ​4​ ​and​ ​9​ ​of​ ​the​ ​Internal​ ​Control​

​Handbook​ ​of​ ​the​ ​Human​ ​Resources​ ​Division​ ​of​ ​Broward​ ​County​ ​as​ ​promulgated​ ​by​

​Administrative​​Order​​#400​​of​​the​​Broward​​County,​​Florida,​​Administrative​​Code​​(“ICH”).​

​2.​ ​The​​two​​violations​​alleged​​are:​

​COUNT​ ​ONE​ ​-​ ​On​ ​or​ ​about​ ​March​ ​29,​ ​2024,​ ​ABIODUN​ ​AJAYI,​ ​as​ ​a​ ​Broward​
​County​ ​employee​ ​seeking​ ​elected​ ​public​ ​office,​ ​engaged​ ​in​ ​activity​ ​related​ ​to​
​seeking​ ​that​ ​office​ ​during​​her​​working​​hours​​as​​a​​Broward​​County​​employee,​​to​
​wit:​ ​ABIODUN​​AJAYI​​appeared​​on​​the​​“Time​​Out​​360”​​podcast​​from​​her​​County​
​office​ ​and​ ​promoted​ ​her​ ​candidacy​ ​for​ ​Broward​ ​County​ ​Tax​ ​Collector​ ​between​
​8:30​ ​a.m.​ ​and​ ​5:00​ ​p.m.​ ​on​ ​Friday,​ ​March​ ​29,​ ​2024,​ ​in​ ​violation​ ​of​ ​Section​​26-​
​16(a)​​of​​the​​Broward​​County​​Code​​of​​Ordinances.​

​COUNT​ ​TWO​ ​-​ ​Between​ ​on​ ​or​ ​about​ ​June​ ​16,​ ​2023,​ ​and​ ​on​ ​or​ ​about​​July​​11,​
​2024,​ ​ABIODUN​ ​AJAYI,​ ​as​ ​a​ ​Broward​​County​​employee​​seeking​​elected​​public​
​office,​​engaged​​in​​activity​​related​​to​​seeking​​that​​office​​during​​her​​working​​hours​
​as​ ​a​ ​Broward​ ​County​ ​employee,​ ​to​ ​wit:​ ​ABIODUN​ ​AJAYI​ ​sent​ ​and/or​ ​received​
​campaign-related​ ​emails​ ​through​ ​her​ ​Broward​ ​County​ ​email​ ​address​ ​between​
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​8:30​ ​a.m.​ ​and​ ​5:00​ ​p.m.,​​in​​violation​​of​​Section​​26-16(a)​​of​​the​​Broward​​County​
​Code​​of​​Ordinances.​

​3.​ ​Section​ ​26-16(a)​ ​of​ ​the​ ​Broward​ ​County​ ​Code​ ​of​ ​Ordinances​ ​(“the​ ​County​ ​Code”)​

​provides​​as​​follows:​

​An​​employee​​seeking​​elected​​public​​office​​shall​​not​​engage​​in​​any​​activity​​related​
​to​ ​seeking​ ​the​ ​office​ ​during​ ​working​ ​hours​ ​as​ ​a​ ​county​ ​employee.​ ​The​ ​county​
​administrator​ ​shall​ ​adopt​ ​rules​ ​for​ ​the​ ​use​ ​of​ ​approved​ ​leave​ ​time​ ​for​ ​such​
​employees.​

​4.​ ​Chapters​​4​​and​​9​​of​​the​​ICH​​provide​​a​​framework​​with​​rules,​​guidelines,​​and​​prohibitions​

​for​​those​​county​​employees​​seeking​​to​​run​​for​​an​​elected​​office.​​The​​ICH​​is​​attached​​as​

​Exhibit​​A.​

​5.​ ​Section​​10.01​​of​​the​​Broward​​County​​Charter​​creates​​the​​Broward​​OIG​​and​​sets​​forth​​the​

​IG'​ ​s​ ​duties​ ​and​ ​responsibilities.​ ​Section​ ​10.01(C)(1)​ ​and​ ​(2)​ ​of​ ​the​ ​Broward​ ​County​

​Charter​​provides​​as​​follows:​

​(1)​ ​After​ ​completing​ ​his​ ​or​ ​her​ ​investigation​ ​and​ ​determining​ ​that​ ​there​ ​is​
​probable​​cause​​to​​believe​​misconduct​​has​​occurred,​​the​​Inspector​​General​​shall​
​notify​ ​the​ ​appropriate​ ​civil,​ ​criminal,​ ​or​ ​administrative​ ​agencies​ ​charged​ ​with​
​enforcement​ ​related​ ​to​ ​the​ ​alleged​ ​misconduct.​ ​If​ ​no​ ​civil,​ ​criminal,​ ​or​
​administrative​ ​agency​ ​has​ ​jurisdiction​ ​over​ ​the​ ​alleged​ ​misconduct,​ ​the​
​matter​​shall​​be​​referred​​to​​a​​Hearing​​Officer​​…​​for​​quasi-judicial​​enforcement​
​proceedings.​

​(a)​​The​​Inspector​​General​​shall​​refer​​findings​​of​​alleged​​criminal​​offenses​
​to​​the​​Office​​of​​the​​State​​Attorney​​and/​​or​​the​​Office​​of​​the​​United​​States​
​Attorney.​
​(b)​ ​The​ ​Inspector​ ​General​ ​shall​ ​refer​ ​findings​ ​of​ ​alleged​ ​civil​ ​offenses​
​involving​ ​a​ ​violation​ ​of​ ​Chapter​ ​112,​ ​Part​ ​III,​ ​Florida​ ​Statutes,​ ​to​ ​the​
​Florida​​Commission​​on​​Ethics.​
​(c)​​The​​Inspector​​General​​shall​​refer​​findings​​of​​alleged​​violations​​of​​The​
​Florida​ ​Election​ ​Code,​ ​Chapters​​97​​through​​106,​​Florida​​Statutes,​​to​​the​
​Florida​​Elections​​Commission​​(except​​as​​to​​alleged​​violations​​that​​may​​be​
​criminal​ ​in​ ​nature,​ ​which​ ​shall​ ​be​ ​referred​ ​to​ ​the​ ​Office​ ​of​ ​the​ ​State​
​Attorney).​
​(d)​ ​The​ ​Inspector​ ​General​ ​shall​ ​refer​ ​other​ ​alleged​ ​offenses​ ​to​ ​the​
​appropriate​ ​civil,​ ​criminal,​ ​or​ ​administrative​ ​agency​ ​that​ ​would​ ​have​
​jurisdiction​​over​​the​​matter.​
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​(2)​ ​Any​​civil​​infraction​​not​​covered​​by​​paragraphs​​(1)(a)​​through​​(d)​​above​​shall​
​be​​stated​​in​​a​​complaint​​brought​​in​​the​​name​​of​​the​​Inspector​​General…[and]​​the​
​Inspector​​General​​shall​​refer​​the​​complaint​​to​​a​​Hearing​​Officer…​
​[Emphasis​​added]​

​6.​ ​Section​ ​10.01(C)(1)​ ​specifically​ ​provides​ ​that​ ​"[i]f​ ​no​ ​civil,​ ​criminal,​ ​or​ ​administrative​

​agency​ ​has​ ​jurisdiction​ ​over​ ​the​ ​alleged​ ​misconduct,"​ ​the​ ​matter​ ​shall​ ​be​​referred​​to​​a​

​Hearing​​Officer​​as​​provided​​by​​Section​​10.01(C)(2).​​The​​IG​​Hearing​​Officer​​is​​essentially​

​a​​venue​​of​​last​​resort​​and​​may​​only​​be​​used​​if​​no​​other​​agency​​has​​jurisdiction​​over​​the​

​alleged​​misconduct.​

​7.​ ​An​ ​employee​ ​violating​ ​Section​ ​26-16(a)​​of​​the​​County​​Code​​is​​subject​​to​​penalties​​and​

​“​​shall​​be​​[prosecuted]​​by​​the​​state​​attorney​​or​​assistant​​state​​attorney​​of​​the​​state​​court​

​judicial​​circuit​​in​​and​​for​​Broward​​County…”​​[emphasis​​added]​​under​​Section​​1-13​​of​​the​

​County​​Code​​titled​​“Enforcement​​of​​County​​Ordinances”:​

​In​ ​addition​ ​to​ ​any​ ​other​ ​penalties,​ ​remedies,​ ​or​ ​other​ ​enforcement​ ​measures​
​provided​​by​​ordinance​​or​​law,​​the​​following​​provisions​​shall​​be​​applicable​​to​​each​
​violation​​of​​a​​County​​ordinance:​

​(1)​ ​Each​ ​violation​ ​of​ ​a​ ​County​ ​ordinance​ ​provision​​that​​prohibits​​a​​specified​
​act​​or​​specified​​acts​​by​​a​​person​​or​​persons​​shall​​be​​subject​​to​​and​​may​
​be​ ​prosecuted​ ​in​​the​​manner​​authorized​​by​​§​​125.69,​​F.S.,​​including​​any​
​subsequent​ ​amendment​ ​thereto.​ ​Prosecution​ ​of​ ​a​ ​violation​ ​of​ ​a​ ​County​
​ordinance​​shall​​be​​by​​the​​state​​attorney​​or​​assistant​​state​​attorney​​of​​the​
​state​ ​court​ ​judicial​ ​circuit​ ​in​ ​and​ ​for​ ​Broward​ ​County​ ​pursuant​ ​to​ ​§​
​27.34(1),​​F.S.,​​including​​any​​subsequent​​amendment​​thereto.​

​(2)​ ​The​ ​County​ ​may​ ​secure​ ​enforcement​ ​of​ ​a​ ​County​ ​ordinance​ ​in​ ​any​
​appropriate​​court​​or​​administrative​​proceeding.​

​(3)​ ​The​​Broward​​County​​Sheriff,​​the​​Broward​​County​​Sheriff​​deputies,​​and​​all​
​other​ ​enforcement​ ​officers​ ​and​ ​persons​ ​shall​ ​have​ ​such​ ​powers​ ​to​
​enforce​​County​​ordinances​​as​​are​​lawfully​​permitted.​

​(4)​ ​The​ ​provisions​ ​of​ ​this​ ​section​ ​are​ ​deemed​ ​remedial​ ​and​ ​shall​ ​be​
​applicable​ ​to​ ​both​ ​prior​ ​existing​ ​and​ ​subsequently​ ​adopted​ ​County​
​ordinances​​and​​any​​subsequent​​amendments​​thereto.​

​8.​ ​Additionally,​ ​an​ ​employee​ ​violating​ ​Section​ ​26-16(a)​ ​of​ ​the​ ​County​ ​Code​ ​can​ ​be​

​criminally​​prosecuted​​under​​Florida​​Statutes​​§104.31​​by​​the​​Office​​of​​the​​State​​Attorney:​

​3​



​…​
​(2)​ ​An​ ​employee​ ​of​ ​the​ ​state​ ​or​ ​any​ ​political​ ​subdivision​ ​may​ ​not​ ​participate​ ​in​
​any​​political​​campaign​​for​​an​​elective​​office​​while​​on​​duty.​
​(3)​​Any​​person​​violating​​the​​provisions​​of​​this​​section​​is​​guilty​​of​​a​​misdemeanor​
​of​​the​​first​​degree,​​punishable​​as​​provided​​in​​s.​​775.082​​or​​s.​​775.083.​

​9.​ ​Concurrently,​ ​the​ ​Florida​ ​Elections​ ​Commission​ ​also​ ​has​ ​explicit​ ​jurisdiction​ ​over​

​violations​ ​of​ ​Florida​ ​Statutes​ ​§104.31.​ ​Specifically,​ ​Florida​ ​Statutes​ ​§106.25​ ​gives​

​“[j]urisdiction​ ​to​​investigate​​and​​determine​​violations​​of​​this​​chapter​​and​​chapter​​104”​​to​

​the​ ​Florida​ ​Elections​ ​Commission.​ ​Because​ ​the​ ​Inspector​ ​General​ ​alleges​ ​that​ ​the​

​Defendant​ ​engaged​ ​in​ ​campaign​ ​activities​​during​​her​​"standard​​work​​schedule"​​of​​8:30​

​a.m.​ ​to​ ​5:00​ ​p.m.,​ ​the​ ​Florida​​Elections​​Commission​​is​​an​​"administrative​​agency​​[that]​

​has​​jurisdiction​​over​​the​​alleged​​misconduct."​​1​

​10.​​The​ ​Florida​ ​Commission​ ​on​ ​Ethics​ ​also​ ​has​ ​explicit​ ​jurisdiction​ ​over​ ​the​ ​conduct​

​described​​in​​the​​Complaint​​pursuant​​to​​Florida​​Statutes​​§112.322(1).​​“It​​is​​the​​duty​​of​​the​

​Commission​ ​on​ ​Ethics​ ​to​ ​receive​ ​and​ ​investigate​ ​sworn​ ​complaints​ ​of​ ​violation​ ​of​ ​the​

​code​ ​of​ ​ethics​​as​​established​​in​​this​​part…”​​Id.​​Florida​​Statutes​​§112.313(6)​​prohibits​​a​

​public​ ​employee​ ​from​ ​"corruptly"​ ​using​ ​any​ ​"property​ ​or​ ​resource​ ​which​ ​may​​be​​within​

​his​​or​​her​​trust"​​to​​secure​​a​​special​​benefit,​​such​​as​​a​​campaign​​advantage.​​Because​​the​

​Complaint​ ​alleges​ ​the​ ​unauthorized​ ​use​ ​of​ ​County​ ​office​ ​space​ ​and​ ​email​ ​servers​ ​for​

​campaign​ ​purposes,​ ​the​ ​Florida​ ​Commission​ ​on​ ​Ethics​ ​also​ ​has​ ​jurisdiction​ ​over​ ​the​

​alleged​​misconduct.​

​11.​​Finally,​ ​the​ ​Complaint​ ​alleges​ ​violations​ ​of​ ​the​ ​ICH.​ ​The​ ​ICH​ ​establishes​ ​a​

​comprehensive​ ​administrative​ ​enforcement​ ​framework​ ​for​ ​the​ ​conduct​ ​alleged​ ​in​ ​the​

​Complaint.​​Specifically,​​Chapter​​7​​of​​the​​ICH​​provides​​for​​a​​range​​of​​disciplinary​​actions,​

​including​ ​suspension,​ ​demotion,​ ​and​ ​termination,​ ​which​ ​are​ ​administered​ ​by​ ​the​

​1​ ​The​ ​Broward​ ​OIG​ ​referred​ ​this​ ​matter​ ​to​ ​the​ ​Florida​ ​Elections​ ​Commission​ ​in​ ​October​ ​of​ ​2023.​ ​The​
​matter​​is​​pending​​before​​the​​Florida​​Elections​​Commission​​under​​case​​number​​25-224.​
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​County’s​​Human​​Resources​​Division.​​Because​​the​​County’s​​own​​administrative​​structure​

​is​ ​"charged​ ​with​ ​enforcement​ ​related​ ​to​ ​the​ ​alleged​ ​misconduct,"​ ​it​ ​constitutes​ ​an​

​"administrative​ ​agency"​ ​with​ ​jurisdiction​ ​under​ ​Section​ ​10.01(C)(1)​ ​of​ ​the​ ​Charter.​ ​The​

​availability​ ​of​ ​this​ ​internal​ ​administrative​ ​remedy​ ​further​ ​demonstrates​ ​that​ ​a​ ​Hearing​

​Officer​​is​​not​​the​​venue​​of​​last​​resort​​required​​for​​jurisdiction​​in​​this​​forum.​

​12.​​Referral​ ​of​ ​the​ ​Complaint​ ​to​ ​a​ ​Hearing​ ​Officer​ ​as​ ​provided​ ​in​ ​Section​ ​10.01(C)(1)​ ​is​

​dependent​ ​on​ ​there​ ​being​ ​no​ ​other​ ​civil,​ ​criminal,​ ​or​ ​administrative​ ​agency​ ​having​

​jurisdiction​ ​over​ ​the​ ​alleged​ ​misconduct.​ ​To​ ​the​ ​extent​ ​that​ ​the​ ​Office​ ​of​ ​the​ ​State​

​Attorney,​ ​the​ ​Florida​​Elections​​Commission,​​the​​Florida​​Commission​​on​​Ethics,​​and​​the​

​Broward​ ​County​ ​Human​ ​Resources​ ​Division​ ​all​ ​have​ ​jurisdiction​ ​over​ ​the​ ​conduct​

​alleged​​in​​the​​Complaint,​​there​​is​​no​​basis​​to​​refer​​the​​Complaint​​to​​the​​Hearing​​Officer​

​described​​in​​Section​​10.01(C)​​to​​conduct​​quasi-judicial​​enforcement​​proceedings.​

​WHEREFORE,​ ​the​ ​Defendant​ ​respectfully​ ​moves​ ​this​ ​court​ ​to​ ​dismiss​ ​the​ ​Complaint​

​with​​prejudice.​

​Respectfully​​submitted​​this​​25th​​day​​of​​February,​​2026.​

​LAW​​OFFICES​​OF​​LARRY​​S.​​DAVIS,​​PA​
​601​​South​​Federal​​Highway​
​Hollywood,​​Florida​​33020​
​phone:​ ​(954)927-4249​
​email:​ ​larry@larrysdavislaw.com​

​courtdocs@larrysdavislaw.com​

​By:​ ​/s/​​Larry​​S.​​Davis​ ​.​
​Larry​​S.​​Davis,​​Esq.​
​Bar​​Number:​​437719​

​5​



​CERTIFICATE​​OF​​SERVICE​

​I​​HEREBY​​CERTIFY​​that​​a​​true​​and​​correct​​copy​​of​​the​​foregoing​​has​​been​​furnished​​by​

​the​ ​electronic​ ​mail​ ​to​ ​Katherine​ ​Y.​ ​McIntire​ ​at​ ​the​ ​Broward​ ​Office​ ​of​ ​the​ ​Inspector​ ​General​ ​at​

​kmcintire@broward.org​​on​​this​​25th​​day​​of​​February,​​2026.​

​By:​ ​/s/​​Larry​​S.​​Davis​ ​.​
​Larry​​S.​​Davis,​​Esq.​
​Bar​​Number:​​437719​
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I. Employment of Persons with Disabilities/Reasonable Accommodations  The Division of
Human Resources is responsible for administering employment examinations fairly and
impartially and to promote equal employment opportunities for all applicants.  Although, in
general, waiver of competitive requirements is not made for individual cases, there are some
circumstances in which reasonable accommodation may appropriately be given for applicants
with physical or mental impairments or disabilities in the manner in which the written test is
administered.  For assistance in identifying means of accommodation for the applicant with
disability, contact the Director of Human Resource which will consult as needed with the Office
of Equal Opportunity, ADA Coordinator's office.

 A. Applicants with Disabilities  Applicants with known impairments or disabilities who request
accommodations for application and testing process will be reasonably accommodated on a
case by case basis.  The County may request that the applicant provide documentation of the
applicant's functional limitations to support the request for accommodation.  

1.  Accommodation in Application Process  Job application materials will be made
available in alternative formats for applicants with disabilities and facilities will be
accessible to applicants with mobility impairments.  County job applications will advise
applicants that accommodation in the application process is available upon request.

2.  Accommodation in Examination/Testing  The County will provide reasonable
accommodation in the testing process only if it knows, before administering the test, that
an applicant needs an accommodation.  The County may require that requests for
accommodation in testing be made within a specified time before the administration of the
test.  The County will inform applicants, in advance, of any tests that will be administered
as part of the application process so that they may request an accommodation, if needed. 
Examples of accommodation may include:

a. If a competitor has a disability that by its very nature prevents the competitor from
taking the normally scheduled competitive test, consideration may be given to the
development of an equivalent examining technique, i.e., a technique that would give
the disabled competitor the relative rank order to which he/she is entitled.  

b. Where an applicant requests accommodations for a written test because of dyslexia,
the applicant could be given the opportunity to take the written test orally, if the
dyslexia seriously impairs the applicant's ability to read.  If, however, reading is a job-
related function that the test is designed to measure, the County can require that the
applicant with dyslexia take the written test
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if this accommodation (not reading) would not be possible on the job or would be an
undue hardship.  

c. An applicant may be scheduled for an individual exam session when a particular
disability precludes group administration of the written test.

d. The timing of some tests is open-ended and dependent upon the discretion of the
examiner.  Generally, disabled individuals can be given an extended time period if
necessary.

e. Totally blind applicants will be provided with a reader and be scheduled individually
for testing.  Generally, the examiner acts as reader and recorder.  A blind competitor
may use Braille in answering the test questions.  In this case, the competitor must
read his/her answers to the examiner who will record the answers on the appropriate
answer sheet.

f. If a hearing impaired applicant uses a hearing aide or can read lips, he/she will be
seated toward the front of the test room and have the additional benefit of written
instructions.

g. A cerebral palsied applicant may be tested individually with the examiner acting as
recorder or turning pages if necessary.  The person will be allowed ample time to take
the test, especially for recording answers.  If the competitor chooses, the examiner
may record the answers for most tests.

h. If an applicant has had a limb amputated which prevents the act of writing, an
individual session will be scheduled and the examiner will act as recorder.

3. Measuring Applicants Skills County required tests are designed to measure an
applicant's skill, aptitude, qualities and abilities, rather than the applicant's impaired skills. 
Accordingly, tests will be administered in such a way that applicants who have impaired
sensory (sight, hearing, process information, etc.), speaking or manual skills will not be
required to use the impaired skill where an alternative test format can be provided. 
However, where the test is designed to measure that particular job related skill, the
County may decline to provide an alternative test format.

4. Responsibilities of the Applicant In determining whether an applicant with a disability is
qualified for the position, the County will consider the reasonableness of any
accommodations requested or identified by the applicant.  It is the responsibility of the
applicant to make any need for an accommodation known.  Otherwise, accommodations
will not be discussed during the application process, as
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the County is prohibited from making disability-related inquiries or inquiring whether
accommodations are needed to perform essential functions of the job.

 B. Employees with Disabilities  When an employee requests accommodation to perform
essential functions of a position, the request shall be directed to the Office of Equal
Opportunity, ADA Coordinator's Office for a preliminary determination that the employee's
impairment constitutes a "disability" as defined by the ADA (this is not necessary if a disability
determination has been made already) and guidance with accommodation.  The County is
committed to providing reasonable accommodations for all qualified employees with known
disabilities, in the form of modifying jobs, the work environment and the manner or
circumstances in which jobs are customarily performed. 

1. Responsibilities of the Employee  It is the responsibility of the employee to make the
impairment or disability known to the County and to request a change or modification to
the job that is needed as a result of the employee's functional limitations (an
"accommodation request").

2. Documentation Request  The County may require documentation of an employee's
functional limitations, for the purposes of making a disability determination or to support a
request for accommodation.  The County will not provide accommodations that
constitute an undue hardship in regard to being unduly costly, extensive, or
substantial, or that would fundamentally alter the nature of business performed.

3. Reassignment  Where there are no reasonable accommodations available to enable an
employee with a disability to perform the essential functions of her/his current position, the
accommodation of reassignment will be considered.  However, the County need not
consider reassigning an employee with a disability unless there is a vacant position, or
position that will become vacant within a reasonable amount of time, for which the
employee is qualified.  If necessary, the County will consider whether reasonable
accommodation would enable the employee to perform the essential functions of the new
job.  It is the responsibility of the employee seeking reassignment to complete any
scheduled testing for a vacant position and to demonstrate all prerequisite qualifications
for the new position.  Generally, reassignments will be made to an equivalent position in
terms of pay and other job status, if one is available.  However, the County is not required
by the ADA to create a new position, bump employees from another job or promote an
employee seeking reassignment as an accommodation.  If no equivalent positions are
vacant, the employee may accept a reassignment to a lower graded position.  In this
situation, the County is not required to maintain the employee's salary at the level of the
employee's prior position.  If the County has no vacant position for which the 
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employee is qualified, with or without accommodation, the employee may be separated
from County service.  Further, if in the process of reassignment, there is documentation
that the employee has declined to accept assignment to the available vacancy, the
employee may be separated from County service.

See also Disability Leave and Leave Without Pay as a Disability Accommodation, in this
handbook in the Attendance and Leave Chapter.
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I. General Procedure for Filling Vacant Positions  When a position is created or becomes
vacant, a Division may begin the hiring process.  In general, Civil Service System positions
can be filled only with candidates certified to the appointing agency by the Division of Human
Resources.  While it is the policy of the Office of Budget and Management Policy that a new
employee may not start until the position is actually vacant, the Division may request a list of
eligibles as soon as the Personnel Action, Form 102-102, for the separation of the current
employee has been submitted.  Submit a Personnel Requisition, Form 102-105, along with the
Form 102-102 to the Position Control Unit of the Office of Budget and Management Policy. 

Without a Form 102-105, Human Resources will not send a list of eligibles to your Division. 
This means that the Form 102-102 which vacates a position must be submitted promptly.  The
Form 102-102 may be submitted with a future effective date as soon as the transaction is
formalized, i.e., the written resignation or notice of retirement is received.

 A. Requisitioning Staff

1. Existing Positions Complete a Personnel Requisition, Form 102-105 and forward it to
the Position Control Unit of the Office of Budget and Management Policy along with the
Personnel Action Form 102-102, effecting the separation of the current incumbent.  See
also this Handbook chapter on Separations.

2. New Positions Complete a Personnel Requisition, Form 102-105, after completing
procedures related to classification or reclassification discussed in this handbook. 
Forward the Form 102-105 to the Office of Budget and Management Policy.

3. Completing the Personnel Requisition, Form 102-105 The following instructions are
provided to assist completion of Form 102-105.  Please type all information.  A copy of
Form 102-105 is in Annex A.

a. Enter the Name of the Requesting Division.  Use the name used to refer to the
Division on the County organization chart.

b. Enter the Request Number if your Division uses numbers on requisitions for its own
use.  Human Resources refers to the transaction by the number it assigns to the
resulting Certificate of Eligibles.  Enter the date the request is prepared.

c. Indicate type of appointment and status of the position/s by placing an "X" next to the
appropriate descriptor in each area.
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d. Enter the number of vacancies and budget position number (BPN) associated with
each vacancy.  BPNs can be obtained from the Division Director or the Office of
Budget and Management Policy.  In no case can more than one employee be
assigned to the same BPN simultaneously.  

e. Enter the class code and title.  A Form 102-105 can cover only one job classification. 
Separate forms are required for each separate job classification.  Class codes and
titles can be obtained from the Combined Pay Plans or from Human Resources for
new positions.

f. Indicate the Geographic Location Code for the work area to which the position is
assigned.  Only certain job classes are included in the Geographic Work Area
Program.  Check with Staffing Services in Human Resources to ascertain if the class
is included.  If the class is NOT included, this block need NOT be completed.

g. Enter the LGFS agency and object and the work location code to which the position/s
is/are assigned.  LGFS account numbers can be obtained from the Accounting
Division or the Office of Budget and Management Policy.  The work location code
identifies the section-division-department of the position.  Location code numbers can
be obtained from the Office of Budget and Management Policy.  

h. Enter the name and office address of the individual to whom the Form 102-106,
Certificate of Eligibles, should be sent.  This information should be included even if
the Division plans to pick up the 102-106 from the Division of Human Resources
offices.

i. Enter the name and telephone number of the individual who will be conducting the
interviews.

j. If there are specific, job-related qualifications deemed necessary for this particular
position in the general classification, explain them in the Selective Factors block.  

k. The Division Director signs and dates the Form 102-105.  The completed Form 102-
105 is sent to Position Control in the Office of Budget and Management Policy
through the Department Director where required.

 B. Recruitment, Application, and Examination
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1. Announcements and Advertisements  Announcements are prepared by the Staffing
Services Section in collaboration with the user Division.  Human Resources researches
the advertising necessary to produce an adequate applicant pool.  Frequently, the user
Division is asked to suggest trade journals, job fairs, or the location of schools for use in
selecting advertising media.  If special advertising is required, the requesting Division is
required to provide funding.

Job announcements are sent to each Division each week and Divisions are asked to post
the job announcements for a minimum of two weeks.  If special information, such as the
Information Technology Experience Inventory, Form 102-100B, is required for the job
classification, that request will be distributed with the job announcement and may be
required for submission of the Application for Employment, Form 102-100.  A copy of the
Information Technology Experience Inventory, Form 102-100B is contained in Annex A.

2. Application for Employment, Form 102-100  A separate Application for Employment
must be submitted for each job announcement.  Form 102-100 is available from the
Application Desk of the Division of Human Resources.  If an application is received after
the closing date on the job announcement, Human Resources sends Form 102-129 to the
applicant.

3. Notice of Employment Examination, Form 102-144 For competitions where
examinations are pre-scheduled, the applicant is given an Examination Notice, Form
102-144, upon submission of the application and his/her name is placed on an
examination roster.

4. Applications from County Employees  County employees may apply for any advertised
open-competitive position, and for any promotional position provided they have completed
at least six months of full-time employment in the Classified Civil Service as of the date of
the announcement.  County employees may also "Open-file" applications for any position
classification for which a register of eligible applicants exists.  See elsewhere this Chapter
for a discussion of Open Filing.

5. Examination/Qualifying Process  The examination for a job class may consist of any
one or a combination of the following:  written test, performance test, unassembled rating,
oral panel interview, or demonstration test.  The same examination may NOT be taken
more frequently than once every sixty (60) calendar days.  This is important because the
same test may be administered for more than one job class.
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6. Duration of Test Scores  Test scores are valid for one year.  Applicants may elect to use
previous scores for new announcements if it has been less than a year since they last
tested.

7. Notice of Exam Results  Once the examination process is completed and all scores
have been recorded, Human Resources completes and mails a Notice of Rating, Form
102-104, to applicants who completed the qualifying process.  The Notice of Rating
indicates the person's eligibility and, if eligible, the score on the exam and original place
on the register.

8. Employee Preference Points  The Division of Human Resources allocates preference
points to County employees competing in open competitive Civil Service examinations or
County employees open filing for an established open competitive eligible register. 
Employee preference points are not awarded in promotional competitions.

Upon attaining a passing score of at least 70 on the exam and before the eligible list is
established, preference points are awarded on the basis of the employees' application
and personnel records in accordance with the following:

a. Exams with a set closing date:  One preference point is awarded for each full year of
continuous County service as of the closing date of the exam, to a maximum of five
points for five full years of continuous service.

b. Exams given on a continuing basis:  One preference point is awarded for each full
year of continuous County service as of the date the application is submitted, to a
maximum of five points for five full years of continuous service.

c. The rank order of employee preference eligibles among other eligibles on the register
is determined on the basis of their augmented ratings.

9. Veteran's Preference Points  Upon attaining a passing score of at least 70 in the exam
procedure and before the eligible list is established, the Division of Human Resources will
award Veteran Preference points on open competitive Civil Service System examinations
in accordance with Florida State law.

The rank order of veteran preference eligibles among other eligibles on the register is
determined on the basis of their augmented ratings.  The names of veterans will be
placed on the eligible register before those of non-veterans with the same score and
otherwise in accordance with Florida State law.
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I. Appointment  After the certification, selection, pre-employment, and verification procedures
are completed, you are ready to make an appointment to the vacancy.  When making any type
of appointment, do not inform the candidate that he/she has the job until the paperwork has
been approved by the Division of Human Resources, including any objections or pass overs. 
For regular Classified Civil Service appointments from eligible lists, you may tell the appointee
of the tentative appointment, pending clearance of paperwork.

Employees in positions that are excluded from Classified Civil Service Rules cannot be directly
appointed to a vacant Civil Service position unless they have competed through regular Civil
Service procedures and have been certified in the top five names from an eligible list.

If there is any question regarding the nature of an appointment, or the action to take to remedy
a set of circumstances related to an appointment action, please call the Staffing Services
Section in Human Resources.

 A. Personnel Action Form 102-102 All appointments are requested on an automated Personnel
Action Form 102-102.  Consult the Personnel Actions chapter in this handbook. 

1. Appointment Categories On the Form 102-102, a transaction that brings a person into
the County's Payroll/Human Resource system is treated as an appointment.  If a former
employee is re-hired, either from a general or preferred re-employment list, for most
purposes the action is treated as a new appointment as it relates to benefit eligibility. 
However, a current non-probationary benefit eligible employee may petition the Director of
Human Resources in writing to receive prior Broward County service credit toward his/her
Annual Leave accrual rate if he/she was previously separated from Broward County
employment in good standing from a non-probationary benefit eligible position.  The
benefit eligible employee must have been employed in an agency reporting to the
Broward County Commission, not to include Constitutional Offices.  Any prior service
credit granted will only be applied for Annual Leave accruals beginning with the pay
period following notice of approval.  If it is known that the candidate worked for the County
before, please indicate that the transaction is a reappointment on the Form 102-102. 
Appointments are categorized as one of the following on the Form 102-102.

a. New Appointment The person never before worked for the County.

b. Re-Appointment The person has worked for the County before but is not being
reinstated.
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c. Reinstatement The person worked for the County before and is being returned to the
same, or lower in series, job class previously held within two years of separation.  

d. Other Used on a case-by-case basis when the descriptors above do not apply.  Call
Human Resources for guidance.  An appointment procedure in the event of an
emergency such as a hurricane, is established and is discussed in the County's
Disaster Plan.

2. Types of Appointment Any action which fills a position is referred to as an 'appointment'. 
The following apply to both initial appointments bringing someone into the County system
and to appointments that change the status or employment of a current employee. 
Appointments are also defined by the nature of the position and/or the conditions under
which the candidate is appointed.

NOTE:  All appointments except COMP and XMPT require the prior review and
approval of the Staffing Services Section in Human Resources.

a. COMPASSIONATE (COMP) - Refers to a compassionate appointment which allows
for a time-limited, full or part-time, non-competitive appointment at entry-level salary
rates to a position excluded from the Classified Civil Service.

b. EXCLUDED (XMPT) - Refers to an appointment to a position that is excluded from
Civil Service in accordance with the Civil Service Rules.  All  appointments to
positions excluded from the Classified Civil Service are made at the discretion of the
County Administrator (Appointing Authority).  The appointment procedure and salary
placement limitations set forth in the Civil Service Rules do not apply to excluded
appointments.  In such unclassified  appointments, the Appointing Authority has the
discretion to set the salary anywhere within the established pay range regardless of
whether or not the selected candidate is a current County employee.  Salaried
employees in positions excluded from the Classified Civil Service shall receive fringe
benefits, benefit administration policies as outlined herein, at least comparable to
those received by unrepresented Classified Civil Service employees.  This section
shall not be construed so as to grant such employees any property rights to continued
employment or grievance or appeal rights regarding any term or condition or their
employment.

c. LIMITED TERM (LIMT) - Refers to an appointment for a limited term, e.g., an
individual is selected from an eligible list to replace a regular
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employee who is on leave of absence without pay.  A person holding a limited term
appointment is excluded from the Classified Civil Service and is terminated when the
person being replaced returns to work.  At that point, the person's name will usually
be returned to the eligible list.  NOTE:  Except for the limited nature of the
appointment, the limited term employee is entitled to all applicable benefit programs
and accrues paid leave.  However, limited-term appointees are not covered by FRS
for the first 6 months of employment since they are considered temporary by FRS
until after 6 months' employment.  If the person is still on limited-term status after 6
months, the person is covered by FRS retroactively to the date of original
appointment.

d. PART-TIME (PT) - Refers to an appointment made to a part-time position, with 20+ or
19, and must be from a list of qualified eligibles. Part-time 20+ are included in the
Personnel Cap and are considered to be benefit eligible employees.  PT19 positions
are covered by FICA, Medicare and FRS.  However they are excluded from the
Classified Civil Service, are not included in the Personnel Cap, are not eligible to
receive paid or unpaid leave or participate in benefit programs.

e. PROBATIONARY (PROB) - Refers to appointment of a candidate selected from an
eligible list to fill a regularly budgeted Classified Civil Service position, that is, a
position that is included in the Personnel Cap.

f. PROVISIONAL (PROV) - Refers to an appointment made when there is an urgent
need to fill a position in a job class and there is no valid eligibility list available.  The
appointee must be found to be initially qualified based on the established standards
for the job class and is hired provisionally until an eligible list can be established.  The
Director of Human Resources must approve provisional appointments before actual
hiring takes place.  The Division of Human Resources will take steps to establish an
eligibility list, and the provisional appointee will be given the opportunity to compete
for the position by following the prescribed examination procedures for the
classification.  

Provisional Appointments are normally for a period not to exceed six (6) months in a
twelve (12) month period.  If no eligibility list is established within six (6) months, the
Director of Human Resources may extend the provisional appointment for an
additional six (6) months.  The appointing Division must initiate another Personnel
Action Form 102-102, for the extension, indicating the nature of the action in the
Special Action box.  The 
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provisional employee is eligible for benefits immediately upon the original date of hire. 
A Form 102-102 is required to effect the probationary appointment to the regular
position.

g. REGULAR - Refers to appointment of an employee who has successfully completed
a probationary appointment and is an automatic change of status effectuated by the
successful completion of the probationary period.

h. SEASONAL (SEAS) - Refers to appointment of an individual to perform work of a
temporary or transitory peak period which recurs once or a few times per year, such
as tax collection or a recreation program.  Seasonal appointment is a specialized type
of temporary appointment limited to no more than a TOTAL of 6 months actual
employment in any 12-month period.  Such appointments are a result of a
cooperative recruiting effort between the user and the Staffing Services section but
may also be made off of an eligible list, subject to the same rules and policies as
other appointments.  At the end of the work period, seasonal appointees may be put
into an inactive status to be recalled for the next seasonal period.  The user is
responsible to initiate activation\inactivation by request to Payroll, and follow-up in
memo form.  Employees in seasonal positions are not entitled to benefits and are
excluded from the Classified Civil Service.  

i. STUDENT (STDT) - Refers to an appointment to a job classification and position that
are specifically labeled as Student.  The appointee is required to be a student, as
defined by Florida Statute, in a state licensed school as a condition of employment in
a Student capacity.  Student appointments are a type of temporary appointment
which can work as long as they are students and are not entitled to benefits.  All
student appointments are competitive and all referrals are made through the Division
of Human Resources, Staffing Services Section, and are audited annually in about
November to insure continuation of Student Status.  A competitive employment
process is conducted on an as needed basis.  The appointing authority must contact
the Division of Human Resources who will then refer students directly to the
user/interviewer after taking appropriate recruitment action which includes placement
of advertisements, screening/rating/testing, and referral of the top qualified candidate.

j. TEMPORARY (TEMP) - Refers to the appointment of an individual to a position for
work of a temporary nature that will not continue more than 6 months in any 12-month
period.  Ordinarily such appointments must be made from an eligible list, but if this is
not practicable, the Director of Human 
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Resources may authorize appointment of an otherwise qualified individual.  
NOTE:  Employees in temporary positions are not entitled to benefits and are
excluded from the Classified Civil Service.

k. WILL CALL - Refers to an appointment made to a will-call position, e.g., a
specialized type of part-time position which must be filled from an eligible list. 
Employees in will call positions are not included in the Personnel cap and are not part
of a bargaining unit.  Employees in will call positions are covered by FICA and
Medicare.  They are not covered by FRS, are not eligible to receive paid or unpaid
leave or participate in benefit programs.

 B. Appointment Packages  A new appointment package consists of:

< A completed Background Verification Record, Form 102-142, 

< An INS Form I-9 with the copy of the identification documents

< The Personnel Action, Form 102-102, appointing the candidate,

< An original Employment Application, Form 102-100, if the person is not being hired
through the Civil Service System.

< A completed Medical Exam Confirmation, Form 102-160

1. Department Directors may not sign appointment, re-appointment, or reinstatement Form
102-102s unless a completed Form 102-142 and INS I-9 are attached to it.   Human
Resources will not process an initial appointment or reinstatement Form 102-102 that is
not accompanied by a Background Verification Record and an INS Form I-9.  

2. If the appointment is a result of a transfer, promotion, or demotion, the INS Form I-9 is not
required.  The new employing organization may satisfy the background verification
requirement by securing a copy of a previously completed Form 102-142 from the
previous employing unit and up-dating it to cover the period since the last verification was
completed.  College education and all other special requirements or certifications must
always be verified if a requirement of the position.  The up-dated Background Verification
Record must then be attached to the appointing Form 102-102 for processing as
described above.  If a copy of a previously completed Background Verification Record
form cannot be secured, the new employing unit is responsible for completing the entire
verification process.
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 C. Compensation Status  Appointments are further defined by the Compensation Status
budgeted and authorized for the position.

FT     - position regularly scheduled for a full work week.
PT20   - position regularly scheduled for at least ½ a work week, is covered by Classified

Civil Service and included in the authorized personnel cap.
PT19   - position regularly scheduled for less than ½ a work week is excluded from

Classified Civil Service and not included in authorized personnel cap.
WC     - position does not have regularly scheduled hours.
SEAS   - position authorized according to FRS regulations.
STDT   - position authorized according to FRS regulations.

 D. Other Appointment Actions  The following apply only to transactions affecting current
County employees and are processed in the Change Section of an automated Form 102-102.

1. Promotion An appointment is a promotion when a current employee is selected for a
position that is assigned to a classification which has a higher maximum pay rate.  The
definition of promotion is a change from a position in one class to a position in another
class which has a higher maximum pay rate and usually involves a pay increase. 
Appropriate exceptions may be approved by the County Administrator upon the
recommendation of the Director of Human Resources based on a review of the
supervisory versus non-supervisory responsibilities of the positions involved in the
personnel action.  The employee must be selected through the proper selection
procedures which include appointment from an eligible list, reclassification upward, or
reappointment after demotion.

a. See also Acting Appointments for Administrative Positions Excluded from Civil
Service in the chapter on Classification and Reclassification.

2. Reclassification is reallocating a position to a different class because of significant
change/s in the actual work assignment/s of the position where such changes are of a
permanent nature, based on added or deleted elements to the job and intended by
management.  The position may be reclassified to a higher or lower classification or to a
classification with the same maximum pay rate.  Once a position has been reclassified,
the incumbent must then be appointed to the new classification.  The automated Form
102-102 is used to appoint the person to the new classification.  For information on
procedures related to Classification and Reclassification refer to that chapter in this
handbook.
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3. Parallel Appointment This type of appointment is one where an employee is appointed
to a position with a different job class but which has the same salary range as the
employee's current class.  An employee appointed as a result of this type of appointment
must serve a new probationary period in the new classification and shall be eligible for
merit increase consideration, if applicable, after working the equivalent of one year of full-
time service after the effective date of the transaction.

4. Lateral Transfers or Assignment Changes  This is a transaction that occurs when a
regular employee moves from his/her current position to another position with the same
job class.  These transactions may be caused by the needs of service or at the request of
an employee with the approval of affected appointing authorities.  If the employee has
NOT completed a probationary period in the job class, he/she must be selected from a list
of eligibles in which case he/she must re-apply for the classification to have his/her name
added to the list of eligibles.  If the employee has completed a probationary period in the
classification, he/she may request to be notified of vacancies in the job classification by
Human Resources.  

a. In most instances, a 'lateral transfer' within the same job classification does not
require the employee to serve a new probationary period if he/she has
successfully completed a probationary period in that job class and does not
require a change in anniversary date for merit consideration.

b. In all cases, the employee must be qualified for the new position and must have
passed an exam or have been rated eligible for the position to which he/she is
being transferred.

c. Transfers always involve a change of budget numbers and usually require the
employee to move from one Department, Division or Office to another.  The
appointing Division initiates the transfer process by contacting the current
employing Division and asking for a copy of the employee's automated Form
102-102 and a written release along with an Informal Special Performance
evaluation.  See the chapter on Performance Appraisals and Merit Pay in this
handbook.

5. Demotions An appointment is a demotion when a current employee is selected for a
position that is assigned to a classification which has a lower maximum pay rate, and the
salary is set in accordance with the rules.  Appropriate exceptions may be determined by
the Director of Human Resources based on the supervisory versus non-supervisory
responsibilities of the positions involved in the personnel action.  
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A demotion may be at the convenience of the employee, e.g., he/she is selected from an
eligible list or he/she may wish to change work locations.  Demotions may also be at the
convenience of management, i.e., when an employee is unable to satisfactorily perform
the duties of the higher level position.

NOTE:  Prior approval of any appointment action that results in a demotion under this
paragraph must be obtained from the Staffing Services Section of the Division of Human
Resources.

In all cases, the transaction is processed on a Form 102-102.  Indicate demotion and
make a brief explanatory statement regarding the change in the remarks section of the
Form 102-102.  

6. Demotion for convenience  This descriptor is used only in specific situations.  Contact
the Staffing Services Section in Human Resources prior to submitting the Form 102-102. 
If Human Resources finds this descriptor to be appropriate, the proper rate of pay must be
determined and the transaction will be processed as a demotion.  

 E. Change of Status  Employees who have been appointed from the top five on an eligible list to
positions on a limited term basis or employees in regular part-time positions who have worked
for one year may be moved to regular full-time positions.  This does not apply to employees in
'will-call' positions.  Limited term appointees may be moved only to the position of the person
they are replacing.  Part-time employees may be moved only to full-time positions in their
current classification within the current employing Division.  In unusual circumstances,
exceptions to this may be made.  Contact Staffing Services for guidance.  

This transaction would be treated as an 'Other' on the Form 102-102, and the nature of the
change would be indicated in the Remarks Section.

 F. Non-Appointment Change Actions  The Change Section of Form 102-102 contains other
types of transactions that do not involve the appointment process, i.e., Correction, Pay
Adjustment, and Leave of Absence.  These are discussed elsewhere in the Handbook.

 G. Employment ID & Group Health ID Cards  The appointing Division should refer the newly
hired benefit eligible employee and/or an employee eligible for benefits through a status
change to Employee Benefit Services.  Refer to the Benefits Chapter in this handbook.  
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II. Base Rate of Pay  The policies used to determine base rate of pay under various
circumstances are generally the same for all regular employees.  For job classifications
covered by collective bargaining agreements, please consult the applicable union
contract.

 A. New Appointments  New appointments are ordinarily made at the entry level or minimum rate
of the pay range to which the job classification is assigned.  Pay ranges and minimum and
maximum rates are listed on the pay tables.  When preparing the Personnel Action, Form
102-102, please express the pay rate in terms of an hourly amount.

1. Selected Classifications in Bargaining Units  Some bargaining agreements provide for
appointment above the entry level in selected job classes for possession of special
certifications.  The job classes and certifications are specified in the labor agreement. 
Where an over-entry appointment is made on this basis, copies of the certifications should
be attached to the appointing Form 102-102.

2. Other Bargaining Unit Classifications and Classifications NOT Covered by a
Bargaining Agreement 

a. To 10% above the Minimum  On new appointments, pay rates up to 10% above the
minimum of the pay range may be authorized in unusual circumstances as long as
the over-entry rate is otherwise justified and approved by the Office of Budget and
Management Policy and the Division of Human Resources.  The completed 102-102
should include the applicant's employment application (102-100) & resume (if
applicable), a letter from the applicant stating salary requirement and a memo from
the appointing authority stating specific reasons justifying the request.  

b. More than 10% above the Minimum  On new appointments, pay rates at more than
10% above the minimum of the pay range must be approved through the ARM
process.  The Administrative Request Form, Form 20-1, with the appointing Form
102-102 and supporting documentation should be sent to Human Resources, through
the Office of Budget and Management Policy, for review before ARM consideration. 
The supporting documentation must include:

< a memo of explanation/justification from the Division Director,
< a statement from the applicant, 
< verification of current or previous employment, and
< verification of current or most recent salary and length of time at that salary,
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Human Resources will examine the applicant's qualifications, prior salary and
experience, and rank on the eligible list before making a recommendation to ARM.  

 B. Promotions  Promotion is defined elsewhere in this Chapter.  The pay rate on promotion to a
classification within the non-represented pay plans is the highest of:  the minimum of the new
pay range or 7-1/2% more than the employee's current pay rate, not to exceed the maximum
of the new class.

An employee may not be promoted twice during the same fiscal year within the same Division
unless he/she is selected through the Classified Civil Service competitive process or unless
specific authority to do so is granted by the Board of County Commissioners.  

For actions involving employees whose job classifications are covered by collective
bargaining agreements, please consult the applicable Union contract and the Division
of Human Resources.

 C. Reclassification  A employee may not be reclassified twice during the same fiscal year within
the same Division, Office, or Department unless specific authority to do so is granted by the
Board of Commissioners.

1. When a position is reclassified to a class with a higher maximum pay rate, or would
otherwise be considered a promotion in accordance with these rules, the employee's
current pay rate shall be increased by 7-1/2% or to the minimum rate for the higher class,
whichever is greater.  Where salary ranges overlap and the current rate of pay is at or
above the minimum rate of the class to which he/she is being promoted, the pay rate shall
be increased by 7-1/2%, not to exceed the maximum of the new class.  The employee
shall serve a new probationary period and shall be eligible for merit increase
consideration, if applicable, one year after the effective date of the reclassification.

2. When a position is reclassified to a class with the same maximum pay rate, the
employee's current rate of pay does not change.  If the reclassification is to a different job
class, the employee shall serve a new probationary period in the new job class and shall
be eligible for merit increase consideration, if applicable, one year after the effective date
of the reclassification.

3. When a position is reclassified to a class with a lower maximum pay rate, or would
otherwise be considered a demotion in accordance with these rules (i.e. reclassification
downward), the employee shall be permitted to continue at his/her present rate of pay and
receive merit increases, if applicable, not to exceed the
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maximum of the range of the lower classification. If the employee's pay rate is above the
maximum for the lower class, the employee shall be permitted to continue at his/her
present rate of pay during his/her period of incumbency, except in the case of layoff or
reduction in force, but shall not be entitled to salary increases except for longevity merit
increases where appropriate.

 D. Demotion  When an employee is demoted, the pay rate assigned shall be within the pay
range of the classification to which the employee is demoted unless the situation is a
reclassification downward. Section C-3 above applies to reclassification to a class with a lower
maximum pay rate.

1. Probation retreat or a probationary demotion following promotion returns the employee to
the pay rate he/she would have otherwise been entitled had the promotion not occurred.
Where demotion is for the employee's convenience. the pay rate will ordinarily be within
the range of the lower classification and is based on the employee's years of County
service. In general, pay for appointments that result in a demotion will be calculated
beginning with the minimum of the new range and allowing a 5% increment for each year
of County service, not to exceed the maximum of the range for the new class. However,
each case is considered individually.

2. Pay rates for disciplinary demotions, demotions requested by the County. and demotions
in lieu of layoff will be set on a case by case basis by the Director of Human Resources.

E. Re-employment  This is a general term used to refer to a variety of situations involving
rehiring and the resulting base pay rate will vary based on the circumstances. Contact Staffing
Services in Human Resources for guidance related to rate of pay upon re-employment.

F. Bargaining Unit Positions  For appointments to job classes covered by collective bargaining
agreements, please consult the applicable labor agreement. Each labor agreement has its
own pay plan identified by a letter.
UNION BARGAINING UNIT PAY PLAN
----------------------------------------------------------------------------------------------------------------
Federation of Public Employees Blue Collar B
IAFF, Local 2019 Aviation Firefighters F
Amalgamated Transit Union, Local 1267 Mass Transit M
IAFF, Local 3333 Fire Rescue R
Amalgamated Transit Union, Local 1591 White Collar W
IAFF, Local 3080 Port Everglades Firefighters S
Federation of Public Employees Port Maintenance Unit T
Federation of Public Employees Port Non-supervisory U
Federation of Public Employees Port Supervisory Q
Governmental Supervisors Assoc. Supervisory Unit X
Governmental Supervisors Assoc. Non-Supervisory Unit P
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III. Appointment Procedures for Positions Excluded From Classified Civil Service

A. Excluded Positions Below the Level of Director

1. The appointing authority will determine whether to promote internally or to recruit external
candidates for the vacancy. For promotional recruitment, the appointing authority will
determine, in conjunction with the Division of Human Resources, whether to publish a
promotional excluded announcement. Announcements for both promotional and open
competitive recruitment must be posted for at least two calendar weeks.  

2. Announcements must be reviewed by Human Resources prior to posting to check for
proper format, pay ranges, training and experience requirements, etc. Posted qualification
requirements must conform to those stated in the approved class specification for the job
class. Announcements for excluded recruitment are distributed to the same sources
utilized for Classified Civil Service System positions.

3. Vacancies should be advertised in the media to ensure an adequate pool of applicants
from which to make a selection. Minimally, the advertisement should run in the local
papers at least once, preferably on a Sunday for better coverage.  All costs of advertising
are paid by the appointing Division.  For information on procedures for payment of
advertising costs, consult with the Purchasing Division.

4. Application for excluded positions below the level of Director is made by resume sent
directly to the appointing Division which will screen applicant qualifications and conduct
selection interviews. The selected applicant should not be notified of a firm starting date
until the appointment paperwork and Form 102-102 has been reviewed and approved by
Human Resources.

5. Since application is by resume, the selected candidate must complete a Form 102-100 for
inclusion in the official Personnel folder. It should be sent with the appointing Form
102-102.  Human Resources will review the selected applicant's background to ensure
that he/she meets the minimum training and experience qualifications of the job class. 
The Background Verification Record, Form 102-142, must accompany the Form 102-102. 
For GRANT funded positions, selected candidates must also complete the
"Acknowledgment of Exclusion from Classified Civil Service", Form 102-140.  See the
Interview and Selection chapter for further information regarding background verification.

6. Appointments to excluded positions are indicated on the Form 102-102 as 'Excluded'. 
The compensation status, i.e., full-time, part-time 20+, should also be indicated on the
102-102.
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B. Excluded Positions at the Division Director Level and Above  The immediate appointing
authority determines whether to promote internally or to recruit external candidates for the
vacancy. This decision may require consultation with the County Administrator.

1. Filled by Promotion  If the vacancy is to be filled by promotion, the vacancy need not be
advertised externally but may be publicized internally by notice to all Offices,
Departments, and Divisions. Internal promotions shall conform to the qualification
requirements of the Broward County Administrative Code and/or applicable job class
requirements.

2. Filled Externally  Vacancies which are to be filled externally shall be advertised, in which
case the advertising is arranged and paid for by the appointing agency. The Division of
Human Resources may consult with the appointing authority on the formulation and
placement of advertising. Qualifications statements shall reflect job requirements as
stipulated in the Administrative Code and,/or job description.

3. Application by Resume  Application shall be by resume. The Division of Human
Resources has been designated as the official recipient of all applicant resumes for these
positions, but may delegate this responsibility as appropriate.

4. Screening/Selection Process  The resume screening or selection process shall
ordinarily include the following elements.

a. A screening committee of appropriate level and expertise shall be appointed by the
County Administrator or Department Director. The appointing authority shall be
responsible for conferring with the County Administrator regarding screening
committee composition. The Division of Human Resources and OEO should serve as
members of the screening committee.

b. The Division of Human Resources may coordinate the screening process if requested
to do so by the appointing authority. The screening committee members will each
review the resumes independently, separating candidates into groups based on
appropriateness of qualifications.

c. The screening committee should then convene to compile their ratings and decide
which candidates should be called for interviews. When the compilation is complete,
there may be further discussion of the candidates and of those to be selected for
interview.

d. The interview time and date should be coordinated with the County Administrator's
Office. The entire selection committee should serve as the interview panel and
provide, through a rating process, a recommended ranking
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of candidates. The final decision and authority for selection remains a matter for the
appointing authority in consultation with the County Administrator.

e. Interviews may be scheduled by the Division of Human Resources or the appointing
authority. Letters should be sent to the candidates, confirming the interview time and
date, indicating what expenses will be paid, and requesting a breakdown of the
candidates' present total compensation package. A list of up-to-date references
should also be requested. The letter should also include information concerning
County fringe benefits and the budget to be supervised.

f. All provisions of the post-offer medical examination program must be adhered to. For
out-of-the area candidates, medical exams may be arranged to be conducted at the
time of the interview.

g. Once a final selection has been made, the appointing authority is responsible for
contacting the candidate to make the employment offer, including salary, subject to
completion of a reference check and background verification. Provisions of
Pre-Employment Background Verification, discussed elsewhere in this Handbook,
must be observed. NOTE: Obtain the candidate's approval prior to calling his/her
present employer or reference associated therewith.

h. The background verification. including schooling, must be concluded satisfactorily
prior to final appointment. The Division of Human Resources is available to assist
with these procedures if desired.

I. Questions concerning moving allowances should be referred to the Purchasing
Division.

j. See also the Interview and Selection chapter.

5. First Recruitment Not Successful  If initial recruiting for a vacancy has not proven
successful, additional recruiting may be conducted without additional advertising, and
subsequent screening/selection process may be waived. However, an appointee must still
meet the prescribed qualifications for the position. Any decision to utilize this approach
shall be made in consultation with the County Administrator. Preliminary consultation
should be held with the Division of Human Resources to determine if other expressions of
interest in the position have been made.

6. Appointments  Once the applicable procedures above have been completed, prepare the
Form 102-102. Have the candidate prepare an Application for Employment. Form
102-100, and forward it with the Form 102-102, Form 102-142, 1-9 and any other required
appointment documentation through channels to the Budget Office.
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C. Salary setting for Positions excluded from Civil Service:

1. New Hire Appointments - For new hire appointments to positions excluded from Civil
Service, the appointing authority has the discretion to set the new employee's salary upon
appointment at any rate within the established pay range. except in cases where a
collective bargaining agreement specifically establishes a starting pay limitation. (Contact
Labor Relations for assistance.)

2. Appointments of Current Employees - For appointments of current employees to positions
excluded from Civil Service, the appointing authority has the discretion to set the salary
upon appointment at any rate within the established pay range, except for appointments to
positions covered by a collective bargaining agreement which specifically provides for
salary determinations upon a change in position. The salary determination authority
described in this section is not applicable to incumbent where the affected employee
retains Civil Service Status.

D. Signature Requirements  The County Administrator's signature is required as appointing
authority for appointment to Division Director-level positions and above. For lower level
excluded appointments, the Division and Department Directors signatures are required.

E. Post-Offer Medical Examinations  All new employees will be required to undergo a
post-offer medical examination in accordance with this handbook.
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Employees covered by collective bargaining agreements are subject to the
provisions of their union contracts.  

a. The telecommuter and telemanager must develop specific measurable  performance
criteria with scheduled follow-up prior to the start of telecommuting. A current written
record of the criteria must be maintained by the Department, Office or Division. The
Division of Human Resources Employee Development Section offers Management by
Results training through the "Training Calendar for County Employees" as a
recommended resource to assist in this process.  

b. Employees that would be best suited to a telecommuting work assignment are  those
who are able to be productive independently: are self-motivated and flexible; are
knowledgeable about the job: are dependable and trustworthy, maintain an evaluation
that "meets overall expectations,"are organized and have Good communications
skills. For a telecommuting work assignment, a Telecommuting Agreement and
Notification for 102-150 (Annex A) must be used to define the tasks, expectations,
hours, days. other parameters related to the telecommuting work assignment and to
document approval. The Agreement must, at a minimum, be reviewed annually in
conjunction with the employee's Leadership Performance Review. Any changes to an
employee's work arrangement must be recorded on the 102-150 and must be
approved with a copy forwarded to the Division of Human Resources for inclusion in
the official personnel file. An agency, at its discretion, may review or revoke the
BC 102-150 more frequently based on the operational needs of that agency.  

(1) The telecommuter and telemanager must complete the BC-102-150 and receive
approval from the appropriate Department, Division and/or Office Director PRIOR
TO the start of telecommuting. Employees with supervisory responsibilities
are not permitted to participate in the telecommuting program unless
specifically approved by the County Administrator.  A copy of the
BC-102-150 must be forwarded to the official personnel file maintained in the
Division of Human Resources.  

(2) If the alternate worksite is not a County facility, a picture of the workspace must
be attached to the completed BC-102-150.  

(3) A daily record of time devoted to telecommuting tasks must be maintained. Daily
records must be attached to agencies' approved biweekly timecard and the daily
total hours recorded for each telecommuting day. All telecommuting hours
must be recorded in the appropriate Hours, Earnings and Deductions
(HED)code (i.e., 007 = overtime regular, 008 = overtime premium, 009 =  
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regular hours).  Daily records can be maintained on an agency's existing
timekeeping mechanism or on a 102-151 Telecommuting Daily Record Form.  

(4) The standard telecommuting work schedule should be for one full work day per
week and the work hours must, at a minimum, include four "core" hours that
coincide with the office's regular hours to coordinate appropriate supervision and
customer service. Any deviations from these telecommuting work schedule
standards must be approved by the County Administrator or designee.  

(5) Departments, Offices or Divisions are responsible for determining what public
records, if any, a telecommuter is allowed to take to an alternate worksite and
insuring the security and accessibility of those records.  

c. a. If the Telecommuter requires access to the County's IBM mainframe or E-mail
system, a completed DP 130 shall be forwarded to the Office of Information
Technology (OIT) requesting access required. The DP 130 shall indicate the systems
to be accessed and describe the equipment and software the Telecommuter will be
using to access these systems.  

(1) The County may permit employees to use County-owned Laptop/Notebook
computer, modem, software, or other equipment at the telecommuting location
with the approval of the Department, Division or Office Director and in
accordance with existing County policies for use of such equipment.  

(2) Equipment provided by the telecommuter will result in no cost to the County, and
will be maintained by the telecommuter.  

d. b. The appropriate Department, Division or Office shall maintain a record of any
additional costs incurred as a result of Telecommuting,  

e. c. The telecommuting work assignment does not supplant any established Civil
Service Rules and Regulations or County policies and procedures. Employees
participating in telecommuting as a work assignment must adhere to all County rules,
policies and procedures. Violations of Any rules, policies, or procedures while
telecommuting may subject the employee to disciplinary action.  

f. d. An employee's participation in the telecommuting work assignment has no effect
on their wages and benefits.  

D. Lunch/Meal Periods  A lunch or meal period shall be scheduled during the workday or shift
and is not considered to be time worked except in special circumstances when it is determined
by the County that the responsibilities of the position require the person to be immediately
available
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and frequently interrupted by calls to duty. It is not necessary to permit employees to leave the
premises for scheduled meal periods to be considered non-work time. but employees should
not be required to remain at their work stations, interrupted frequently by "calls to duty", and/or
permitted to perform duties.  

Lunch or meal periods are generally one hour in duration but may be shortened to meet
operating needs. Lunch/meal periods shall be unpaid. 

E. Breaks  Employees scheduled between eight and ten hours a day, including time adjustment
where applicable, are entitled to two fifteen-minute breaks; one in the first half and one in the
last half of the shift. Employees scheduled ten hours or more per day are entitled to two
twenty-minute breaks; one in the first half and one in the last half of the shift. Part-time 20+
employees are eligible for breaks for the equivalent of each half day worked. Breaks or rest
periods are considered to be time worked and therefore are compensable. Breaks may not be
accumulated from day to day, may not be accumulated within the same day, may not shorten
the workday, and may not be monetized. Employees covered by collective bargaining
agreements are subject to the provisions of their union contracts.  

F. Overtime  Employees eligible for overtime must obtain appropriate approval prior to working
any overtime. Failure to secure proper prior approval to work overtime may result in
disciplinary action.  

CAUTION  Managers are cautioned against creating additional overtime liability by allowing
employees to work beyond their weekly scheduled hours when overtime is not approved.
Employees working more than seven (7) minutes past their regularly scheduled hours, without
an equivalent approved schedule reduction, adjustment during the same workweek, will create
an additional quarter hour of overtime liability in that workweek.  

An employee whose job is NOT exempt from the overtime provisions of the Fair Labor
Standards Act (FLSA) shall be compensated at a premium overtime rate of one and one-half
times his/her regular hourly rate of pay for all hours actually worked in excess of forty hours in
a seven-day standard workweek.  

1. For those employees receiving a time adjustment and eligible for overtime compensation,
overtime shall be computed as follows:  

a. Regular employees working a five (5) day workweek, the first two and one-half (2 %2)
hours of overtime, e.g., between 37.5 and 40.0 hours, shall be paid at straight
overtime. Premium overtime shall be paid for time worked in excess of forty (40)
hours.
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b. Regular employees working a four (4) day workweek, the first two (2) hours of
overtime, e.g., between 38.0 and 40.0 hours, shall be paid at straight overtime. 
Premium overtime shall be paid for time worked in excess of forty (40) hours. 

NOTE: Employees in positions that are exempt from the overtime provisions of the Fair Labor
Standards Act are considered to be compensated on a salaried basis and do not receive
overtime or compensatory time.  

Employees covered by collective bargaining agreements are subject to the provisions
of their union contracts.  

2. Hours Counted as Hours Worked  The following hours, not actually worked, shall count
as hours worked for the sole purpose of computing eligibility for the overtime rate.  

a. Holiday pay as defined in this Chapter when the designated holiday is the employee's
normally scheduled workday and the employee is given the day off in observance of
the holiday.  

b. Bereavement Leave hours as defined in this Chapter.  

c. Hours of paid Standby Duty Assignment as defined in this Chapter when an
employee has used authorized Sick or Annual Leave during the scheduled work
week.  

3. Compensatory Time  Compensatory hours may be substituted for overtime due to
funding considerations at management's option with concurrence of the employee.
Compensatory hours are earned at the same rate as overtime. Please refer to Section F
above. Compensatory hours and overtime cannot be earned in the same workweek.
Employees may also request substitution of compensatory hours for overtime pay. subject
to the operational needs of the Division.  

4. Compensatory time at the premium overtime rate cannot accumulate to exceed two
hundred forty (240) hours, or one-hundred sixty (160) hours of actual overtime worked
as specified in the FLSA. Once this limit is met, all premium overtime actually worked in
excess of 40 hours in a seven-day standard work schedule must be paid as overtime. For
employees eligible for the time adjustment, any straight time compensatory time earned
shall not affect this limit.  

5. Agencies are encouraged to allow employees to use earned compensatory time rather
than create an ongoing pay liability by accumulating a large compensatory time balance.
Compensatory hours may be used in fifteen-minute increments. Each county agency must
maintain records of compensatory time earned and taken for each employee as
prescribed in the Payroll Section of the Accounting Division Handbook. Any unused
compensatory hours must be paid to the employee upon termination.
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1. Holidays that Fall on Days Off  If the designated holiday falls on a benefit eligible
employee's regular day off he/she may be granted another work day off with pay or be
paid for the holiday, as detailed in B above. 

2. Work on a Holiday  If a benefit eligible employee works on a designated holiday. he; she
may be granted another day off with pay or be paid for the holiday, as detailed in B above.
In addition to the holiday pay, employees not exempt from the overtime provisions of
FLSA will be paid at one and one-half times his/her regular hourly rate of pay for the hours
worked on the holiday.

3. Work Requirements  An employee who is not on approved paid leave and fails to report
on a scheduled workday either before or after a holiday shall not be paid for the holiday.  

C. Personal Days  Benefit eligible employees are entitled to two days off during each calendar
year in the form of sixteen (16) hours annual leave for full-time employees assigned to a five
(5) day workweek, or twenty (20) hours if assigned to a four (4) day workweek, and eight (8)
hours annual leave for part-time 20+ employees. Personal Day time can be taken on any of
the employee's scheduled work days during the year in accordance with the provisions that
govern the use of annual leave.  

Employees covered by collective bargaining agreements are subject to the provisions
of their union contract.  

III. GENERAL PROCEDURE FOR REQUESTING LEAVE  

A. Half Hour Increments  Paid leave, except compensatory time, must be taken in half hour
increments. If a fraction of a half hour is involved, the leave time taken must be raised to the
next half hour for time recording purposes. Compensatory time may be taken in fifteen minute
increments.  The thirty minute minimum will not apply when the employee is going to
leave without pay status . In this case, portions of leave of less than 30 minutes must be
used to bring leave balances to zero prior to placing the employee on leave without pay
status.  

B. Form 102-112, Application for Leave/FMLA Designation  Form 102-112 is for Division use
to record employee requests for all paid and unpaid absences including FMLA. FMLA is
discussed elsewhere in this Handbook.  

Form 102-112 must be completed for any absence unless the employee's job is exempt from
the overtime provisions of the Fair Labor Standards Act and the employee has received prior
approval from the Division Director to vary his or her work schedule that work week. In this
instance, the employee is not required to complete the Form 102-112 for partial day absences
provided he or she has or will have worked the regularly scheduled number of hours during
that workweek.
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C. Completing Form 102-112  The following procedures are for use in completing Form
102-112. A copy is in Annex A.  

1. The employee enters his or her name, the name of the employing agency. and the total
number of hours of leave requested.  

2. The employee indicates (or agency representative ifthe information is received by phone
or from someone else on behalf of the employee): 
- The reason for the leave. The statement must support the type of paid or unpaid leave
requested. 
- How the leave is to be accounted for, checking the appropriate paid or unpaid leave
responses. 
- The dates and time of the absence, the number of hours for which leave is requested,
and the leave code. For employees receiving the half-hour time adjustment when taking a
full work day off, the time adjustment is not deducted and a full work day of leave time
must be recorded.  

3. The employee signs and dates the form. If the information is received on behalf of the
employee, the person preparing the form would indicate the employee is not available for
signature and check the source of the information.  

4. The supervisor checks FMLA status, approves or disapproves the leave, signs and dates
the form, and forwards it for Division Director approval if Division Director approval is
required.  

5. The agency representative completes the FMLA designation on the back of the form and
provides a copy of the completed form to the employee.  

D. Leave While Incarcerated  The mere fact that an employee has become incarcerated is not
in and of itself a valid reason for the discretionary granting of accrued paid leave or leave
without pay. Any such situation should be reviewed in detail with the appointing authority and
Human Resources prior to a leave related determination. Refer to this Handbook's chapter on
Corrective Action (job abandonment).  

E. Documenting Leave Without Pay  Leave without pay for more than one-half of the work
hours in a regular pay period or which accumulates to more than one-half of the work hours in
a regular pay period (generally forty (40) hours) must be documented on Form 102-102,
Personnel Action Form. Leave without pay of less than one-half of the work hours in a regular
pay period or which accumulates to less than one-half of the work hours in a regular pay
period must be documented in the agency's records.
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(2) Successfully completed probation in the previous position (or worked at least
1040 hours if no probation was required)  

(3) Separated from Broward County service in good standing  

(4) Successfully completed probation in the employee's current position (or worked
at least 1040 hours if no probation is required)  

(5) Both current and previous employment were in an agency which reports to the
Broward County Commission, not to include Constitutional Offices.  

Any prior service credit granted will only have prospective Annual Leave accrual
rate application (e.g. the prior service credit will only apply to time worked
subsequent to approval, and only benefit eligible service will be considered).
Approval of prior service credit will be determined by review and verification of
available official record. The Director of Human Resources will respond in writing,
with a copy to Payroll, if prior service credit is approved. The new annual leave
accrual rate will become effective upon the beginning of the first pay period
following approval.  

The petition must include the following: 
(1) Employee's Name (include any other legal names used) 
(2) Social Security Number 
(3) Previous date(s) of hire 
(4) Previous Job title 
(5) Previous Division/Department/Office name 
(6) Previous status (i.e. full-time or part-time 20+) 
(7) Effective date of separation 
(8) Reason for separation 
(9) Date/s of re-hire 
(10) Current job title 
(11) Current Division/Department/Office name 
(12) Current status (i.e. full-time or part-time 20+)  

4. Advance Request and Approval  Requests for and approval of use of Annual Leave
should be made prior to the date the leave is to occur. Exceptions are subject to the
approval of the Division Director.  

5. Maximum Accumulation  

a. Unless otherwise provided in a collective bargaining agreement, represented
employees who accumulate Annual Leave credit in excess of 280 hours as of the end
of the last pay period which began in that calendar year shall forfeit the
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excess leave unless specific approval for an exception is granted by the County
Administrator.  

b. Unrepresented employees who have an accrued annual leave balance in excess of
280 hours as of the end of the last pay period which begins in a calendar year shall
have all hours beyond 280 cashed out provided the employee has used at least 80
hours of leave (Annual Leave or Job Basis Leave) during the preceding calendar
year. No annual leave hours in excess of 280 shall be carried over into the next year
without the approval of the County Administrator or designee.  

6. Running for Elected Office  An employee who wishes to run for elected office must use
accrued Annual Leave before going on leave without pay status.  

7. Annual Leave Payout  

a. Upon Separation  When an employee is separated from the County service. he or
she will be paid for all accrued and unused Annual Leave. 

b. Upon DROP Election  Employees who enter the DROP program under FRS may
elect to receive payout of Annual Leave at the start of their DROP period. Once a
person's DROP period begins, the decision regarding payout of Annual Leave prior to
termination of employment is irrevocable.  

If payout of Annual Leave is elected. the employee continues to accrue Annual Leave
in the same manner and at the same rate as if the election for payout had not been
made except the employee must then begin to use Annual Leave in the year it is
earned. Annual Leave remaining at the end of the year will be forfeited. In addition,
there is no payout of accrued Annual Leave upon termination of employment.  

Employees whose job classes are covered by collective bargaining agreements
are subject to the provisions of the union contract.  

8. Annual Leave Transfer  At the employee or candidate's option, with the written mutual
consent of the relinquishing and acquiring agencies, his/her accrued Annual Leave
balance up to a maximum of eighty (80) hours (not funds) may be transferred to, or from,
another Broward County affiliated agency, in lieu of full or partial annual leave payout, if
the majority of the agency's budget is funded through the Broward County Commission's
budget appropriations. Participating agencies may include Broward County Constitutional
Offices and other similarly funded agencies. The written request should be directed to the
Division of Human Resources and must include the following:  

a. The employee/candidate's name and social security number
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b. The benefit eligible position being transferred to  

c. The relinquishing Division/Office name, and Director's name and signature  

d. The signature of the payroll manager in the relinquishing agency verifying the number
of hours that will be transferred and that these hours will not be paid out  

e. The acquiring Division,/Office name, and Director's name and signature 

f. Number of accrued annual leave hours to be transferred  

g. Statement that the employee is requesting the transfer of leave in lieu of full or partial
payout  

NOTE:  Upon approval, a copy of the written request will be forwarded to Payroll Central.
The leave balances will be available for use upon the beginning of the first full pay period
following approval. Transfer of annual leave into the County is subject to the procedures
and limits provided in the County's Annual Leave policy.  

9. Annual Leave Cash out for Career Development and Computer Expenses  Effective
January 1, 2001, Employees in job classifications covered by collective bargaining
agreements may cash out Annual Leave for career development related expenses and
computer purchases subject to the provisions and limitations described below.  

a. Career Development Related Expenses:  

(1) Employees may request to cash out annual leave for career development related
expenses such as school tuition. seminar or conference registration fees and
related costs, certification course fees, certification examination fees, student
fees, text books, reference texts, etc. - whether or not the expenses result from
approved Tuition Reimbursement program participation.  

(2) Not more than one time per calendar year, employees may submit a request to
cash out annual leave hours for career development expenses not to exceed a
total gross amount of 52,000 per calendar year. Cash out requests must be
submitted during the calendar year in which the expenses were incurred.  b.

b. Computer Purchase:  

(1) Employees may purchase any new computer hardware or software of their
choice, including peripherals such as printers, scanners, modems, hard drives
and monitors. The cost of warranties or service agreements, and installation may
be included in the total amount requested.
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(2) Not more than one time per calendar year. employees may submit a request to
cash out annual leave hours for computer purchases not to exceed a total gross
amount of $2,000 per calendar year. Cash out requests must be submitted
during the calendar year in which the expenses were incurred.  

c. Annual Leave Cash out Request Processing: 

(1) All requests to cash out annual leave must be made using the "Application for
Leave" form (BC 102-112).  

(2) The leave form should indicate "Annual" and "Other" in the space provided and
specifically indicate the number of hours requested to be cashed out. Note:
Annual leave may be cashed out in no less than half hour increments.  

(3) The leave form should indicate whether the requested cash out is for "Career
Development Expenses" or "Computer Purchase".  

(4) A copy of the applicable receipts from the retailer or educational institution of
your choice must be attached to the request form. Purchases from one employee
to another are not permitted under this program.  

(5) Completed and signed leave forms with the required documentation are to be
submitted to the Payroll Section of the Accounting Division.  

(6) Cashed out annual leave, considered additional income, will be paid through the
normal payroll cycle and will have mandatory Federal withholding taxes deducted
totaling approximately 35%. Payroll will make every effort to process cash out
requests as expeditiously as possible, but cannot guarantee a specific refund
date.  

d. Other Exclusions and Conditions  

(1) By submitting a request to cash out annual leave, employees will be
acknowledging that the monies are being used for the purchase of new computer
equipment or career development expenses consistent with these rules.  

(2) In order to participate in the Annual Leave Cash Out Program, employees must
have sufficient accrued annual leave at the time of the cash out request in order
to have at least forty (40) hours of leave remaining after the cash out.  

(3) In requesting to participate in this program, the employee is agreeing that any
dispute as to what may or may not be included for authorized cash out will be
resolved by review and final decision of the Director of Human Resources.
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(4) Employees may participate in both the Career Development and Computer
Purchase portions of this policy. In the event an employee participates in both
portions of the program, the maximum leave which may be cashed out during
any calendar year shall not exceed $2,000 under each program for a total not to
exceed $4,000.  

(5) Annual leave cash out requests for expenses incurred during the calendar year
must be submitted to the Payroll Section of the Accounting Division no later than
the end of the last pay period which began in that year.  

e. Authority  The Career Development and Computer Expense Annual Leave 
Cash-Out program has been developed under the County Administrator's authority to
approve the cash out of annual leave and is subject to review, modification or
discontinuation at the discretion of the County Administrator.  

10. Annual Leave Cash Out  Effective January 1, 2001, Unrepresented benefit eligible 
employees have the option to cash-out accrued annual leave up to a maximum gross
cash value of $4,000 once annually. Employees opting to cash-out leave must have 
utilized at least 80 hours of leave (Annual Leave and/or Job Basis Leave) during the
preceding 12 months and retain a balance of at least 40 hours of annual leave following
the cash-out.  

a. All requests to cash-out annual leave under this policy must be made using the 
"Application for Leave" form (BC102-112).  

b. The leave form should indicate "Annual" and "Cash-Out" in the space provided, 
specifically indicate the number of hours to be cashed out, and be submitted to the
applicable Director for review and approval. Note: Annual leave may be cashed out in
no less than half hour increments.  

c. NOTE: Prior to approving the requested cash-out, the agency Director must  ensure
that the requesting employee has used at least the required 80 hours of leave during
the preceding year.  

d. Requests approved by the Director are forwarded to the Payroll Section of the 
Accounting Division.  

e. Cashed out annual leave, considered additional income, will be paid through the 
normal payroll cycle and will have mandatory Federal withholding taxes deducted
totaling approximately 35%. Payroll will make every effort to process cash out
requests as expeditiously as possible, but cannot guarantee a specific refund date.
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B. Sick Leave  Sick Leave is used for approved absence from work due to the employee's
personal  illness or injury. Sick Leave may also used for employee medical, dental, or optical
or other health-related appointments which could only be scheduled during work hours or
where a County physician requires the employee to be absent.  

Note: Sick Leave use, accrual rates, rules for request and approval, documentation
requirements and maximum accumulations for employees in positions covered by-
collective bargaining agreements are subject to the provisions of the union contracts.
Please consult the applicable labor agreement and the Labor Relations Section of
Human Resources.  

1. a. Positions that accrue Sick Leave  Benefit eligible employees begin to accrue Sick 
Leave immediately upon employment. Full-time benefit eligible employees accrue
Sick Leave at the rate of eight hours per full month of work time. Employees
appointed to benefit eligible positions on a Part-time 20+ basis accrue Sick Leave in
proportion to the total number of hours worked per month. Employees in positions
that are not represented by a collective bargaining unit may use accrued Sick Leave
during a probationary period.  

b. Positions that do NOT accrue Sick Leave  Employees appointed to positions  outside
the personnel cap, such as Compassionate. Student, Seasonal and Temporary, Will
Call, or PT 19. are not considered to be eligible for benefits and do not accrue or use
Sick Leave.  

2. Sick Leave Documentation  The following procedures describe documentation 
requirements for Sick Leave usage. Also see the discussion of Health Care Provider
Certification under FMLA.  

a. A physician's excuse may be required after the employee has been absent due  to
illness or injury on three consecutive work days;  

b. A physician's excuse is required:  

(1) after absences that last five or more consecutive work days. The documentation
from the doctor should release the employee to return to work and perform the
essential duties of his or her position. The documentation should be attached to
the Form 102-112 documenting the request for Sick Leave.  

(2) after five (5) separate occurrences of at least one full work day in duration for
absence due to illness in any continuing twelve-month period.  

(3) at the discretion of the Supervisor when usage patterns are suspicious.
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(4) The medical documentation required in this Handbook may be waived at the
discretion of the Director of Human Resources.  

3. Acceptable Sick Leave Documentation  For the purposes of these procedures,
acceptable documentation is defined as follows:  

a. To verify illness:  

(1) A receipt that contains the date/s of treatment, job-related reason for absence,
and the licensed Florida physician's signature or signature stamp, or  

(2) A note on the licensed Florida physician's office or professional letterhead or a
prescription-type pad bearing the licensed Florida doctor's signature, which
contains the date/s of treatment, job related reason for absence, or  

(3) A Form 102-216, Health Care Provider Certification completed and signed by a
qualified health care provider which contains the date/s of treatment and
job-related reason for absence.  

b. To verify ability to return to work after extended illness, special circumstances as
determined by the employing agency, or leave without pay for medical reasons which
lasts longer than five workdays, the employee must provide a note signed and dated
by the physician stating the date/s and reason/s that the employee was under
professional care and that the employee is now well and is able to return to his or her
full, unlimited duties before the employee will be permitted to return to work. 

4. Sick Leave Monitoring  After five occurrences of absence due to illness or injury in any
continuing twelve-month period, the employee must be informed in writing of the
requirement to present documentation for the next and any additional sick leave
occurrences within a 12-month period. This notice must inform the employee of the
disciplinary consequences (see 7. below) of failure to provide acceptable documentation
after the fifth occurrence. An occurrence means a separate incident of absence due to
illness or injury that is at least one full workday in duration. A pattern of partial days (less
than 8 or 10 hours) could be subject to these provisions.  Note: In some cases,
unconnected occurrences may be considered one occurrence if supported by
appropriate medical documentation (for example: regularly scheduled
chemotherapy treatments). Consult with Labor Relations.  

In the event an employee exhausts Sick Leave and is subsequently absent due to illness
or injury , the absence will be considered an occurrence for the purposes of sick leave
monitoring regardless of the type of leave used to cover the absence.
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The following illustrates how to calculate sick leave occurrences in a continuing
twelve-month period.  

Occurrence# 1 May 4 and 5, 2000 16 hours 
Occurrence #2 June 16. 2000   8 hours 
Occurrence #3 August 9 and 10, 2000 16 hours 
Occurrence #4 October 27. 2000   8 hours 
Occurrence #5 December 4, 2000   8 hours  

After the December 4. 2000 occurrence, the employee must be informed by written
memorandum from his or her Division that any occurrence of sick leave before May 4.
2001 would require a physician's excuse. The memo should also explain the disciplinary
consequences of failure to provide a physician's statement.  

In this example, occurrence #1 of May 4 and 5, 2000, would "burn off," meaning it would
no longer be counted, after twelve months, which would be May 4. 2001. After May 4,
2001, the number of occurrences would be calculated with June 16. 2000 becoming
occurrence #1.  

5. Patterns of Sick Leave Usage  If the supervisor suspects abuse of Sick Leave because
of unusual circumstances or a developing pattern, i.e., Fridays/Mondays, before"after a
holiday, partial day usage to avoid full day occurrences. or if the employee was denied
Annual Leave and subsequently claims illness, etc.. the supervisor may inform the
employee when he or she calls in "sick" that a physician's excuse will be required in order
for the supervisor to approve the use of Sick Leave. In addition, subsequent to receiving
notice of such a pattern, the employee may be placed on sick leave monitoring requiring
physicians' statements for further occurrences. See also the discussion of FMLA.  

6. Exam by a County Physician  If the supervisor has reason to question the physician's
excuse, the employee may be required to be examined by a County physician. The
County may also request a second and a third medical opinion, at the County's expense.
in connection with requests for leave under FMLA as determined by the County. Contact
Labor Relations for guidance in these matters.  

7. Failure to Provide Sick Leave Documentation  Failure to provide the required
documentation as discussed above will constitute an "offense" and the employee will be
disciplined in the following manner:  

a. 1st offense - written reprimand (Form 102-111, Employee Notice) and denial of Sick
Leave. The absence is processed as Absence Without Approved Leave (AWOL).
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b. 2nd offense - three-day suspension (Form 102-111, Employee Notice) and denial  of
Sick Leave. The absence is processed as Absence Without Approved Leave
(AWOL).  

c. 3rd offense - termination.  

See also the Chapter in this handbook on Corrective Action.  

8. Sick Leave Under False Pretenses  If it is established that an employee has taken Sick
Leave under false pretenses, the time off shall be processed as Absence Without
Approved Leave (AWOL). The employee may also be subject to disciplinary action.  

9. Advance Notice Required  When Sick Leave is taken, the employee shall notify his or
her immediate supervisor prior to, or within one (1) hour after, the time at which the
employee normally begins work. If the employee does not notify his or her supervisor
within that time, use of Sick Leave will not be approved unless the Division Director
determines that timely notification was impractical.  

10. Sick Leave Accrual and Pay Out on Separation  Sick Leave credit may be carried over
from one calendar year to the next. All accrued, unused Sick Leave may be approved for
use as paid leave consistent with the provisions of the Civil Service Rules and
Regulations, however, for the purpose of pay out calculation as described below no
accrued Sick Leave hours beyond 960 hours will be considered in the calculation for pay
out.  

When an employee resigns or is separated from employment for any reason other than
discharge for cause, she or he shall be paid twenty-five (25%) percent of his or her Sick
Leave accumulated as of the date of termination based on the 960-hour maximum. When
an employee terminates employment in order to begin to receive retirement benefits under
the Florida State Retirement System at the time of separation or who is separated due to
death shall be paid fifty (50%) percent of his or her Sick Leave accumulated as of the date
of separation based on the 960-hour maximum.  

11. Sick Leave Transfer  At the employee's or candidate's option, with the written mutual
consent of the relinquishing and acquiring agencies, his or her accrued Sick Leave
balance up to a maximum of ninety-six (96) hours (not funds) may be transferred to, or
from, another Broward County affiliated agency, in lieu of full or partial sick leave payout ,
if the majority of the agency's budget is funded through the Broward County Commission's
budget appropriations. Participating agencies may include Broward County Constitutional
Offices and other similarly funded agencies. The written request should be directed to the
Division of Human Resources and must include the following:  

a. The employee's/candidate's name and social security number
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b. The benefit eligible position being transferred to  

c. The relinquishing Division/Office name, and Director's name and signature  

d. The signature of the payroll manager in the relinquishing agency verifying the number
of hours that will be transferred and that these hours will not be paid out  

e. The acquiring Division/Office name, and Director's name and signature  

f. Number of accrued sick leave hours to be transferred  Statement that the employee is
requesting the transfer of leave in lieu of full or partial payout 

NOTE:  Upon approval, a copy of the written request will be forwarded to Payroll
Central. The leave balances will be available for use upon the beginning of the first
full pay period following approval. Transfer of Sick Leave into the County is subject to
the procedures and limits provided in the County's Sick Leave policy.  

12. Exhaustion of Sick Leave Sick  Leave in excess of the amount of leave the employee
has accrued will not be approved. When an employee has exhausted his or her Sick
Leave, Annual Leave and any other available paid leave, including any Donated Leave,
must be used until it is exhausted before leave without pay will be approved. When all
available and applicable paid leave is exhausted, the employee may then request a Leave
of Absence Without Pay (LWOP)  

Employees whose job classifications are covered by collective bargaining
agreements are subject to the provisions of their union contracts.  

C. Sick Leave Bonus Day  As an incentive against the unnecessary use of sick leave,
employees are eligible to earn a Sick Leave Bonus as described below for each 13
consecutive pay periods in which no sick leave is used.  

1. Benefit eligible employees assigned to a five (5) day workweek shall be awarded eight (8)
hours of leave; and  

2. Benefit eligible employees assigned to a four (4) day workweek shall be awarded ten (10)
hours of leave; and  

3. Part-time 20+ employees will be awarded four (4) hours of leave regardless of their work
schedule;
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NOTE:  Accrued sick leave hours converted to annual leave hours cannot be converted
back to sick leave. Usage of sick leave converted to annual leave is subject to the
provisions of the applicable collective bargaining agreement and/or Civil Service Rules
and Regulations governing annual leave. It is the division's responsibility to ensure that
the division payroll clerk has the employee's completed Sick Leave Conversion Request
form to Payroll Central by the designated deadline. The County is not responsible for late,
lost or misdirected conversion requests.

Employees whose job classifications are covered by collective bargaining agreements
are subject to the provisions of the union contract.

E. Family Illness Leave  Benefit eligible employees may use Sick Leave as Family Illness Leave
in the case of actual illness or injury of a member of the employee's immediate family or the
employee's domestic partner or dependents of the employee's domestic partner. Immediate
family is defined as the employee's spouse or domestic partner, parents or one who stood in
place of a parent (in loco parentis), child, foster child, and stepchildren or other relative if the
stepchild or other relative is domiciled in the employee's household. The employee is required
to provide documentation of current registration of the domestic partnership.  

A situation for which use of Family Illness Leave is requested may or may not be an FMLA
event. Review the definition of serious health condition under FMLA to determine if the health
condition of the family member or domestic partner is a serious health condition as defined
under FMLA. If FMLA applies, the period of absence would also count toward the FMLA leave
period and the use of Family Illness Leave would be concurrent with FMLA leave.  

Employees in positions covered by collective bargaining agreements are subject to the
provisions of their union contracts.  

1. Program Eligibility  Benefit eligible employees who have successfully completed an
initial probationary period may be allowed to use up to 40 hours of accrued Sick Leave in
a calendar year to care for a member of their immediate family, or a domestic partner or a
dependent of their domestic partner, who is ill or injured. If an employee has exhausted
his or her Sick Leave, the employee will not be granted Family Illness Leave.  

Employees are expected to exhaust Sick Leave and other available paid leave before
donated leave, under the Donated Leave Program, will be considered or approved.  

For the purpose of administering this program, the annual period for Family Illness leave
ends as of the end of the pay period in which December 31 occurs.  

2. Payroll Voucher Documentation  The number of Family Illness Leave hours granted to
the employee must be noted for Payroll purposes.
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3. Subject to Sick Leave Use Procedures  Unless the situation qualifies as a serious
health  condition of the employee's spouse or domestic partner, parent, or child under
FMLA, use of accrued Sick Leave for Family Illness is subject to the procedures specified
for Sick Leave in this chapter requiring documentation to verify illness and other rules
governing the use of Sick Leave. Use of Sick Leave for Family Illness is counted as any
other use of Sick Leave, such as occurrences, unusual circumstances, etc. For example,
if an employee has five occurrences of Sick Leave and on the sixth occurrence is absent
to care for an ill or injured family member, then the employee must provide a physician's
excuse to substantiate the illness or injury of the family member or domestic partner. If the
employee is out for three consecutive working days to care for an ill or injured family
member or domestic partner, a physician's excuse may be required. and will be required
after five consecutive working days, to substantiate the health condition of the family
member or domestic partner. If an employee fails to provide medical certification as
required, the employee will be subject to corrective action as specified in the Sick Leave
procedures in this Chapter. See also the discussion of FMLA.  

4. Affects Bonus Day Entitlement  As with other use of Sick Leave. use of Sick Leave for 
Family Illness counts as Sick Leave utilization and affects eligibility for Bonus Days.  

5. Election to Use Annual Leave  If an employee has utilized the 40 hours of Family 
Illness Leave for the year or does not wish to use his or her Sick Leave for the Family
Illness, the employee may be granted Annual Leave for this purpose in accordance with
the procedures specified in Annual Leave, this Chapter. If the condition of the family
member or domestic partner otherwise qualifies as a serious health condition under
FMLA, the employee's absence will apply to her/his FMLA period and Annual Leave used
would be concurrent with FMLA. 

F. Donated Leave Program  The Accrued Leave Donation Program and the Compassionate 
Annual Leave Donation Program have been merged into a single program called the Donated
Leave Program. The Donated Leave Program allows an eligible employee to voluntarily
donate Annual Leave and/or Sick Leave to another eligible employee who is unable to work
because of the serious health condition of the employee or to donate Annual Leave due to the
serious health condition of the employee's spouse or domestic partner, parent, or child.  

Absences, for which Donated Leave is requested, will be considered to be and will be
processed as a request for leave under FMLA unless the employee can document that FMLA
does not apply. In most cases, the period of approved absence will count toward the
employee's FMLA period, even if donated leave is not obtained, and use of donated Leave, if
any, would be concurrent with FMLA leave.  

Employees whose job classes are covered by collective bargaining agreements are
subject to the provisions of the union contract. 
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1. Eligibility Requirements  

a. Recipients - An employee must be eligible to receive Donated Leave. To be eligible,
the employee must meet all the following criteria:  

(1) Is a benefit eligible employee who has completed an initial probationary period,
or who, if employed in a position or classification excluded from Classified Civil
Service, has been employed for six (6) months.  

(2) Is unable to work because of the serious health condition of the employee, of her
or his spouse or domestic partner, parent, or child involving extended serious
illness or injury typically requiring hospitalization or extensive medical care.  

(3) Has exhausted all available paid leave including Annual. Job Basis. Sick. and
compensatory leave.  

(4) Is not eligible for worker's compensation benefits for the health condition for
which Donated Leave is being requested.  

(5) Has not been disciplined for abuse of leave within a two-year period prior to the
event for which Donated Leave is being requested. Sick Leave monitoring is not
considered to be discipline for abuse of Sick Leave.  

(6) Has formally applied to the Donated Leave Program to be considered as a
recipient by submitting Form 102-165, Donated Leave Program Recipient Form.
Completed forms are to be submitted through the chain of command, then
forwarded to the Division of Human Resources.  

(7) Recipients must provide a completed Donated Leave Program Physician's
Certification of Illness/Injury, Form 102-165A, that supports the employee's
statement of need to be absent or other acceptable medical substantiation from a
licensed physician that includes the diagnosis, a description of the reason the
employee is unable to perform his or her duties, the physician's prognosis, and a
date the employee is expected to be able to return to work. If the employee will
need donated leave intermittently, the employee needs to submit a doctor's
statement containing all of the above information and a detailed statement of the
dates and/or times that the employee expects to be away from work. Completed
forms and doctor's statements are submitted to Employee Benefit Services.  

b. Donors - To be eligible to donate leave under the Donated Leave program, , the
employee must meet all the following criteria:
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(1) Is a benefit eligible employee who has completed an initial probationary period,
or who, if employed in a position or classification excluded from Classified Civil
Service, has been employed for six (6) months.  

(2) Must have a Sick Leave balance of at least 160 hours after the donated Sick
Leave is subtracted, or an Annual Leave balance of at least 80 hours after the
donated Annual Leave is subtracted.  

(3) Has not yet donated 80 hours of Sick Leave and/or 80 hours of Annual Leave
which has actually been used in the calendar year. A maximum of 160 hours (80
hours of Sick Leave and 80 hours of Annual Leave) can be donated and used in
a calendar year.  

(4) Has formally applied to the Donated Leave Program to be considered as a donor
by submitting Forth 102-164, Donated Leave Program Donor Form.  

2. Donated Sick Leave or Annual Leave may be approved to cover an absence due to a
recipient employee's personal serious health condition. Only donated Annual Leave may
be approved to cover an absence due to the serious health condition of a recipient's
spouse or domestic partner, parent, or child.  

3. The Donated Leave Program does not supplant any established Human Resources policy
or procedure.  

4. Other Program Provisions  

a. Donated Leave Payout - Should the employment of a recipient terminate for any
reason, any remaining Donated Leave will not be paid out.  

b. Sick/Annual Leave Accrual - Recipients do not accrue Sick or Annual Leave while
they are receiving Donated Leave.  

c. Holiday - If a designated holiday occurs during the recipient's period of authorized
leave, the employee will receive holiday pay which will not be charged against the
remaining Donated Leave balance.  

d. If a recipient returns to work on a reduced work schedule or on an intermittent basis,
Donated Leave may be used to supplement pay for time worked, subject to
appropriate documentation and approval.  

e. Overtime - Donated Leave will not be counted as time worked for overtime purposes.
The maximum amount of Donated Leave that will be approved for any
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work week is the amount that would bring the hours paid to the recipient's normal
work schedule.  

f. Documentation - Employees applying to receive Donated Leave should provide all
required documentation to the Division of Human Resources two (2) weeks prior to
exhausting all applicable paid leave when the need is foreseeable and such prior
notice is practicable.  

g. Leave donations are made on an hour for hour basis. Donations require the approval
of the employee's Division Director and the Director of Human Resources. Donated
Leave is not deducted from the donor's leave balance until it is used. Once Leave has
been deducted from the donor's account, it cannot be returned to the donor.  

h. Donation of accrued leave does not affect the donor's earning a Bonus Day where
otherwise eligible.  

5. Termination of Eligibility  Use of Donated Leave may be terminated under any of the
following conditions:  

a. The recipient applies for and receives retirement benefits from FRS or applies for and
receives Social Security retirement or disability benefits or claims or receives
unemployment compensation or accepts other employment during the approved
leave. In these situations, the employee may also be subject to disciplinary action
including possible termination.  

b. The County determines that the recipient has abused leave, falsified information, or
was otherwise not eligible for leave. In this case, the employee may be required to
repay any leave previously received and may be subject to disciplinary action
including termination.  

c. A recipient is expected to notify his or her immediate supervisor immediately when
released by her or his physician and to return to work as soon as the medical
condition permits. A recipient who fails to advise the County of the physician's release
or to return to work in a timely manner will be required to repay any leave received
since the effective date of the physician's release and may be subject to disciplinary
action including termination.  

6. Reporting Requirements  

a. A Quarterly report shall be prepared for the Director of Human Resources which shall
include the following:
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(1) The number of hours approved for use per quarter.  

(2) The number of approved recipients.  

b. An Annual report regarding program utilization shall be provided to the County 
Administrator with a copy to the County Commissioners and the Commission Auditor. 

G. Educational Leave  The Educational Leave program is to provide regular, benefit eligible full-
time or part-time 20+ employees the opportunity to participate in occupationally related course
work or other training not otherwise sponsored by the County which are only available during
working hours. The primary purpose of the Educational Leave program is to provide education
directly related and clearly needed on the job.  Except as provided in section G.1.a below,
it is not the intent of the program to provide paid time off to attain or obtain advanced or
special certifications, or regular or advanced college degrees. The Division of Human
Resources may, at its own discretion, refer a request that is in conflict with the guidelines
listed below, to the Broward County Education Committee, for their opinion and guidance as to
approval or disapproval.  For those employees whose job classifications are covered by
collective bargaining agreements, please consult the applicable union contract.  

1. Eligible Coursework/Training  

a. Coursework is defined as a course taken at scheduled times and days that extend 
over more than five continuous full or partial days, or scheduled for one or more full or
partial days per week for a total of more than five full or partial days. For the
completion of a degree or other formalized certification program, education leave may
be granted when specific courses are needed to finish up the degree or program, the
degree or program is at least 90% complete, and the course is only available
during the day, regardless of whether or not the course is paid for by the County.
This provision includes those who must take a field work program, practicum, or
internship. Please note that this provision is intended to allow degree or program
completion only when the final one or two courses cannot be scheduled during
non-working hours. If the degree or program is less than 90% complete, it is assumed
that alternate scheduling arrangements may be made.  

b. Other training is defined as of a seminar, conference or workshop nature which 
occurs over a short period of time of one to five consecutive full or partial days.
Educational leave may be granted to an employee to attend job-related workshops,
conferences, or seminars which the employee wishes to attend at his/her own
expense.
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c. Professional Exams and/or Certifications  Educational Leave may be granted for 
employees who have taken course work on their own time for an advanced degree or
certification and are now approaching the culmination of their efforts, such as Ph.D.
candidates completing orals. Public Accountants attempting  certification. Lawyers
needing to attend the bar exam, others attending insurance or other professional
exams. Educational Leave for this purpose may be granted regardless of where the
exam is given. on a one-time only basis, i.e., if the exam is not passed, educational
leave may not be granted a second time.  

2. Request Procedures  A request for educational leave is made on Form 102-143, 
Request for Education Leave.  All requests for Educational Leave must be supported
by a copy of the brochure or catalogue requirements and if requested, a copy of a
confirmation or paid receipt for which the leave is requested.  A Travel Request and
Voucher, Form 403-6, may also be required by the Office of Budget and Management
Policy. A copy of Form 102-143 is in Annex A.  

a. When the employee completes the Form 102-143, the immediate supervisor  reviews
the request. If work schedules allow and if the request appears to be otherwise
.appropriate, the immediate supervisor may approve the request by signing and
dating the form and forwarding it to the Division Director.  

b. Requests for 24 hours, or less  The Division Director shall make a determination 
whether the courses or training are occupationally-related and whether leave with full
pay is to be granted. Requests for such leave consisting of 24-hours or less are at the
discretion of the Division Director after determining job relatedness and staffing
requirements. The Division should maintain a copy of the approved request in the
employee's divisional file, and forward a copy to the Employee Development Section
of the Division of Human Resources.  

c. Requests exceeding 24 hours  Requests for leaves of more than 24-hours must  be
approved in advance by the Division Director and the Director of Human Resources.
Requests must be received by the Director of Human Resources no later than three
working days prior to the date for which leave is requested to allow time for review
and approval. If the advance request is approved, the original of the Form 102-143 is
placed in the employee's official personnel file. A copy of the request will be returned
to the Division for payroll audit verification purposes.  

3. Divisions must maintain a record of all Educational Leave granted to an employee in a 
calendar year. Educational leave should be recorded on the payroll voucher as a separate
earnings code (508).
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Educational Leave may not exceed 160 hours in a calendar year except with the
approval of the County Administrator.  

H. Military Leave  

1. Leave with pay will be provided:  

a. For Training Purposes  For members of the federal military reserves and the  Florida
National Guard, full base pay for the first seventeen (17) working days in a calendar
year when assigned to active or inactive duty for training purposes. The definition of
"working day" as it applies to Military leave for training purposes is: Shifts of twelve
(12) hours or less shall equal one (1) working day; shifts of over twelve (12) hours
and up to twenty four (24) hours shall equal two (2) working days. Any absence for
training purposes in excess of seventeen (17) working days shall be charged to
appropriate accrued paid leave, or to leave without pay if an employee has no such
leave accumulated,  

b. When Ordered to Active Military Service Not For Training Purposes  

(1) For members of the federal military reserves ordered to active military service not
for training purposes, full base pay .for the first thirty (30) calendar days during
any such service; thereafter, supplemental pay in an amount necessary to bring
their total earnings, inclusive of their military pay, to the base pay earned from
the County at the time they were called to active military service; and  

(2) For members of the Florida National Guard ordered to active state duty not for
training purposes pursuant to order of the state's military court (s. 250.36, F.S.)
or order of the Governor or state Adjutant General (s. 250.28, F.S.), or if ordered
to active duty not for training purposes by the federal government, full base pay
for the first thirty (30) calendar days during any such service period; thereafter,
supplemental pay in an amount necessary to bring their total earnings, inclusive
of their military pay, to the base pay earned from the County at the time they
were called to such active duty.  

2. Required Documentation  Military Leave requests for annual training and/or 
mobilization must be processed on a 102-102 with required documentation attached. If
documentation is not submitted in advance of usage, leave cannot and will not be
authorized. Undocumented leave may be charged to appropriate accrued paid leave or
leave without pay if employee has no such leave accumulated.  

a. Individual Day or Weekend Training  The employee must submit the yearly training
schedule, issued and signed by the Commanding Officer of the military



Human Resources Procedures
Chapter 4

WORK HOURS, LEAVE AND PAY POLICIES

Change 27  MAY 18 2001

unit to which the employee belongs, to his/her divisional payroll clerk at the beginning
of the yearly period. If possible, the employee's regular work schedule should be
adjusted so training does not fall on a work day. If for any reason the training date(s)
is altered, the employee is responsible for obtaining and submitting an updated
schedule or separate letter detailing the change. issued and signed by the
Commanding Officer.  

b. Annual Training Annual Training is usually for a two week period. The employee is
responsible for submitting military leave orders to his/her divisional payroll clerk as
soon as the order is received.  

c. Active Duty Not for Training Purposes  The employee is responsible for submitting
military leave orders to his/her divisional payroll clerk as soon as the order for
mobilization is received. If the employee's military duty is extended beyond the initial
orders and supplemental leave is being requested, the additional orders are required
prior to the end of the initial thirty (30) calendar day period.  

3. Leave Without Pay  Leave without pay will be provided to members of the state national
guard and federal military reserves ordered to active or inactive duty for training or
non-training purposes by their respective military superiors and whose period of leave with
pay, as authorized above, has expired.  

4. Benefits  The County will continue to provide benefits in the form of BC2 Flex Dollars
consistent with the applicable Civil Service Rules, union contracts, and these procedures
in effect at the time of mobilization during the period of paid military leave.; The employee
is expected to continue to pay his or her applicable premiums. The employee may elect to
continue benefits coverage for the employee and dependents at his or her own sole
expense, for the lesser of 15 additional months or until the day after the date on which the
person fails to apply for or return to County employment as required by federal law.  

5. During the employee's military leave of less than ninety (90) days, the respective
appointing authority, with the concurrence of the Human Resources Division, may
temporarily reassign that employee's duties or hire temporary help pursuant to established
procedures. If military leave extends beyond 90 consecutive calendar days, the
employee's position may be deemed vacant and may be filled through appropriate
recruitment procedures.  

6. Calculation of leave time  The leave period includes the time reasonably necessary to
travel to and from the site of duty or training.  

7. Processing Leave Requests
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a. Leave requests for "Annual Training" and calls to active duty for non-training 
purposes (mobilization) must be processed on a Personnel Action Form 102-102.
Attach a copy of the military orders and indicate whether the orders were issued by
state or federal authority. Failure to obtain orders and process this leave on a
102-102 will result in denial of military leave.  

b. Leave requests for individual or weekend training periods shall be submitted on  an
Application for Leave/FMLA Designation. Form 102-112, and processed on the
payroll voucher, using code 510.  

8. Reemployment  

a. Upon request to return to County service within ninety (90) calendar days of  release
from military duty, an employee will be returned to the position he/she would have
held had his/her continuous County employment not been interrupted by such military
service. A return to the position the person would have held requires that the person
be qualified to perform the duties; or, if the person is not qualified to perform the
duties of such position and reasonable efforts to qualify the person fail, the person
shall be placed in accordance with state and federal law. If the employee is no longer
qualified for such position because of a disability aggravated by or incurred during
military service, see subsection b, below-.  

b. If the employee is not qualified for placement in accordance with (a) above  because
of a disability incurred in, or aggravated during, such military service. and he/she
cannot be reasonably accommodated to perform the essential functions of the
position, then the employee shall be placed in a position which is equivalent in
seniority, status and pay, for which he/she is qualified to perform with or without
reasonable accommodation. If such position is not available at the time of return or
anticipated to be available within a reasonable time, then the employee shall be
placed into a position which is the nearest approximation to such position in terms of
seniority, status and pay consistent with circumstances of such person's case.  

c. Note:  Any reemployment or placement questions must be coordinated with the 
Staffing Services section of the Division of Human Resources. 

I. Disability Leave  Always counsel with the employee, the Labor Relations Section of the 
Division of Human Resources, and Office of Equal Opportunity, ADA Coordinator if the
employee claims to have a disability protected by the provision of the ADA.  

1. If the employee's impairment is of a temporary nature or otherwise not a disability as 
defined by the ADA (as documented in an ADA Determination), the Director of Human
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Resources may authorize a specified period of time off consistent with the provisions of
the Civil Service Rules and Regulations or a temporary modified schedule may- be
approved to enable the employee to overcome the impairment.  

a. Approval of time off or a temporary modified schedule will be based in part on the
operational needs of the agency.  

b. Time off is to be charged to sick leave, or if no sick leave has been accrued, to
annual leave or leave without pay.  

2. If additional leave time or modifications cannot be provided to enable the employee to 
overcome the impairment, and the employee remains unable to perform the essential j ob
duties, the employee may be separated from County service.  

J. Supplemental Disability Leave (Workers' Compensation)  If an on-the job injury or illness 
occurs, the employee should notify her or his supervisor and contact the County's Managed
Care Provider, as instructed, for advice and authorization regarding medical attention.
Information on how to contact the County's Managed Care Provider is available from the Risk
Management Division.  

Employees receiving Worker's Compensation benefits should contact the adjustor in Risk
Management to address the applicability of Supplemental Disability Leave and contact
Employee Benefits in the Division of Human Resources regarding insurance coverages. The
employing Division should also contact Staffing Services regarding budgeted position options.  

1. Supplemental Disability Leave is paid leave that may be given to benefit eligible 
employees in conjunction with a work-related (Worker's Compensation) injury or illness. It
supplements Worker's Compensation benefits, which are normally about 2/3 of regular
wages, bringing them to what he or she would normally receive for his or her regular work
schedule.  

Supplemental Disability Leave is not an entitlement. If it is granted, the period of
Supplemental Disability Leave is subject to the person's medical status as determined by
the attending physician but may not exceed eight (8) scheduled workweeks unless
approved by the County Administrator. It can be denied if the employee failed to perform
the job in a safe manner or otherwise contributed to his or her injury.  

If the absence and use of Supplemental Disability exceed three work days after the date
of the work-related injury or illness, subject to proper notice to the employee, it will be
considered to be a serious health condition of the employee under FMLA. Any absence
after the third day will count toward the employee's FMLA period and use of Supplemental
Disability Leave, annual leave and sick leave after that would be concurrent with FMLA.
See also the discussion of FMLA. 
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2. Requests for Extension of Supplemental Disability Leave Supplemental Disability 
Leave may be extended for an additional period of up to eight (8) scheduled workweeks,
but the extension requires approval of the County Administrator. Requests for extension of
Supplemental Disability Leave benefits are sent to the Employee Benefits Services
section of Human Resources. The memo should fully state the justification for the
extension of the Supplemental Disability Leave. The request will be reviewed with the Risk
Management Division and a recommendation will be given to the County Administrator.
The Division of Human Resources will notify the requesting agency of the County
Administrator's decision.  

3. Use of Accrued Paid Leave to Augment Worker's Compensation Payments If 
Supplemental Disability Leave is not granted or if Supplemental Disability Leave benefits
are exhausted, the employee will continue to receive Worker's Compensation benefits as
required by the State of Florida. Worker's Compensation benefits are issued by Risk
Management outside the County's payroll cycle. Employees may use accumulated Sick
and/or Annual Leave to augment Worker's Compensation payments until their
accumulated leave is exhausted or they return to work. Use of Sick and,/or Annual Leave
in this situation would also count toward the employee's FMLA period, subject to proper
notice to the employee. If accrued paid leave is used, the employee is considered to be
on pay status for Flex Dollar purposes.  

4. Leave of Absence While Receiving Worker's Compensation  

a. Initial Leave When Supplemental Disability Leave and/or paid leave is  exhausted or
if the employee elects not to use Sick or Annual Leave to supplement Worker's
Compensation benefits and the employee is still receiving Worker's Compensation
benefits, the employee is placed on leave of absence without pay status, submitted
on Form 102-102. The leave of absence, in this case, has no effect on eligibility for
continued Worker's Compensation benefits. Where a return to work date cannot be
projected, ninety (90) days after the start of the unpaid leave would be used as the
projected return date. If a return to work date can be projected, it would be entered on
the Form 102-102 as the end of leave date. If the employee is able to return to work
before the projected end of the leave of absence. the unused leave is canceled by the
Form 102-102 returning the employee from Leave of Absence.  

Any period of unpaid leave in this case would be considered and processed as FMLA
for the serious health condition of the employee and would count toward the FMLA
period, subject to proper notice to the employee, until FMLA is exhausted for that
12-month period. Once the FMLA period is exhausted for that 12-month period, any
further unpaid leave in connection with that injury or illness would be processed as
LOA - Worker's Compensation. To do this, a transaction bringing the employee back
from FMLA leave and one placing the
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employee on LOA- Worker's Compensation, with a projected return date, would need
to be generated.  

b. After the Initial Leave, if the employee is still unable to return to work after the  initial
leave of absence, the leave can be extended, up to one (1) full year. by submitting
another Form 102-102.  In this case, assuming the employee has exhausted FMLA
for that 12-month period, a transaction bringing the employee back from FMLA leave
and one placing the employee on LOA- Worker's Compensation, with a projected
return date, would need to be generated.  

c. Group Insurance For information regarding continuation of group insurance and 
other benefit programs, consult the Chapter on Benefits in this handbook.

 
5. Job Placement Counseling At any stage in the process, if the employee appears able  to

perform other duties within the County, the Risk Management Division will refer the
employee to the Division of Human Resources for counseling, qualifications
determination, and placement.  

6. Release by Attending Physician An employee who is released by the attending 
physician to return to work but at less than his/her full, unlimited duties is expected to
return to work under the Alternate Duty Program administered by the Risk Management
Division. If the physician's release is for less than the regular workday or workweek, any
Supplemental Disability Leave, if it has been granted, up to the eight scheduled
workweeks limitation, may be used. Failure to return to work in a timely manner once
released to do so by the attending physician may result in disciplinary action. Refusal or
failure to cooperate with and/or to participate in the Alternate Duty Program may result in
denial of Supplemental Disability Leave and/or in a reduction in Worker's Compensation
benefits.  

K. Job Basis Leave Employees whose jobs are exempt from the requirement to pay time and 
one-half for overtime under the Fair Labor Standards Act are eligible for Job Basis Leave. The
determination of job basis or exempt status is the responsibility of the Division of Human
Resources. Procedures for the request and approval of Job Basis Leave will be the same as
those for Annual Leave. The number of Job Basis Leave hours granted to the employee shall
be entered on the payroll voucher. The entry shall be approved by the Division Director. Job
Basis Leave is intended to be used during the calendar year in which it is available, and may
not be carried over into the next calendar year. Employee's separated from County service
shall NOT be paid out for unused Job Basis Leave. Job Basis Leave shall be available for use
as follows:
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1. Current full-time employees in Job Basis eligible positions as of January 1 of a calendar 
year will have forty (40) hours available for use beginning in January of each year (Eligible
part-time 20+ employees will have twenty (20) hours available for use).

2. Full-time employees hired into Job Basis eligible positions, or promoted from a non-Job 
Basis eligible position into a Job Basis eligible position, from January 1 st through June
30th, will have forty (40) hours available for use following the effective date of employment
or promotion (Eligible Part-time 20+ employees will have twenty (20) hours available).  

3. Full-time employees hired into Job Basis eligible positions, or promoted from a non-Job 
Basis eligible position into a Job Basis eligible position, from July 1 st through December
31st, will have twenty (20) hours available for use following the effective date of
employment or promotion (Eligible part-time 20+ employees will have ten (10) hours
available).  

L. Civil Leave Civil Leave is the approved absence from work with pay for benefit eligible 
employees when serving on jury duty, when subpoenaed as a witness before any public body
or commission when the subpoena to appear is job-related, or when performing emergency
civilian duty in connection with national defense. Directors may require the employee to submit
proof of any such civil duty in order to approve a request for Civil Leave. An employee
regularly scheduled to work the evening or midnight shift may receive civil leave, as described
above. for their regularly scheduled shift when their court-ordered service occurs immediately
before or after their scheduled shift. An employee subpoenaed in the line of duty to represent
the County shall either be paid per diem or travel expenses by the County or may retain
witness fees and  mileage received from the Court. If paid per diem and travel by the County,
the employee must turn over fees received from the Court to the County. Employees will be
granted up to one hour off for voting on election days when it is not feasible to vote before or
after working hours.  

For employees in classes covered by collective bargaining agreements, consult the
applicable union contract and Labor Relations.  

M. Bereavement Leave Bereavement Leave is paid leave for an approved absence from work
due  to a death in the employee's immediate family. Immediate family is defined to include
employee's spouse or domestic partner, child, parent or persons determined in loco parentis
(in the place of the parent) by the Director of Human Resources, brother, sister, grandparent,
grandchild, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, step parent, step-child, step-sister, step-brother, or relative domiciled in the
employee's household. 
Bereavement Leave shall be granted to benefit eligible employees for up to three (3) regularly
scheduled workdays of paid leave (part-time 20+ employees shall receive a maximum of
twelve (12) hours in the event of a death of an immediate family member or domestic partner
and up to
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two (2) additional regularly scheduled workdays of paid leave (part-time 20+ employees shall
receive a maximum of eight (8) additional hours) to attend a funeral outside Florida. The
employee shall provide his/her Director with proof of the death and relationship if requested.  

Employees covered by collective bargaining agreements are subject to the provisions
of their union contracts.  

N. Parenting Leave Parenting Leave was a type of leave available before implementation of the 
FMLA program and provided a period of leave for benefit eligible employees for the purpose of
postpartum recovery, assistance in that recovery, bonding with a new child by either or both
parents, or other reasonable need associated with the adjustment to the addition of a new
child to a family. The situations to which Parenting Leave formerly applied are included under
FMLA and Parenting Leave is no longer used as a designation for a type of leave.  

O. The Family and Medical Leave Act of 1993 (FMLA) FMLA applies to any employee once 
the employee has worked for a covered employer for 12 months AND has worked 1,250
hours. The County is a covered employer and, for benefit eligible employees, the County will
provide FMLA leave once the employee has completed an initial probation period (where
applicable) and without regard to number of hours worked. For benefit eligible employees
whose positions are excluded from the Classified Civil Service and are not subject to a
probation period, the County will provide FMLA leave after completion of six months of
employment. For all other employees, the 1,250 hours worked in a 12-month period criterion
will apply.  The choice to process a request for time away from work as FMLA is not at the
discretion of the employee or the employing agency. If a the reason for leave qualifies as an
FMLA event under the Law, the leave must be processed as FMLA provided the person has
not exhausted the FMLA period for that 12-month period. Further, in no case will taking FMLA
leave be used as a negative factor in employment actions.  

1. Eligibility  

a. Benefit Eligible Employees Benefit eligible employees who have completed  a
probationary period, or six months of employment as noted above, may be granted
the equivalent of up to 12-work weeks of leave in a 12-month period. Employees will
be expected to use all available and applicable paid leave for an FMLA event before
unpaid FMLA leave will be approved. As a result, for benefit eligible employees,
FMLA leave may consist of paid leave, unpaid leave, or a combination of paid and
unpaid leave. The employee will be notified in a timely manner when leave is
considered FMLA.  

b. Non-benefit Eligible Employees Under FMLA, the 12 months of employment  need
not be consecutive and could cover more than one period of employment. As a result,
some employees in Part-time 19 positions and, possibly, others in
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positions classified as Temporary, Student, Seasonal, or Will Call, may qualify for
leave under FMLA. To determine when 1,250 hours have been worked, the most
recent employment period would be used.  

Unless an employee is considered to be a County benefit eligible employee, he or
she is not eligible for paid leave or other County leave-without-pay programs. This
means non-benefit eligible employees are not granted leave per se. FMLA leave for
non-benefit eligible employees would be accommodated by schedule adjustments
and no BC 102-102 would be processed. All other County FMLA procedures would
apply and use of FMLA for these employees would be noted on the time sheet.  

c. County Temporaries and Temporary Agency Personnel FMLA applies to  employees
working for two employers which exercise some control over the employee's work.
This means that FMLA might apply to some County temporary employees and to
temporaries working for the County through an  outside agency. FMLA for
temporaries working through a temporary agency would be administered by the
temporary agency. FMLA for County Temporary employees is subject to section B,
above.  

2. Types of FMLA Leave An employee is entitled to take FMLA leave when a child is  born,
when a child is placed for adoption or foster care with the employee, when an eligible
family member (child, spouse or parent) or a registered domestic partner of the employee
is affected by a serious health condition requiring the employee's absence from work, or
when the employee experiences a serious health condition and is unable to perform his or
her job functions. FMLA leave is not intended to cover short-term conditions for which
treatment and recovery are brief.  

3. Definitions  

a. "Child" means a child for whom the employee is acting as a parent, which  means no
legal relationship is required, and who is less than 18 years of age or who, if 18 years
of age or older, is incapable of self-care because of a mental or physical disability.
Thus, under FMLA a child may be a biological, adopted, or foster child, or a stepchild,
a legal ward, or a child for whom the employee stands in loco parentis.  If both the
father and mother of a new child are eligible for FMLA, they may each take FMLA
leave for the birth and care of the baby or placement of the child in their home at the
same time, or for bonding with the child, on an overlapping basis, or sequentially.
FMLA for the birth of a child or to care for such a child or for the placement of a child
with the employee for adoption or foster 
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care, must be taken within the 12-month period following the child's birth or
placement with the employee.  Where FMLA leave is requested for the adoption or
placement of a child, the employee may be required to provide written proof of
pending or final placement and the relationship. FMLA leave in these cases may
begin prior to placement if an absence from work is required for such placement to
proceed.  

b. "Spouse" means the employee's current husband or wife as recognized under Florida
law. If both spouses work for the County, each will be eligible for up to the equivalent
of 12-weeks of FMLA leave in a 12-month period. Each person, in this case, may
have a different 12-month period.  

c. "Domestic Partner" means a person registered as such with the County Records
Division. Although the Family/Medical Leave Act does not apply to persons other than
an employee's child, spouse, or parent, the County extends FMLA like benefits to a
qualified domestic partner of a County employee. Accordingly. the provisions, related
to FMLA in this Handbook, apply to the serious health condition of a qualified
domestic partner under the same conditions as though the person were the spouse of
the employee.  

d. "Parent" means the biological parent, stepmother or stepfather. or an individual who
stands in loco parentis to the employee. For FMLA purposes. 'parent' typically does
not include a parent ‘in law'. For unusual situations, call Employee Benefit Services
for guidance.  

e. “Serious Health Condition" means an illness, injury, impairment, or a physical or
mental condition that involves one of the following:  

(1) Hospital Care Inpatient Care i.e., an overnight stay, in a hospital, hospice. or
residential medical care facility, including any period of incapacity or subsequent
treatment in connection with or consequent to the inpatient care.  

(2) Absence Plus Treatment A period of incapacity of more than three consecutive
calendar days, including any subsequent treatment or period of incapacity
relating to the same condition, that also involves 
- Treatment two or more times by a health care provider, by a nurse or
physician's assistant under direct supervision of a health care provider, or by a
provider of health care services, e.g., a physical therapist, under orders of, or on
referral by, a health care provider; or 
- Treatment by a health care provider on at least one occasion which results in a
regimen of continuing treatment under the supervision of the health care
provider.
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Incapacity for this purpose is defined as inability to work, attend school or
perform other regular daily activities due to the serious health condition,
treatment therefor, or recovery therefrom.  

(3) Pregnancy Any period of incapacity due to pregnancy or for prenatal care.  

(4) Chronic Conditions Requiring Treatments. A chronic condition is one which 
- Requires periodic visits for treatment by a health care provider, or by a nurse or
physician's assistant under direct supervision of a health care provider;  
- Continues over an extended period of time, including recurring episodes of a
single underlying condition; and  
- May cause episodic rather than a continuing period of incapacity, e.g.. asthma,
diabetes, epilepsy, etc.  

(5) Permanent/Long-term Conditions Requiring Supervision A period of incapacity
which is permanent or long-term due to a condition for which treatment may not
be effective. The employee or family member or domestic partner must be under
the continuing supervision of. but need not be receiving active treatment by, a
health care provider. Examples include Alzheimer's, a severe stroke, or the
terminal stages of a disease.  

(6) Multiple Treatments (Non-Chronic Conditions) Any period of absence to receive
multiple treatments, including any period of recovery therefrom, by a health care
provider or by a provider of health care services under orders of, or on referral
by, a health care provider, either for restorative surgery after an accident or other
injury, or for a condition that would likely result in a period of incapacity of more
than three consecutive calendar days in the absence of medical intervention or
treatment, such as cancer. chemotherapy, radiation, etc., severe arthritis
(physical therapy), kidney disease (dialysis).  

(7) Treatment Treatment includes examinations to determine if a serious health
condition exists and evaluations of the condition. Treatment does NOT include
routine physical examinations, eye examinations, or dental examinations.  

f. What Is NOT a Serious Health Condition Under FMLA, voluntary or cosmetic 
treatments, such as most treatments for orthodontia or acne, which are not medically
necessary, are not serious health conditions unless inpatient hospital care is required.
Other examples of conditions that are NOT considered to be serious health
conditions under FMLA unless complications arise, include, but are not limited to:  

(1) Treatments for allergies or stress unless all FMLA conditions are met.  

(2) Routine or preventive physical examinations.
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(3) Common colds and flu.  

(4) Upset stomach and ulcers.  

(5) Earaches and headaches, other than migraines.  

(6) Routine dental or orthodontic problems, including periodontal disease.  

g. "Continuing Treatment” means one or more of the following:  

(1) The employee or family member or domestic partner is treated two or more times
for the injury or illness by a health care provider. Normally this would require
visits to the health care provider or to a nurse or physician's assistant under the
direct supervision of the health care provider.  

(2) The employee or family member or domestic partner is treated for the injury or
illness two or more times by a provider of health care services under orders of, or
referral by. or under the direction of, a health care provider; or is treated for the
injury of illness by a health care provider on at least one occasion which results
in a regimen of continuing treatment under the supervision of the health care
provider. EX: A course of medication or therapy to resolve the health condition.  

(3) For a serious long-term or chronic condition or disability that cannot be cured, the
employee or family member or domestic partner is under the continuing
supervision of, but not necessarily being actively treated by, a health care
provider. EX: Persons who have suffered a severe stroke or persons in the
terminal stages of a disease who may not be receiving active medical treatment. 

A regimen of CONTINUING TREATMENT includes, for example, a course of
prescription medication, e.g., an antibiotic, or therapy requiring special equipment to
resolve or alleviate the health condition. A regimen of treatment does NOT include
the taking of over-the-counter medications such as aspirin, antihistamines, or salves;
or bed-rest, drinking fluids, exercise, and other similar activities that can be initiated
without a visit to a health care provider.  

h. "Health Care Provider" means one of the following who must be licensed or
authorized to practice by the State and must be performing within the scope of their
practice as defined under State law.  

(1) Doctors of medicine or osteopathy.
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(2) Podiatrists, dentists, clinical psychologists, optometrists, clinical social workers,
and chiropractors (limited to subluxation correction).  

(3) Nurse practitioners and nurse-midwives.  

(4) Christian Science practitioner listed with the First Church of Christ Scientist in
Boston, Massachusetts is also considered a health care provider for the purpose
of FMLA.  

(5) Any health care provider recognized by the County's group health plans.  

4. Leave Requirements  

a. Amount or Length of Leave  
FLSA Exempt: Employees in positions that are exempt from the overtime requirement
of the Fair Labor Standards Act (FLSA) are eligible for up to 12 work weeks or 480
hours of FMLA leave in a 12-month period. FMLA permits the County to prorate the
pay of an employee whose position is exempt from the overtime requirement of the
FLSA during a qualifying FMLA leave without affecting the FLSA exemption. 
FLSA Non-exempt: Under the law, the amount of FMLA leave for FLSA non exempt
employees is based on a `normal work week' and there is no maximum available
hours.  

(1) Full time employee would have 480 available hours.  

(2) FMLA hours for employees in Part-time 20 and Part-time 19 positions is
determined on a pro-rata basis, i.e., for a normal work of 20 hours per week,
available hours would be 240; 30 hours per week would be 360 hours, etc.  

(3) A normal workweek' for employees with a variable schedule is determined by
calculating a weekly average using the hours worked over the 12 weeks prior to
the beginning of the leave period.  

b. 12-month Period The County has adopted a ‘rolling period' of twelve months  as the
12-month period for FMLA. The rolling period is determined by measuring backward
from the date an employee requests FMLA leave, similar to the method used to track
sick leave occurrences. For example, on March 12, 1997, a full time benefit eligible
employee, who is otherwise eligible for FMLA leave, requests two weeks of FMLA
leave to care for a sick child. The child's illness is properly designated a serious
health condition under FMLA. In reviewing the employee's work history, the following
use of leave was noted.
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c. Prior to 04/07/99. no paid or unpaid FMLA leave was used.  
04/07/99 - 04/26/99 3 weeks Used 40 hours of Sick Leave as Family Illness

Leave concurrent with FMLA leave for a child's
serious illness and 80 hours of Annual Leave for
the same reason.

06/01/99 - 06/30/99 4 weeks Used 80 hours of Sick leave and 80 hours of
Annual Leave concurrent with 4 weeks FMLA 
leave for the employee's serious illness. 

08/10/99 - 08/14/99 1 week Used 40 hours of Annual Leave for vacation.  This
period does not count as FMLA. 

10/01/99 - 11/15/99 6 weeks Used 32 hours of Sick Leave, exhausting all Sick
Leave. Also used 80 hours of Annual Leave,
exhausting accrued Annual Leave, and 128 hours
of unpaid leave. All leave was used concurrent
with FMLA leave for the employee's serious
illness. 

01/15/00 - 01/19/00 1 week No paid leave was available so used 40 hours of
unpaid FMLA leave for the serious illness of the
employee's mother.

03/12/00 - 03/26/00 2 weeks As of March 12, not entitled to any further 
FMLA at that time. If the request can be 
accommodated by the employing agency, the
leave would be processed as leave without pay
for Personal Reasons and would not be subject to
FMLA provisions.  

After 04/07/00, the first occurrence shown above begins to 'burn off’ on a day by
day basis. On 07/01/00, the second occurrence above burns off and another four
weeks of FMLA leave is now available.  

As noted above, leave with or without pay, in addition to or after the equivalent of
12 weeks of FMLA has been applied, may be requested but it is NOT an
entitlement. If it is approved, it will NOT be processed as FMLA and is NOT
subject to FMLA requirements. For additional leave contiguous to previously
approved unpaid FMLA leave, a Form 102-102 transaction is required to bring
the employee back from FMLA leave and another Form 102102 transaction is
required to place the employee on another type of leave without pay.
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5. Coordination with Other Policies As noted earlier, the choice to process a request for
time away from work as FMLA is not at the discretion of the employee or the employing
agency. If a situation qualifies as an FMLA event under the Law, the leave must be
processed as FMLA where the FMLA period has not been exhausted. If the employee
does not have enough applicable paid leave to cover the absence, any remaining period
of the absence will be processed as unpaid FMLA leave up to the 12-week limit for FMLA.
If the employee requests additional time off for the same event after FMLA is exhausted
for that 12-month period, any further period of paid or unpaid leave in connection with the
event is not an entitlement and, if it is approved, will NOT be processed as FMLA.  

6. Use of Paid Leave Required When an employee is granted leave under FMLA, he or she
will be required to use all available and applicable paid leave prior to being placed on
leave without pay status. Use of paid leave in this case will count toward the FMLA period
except where compensatory time is used. Applicability of paid leave for an FMLA absence
is determined by the procedures for the paid leave. See elsewhere in this Handbook for a
discussion of use of Annual or Sick Leave. Use of Sick Leave for an FMLA event involving
a child or parent or domestic partner is limited to Sick Leave available under the Family
Illness Leave program.  

If an employee exhausts all applicable paid leave before the equivalent of 12 weeks of
FMLA is complete, the employee may be granted a period of unpaid FMLA leave so that
the total of paid and unpaid leave equals 12 weeks. Leave provided under the Donated
Leave Program will count toward the FMLA period.  

7. Determining if FMLA Applies  

a. Employing Agency It is the employing agency"s responsibility to gather enough
information about an employee's request to be absent from work in order to
determine if FMLA applies at the time the request is made. The employee is not
required to specify that a request for leave is being made under FMLA in making a
request to be absent for the leave to be considered FMLA. For instance, if an
employee tells supervisor that the employee's child is going into the hospital, the
supervisor may need to ask the employee for more details in order to determine if it is
a serious health condition of the child in order to advise the employee that the
absence will be counted as FMLA.  

It is also the employing agency's responsibility to designate the leave as FMLA and to
give notice of the designation to the employee. However, the absence of such
designation and/or notice does not necessarily preclude the leave from counting
toward an employee's twelve (12) week entitlement. The designation must be based
on information received from the employee or the employee's spokesperson or the
health care provider.
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b. Employee When asked about a request to be absent, the employee must provide 
sufficient information regarding the reason for requesting the leave so that a
determination can be made if the reason qualifies as an FMLA event.  

c. Notice of Determination The employing agency should make every attempt to  notify
the employee if an absence is considered to be FMLA leave as soon as possible.  

d. Retroactive Determination If it is learned or determined that a leave is for an  FMLA
event after a leave has begun, the leave can be designated as FMLA retroactively
with proper notice to the employee. In no event will leave be designated as FMLA by
the employee or the employing agency after the leave has ended.  

e. FMLA Leave on a Provisional Basis Where medical certification is needed in  order to
determine if FMLA applies, leave may be granted as FMLA provisionally, pending
receipt of medical certification or other required documentation. If the medical
certification or other required documentation does not support the employee's
request, the employing agency will evaluate its ability to grant the leave under other
applicable County paid and unpaid leave programs, notify the employee of that
decision, and process the leave accordingly.  

8. Sick Leave Occurrences and Seniority Paid or unpaid absences under FMLA will not 
be taken into consideration for performance assessment or for disciplinary matters.
However, the employee's failure to comply with FMLA procedures, to provide medical
certification as requested, or to provide a fitness for duty report may be cause for
disciplinary action, up to and including termination of employment. Unpaid FMLA will not
affect an employee's anniversary date for salary increase consideration or for
purposes dealing with seniority.  

9. Worker's Compensation and Supplemental Disability Leave Supplemental  Disability
Leave, beyond three work days after the date of a work-related injury or illness for which
Worker's Compensation would apply, will also count toward the FMLA period. In addition,
when Supplemental Disability Leave is exhausted, continuing absence while receiving
Worker's Compensation benefits will also count toward the 12 week FMLA period, subject
to proper notification to the employee. Use of Sick or Annual Leave to supplement
Worker's Compensation benefits will be concurrent with FMLA.  

10. Reduced Schedule/Intermittent Leave An employee may take FMLA leave 
intermittently (a few days or a few hours at a time) or under a reduced work schedule to
care for an eligible family member with a serious health condition or because of the
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serious health condition of the employee when "medically necessary." "Medically
necessary" means there must be a medical need for the leave and that the leave can best
be accomplished through an intermittent or reduced work schedule.  

An employee may also be able to take leave intermittently or on a reduced work schedule
for the birth or placement for adoption or foster care of a child. Intermittent leave or leave
on a reduced work schedule basis in these cases is subject to express. prior approval
from the employing agency.  

11. Minimum Increment of FMLA Paid or unpaid FMLA leave under a reduced work
schedule cannot be used in increments of less than thirty minutes. Paid or unpaid FMLA
leave taken intermittently cannot be in increments of less than thirty minutes.  

12. Alternate Assignment The employee may be required to transfer temporarily to a
position or classification for which he or she is qualified with equivalent pay and benefits
that better accommodates recurring periods of leave when the leave is planned based on
scheduled medical treatment. In this way, the work disruption which can result from such
absences can be reduced. Arrangements for alternate assignments must be approved by
Labor Relations and the ADA Compliance Office prior to discussion with the employee.  

The employee may be offered an alternative `light duty' assignment in lieu of leave, but
cannot be forced to take the assignment. Where the serious health condition of the
employee is a result of an on-the-job injury or illness and the employee is eligible for
worker's compensation benefits, refusal of alight duty assignment could result in reduction
of Worker's Compensation benefits, but would not affect the employee's FMLA leave
entitlement.  

13. Certification of Medical Condition/s The employee may be required to provide medical
certification and recertification of a serious health condition of the employee or the eligible
family member.  

a. Confidential Information All documentation related to the medical condition of the
employee or an eligible family member or qualified domestic partner must be held in
strict confidence and will not be maintained in the employee's official personnel file.
However, supervisors may be informed regarding health condition in order to
designate leave as FMLA or regarding necessary restrictions on the work or duties of
an employee and necessary accommodations.  

b. Health Care Provider Certification When FMLA leave is requested due to the serious
health condition of the employee or an eligible family member, certification of the
serious health condition by the health care provider may be
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required. Medical certification may not be required to approve FMLA. In all cases,
medical certification will be required to deny it. As with use of Sick Leave, medical
certification may be required when an FMLA event lasts three consecutive work days
and is required when an FMLA event lasts five or more consecutive work days.  

(1) Chronic Conditions Where intermittent leave is requested for a chronic condition,
a single medical certification may be used for recurrences of the chronic
condition. The employing agency is expected to use good sense as to when
undated medical certification should be requested to determine the current status
of a chronic health condition.  

(2) Re-Certification Recertification of the serious health condition may also be
required, but no more frequently than every 30 days and only in connection with
an absence unless the employee requests an extension of the leave. the
circumstances have changed, or information casting doubt on the validity of the
original certification is received.  

(3) Health Care Provider Certification Form 102-216, Health Care Provider
Certification, is used for the purpose of medical certification. The employee would
typically submit a completed Form 102-216 to his or her Division Director or
designee at the time the request for FMLA is made but no later than 15 days
after the start of the leave or of notice that medical certification is required. If the
request is for intermittent leave, the health care provider must also certify that
such leave is medically necessary and provide the dates and duration of
treatments. Failure to provide proper medical certification in a timely manner may
be grounds for delay or denial of the request for leave and possible disciplinary
action, up to and including termination of employment.  

- Employee's Serious Health Condition Where the request for FMLA leave is
for the employee's own serious health condition, the health care provider is
asked to indicate if the employee is able to perform work of any kind, or if the
employee is or is not able to perform the essential functions of the
employee's position based on documentation provided by the County as to
the essential functions of the employee's position.  

- Serious Health Condition of a Child. Spouse, Parent or Domestic Partner
Where FMLA leave is requested to care for a child, a spouse, a parent, or
domestic partner who has a serious health condition, the medical
certification must include a statement from the health care provider that the
employee's assistance is needed to care for the patient, e.g., that the
employee 's assistance is required for basic medical, hygiene, nutritional
needs, safety or transportation or that the 



Human Resources Procedures
Chapter 4

WORK HOURS, LEAVE AND PAY POLICIES

Change 27  MAY 18 2001

employee's presence would be beneficial or desirable for the care of the patient.  

(4) ‘Need to care for' includes providing psychological comfort and reassurance
which would be beneficial to a seriously ill child, spouse, parent, or domestic
partner receiving inpatient care. The term also includes situations where the
employee may be needed to fill in for others who are caring for the family
member or to make arrangements for changes in care, such as a transfer to a
nursing home.  

(5) Intermittent leave or a reduced work schedule to care for a family member or
domestic partner could be requested not only for a situation where the person's
condition itself is intermittent, but also where the employee is only needed
intermittently, i.e., where other care is normally available, or care responsibilities
are shared with another member of the family or a third party.  

(6) Second and Third Opinion The employee may also be required to obtain a
second or third opinion of the medical necessity for a leave, at the County's
expense. Call Labor Relations for instructions on how to proceed. In addition, the
employee may be required to provide periodic reports on the her/his status and
intent to return to work and, subject to proper notice to the employee, to submit a
fitness-for-duty report to return to work. If the employee has been put on notice
that a fitness-for-duty report may be required, job restoration may be denied until
the report is submitted.  

(7) Employees on FMLA leave must report any changes in conditions or plans which
affect their current leave status or eligibility in a timely manner.  

14. Notice Requirements As with any other absence from scheduled work, an employee
requesting leave under FMLA is expected to provide reasonable prior notice of his or her
need for leave under FMLA when possible. When the need for leave can be foreseen, the
employee is expected to give written notice at least 30 calendar days before the date on
which leave is requested to begin. Otherwise, the employee is expected to provide as
much prior notice as is practicable. Additionally, the employee is expected to make a
reasonable effort to schedule medical treatment so that his or her absence from work will
not unduly disrupt the operations of the employing agency.  
a. Requesting FMLA Leave The employee must give at least verbal notice to make the

employing agency aware that leave is needed, including the timing and duration.
However, the employee need not expressly assert her or his rights under FMLA. It is
the supervisor's responsibility to inquire further in order to determine if FMLA is
applicable and to consider possible ADA implications of
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the situation. The employee will follow the employing agency's usual and customary
procedures for notice of need for paid and unpaid leave.  

b. Processing FMLA Requests  Requests for FMLA leave are submitted on Form
102-112, Application for Leave/FMLA Designation. Completed forms are submitted to
the employee's immediate supervisor for review and approval or disapproval. Form
102-112 should be accompanied by medical certification or other required
documentation as appropriate. If the employee is unable to complete or sign the Form
for some compelling reason, the immediate supervisor should still take action in
connection with the leave, noting the inability of the employee to do so, and notifying
the employee of the decision and action. If the employee is returning from FMLA
leave earlier than originally expected, the employee is expected to give notice before
the day he or she intends to return to work.  

15. FMLA and Other Benefits  

a. Paid FMLA Benefits for employees on paid FMLA leave will continue to be  provided
under the same conditions as coverage is provided on any other type of paid leave
permitted under County paid leave and benefit programs.  

b. Un-paid FMLA Benefits for employees on unpaid FMLA leave will continue to be
provided under the same conditions as coverage is provided on any other type of
unpaid leave permitted under County leave without pay programs.  

(1) Flex Dollars Flex Dollars will be continued while on unpaid FMLA.  

(2) Dropped or Canceled Coverages Where pre-taxed coverages were dropped
within 31 days of the start of unpaid FMLA leave as permitted for a family status
change or where benefits were canceled for nonpayment after the 30-day Grace
period, an employee may elect to restart dropped or canceled coverages upon
return to work without proof of eligibility or medical underwriting.  

(3) Premium Payments Employees are expected to continue to pay for benefits while
on paid or unpaid FMLA. Where Flex Dollars cover the entire premium amount,
no additional payment may be required. Where premiums exceed the Flex Dollar
amount, the employee is encouraged to pay the difference on an after tax,
pay-as-you-go basis if the leave is expected to last more than one or two pay
periods. Where leave is projected to last fewer than three pay periods, the
employee may choose to let arrears accumulate, but arrears will typically be
taken from the first pay check after the employee returns to work. 
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(4) Medical Reimbursement Accounts An employee can suspend a Medical
Reimbursement Account at the start of paid or unpaid FMLA leave, in which
case, claims incurred during the FMLA leave cannot be reimbursed and the
annual election amount will be reduced by the amount not contributed.
Dependent Care expenses incurred during unpaid FMLA leave, generally, cannot
be reimbursed.  

16. Employment Protection If the employee returns to work at the expiration of paid or
unpaid FMLA leave, he or she must be restored to the same position and classification
held prior to the leave or to a position with equivalent employment benefits, pay. and other
terms and conditions of employment. Determination of equivalency must be based on
authority, responsibilities. perquisites, working conditions, status, skill, effort and
privileges.  

a. Protections Rights Employees have no greater rights to a job under FMLA job
restoration than if they had been continuously at work. Thus, if the employee's
position would have been eliminated or the employee would have been terminated or
laid off but for the FMLA leave, the employee would not have the right to job
restoration. Other reasons for denial of job restoration include fraudulently obtaining
FMLA leave and failure to provide a duly requested fitness for duty certificate.  

If the employee does not return at the expiration of paid or unpaid FMLA leave and
requests and is granted leave outside of FMLA requirements, the employee will be
restored to his or her same or similar position only if it is available and in accordance
with applicable laws and County practices.  

b. Key or Highly Compensated Employee A key employee or highly compensated
employee is an FMLA eligible employee who is exempt from the overtime provisions
of the Fair Labor Standards Act and who is among the highest paid 10 percent of all
employees.  

If an employee has been notified that he or she is a key or highly compensated
employee for FMLA purposes, job restoration may be denied if the denial is
necessary to prevent substantial and grievous harm to the County. The County will
provide notice to a key or highly compensated employee of its intent to deny job
restoration in person or by certified mail, and the employee must be given a
reasonable time to return to work. Only restoration to position may be denied. The
key or highly compensated employee cannot be denied FMLA leave.
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17. Record Keeping and Responsibilities  

a. Employing Agency The employing agency is responsible for administrative 
processing of FMLA for the employees in that agency. This includes determining if
the employee is eligible for FMLA; determining the reason leave is requested and if
the reason qualifies as FMLA, designating leave as FMLA-, approving or denying
requests for FMLA leave; issuing notices at the time FMLA is requested outlining the
obligations of the employee; determining and tracking what paid and unpaid leave is
counted toward the FMLA period; assisting employees with FMLA requests;
explaining FMLA policies, procedures, forms, medical certifications, and other
requirements as appropriate: tracking the rolling 12-month period and use of FMLA
leave during the period. Call Employee Benefit Services for assistance with FMLA
issues.  

Assignment to an alternative position with equivalent pay and benefits that better
accommodates the employee's intermittent or reduced work schedule, if deemed
necessary, would be coordinated with Human Resources and the Budget Office.  

b. Employee The employee is responsible for furnishing proper and timely notice  to her
or his supervisor of the need for FMLA leave, obtaining and furnishing required health
care provider certification, providing timely notice of any event that affects FMLA
leave currently being taken, arranging an alternative assignment or reduced work
schedule with the proper authority within the employing agency, paying benefit
premiums or taking action to adjust benefit participation in a timely manner. If the
employee is unable to complete certain administrative documents, the employee's
supervisor maybe required to provide assistance with required documentation.  

V. LEAVES WITHOUT PAY 

A. Approved Leaves of Absence A leave of absence without pay may be granted to employees 
for valid reasons. Except for FMLA, all leaves of absence are at the discretion of management
in view of the necessity of maintaining work production and operations. It shall be the general
practice that all applicable paid leave must be exhausted before a leave of absence will be
granted. Sick Leave should be exhausted prior to leave without pay only if the absence from
work is caused by an event approved for the use of Sick Leave. Leaves of absence may be
granted for up to seven (7) full pay periods by the appointing authority or up to one (1) year
with approval of the County Administrator.  

1. Employees may not take another job while on leave of absence, unless running for a
governmental office, or they forfeit their County position. 
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2. The mere fact that an employee has become incarcerated is not in and of itself a valid
reason for the discretionary granting of accrued paid leave or leave without pay. Any such
situation should be reviewed in detail with the appointing authority and Human Resources
prior to a leave related determination. Refer to this Handbook's chapter on Corrective
Action (job abandonment).  

3. Approved Leaves of Absence as applied to:  

a. Parental Leave - While there is no entitlement to a leave of absence for parenting
leave beyond that under FMLA, every effort will be made to accommodate requests
for additional leave of absence for the purpose of parenting leave subject to
operational needs.  

b. Running for Public Office - After annual leave has been exhausted, a leave of
absence for the purpose of running for elected office would begin on the date of filing
qualification papers and paying the filing fee or on the date of qualifying by the
alternative method. It may begin earlier if necessary to prevent campaign activity from
interfering with County employment. The leave of absence would continue until the
election for the office is held, except that it shall end if the employee withdraws as a
candidate before the election or upon completion of the qualifying period if
unopposed. The employee must use accrued Annual leave and job Basis Leave, if
eligible, before going on leave without pay status. Prior to the leave, the employee
may not engage in any activity related to seeking office during working hours as a
County employee. See the Chapter on Ethics and Conflicts of Interest, in this
Handbook.  

4. Leaves of absence in excess of one half of the scheduled hours in a regular pay period
(generally 40 hours) or which accumulate to more than one half of the scheduled hours in
a regular pay period require submission of Form 102-102. The following would be used to
categorize the type of leave on the Form 102-102: Education Military Training
Suspension without Pay 
FMLA Personal Unapproved Leave 
Military Mobilization Other Worker's Compensation  

5. No sick or annual leave shall be earned for the time that an employee is on Leave Without
Pay. Employees on leave of absence will not receive holiday pay. Credit toward
anniversary date driven compensation increases shall not be earned for time spend on
Leave Without Pay in excess of forty (40) hours, as documented on a BC-102, which
accumulate in a pay period, unless the leave is due to a work-related injury. Leave of
absence without pay beyond these limits will cause the employee's anniversary date to be
adjusted. 
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B. Leave Without Pay provided as a Disability Accommodation Leave Without Pay may be
provided, upon request. as an accommodation to employees whose condition constitutes a
disability as defined by the Americans with Disabilities Act (ADA). Generally, requests for
extended leave as an accommodation are made after other appropriate forms of paid leave
are exhausted and the employee requires additional time before returning to work. The
following restrictions apply for accommodation requests of extended leave to be granted: 

1. The additional leave must be directly necessitated by the employee's disability;

2. Other appropriate forms of paid leave must be exhausted: 

3. The employee's request for this accommodation must include medical documentation
(including the expected date of return to duty) that the addition leave is necessary and will
be effective in enabling the employee to return to work ,with or without further workplace
accommodation, at the expiration of the specified leave;  

4. The County must determine that this accommodation would not constitute an undue
hardship on the agency, considering the employee's total period of absence form work. If
these conditions are satisfied, the accommodation request of extended Leave Without pay
may be granted consistent with the rules and time frames set forth for Leave of Absence
Without Pay. Consult with the Office of. the ADA Coordinator before approving
accommodation requests of extended leave.  

C. Absence Without Approved Leave (AWOL) AWOL is defined as an employee's absence
that is not authorized by the appropriate supervisor. AWOL shall be without pay and may
subject the employee to disciplinary action. Please also refer to this Handbook's chapters on
Separations and Corrective Action (refer to section on job abandonment for unapproved
absences).  

D. Tardiness Policy  Unexcused tardiness will cause an hourly employee to be penalized fifteen
(15) minutes pay for each quarter hour the employee is tardy by more than seven (7) minutes.
However, the employee shall not be required to work the remaining fraction of fifteen minutes
for which he/she is being penalized. The time shall be recorded as unapproved Leave Without
Pay.
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b. Receive Paid Leave and Holidays as described in the Attendance and Leave
chapter of this handbook.

c. Receive the half hour Time Adjustment, if employed full-time, which is pay for time
not worked.

5. Other Benefit Programs (which may also apply to employees appointed to positions
outside the Personnel Cap)

a. Florida Retirement System (FRS)  Full-time and part-time 19 and part-time 20
employees are covered under FRS in the “Regular”, “Special Risk” or “Senior
Management Services” class.  Employees appointed to positions classified as
compassionate, will call, student, seasonal or temporary are not covered under FRS. 
Contributions to FRS are made by the County at no cost to the employee.  See Annex
F for a list of “Senior Management Service Class” positions.

b. Workers Compensation  All employees, regardless of employment or appointment
status, are covered by the County's Workers' Compensation program in the event of
an on-the-job injury or illness. Workers' Compensation is administered by the Risk
Management Division.

6. 'Highly Compensated' Employee Defined  The Internal Revenue Code defines who is a
'highly compensated' employee for the purposes of a Flexible Benefits Plan.  If an
employee is considered to be a highly compensated employee, he or she will be notified
by the County each year.  If an employee is found to be a highly compensated employee,
the amount of pre-tax contributions and benefits he or she have elected may be limited so
that the Flexible Benefits Plan, as a whole, does not unfairly benefit those who are highly
compensated.

7. COBRA Eligibility  Benefit eligible employees who lose their Health or Dental insurance
benefits as a result of loss of benefit eligibility or termination of employment, and their
dependents who then also lose their benefits, are covered by COBRA, a federal law that
permits them to continue Health care benefits for a specified period of time at their own
cost.  

Dependents may also be eligible for COBRA as a result of loss of coverage due to divorce
or other qualifying events.  The County is permitted by law to charge a 2% administrative
fee.  When the County is notified that a COBRA event occurred, the employee and
affected dependents are notified of their COBRA rights.

COBRA is administered by Employee Benefit Services
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 B. Employee Responsibilities and Representations  When employees participate in a County
benefit plan, they have certain responsibilities and make certain representations.  Employees
will:

1. Cooperate with providers and agree to authorize the release of information necessary to
administer insurance or benefit programs elected;

2. Authorize any provider of Health services to release, upon written request, any information
concerning the Health, condition or treatment of any covered person whenever such
information is considered necessary for the proper disposition of a claim submitted for
payment.

3. Understand and agree that the County and the County's Benefit Administrator will not
incur any liability resulting from the employees' failure to sign or accurately complete the
Election Form or in administration of their flexible spending account/s.

4. Agree for themselves and covered members of their families to be bound by the benefits,
deductibles, co-payments, exclusions, limitations and other terms of benefit plan
contracts, Agreements, and Plan Documents.

5. Notify Employee Benefit Services, as well as Payroll, of changes as follows:

a. Address Changes are completed using the appropriate Payroll form.  Employee
Benefit Services will notify insurance providers as appropriate.  Since Employee
Benefit Services mails important benefit information to the employee's home address,
it is very important that employees keep Payroll apprized of address information.

b. Name changes due to marriage or other legal means can be made only when the
changed name is documented on the employee's social security card.  The employee
must contact Social Security Administration to obtain a new social security card
reflecting the new name.  When the employee receives the social security card with
the new name, he/she should contact Payroll first to change County records.  After
changing the name with Payroll, the employee should also contact Employee Benefit
Services to obtain name-change forms for the various benefit providers.

 C. County Responsibilities and Representations  This Handbook contains only a brief
description, for easy reference purposes, of the County's group insurance benefits.  It is not
intended to provide specific information about insurance benefits under the County's various
insurance contracts or programs.  It presents general procedures used in administering the
various benefits to which certain employees are entitled to participate in, under BC², by virtue
of their employment.  More detailed information about programs is available from Employee
Benefit Services.
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1. Intent  The County intends that all such benefits are legally enforceable and are for the
exclusive benefit of its employees.  The insurance benefits are intended to be eligible for
exclusion from the employees' gross income for Federal Income Tax, Social Security Tax,
and state and local tax purposes where applicable, except to the extent that the rules
under Internal Revenue code may require taxation of any such benefits to those
employees deemed to be 'highly compensated'.

2. Permanency  The County fully intends to continue BC² as described in this Handbook. 
However, the County reserves the right to amend or terminate any of the benefits or its
benefits policies and practices at any time.  The County may add, change, or discontinue
benefit programs, may change County Flex Dollars and other contributions for benefits,
may change benefits policies and procedures for active employees and retirees at the
County's discretion, subject to collective bargaining where applicable.  If a benefit is
terminated and coverage is not replaced with comparable coverage, ample notice will be
given.

 D. Benefit Costs for Agencies  The cost for Broward County Benefit Choice is allocated
throughout the County as approved and appropriated by the Office of Budget and
Management Policy.  An agency's cost is determined annually by the Office of Budget and
Management Policy based on the number of each agency's benefit eligible employees.  

 E. BC² Program Documentation  Documents for the County's Flexible Benefits Plan and
Dependent Care Reimbursement or Medical Reimbursement Plans are available for review at
Employee Benefits Services. 

1. Plan Summaries  Descriptions summarizing the various benefits plans as well as the
eligibility for, limitations on, funding and duration of, are explained in the Benefit
Enrollment Handbook.

2. Plan Documents  Copies of Plan Documents and other plan information are available.  A
reasonable charge may be imposed for any copies.

3. Benefit Records  Employee Benefit Services maintains a file for each benefit eligible
employee containing enrollment documents and other materials related to the employee's
benefit selections or transactions.  Files on retirees who elect to continue County Health
insurance and/or life insurance upon retirement and on COBRA beneficiaries are also
maintained.  Benefit files of terminated employees whose benefits have terminated are
maintained by Employee Benefit Services in keeping with the State's record retention
schedules.

 F. Termination of Benefits  Benefits under any of the programs may terminate (unless the plan
specifically provides otherwise) if:
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1. Employment terminates or if employment status changes to one that is not eligible for
benefits;

2. The group plan terminates;

3. Any required contributions are discontinued; or

4. The County amends or terminates the plan.

 G. Plan Administrator  The Broward County Board of County Commissioners is the Plan
Administrator and the agent for due process.

II. Effects of BC² and Flex Dollars on Other Programs

 A. Pre-taxing Premiums under BC²  A premium conversion plan is part of BC² and assumes
pre-taxing of premiums of certain benefits to maximize employees' tax savings.

1. Pre-taxed Premiums  Health and Dental insurance must be pre-taxed under the
Cafeteria Plan.  Pre-taxing begins when these benefits are elected during the employee's
initial eligibility period or during an Open Enrollment with coverage effective the next
January 1.  Deferred compensation is also a type of pre-taxed program, but is not part of
BC².  Contact Payroll for additional information on Deferred Compensation.

2. Benefits that cannot be Pre-taxed  Optional Life Insurance, Dependent and Spouse Life
Insurance, Long Term Disability Insurance, and Legal Insurance cannot be pre-taxed. 
Other benefits or related programs that are not part of BC² cannot be pre-taxed.

 B. Itemized Deductions  Flex Dollars will be reported as taxable income.  The portion of the
employee's salary applied to pre-taxed premiums and flexible spending account will not be
included in the taxable earnings reported to the IRS on the W-2 form.  

 C. Effects On Other Benefits

1. Florida Retirement System  Pre-taxing and Flex Dollars have no affect on FRS
retirement contributions or benefits.  The County's contribution to FRS is based on an
employee's regular earnings.  Flex Dollars are not reportable as earnings to FRS.  Pre-
taxed amounts are reportable as earnings.

2. Deferred Compensation  Pre-taxing Health and Dental premiums and contributions to
flexible spending account/s may reduce the annual salary used to calculate the amount an 



Human Resources Procedures
Chapter 5

BENEFITS

Change 21  MAR 30 19985 - 6

employee can contribute to the County's Deferred Compensation plan.  Contact Payroll
Central for additional information.

3. Social Security  Social Security is a tax assessed on an employee's gross income after
pre-taxed premium amounts are deducted, up to a cap set annually.  If gross income
minus pre-taxed deductions is less than the social security cap, social security
contributions are reduced and social security benefits will be reduced at retirement.  If
gross income minus pre-taxed deductions is above the cap, participation will not reduce
the amount of social security contributions or benefits.  

4. Group Health Insurance  Pre-taxed premiums do not change Health benefits or
coverage in any way.  However, they do restrict the employee's ability to make changes.

The IRS requires enrollment in pre-taxed benefits to continue for the entire plan year,
currently January 1 through December 31 annually.  Employees can change participation
in the plan during the plan year only if they experience a family status change as defined
by the IRS, the requested change is consistent with the family status change, and the
request is submitted within 31 days of the family status change.

If a family status change occurs, it is the employee's responsibility to notify Employee
Benefit Services within 31 days of the event.  Employee Benefit Services will advise the
employee if the family status change is/is not permitted according to IRS rules or under
BC².  If the family status change is valid, the employee must completed the appropriate
forms for the change to go into effect.

III. BC² Program Descriptions

 A. Flex Dollars  Federal withholding and Social Security taxes are paid on the additional
earnings contributed as Flex Dollars.  Employees must complete certain administrative actions
in Employee Benefit Services for Flex Dollars to be activated.

The Flex Dollar allowance is reviewed periodically to ensure that it continues to support
County goals and employee needs. The Flex Dollar allowance is approved by the
Commission.  The County reserves the right to change the allowance at its sole discretion. 

 B. Flexible Spending Account/s (FSA)

1. IRS Rules for an FSA  FSAs are governed by Internal Revenue Services rules which
include restrictions on changes to benefits paid for on a pre-tax basis and on changes to a
Medical or Dependent Care Reimbursement account.  In summary, employees decide
how much money to contribute to an FSA each plan year, but they cannot change the
amount until an 
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Open Enrollment with the change going into effect the next January 1.  Un-reimbursed
amounts left in an FSA are forfeited annually.

2. FSAs and Waived Health Insurance  Employees who waive health insurance coverage
because they have alternate coverage or who do not elect Dental insurance can use a
Medical Reimbursement Account to cover medical or dental expenses for themselves and
their eligible dependents.

3. FSA Claim Period  Health and dependent care claims incurred during the plan year,
January through December, must be submitted by March 31 of the following plan year. 
For instance, claims incurred in the 1996 plan year can be submitted through March 31,
1997.  Claims from 1996 submitted after March 31, 1997 will not be accepted.

4. Medical Reimbursement FSAs permit employees to be reimbursed for health care
expenses not covered or only partially covered by their Health or Dental insurance plans. 
The minimum contribution is $10.00 per pay period.  The maximum is $76.92 per pay
period.  Medical Reimbursement Accounts can be continued under COBRA.

5. Dependent Care Accounts can be used to cover the cost of care of a dependent under
age 13 who resides in the employee's household, or a dependent child or adult who is
mentally or physically incapable of self-care who spends at least 8 hours a day in the
employee's household, provided proper documentation is submitted.  Services must be for
the physical care of the child or dependent.  The minimum contribution is $10 per pay
period.  The maximum is $192.80 per pay period.  Dependent Care accounts can not be
continued through COBRA.

 C. Health Insurance  Benefit eligible employees may participate in one of the County's Health
Insurance programs.  The employee is responsible for 100% of the Health Insurance premium,
paid through payroll deduction. 

1. Enrollment  New hires and employees who become benefit eligible may select only an
HMO plan until the next Open Enrollment when they may select any plan offered by the
County.  Employees must complete an enrollment form to be covered by Health insurance
and Health insurance will not go into effect until an enrollment form is received and
processed in accordance with the County's policy.  Coverage will not be made retroactive. 
Enrollment must be completed within the initial eligibility period or the employee will have
to wait for Open Enrollment with coverage going into effect the following January 1.

2. Waiver  Health Insurance coverage may be waived if the employee documents that
he/she is covered by other insurance.  If the other coverage is through the employee's
spouse's employer and that coverage is lost for any reason, the employee would be
covered by the 
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spouse's employer's COBRA program until he/she elects County insurance coverage
during a subsequent Open Enrollment.  

If it is documented that COBRA coverage is not available through the spouse's employer,
the employee may enroll in his/her prior County plan, or comparable plan if the prior plan
is not available, at the same level of coverage, i.e., single or family coverage.  Such
documentation must be provided by the employee within 30 days of the loss of alternate
coverage.  Failure to provide the documentation and complete the enrollment within 30
days will cause enrollment to be postponed to the next Open Enrollment with coverage
effective the following January 1.

3. Medicare  When an employee becomes eligible for Medicare, he/she may elect to enroll
in Medicare and to waive County Health Insurance or to continue to participate in a
County Health Insurance plan.  Active employees enrolled in Medicare and who drop
County Health insurance may re-enroll in a County Health Insurance plan only at an Open
Enrollment.  

4. Healthy Baby Program  The Healthy Baby Program is designed to enhance early
participation in maternity care programs of the County's Health insurance programs and is
extended to all benefit eligible employees who are covered by a County Health Insurance
program as well as their covered spouse and dependents.  In return for the woman's
enrolling in the prenatal program during the first trimester of the pregnancy and
completing the prenatal program under the applicable County Health Insurance plan, the
County will award eight hours of paid leave to the employee.  

Employee Benefit Services will authorize the hours of leave to be added to the employee's
annual leave bank upon notification from the Health provider of the woman's satisfactory
completion of the Health provider's prenatal program.

 D. Dental Insurance is a voluntary plan and the employee is responsible for the premiums which
are based on the number or dependents the employee covers.  During the initial period of
eligibility, employees may elect Dental coverage and to cover qualified dependents.  After the
initial eligibility period, employee or dependent coverage can be elected only during Open
Enrollment with coverage going into effect the next January 1.

 E. Life and Long Term Disability Insurance 

1. Basic Life Insurance  The County provides a $10,000 term life insurance benefit at no
cost to the benefit eligible employee.

2. Optional Life Insurance and Long Term Disability may be elected by benefit eligible
employees without medical underwriting during their initial eligibility period.  After that, 
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Optional Life insurance and Long Term Disability Insurance can be applied for at any
time, but coverage is subject to medical underwriting.  Some programs may not permit
enrollment outside the initial eligibility period except during Open Enrollment held
annually; some programs may permit enrollment at any time.  Contact Employee Benefit
Services for additional information.

3. Taxable Income  Employees are taxed on the cost value of employee life insurance
coverage over $50,000 as imputed income.  The County Basic Life Insurance is included
in the $50,000.  Taxes are based on an age-related schedule published by the IRS.  Even
though the employee does not actually receive any income, the value of any contributions
used to pay for the excess coverage under the plan will be considered taxable income to
the employee.  Imputed income, if any, will be reported on the employee's W-2 form.  

IV. Employment ID & Group Health ID Cards  The Division Director will ensure that employees
in his/her agency obtain employment identification cards.  

 A. Issuance upon Employment

1. Employment ID  All new employees, except those whose appointments are classified as
Temporary, are issued employment ID cards containing their photo as part of the sign-in
procedure done by Employee Benefits Services.  Employees must have the employment
ID card in their possession during working hours.

2. Group Health ID  Group health insurance identification cards are issued by the health
insurance provider when benefit elections are processed.  

 B. Replacement Employment ID and Health Insurance ID for Name and/or other Personal
Status Changes  It is the employee's responsibility to notify the Employee Benefits Section of
name changes and/or changes in marital or dependent status.  New employment or group
health ID cards will be issued when processing is completed.  Obsolete employment ID cards
should be forwarded to the Division of Human Resources.  Obsolete group health ID cards
should be discarded by the employee upon receipt of the replacement cards from the provider. 

Names on Payroll and Human Resource records will NOT be changed unless the change
is substantiated on a Social Security card bearing the new name.

NOTE:  Employees should keep their Employment and Group Health ID's upon transfers
or job changes, as they will not be replaced.
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makes an employee eligible for benefits, e.g. part-time 19 to part-time 20+, Employee
Benefit Services schedules the employee for benefit orientation and sends the notice to
the employee.

3. Initial Eligibility Period  The 31-day period starting upon employment or benefit eligibility
is the employee's initial eligibility period.  Enrollment in Health and/or Dental insurance,
and certain other programs must be completed during the employee's initial eligibility
period.  If enrollment is not done during the initial eligibility period, employees must wait to
enroll in Health and Dental insurance until an Open Enrollment with coverage effective the
next January 1.

 B. Open Enrollment  Open Enrollment is held annually in the last quarter of the calendar year to
permit employees:  

1. To change Health plans; 

2. To add or drop coverage; 

3. To add dependents that were not added during the initial eligibility period or within 31
days of becoming a dependent; 

4. To start, change, or stop Medical and Dependent Care FSA contributions.

Employees may choose any Health Insurance plan offered by the County.  Coverage elections
made during Open Enrollment go into effect at the start of the plan year, currently January 1. 
Deductions begin with the pay period which generates the first paycheck issued in the new
calendar year.  In all cases, dependents must meet eligibility requirements set by the benefit
contract.  

Employee Benefit Services plans and conducts the annual Open Enrollment.  Employee
Benefit Services and the benefit providers distribute benefit descriptions and Employee Benefit
Services sponsors a series of meetings devoted to benefit information. 

 C. Employee Benefit Services Office  Employee Benefit Services staff is available to meet with
employees to explain benefits or to assist with enrollments.  In addition, Employee Benefit
Services is the employee's liaison with the benefit providers in the event of a conflict or
complaint.  

 D. Provider Customer Service Representatives  Employees have access to provider customer
service representatives by phone during regular office hours.  Customer service for the
County's Health plans is accessible by phone 24-hours a day, seven-days a week.  In addition,
Health provider representatives are available in person in the Employee Benefit Services
Office.  Appointments to meet with Health plan representatives in person are required.
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 E. Publications and Meetings  Employee Benefit Services meets periodically with employee
groups and agency Personnel/Payroll liaisons to discuss benefits issues and to gather ideas
and benefit plan feedback.  Employee Benefit Services also distributes benefit and other
related materials to County employees, arranges benefits meetings, and assists with other
activities to help County employees take advantage of the County's benefits programs. 
Written materials are distributed County-wide several times a year.  Provider newsletters and
County benefits communications are also sent to the home of benefit eligible employees.

VI. Enrollment and Effective Dates

 A. Newly Hired or Newly Benefit Eligible  Benefits for employees with hire or benefit eligibility
dates between the first and 15th of the month go into effect on the 1st of the following month,
assuming the employee completes all enrollment forms and submits them to Employee Benefit
Services in a timely manner.  For employees with hire or benefit eligibility dates between the
16th and the end of the month, benefits go into effect on the 16th of the following month, again
assuming all administrative procedures are completed in a timely manner.  Initial enrollment
must be completed within the initial eligibility period. 

 B. Late Enrollment  Where County policy and benefit contracts permit enrollment after the initial
eligibility period, coverage goes into effect as of the start of the next payroll window period or
upon approval of the coverage by the insurance company.  Enrollment in Health and Dental
insurance and start of flexible spending accounts must be completed within the initial eligibility
period.  

Late submission of enrollment documents will cause benefits to go into effect as of the next
eligibility window period as long as it is within the initial eligibility period.  Failure to complete
the process within the initial eligibility period will delay benefit enrollment in some coverage
until the next Open Enrollment period with coverage going into effect the subsequent January
1.  Benefits will not be made effective retroactively.

 C. Enrollment Forms  Enrollment forms are included in the benefit orientation package and are
available from Employee Benefit Services.  Employees must complete an enrollment form for
each program elected.  To waive Health Insurance, a Waiver or Termination of Coverage
Form, Form 102-202, must be completed and signed by the employee.  Form 102-202 is also
required when an employee wishes to cancel Optional Life or Long Term Disability insurance. 
Enrollment forms are also used to document adding or dropping dependents.  Form 102-202 is
available from Employee Benefit Services.

Enrollment forms are retained in Employee Benefit Services as are the provider's signed
acceptance or declination of Optional Life insurance and Long Term Disability coverage. 
Employee Benefit Services notifies Payroll of benefit elections that require a payroll
transaction by a copy of the Employee Benefit Payroll Deduction Data Sheet, Form 102-201.
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VII. Changes in Dependent Coverage/s 

 A. Family Status Change  A family status change occurs when an employee loses a dependent
as a result of death or divorce or gains a dependent as a result of marriage, birth, adoption, or
legal custody.  Employees may add or drop qualified dependents without regard for pre-tax
status of premiums and outside of Open Enrollment when a family status change occurs.  In all
cases, dependents must meet eligibility requirements set by the benefit contract.

A family status change may not permit employees to move from one Health plan to another.  A
family status change does not permit employees who waived Health insurance coverage to
return to a County Health insurance plan outside of Open Enrollment.

Where paid leave is used in connection with Family Medical Leave, Family Medical Leave is
not a family status change and employees cannot add or drop dependents under their Health
plan while on paid Family Medical Leave.  Expiration of COBRA coverage for a spouse and/or
dependents under another employer does not qualify as a family status change.

 B. Adding Dependents  Dependents can be added to an employee's existing Health and Dental
plan by submission of a new application for coverage and any necessary supporting
documentation to Employee Benefit Services.  Even if an employee already has family
coverage, new dependents must still be added to the existing Health plan.

1. Initial Eligibility  During the initial eligibility period, employees may enroll qualified
dependents in Health and Dental Insurance.  After the initial eligibility period, qualified
dependents can be added only during Open Enrollment, or within the 31 day period of the
qualifying event that made them a dependent.  Coverage for qualified dependents who
are enrolled during the employee's initial eligibility period goes into effect at the same time
as the employee's benefits.  

For other benefit programs, when qualified dependents can be added after the initial
eligibility period and which dependents are qualified for coverage are subject to benefit
contract provisions.  In all cases, dependents must meet eligibility requirements set by the
benefit contract.  Contact Employee Benefit Services for details.

2. Newly Acquired Dependents  Employees may enroll newly acquired qualified
dependents, e.g., those gained through marriage, birth, adoption, or legal custody, as long
as the enrollment is completed within 31 of days of the date of their becoming a
dependent.  Coverage goes into effect as of the date of the qualifying event, provided the
employee completes the paperwork to add the new dependent within the 31 days. 
Dependents not enrolled within 31 days of becoming a dependent can be added to Health
and Dental coverage only during an annual Open Enrollment with coverage going into
effect the next 
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January 1.  In all cases, dependents must meet eligibility requirements set by the benefit
contract.  

3. How to Add Dependents  The employee completes the appropriate change forms and
submits them, along with any required supporting documentation, to Employee Benefit
Services.  Employee Benefit Services notifies Payroll of any change in premium
deductions using the Employee Benefit Payroll Deduction Data sheet, Form 102-201 and
sends a copy of the enrollment form to the benefit provider.  Employee Benefit Services
maintains a copy of the change form in the employee's benefits folder.

 C. Dropping Dependents

1. Where Premiums are Pre-taxed  Unless a family status change occurs as defined by the
IRS, if the premium is on a pre-tax basis, dependent coverage cannot be changed until an
Open Enrollment period.  The change would then go into effect on January 1.  

2. Where Premiums are not Pre-Taxed  Employees may drop dependents at any time,
subject to any limitations in the individual benefit program.  

3. Divorce  Whether or not the employee takes action to drop a spouse from his/her Health
Insurance coverage following a divorce, the ex-spouse no longer qualifies as a dependent
and the insurance provider may find any claims incurred by the ex-spouse after the date
of the divorce not to be covered.  This may also apply to other coverage.  It is the
employee's responsibility to notify Employee Benefit Services in the event of a divorce. 
COBRA may apply to the ex-spouse.

 D. Dropping Coverage

1. Where Premiums are Pre-taxed  Where premiums are on a pre-tax basis, unless a
family status change occurs, Health and Dental coverage cannot be dropped until the next
Open Enrollment period.  The change would then go into effect on January 1.  Employees
may drop coverage without regard for pre-tax status when a family status change occurs. 

2. Where Premiums are not Pre-Taxed  Employees may drop coverage at any time,
subject to any limitations in the individual benefit program.  

VIII. Changes that Affect Benefit Eligibility

 A. Changes of Appointment Status  Some changes in employment status may affect benefit
eligibility.  For instance, a change from student to full-time status or from part-time 19 to part-
time 20+ would 
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result in benefit eligibility. Start of BC2 benefits in these instances would be the same as for
new hires, i.e., based on the date of the change in status.

Some changes in employment status result in the loss of benefit eligibility, e.g., a change from
full-time to temporary, or from part-time 20+ to will call. Termination of BC2 benefits is based
on the date of the change of status in the same manner as termination of employment as
shown below. The person losing certain coverage as a result of a change in status would be
eligible to continue health benefits through the County's COBRA program and the employee
will be  notified of his/her rights under COBRA, discussed below.

 B. Notice of Gain or Loss of Benefit Eligibility  Employee Benefit Services monitors personnel 
transactions and takes steps to notify employees of their eligibility or loss of eligibility for
benefits. When a change of status results in loss of benefit eligibility, the employee will be 
notified of his/her rights under COBRA. Where the change of status results in benefit eligibility,
Employee Benefit Services will contact the employee to arrange for benefit orientation. 

 C. Marital Status Changes  Employees who marry should contact Employee Benefit Services 
within 31 days of the event to discuss possible changes to their benefits and beneficiaries.
Dependents who lose their Health coverage as a result of the death of the employee or
divorce are covered by COBRA and will be notified of their rights under COBRA. They may
also be eligible for survivor benefits under the County's Health insurance plans. Contact
Employee Benefit Services for more information.  

D. Loss of Dependent Status  Dependents who lose their status as a dependent, i.e., exceed
the age  specified by the particular benefit contract or no longer a student, etc.. are covered by
COBRA for health benefits and will be notified of their rights under COBRA. If they regain
qualified student status, they can be added back to the employee's Health Insurance coverage
within 31 days of regaining student status, subject to the terms of the insurance contract,
outside of Open Enrollment. Failure to re-enroll the dependent within 31 days will delay
enrollment to an next Open Enrollment, subject to continued full-time student status and other
contract provisions. 

IX. Leave without Pay - Effect on Flex Dollars

 A. BC2 Flex Dollars are paid for each pay period in which the employee is on at least partial pay 
status. 

 B. Employees receive the Flex Dollars while on approved leave without pay for up to seven (7)
full  pay periods except where the leave without pay is due to an on-the-job injury or illness
and the employee is receiving worker's compensation benefits. In that case, the seven pay
period limit on for Flex Dollars may not apply, subject to the employee's compliance with
Worker's Compensation and other administrative procedures and requirements. Employees
are responsible to pay premiums in excess of flex dollars, if any.  
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If the employee does not pay the balance of his or her premiums in excess of flex dollars, if
any, during the first seven pay periods,  

1. Un-paid Leave under the Family and Medical Leave Act -- Benefits will be  terminated
in Payroll and with the providers at the end of seven (7) full pay periods. If Family and
Medical Leave is covered by paid leave, it is not a family status change. However. when
paid leave is exhausted and Family and Medical Leave continues as leave without pay, it
and other types of leave without pay are considered a qualifying event and employees
may be able to chancre certain levels or types of coverage. Employees must submit a
family status change request within 31 days of the beginning of an unpaid leave.  

2. Worker's Compensation  Benefits will be terminated in Payroll and with the providers 
retroactive to the date of last payment.  

3. Other Leaves  Benefits will be terminated in Payroll and with the providers retroactive  to
the date of last payment. 

 C. After 7 (seven) full pay periods on leave without pay status the Flex Dollars stop. The 
employee becomes responsible for 100% of all premiums. Failure to pay premiums will cause
Employee Benefit Services to terminate coverage with Payroll and the providers as of the date
of last payment. Restart of coverage upon the employee's return to active paid status is
subject to benefit contract, Section 125, and Family and Medical Leave Act provisions. The
employee must come to Employee Benefit Services to re-start benefits upon return to active
status. 

 D. Employees will be permitted to drop coverage and/or dependents, subject to Section 125, 
Insurance Contract, and Family Medical Leave Act provisions. 

 E. Employees may be permitted to change from a higher cost Health Insurance plan to the HMO 
offered by the employee's current provider, as long as he or she requests to do so within 31
days of the start of the leave without pay. All covered members would be moved to the new
plan. The employee could not change Health plans again until an Open Enrollment with
coverage going into effect the next January 1. 

 F. Failure to pay premiums to Employee Benefit Services will cause benefits to be terminated in 
Payroll and with the providers. For leaves other than Family Medical Leave, termination of
coverage is retroactive to the date of last full payment. Claims incurred after the effective date
of termination of coverage become the responsibility of the employee. 

 G. Benefit premiums are billed to the employee by the County and are to be paid directly to 
Employee Benefit Services on a bi-weekly basis. Partial premium payments will not be
accepted. Reinstatement of dropped coverage upon return to active status is also subject to
Section 125, benefit contract limitations, and Family Medical Leave Act provisions. 
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 H. Leave where the Employee is Receiving Worker's Compensation Benefits  Employee's 
responsibility for premium payments is the same as for other types of leave as discussed
above. However, unlike other types of leave without pay, flex dollars continue beyond 7
(seven) full pay periods for the duration of the period the employee is receiving Workers'
Compensation benefits.  

1. Effect of Leave without Pay on Medical Reimbursement Accounts  The employee's
annual  election for a Medical Reimbursement Account will be reduced by the per pay
period amount for any pay period for which the deduction is not taken by the Payroll
system because the employee is on leave without pay status unless the employee
continues to make contributions on an after-tax basis during the leave. The annual
election will be reduced by 1/26 for each pay period on leave without pay status for which
no direct payment is received.  

For example, with a $1500 annual amount, the bi-weekly amount would be $57.69. An
employee's initial election of $1,500 would be reduced by 557.69 each pay period he or
she is on leave without pay status and does not make a payment on an after-tax basis
directly. With two pay periods on leave without pay status, the employee's annual election
would be changed from $1,500 to $1,384.62.  

Claims for any period in which a contribution is not made will not be reimbursed since the
employee is not considered to be a participant if he or she does not make a contribution.
Claims incurred while the employee is a participant will be reimbursed up to the adjusted
maximum amount.  

X. Leave without Pay - Effect on Other Benefits  Benefit eligible employees considering a
leave  without pay should contact Employee Benefit Services for guidance prior to the start of
the leave whenever possible.  

Employees on FMLA are expected to continue to pay applicable premiums throughout unpaid
leave. Failure to remit required payments during that period will result in the termination of
benefits at the end of seven (7) full pay periods, and any unpaid premiums will be repaid when
the employee returns to paid status.  

If they participate in LTD and fail to make payments, LTD coverage may lapse and they will
not be eligible to receive benefits during that period.  

If they participate in a Medical or Dependent Care FSA and fail to remit payments while on
leave, participation in the FSA will lapse and they will not be reimbursed for any expense
incurred during this period. The annual election amounts will be reduced by the per pay period
amount for each pay period for which a contribution is not made.  

If they participate in County group Life, Health, or Dental plans, those benefits may lapse
during that period. If they lapse, the employee and his or her covered dependents will not be
eligible  
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to receive the applicable benefits. If they participate in a group Legal Plan, coverage will lapse
and the employee will not be eligible to receive benefits during that period.  The level of
coverage prior to Family and Medical Leave will be restored upon return to work. For other
types of leave without pay, re-start of benefits may be subject to benefit contract and Section
125 provisions as discussed above. 

XI. Claims Procedures

 A. Health Insurance Programs  

1. HMO  There are no claim forms in connection with an HMO. Any bills received at the
employee's home address should be forwarded directly to the appropriate insurance
carrier.  

2. POS or PPO  Employees must submit claims for services: under a Point of Service (POS)
plan for services received out of the network; under a Preferred Provider Option (PPO)
plan for all services. Claim forms are available from Employee Benefit Services or from
the Health care provider. Completed claims should be mailed directly to the address listed
on the claim form. 

 B. County Group Life Insurance  Claims under the County's Basic, Optional. Spouse, or
Dependent coverage are made through Employee Benefit Services on the appropriate form.
Where the employee's death is due to an accident, proof of the accidental nature of death will
be required in addition to the long-form death certificate. Proceeds are paid directly to the
beneficiary on file in Employee Benefit Services.  

When Employee Benefit Services is notified of the death of a benefit eligible employee or
participating retiree. Employee Benefit Services will attempt to contact the beneficiary if a
beneficiary has not contacted the County. The beneficiary must complete required
documentation and provide Employee Benefit Services with a form of positive identification,
such as a driver's license, birth certificate, etc., and a death certificate, with a raised seal, that
shows the cause of death.  

Employee Benefit Services will process the claim and contact the insurance company on
behalf of the beneficiary. Payment is normally made within 4 to 6 weeks. Death benefit checks
will be mailed to the beneficiary by the insurance company.  NOTE:  Survivors should also
contact.]) Employee Benefit Services in connection with Felonious Assault of- Hazardous
Dun? coverage; 2) Payroll in connection with the Florida Retirement System and deferred
compensation; and 3) the Credit Union to determine if additional death benefits are payable. 

 C. Dental Insurance  There are no claims or claims forms for this program at this time.
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 D. Long, Term Disability (LTD)  Claims for benefits under the LTD program are made through 
Employee Benefit Services on the appropriate form.  

  E. Legal  There are no claims or claim forms for this program at this time.  

  F. Other Programs  Consult Employee Benefit Services.  

  G. Port Represented Employees Vision Plan  Claim forms are available at the Port or from
Employee Benefit Services.  

XII. Denied Claim Appeal Procedures 

 A. Insurance Claims  Procedures to follow to appeal a denied insurance claim are found in the 
certificates of coverage issued by a provider to its members. 

 B. FSA Claims  If an FSA claim is denied, the Benefit Administrator will provide a written notice 
stating the specific reason(s) for the denial, specific reference to the pertinent IRS provisions
on which the denial is based, and a description of any additional material or information
necessary to perfect the claim and an explanation as to why the information is needed.  

1. Within 60 days of receipt of the notice denying a claim from the benefits Administrator, 
the employee may request in writing a review of the claim(s) by the Employee Benefits
Manager. Employee Benefits will review the appeal and make a determination within 60
days of receipt of the appeal. The appeal should be addressed to the Employee Benefits
Manager. The Benefits Administrator or the Employee Benefits Manager may extend the
60 day period where the nature of the benefit involved or other circumstances make the
extension appropriate. In connection with this review, the employee may review pertinent
documents and published regulations and may submit issues and comments in writing.  

2. The Benefits Administrator will make a decision promptly. The decision will be in  writing
and will include specific reasons for the decision with references to the pertinent Plan
provisions and Federal regulations on which the decision is based.  

3. The Benefits Administrator may also return incomplete request for reimbursement or 
request required or additional documentation, i.e., letter of medical necessity, EOB, etc.
The claim will be pended until the employee complies with the request, at which point the
Benefit Administrator will re-adjudicate the claim, or until the end of a 90 day grace period
following the end of the Plan Year, after which the reimbursement request will be
considered denied.  

4. The employee can request an extension of the time limit to perfect a reimbursement 
request or to obtain requested documentation as long as the request is made in writing  
to the Administrator and it is postmarked no later than the last day of the Plan Year grace
period. 

XIII. When Benefits End 
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 A. Date of Termination of Health and County Life Insurance Coverage  Termination of Health
and Basic Life insurance coverage is based on the date of separation or loss of benefit
eligibility. When a separation or loss of benefit eligibility occurs between the 1 st and the 15th
of the month, coverage ends on the 15th of the same month. If separation or loss of benefit
eligibility occurs between the 16th and the end of the month, coverage ends on the end of the
same month. When a separation is due to the death of the employee, coverage ceases as of
the date of the death. For details on the termination of other coverage, contact Employee
Benefit Services. 

 B. Health Insurance by Type of Separation

1. Retirement under the Florida Retirement System (FRS)  

For benefit purposes under this chapter, a retiree is defined as an employee who leaves
County employment and who immediately draws retirement benefits under the Florida
Retirement System. An employee who leaves County employment for any other reason,
even if the employee is eligible for retirement benefits under FRS, but defers the start of
FRS benefits, will not be considered a retiree for benefit purposes. For employees who
have left County employment and who do not immediately draw benefits under the FRS.
Cobra would apply.  

An employee who leaves County employment to begin drawing retirement benefits under
the Florida Retirement System may continue coverage under the County's group health
insurance program in effect at the time of retirement by paying 100% of any premiums. A
retiree's spouse or registered domestic partner, or dependents, may participate in the
County's health insurance program so long as the retiree remains enrolled in the County's
health insurance program and 100% of the premiums for dependent coverage are paid.
An election to continue coverage for the retiree or registered domestic partner. or
dependents must be made within 31 days after the date of retirement.  

For more details regarding conditions and limitations pertaining to retiree health insurance
program participation, please refer to the Employee Benefits Handbook.  

2. Other Separations  When a benefit eligible employee leaves County employment, under
most circumstances health benefits may be continued under COBRA. COBRA
beneficiaries are notified of their rights under COBRA and are given instructions how to
apply and the rates for continued coverage. If COBRA coverage is not elected, or for
programs not covered by COBRA, termination of benefits is based on the date of
termination of employment as shown above.  
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 C. Basic, Optional and Spouse or Dependent Life Insurance by Type of Separation  

1. Retirement  When separation is due to retirement under FRS, the employee may elect  to
continue Basic and any Optional life insurance coverage in effect at the time of retirement.
The retiree is responsible for 100% of premiums which are based on the amount of
coverage and the person's age. The election to continue coverage must be made within
31 days after the date of retirement. Contact Employee Benefit Services for additional
information.  Spouse and Dependent Life Insurance cannot be continued upon separation. 

2. Other Separations  Basic and/or Optional Life Insurance coverage can be continued 
when employment ceases but coverage is converted from a group program to an
individual policy and the individual is responsible for all premiums. Premiums are based
on the person's age and the amount of coverage continued. The employee should contact
Employee Benefit Services to convert life insurance from group to individual plans. The
individual is responsible for completing any documents needed to effectuate the
conversion and for mailing the completed application for conversion to the insurance
company. Conversion must be made within 31 days after the date of termination.  

XIV. Beneficiary Changes 

 A. Life  An employee may change his/her Basic and Optional Life Insurance beneficiary at any 
time by completing a change of beneficiary form which can be obtained from Employee Benefit
Services. To be valid, a beneficiary form must be signed and dated by the employee. 

 B. Retirement  Beneficiary changes in connection with the Florida Retirement System (FRS) are 
made through Payroll. 

 C. Deferred Compensation  Beneficiary changes in connection with deferred compensation are 
made through Payroll. 

 D. Voluntary Programs  Contact Employee Benefit Services.

 E. Spouse and Dependent Life Insurance  The employee is always the beneficiary for Spouse
and  Dependent Life Insurance Programs. 
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I. Classification and Reclassification Overall Policy  The Division of Human Resources is
responsible for maintaining County-wide classification and pay plans.  The Division is also
responsible for reviewing all proposals for the classification allocation of new positions and
reclassification of existing positions within the system.

 A. Job Evaluation Procedure  A point factoring system, called the Factor Evaluation System
(FES), is used to assess and compare the salary ranges for all of the County's job
classifications.  FES is based on twelve evaluation factors common to all jobs, which are
defined with regard to the degree of responsibility for or the extent to which the factor is
present in a particular job.  

The responsibilities and impacts are correlated with a weighted point system ranging from 0 to
340 points per factor.  All factors are evaluated for each position and the points are totaled. 
Positions with similar totals are clustered together.  Clusters of classifications are then
grouped and assigned to pay levels commensurate with the relative duties and responsibilities
of the job.

FES can be applied to a wide range of job duties and responsibilities.  FES allows progressive
comparison of internal comparability for classifications ranging from unskilled laborer to the
skills needed by executives.  The system reduces sexual and cultural bias at the job
evaluation and classification levels thus directly addressing the issues of pay equity and equal
opportunity.

 B. Evaluation Factors  Progressive comparison of internal job value is achieved by reviewing
each classification in relation to these twelve evaluation factors:

 1. Education and training required;
 2. The amount and nature of supervision exercised;
 3. Control over policies and methods used;
 4. Responsibility for security and control of assets, human and material;
 5. The nature and scope of personal contacts;
 6. The nature of records and reports prepared, reviewed or maintained;
 7. Responsibility for the safety of other persons;
 8. The complexity and scope of mental skills required to accomplish the work;
 9. The demands placed upon the employee in the performance of duties other than physical

demands;
 10. The physical demands associated with the performance of the job;
 11. The unavoidable hazards associated with the work; and
 12. The nature of the surroundings and the environment in which the work is conducted.

 C. External Equity  The labor market relationship between the salary paid by one employer and
that prevailing in the labor market is measured when appropriate by means of the selection of
benchmark job classifications and the conduct of external surveys.  A benchmark provides
direct reference to 
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other positions within the classification system and is important in establishing reference
points along a pay line.

 D. Survey Results  Survey results are plotted using the statistical technique of linear regression
to create a pay line.  The pay line relates benchmark survey data to the factor evaluation point
totals of each classification.  This "line of best fit" sets out the basic salary relationships
applied to all classifications in the system.  Using this technique, pay plans contain a measure
of both internal and external equity.

 E. Position Classification Questionnaire, Form 102-131  Job analysis is a technique used to
determine which specific duties and responsibilities are assigned and performed by each
position and classification.  This information is obtained through the completion of a Position
Classification Questionnaire (PCQ).  PCQs are used within the classification system to review
both existing and proposed jobs and groups of jobs in order to determine proper classification. 
This form should always be used unless directed otherwise by the Compensation and Records
Section of Human Resources.  If additional information is needed to determine the proper
classification allocation, the Compensation and Records section will contact the user agency.  

If the position is filled, the PCQ (Form 102-131) is completed by the employee and is reviewed
and signed by the employee's supervisor and by the Division/Department Director.  If
necessary, the PCQ (Form 102-131) is supplemented by on-the-job interviews, or job audits. 
If a position for which a PCQ (Form 102-131) is to be completed is vacant, the supervisor
completes the questionnaire.  

 F. Job Audits  As deemed appropriate or necessary, Human Resources will schedule and
conduct a job audit to provide additional or clarifying job information after reviewing a
submitted PCQ.  The job audit is an on-site observation and interview with the incumbent
employee.  

II. New Positions/Classifications

 A. The Division of Human Resources reviews requests received from the Office of Budget and
Management Policy in order to class allocate new positions.  Requests may be made by a
Division during the County's annual budget process.  If a Division is requesting new positions
which are not in the current fiscal year budget, requests must be submitted through the
Administrative Review Meeting (ARM) process.

 B. New positions requested in the annual Budget process are reviewed and allocated to an
appropriate classification by the Division of Human Resources based upon the information
included on the Position Classification Questionnaire (PCQ) and any other supporting data.  If
an appropriate class does not exist, the Division of Human Resources may recommend
establishment of a new class following the adoption of the new County Budget.  After the
budget is adopted, the Division of Human Resources will prepare or assist in the preparation
and submission of the necessary Agenda 
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Items to the County Commission, depending upon the organizational impact, for the
establishment of the new classes.

 C. If a request for new positions is made through the ARM process, the requesting Division
submits the ARM Form 20-1, a PCQ (Form 102-131), and an agenda item.  The Division of
Human Resources will review the Administrative Request, Form 20-1, and the Form 102-131
upon receipt of the request from the Office of Budget and Management Policy and will
recommend an existing class or establishment of a new class.  The ARM Committee shall
review the request and approve or disapprove the action.  

The requesting Division prepares the class description with the assistance of the Division of
Human Resources.  The class description includes information on:  the nature of work;
illustrative tasks; knowledge, abilities and skills; required and/or desirable experience and
training; and general information pertaining to the class.  Human Resources will add new class
titles to the Position Control Listing and the official Classification and Pay Plan.

 D. If the position is approved at ARM, the requesting Division submits a Personnel Requisition,
Form 102-105, to Human Resources to begin the recruitment process to fill a new authorized
budgeted position.  See Application Chapter "Filling a Vacant Position" in this handbook.

 E. The effective date of reclassifications will generally be the first day of the pay period following
approval at ARM or approval by the Board of County Commissioners if applicable.  However,
the requesting Division is responsible for timely submitting of the appropriate paperwork (102-
102) to effectuate the reclassification by that date.

III. Existing Positions/Classifications

 A. Positions may be reclassified to a different class if there have been significant changes in the
actual duties and responsibilities, the changes are of a permanent nature and intended by
management, and the reclassification is based upon new or added elements in the job.  

NOTE:  Prior to completing the Form 102-102, Personnel Action, the appropriate ARM
procedures must be followed by submitting the Administrative Request, Form 20-1, and the
PCQ 102-131 to the Office of Budget and Management Policy.  For instructions, see Chapter 6
of the Internal Control Handbook of the Office of Budget and Management Policy.

 B. Upon written request by a Division, or upon its own motion, the Division of Human Resources
will conduct a review of the duties and responsibilities of a position if there is reason to believe
that a position is improperly allocated.  The Division of Human Resources will obtain
information concerning positions believed to be improperly allocated by having the incumbent
complete a PCQ and having it reviewed by the supervisor of the position, the Division Director
and the Department 
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Director.  A field study or job audit may also be conducted, if determined appropriate or
necessary by Human Resources. 

 C. Requests to reclassify existing positions are made by the Division Director, through the
Department Director for approval, on an Administrative Request, Form 20-1, supported by a
PCQ, Form 102-131.  If the action is approved by the Department Director, the PCQ, the ARM
Form, and a Personnel Action Form 102-102 are forwarded to the Office of Budget and
Management Policy.  The request is then forwarded to the Division of Human Resources for
classification or reclassification.  The requesting Division is responsible for preparing and
submitting an agenda item if the reclassification requires the approval of the Board.

Note:  When a filled position that is excluded from the Classified Civil Service is reclassified
upward, the County Administrator has the option of:

1) granting or not granting a promotional or reclassification pay increase; and

2) retaining or changing the employee's anniversary date.

IV. Title Changes Requests for changes to class titles should be submitted by the Division
Director in writing to the Director of Human Resources.  If the change is approved by the
Director of Human Resources, Human Resources will add the new class title to the Position
Control list of titles and the official Classification and Pay Plan.  The Division will be asked to
submit Form 102-102 to effect the change in the employee's personnel records.  

The title change of an existing classification does not reflect the existence of any significant
changes to the duties or responsibilities of the position.  As such, a title change does not
require a probationary period or result in any change in salary, anniversary date or
compensation for an incumbent.

V. Additions and Deletions  If a Division wishes to establish a new class of positions or to
abolish a current class of positions, the Division Director should make the request following
the procedures outlined in this Chapter, as applicable.

VI. Classification System Maintenance Plan  The purpose of the Classification System
Maintenance Plan (CSMP) is to provide an orderly method for periodically reviewing and
updating the County's classification system.  

 A. The goals of the CSMP are to:  

1. maintain valid, written descriptions for all classifications; 
2. maintain and continue to adapt the Factor Evaluation System; 
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3. implement new tools in the classification review process; and 
4. maintain competitive and equitable pay plans in County service.

 B. There are a variety of factors that cause classifications or jobs to change:  addition or deletion
of responsibilities within an organizational unit; reorganization; changes in work methods or
technologies; or changes in laws or regulations.  Maintaining the Classification Plan involves
periodic scheduled reviews of each classification and the accompanying pay range in the
classification system.  Every classification is scheduled to be evaluated once every five years. 
Additionally, a benchmark salary survey will be conducted periodically.  

 C. Responsibility for maintenance of the Classification Plan does not rest solely with the Division
of Human Resources.  County officials, Department, Office, and Division Directors, managers,
supervisors, and employees also share the responsibility of ensuring that the Plan is
adequately maintained by informing Human Resources of planned changes.

VII. Block Budgeting  The Block Budgeting program is a career enhancement tool which enables
the promotion of incumbents occupying entry-level classification positions in designated
classifications series, but who are performing the duties of journey-level professionals.  The
Division of Human Resources is responsible for the review and approval of all requests for
classifications to be Block Budgeted.  Positions which have been excluded from the classified
Civil Service are generally not eligible for Block Budgeting.  Contact the Compensation &
Records Management Section of the Division of Human Resources for additional information.

 A. Classifications Approved for Block Budgeting  The concept of Block Budgeting applies to
positions that are classified at certain entry-level professional classifications, as determined by
the Division.  When positions which have been Block Budgeted become vacant, Divisions may
request reclassification downward to the entry-level classification prior to filling the position.  A
listing of the classifications approved for Block Budgeting is on file in Compensation and
Records in Human Resources.

 B. Block Budgeting Guidelines  Divisions requesting Block Budgeting for positions within a
classification designated for Block Budgeting must first submit to the Division of Human
Resources the guidelines by which the positions are to be evaluated.  

1. The guidelines must include the following:

a. the manner in which the program will function in the Division; 

b. the protocols, work assignments and knowledge an employee must successfully
complete or demonstrate to be eligible for promotion under the program; and
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c. the budget position number and organizational unit to which the position(s) are
assigned at both the entry and second level of the class series.

2. The Division of Human Resources will notify the requesting Division when the guidelines
have been approved for implementation.  These guidelines are kept on file in Human
Resources and are reviewed for consistency across Divisions.

3. Requesting Divisions must maintain documentation supporting specific accomplishments
in support of block-budgeting actions.

 C. Block Budgeting Procedure  The Division of Human Resources reviews requests for
positions in approved classifications to be considered for Block Budgeting when it receives
them from the Office of Budget and Management Policy.  A Division may make a request
during the annual Budget process.  If a Division is requesting new positions which are not in
the current budget, requests may be submitted through the ARM process.

1. Positions which qualify for Block Budgeting that are requested in the annual Budget
process are reviewed and allocated to the second level of the class series by the Division
of Human Resources based upon the approval of the information included on a PCQ,
Form 102-131, the protocols and/or work assignments completed or demonstrated and a
memo from the Division certifying that all previously stipulated protocols have been met. 

2. If a request for new positions for which Block Budgeting is being requested is made
through the ARM process, the requesting Division submits the ARM Form 20-1 and a
PCQ, form 102-131.  The Division of Human Resources will review the ARM Form 20-1,
the PCQ, the protocols and/or work assignments completed/demonstrated and the
Division's certification that the protocols have been met, upon receipt of the information
from the Office of Budget and Management Policy.  If approval is granted, the Division of
Human Resources will recommend that the position be Block Budgeted to the second
level of the class series.  The ARM Committee shall review the request and approve or
disapprove the action.

3. The requesting Division submits a Form 102-102, Personnel Action, to effect the change. 
The requesting Division must certify in the remarks section on the Form 102-102 that the
incumbent has met all previously stipulated protocols for the promotion.

VIII. Temporary Work in a Higher Class  If a vacancy or approved long-term absence occurs
and there is an operational need to continue services or activities associated with the
position, regardless of the budget status of the position, a regular employee in a position
with a lower classification, who is found to be qualified for work at the higher classification
by Human Resources, may be assigned by the Division Director to temporarily assume a
substantial portion of the duties of the position with 
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the higher classification.  This type of assignment is referred to as temporary work in a higher
classification or work out of class.  

 A. The conditions under which temporary work in a higher class may be assigned vary by
bargaining agreement.  If the employee is in a position covered by an agreement, please also
consult the bargaining agreement when considering this type of appointment.  If the labor
agreement is silent these procedures apply. 

 B. Classified Civil Service Positions

1. Requesting Approval  Temporary work in a higher class is subject to Human Resources
prior review and approval and generally will not be approved retroactively.  Therefore, the
requesting Division should seek Human Resources review and approval of the transaction
as soon as the decision is made that a vacancy or absence must be covered and before
temporary work in a higher class actually begins.  

NOTE:  All assignments involving temporary work in a higher classification are processed
on the Form 102-102.

2. Limitations  Human Resources will not approve an assignment for work in a higher class
for more than 90 calendar days at a time.  Any extension of the temporary assignment
beyond 90 days is subject to review by Human Resources.  Extensions are limited to 90
day increments.  If the position for which work in a higher class is being requested is
vacant because of separation, it is expected that Division will take timely action to fill the
position in accordance with other applicable provisions of the Civil Service Rules.

Employees may not undertake to work in a higher classification without the express, prior
approval of the appointing authority to do so.  Employees temporarily assigned to work in
a higher class must be given a clear assignment by the appointing authority to assume
the duties of the higher classification before work in the higher class begins.  If the
assignment is expected to last more than three work weeks, the assignment is to be given
to the employee in writing.  

3. Effects on Pay & Status  Regular employees in positions that are not covered by a
collective bargaining agreement who are approved for work in a higher class must
continuously work two (2) regularly scheduled work weeks in the higher class, performing
the substantial portion of duties typically expected of incumbents of positions in the higher
classification, before becoming eligible for higher pay.  
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For pay purposes, if the employee is required to perform the duties for a period exceeding
the initial two (2) regularly scheduled work weeks, the higher pay is calculated as if the
employee had been promoted, for time worked in the higher classification beyond the
initial two (2) weeks.  However, the budget position number and the job class do not
change.  Duly authorized and approved work in a higher class will normally result in an
adjustment to the employee's pay rate equal to the greater of:  

a. 7-1/2% of his/her current regular base pay rate as long as the resulting rate is within
the range of the higher classification unless he/she is otherwise eligible for longevity
consideration; or

b. the rate for the minimum of the pay range to which the higher classification is
assigned.  

Work in a higher classification does not affect the employee's anniversary date, date in
class for Time In Grade consideration, or date of merit consideration.  If a merit increase
or other pay rate change to which the employee would otherwise be entitled occurs while
the employee is assigned to temporary work in a higher class, the transaction should be
processed based on the employee's regular job class, and the rate for work in a higher
class is then adjusted accordingly.  

IX. Acting Appointments for Administrative Positions Excluded from Civil Service  As
deemed appropriate by the County Administrator, vacant Department Director, Division
Director, and similar administrative positions that are excluded from the Civil Service System
may be filled on a temporary basis by the appointment of a current County employee on an
acting basis.  An acting appointment can be effective for any period of time less than one year
in duration.  Pay determination for employees temporarily acting as Department Directors or
Division Directors, or in similar excluded administrative positions, is at the discretion of the
County Administrator.  Acting appointments are processed on the Form 102-102.  Contact the
Compensation Services and Records Management section of the Division of Human
Resources for assistance in processing these appointments.
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I. Outline of Corrective Action

 A. The Purpose of a corrective action program is to provide the means for correcting Classified
Civil Service employee performance and behavior deficiencies so that organizational goals
can be achieved.  While one of the purposes of a corrective action program is to provide for
corrective action, a more important goal is to prevent the need for such action in the first place.

Definite policies and procedures for handling disciplinary matters are essential to ensure fair
treatment of offenders.  However, rather than have inflexible rules that are not followed
because of the additional problems created by their strict enforcement, the County believes it
is more desirable to have procedures that allow for some flexibility based on the given
circumstances.  To that end, the guidelines outlined in this Chapter are recommended.

 B. The Objective  The objective is to provide consistency in enforcement and predictability of
County management response.  Consequently, rules and obligations must be clearly
formulated and understood by all concerned.

 C. Violations Acknowledged  Violations of rules or deviations from policy cannot be ignored
even if no penalties are forthcoming.  County management must make the offender aware of
the fact that it knows of the offense.  This is especially important if there is a recurrence and
disciplinary action is subsequently taken.

 D. Predictability  Corrective Action/discipline, e.g., warnings, suspension, discharge, must be
related to an offense in such fashion that the employee can reasonably predict the likely
severity of the action.  The employee need not be able to anticipate the precise degree of
penalty to be meted out, but should be able to judge approximately what the result will be,
based on the step of progressive discipline.

 E. Case-by-Case Determinations  Within these general guidelines, there is room for case-by-
case judgements based upon such considerations as the following:

1. Were there extenuating circumstances?

2. Was the violation such as to indicate contempt for authority, carelessness,
absent-mindedness, loss of temper, etc.?

3. How has this employee responded to discipline in the past?

4. To what extent are there overtones of "test case", "example", or "precedent" in the
situation? Is the employee testing a rule?  Will the case set an example or precedent? Are
the motives in either situation pertinent?
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Important:  Also refer to 102-152 Guide to Administering Corrective Action.

II. Underlying Concepts of Corrective Action  Administration of the corrective action program
is governed by the concepts of Just Cause and Procedural Due Process.  If supervisors will
proceed according to the following guidelines each time they believe corrective action is
needed, they will then be in a solid position to say they met the requirements of just cause and
due process.  They can feel confident that they treated employees justly and objectively.

 A. Just Cause Defined  "Just Cause" means that there is a real and objective basis for
administering discipline.  Management must be able to present evidence that the employee's
behavior is not in line with the expectations of the organization.  Management must be able to
demonstrate that management is not acting in an arbitrary, capricious, unreasonable, or
discriminatory manner.   Human Resources has developed a set of guidelines to be used in
determining if 'just cause' exists.  As a general rule, management must meet all of these
guidelines to fulfill the requirements of just cause and must examine each before taking
disciplinary action.

1. Existence of the Work Rule/Performance Expectation   

a. Management must have established the workrule(s) and/or performance expectations
prior to any offense or action.

b. Documentation exists that the employee knew or could reasonably be expected to
have known the work rule(s) and/or performance expectation.

c. The work rule(s) and/or performance expectation must be reasonably related to:

(1) The orderly, efficient, and safe operation of a County Department, Divisions or
Office.

(2) Performance that the County can properly expect of employees.

2. Investigation 

a. Investigation into the incident takes place prior to the decision to take disciplinary
action.

b. An investigation is to be conducted fairly and objectively.

c. All facts and persons involved are examined.
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d. Anytime an employee is questioned regarding an incident which may lead to
corrective action/discipline, the employee has the right to representation of his/her
choice.  

e. The employee is given an opportunity to explain his/her side of the incident or
problem including mitigating circumstances.  Such explanation is further investigated.

3. Evidence of the Act  Evidence resulting from the investigation shows the employee did
act contrary to the applicable rules or standards.  This does not mean proof beyond a
reasonable doubt, but does mean firm, factual data providing at least a preponderance of
evidence.  

4. Progressive Discipline  The degree of corrective action/discipline considered is
reasonable related to the seriousness of the offense and the employee's previous record.

a. Factors Determining Appropriate Action  Each instance of misconduct must be
viewed and judged individually, with management bearing in mind that the penalty
should be calculated to bring about correction.  Supervisors should consider four
factors when determining appropriate disciplinary action:

(1) The seriousness of the particular offense.

(2) The employee's past record and length of service.

(3) The length of time since the last misconduct for which discipline was
administered.

(4) Organization practice in similar cases.

b. Type of Offense

(1)  Major offense  A major offense is an offense so serious in nature that discharge
on first occurrence is appropriate. See also the Separations Chapter in this
handbook.  In such instances, the concept of progressive discipline does not apply.  A
non-exhaustive list of examples of major offenses are:

! Theft.
! Gross misconduct, e.g., pilfering of County property for personal use,
insubordination, or failure to obey a lawful management order.
! Drinking or using intoxicants on the job.
! Intoxicated on the job.
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! Charged by formal complaint with a job related felony wherein the known facts are
supportive of a gross violation of policy and work rule regardless of the final
disposition of the charge.  These situations must be closely scrutinized on an
individual basis.
! Assault on a client, supervisor, or fellow employee.
! Wantonly offensive conduct to include slurs on account of race, national origin,
color, religion, creed, age, disability, gender, and/or sexual orientation.  
! Directing or participating in an illegal strike, slow down, or other work stoppage.
! Job Abandonment is when an employee fails, without valid reason, to report for
work for three (3) consecutive workdays and has not requested or been granted
authorized leave.

The foregoing list is not intended to be a complete list of all major offenses that could
result in discharge on the first occurrence.  It is intended to be a general guide as to
what types of offenses rise to the level of major offenses for all County employees.

(2)  Minor offense  Except for events such as the examples of major offenses above,
most offenses are minor.  The majority of employee acts are minor offenses to which
the concept of progressive corrective discipline applies.  

 B. Procedural Due Process Defined  "Procedural Due Process" means that management has
followed proper process when administering corrective action.  The proper process includes:

1. Warning Issued  A warning is given to the employee which includes the following parts:

a. The act the employee committed.

b. A plan of action for correction and/or the improvements needed.

c. The time limit for improvement, if appropriate.

d. The consequences of continued or repeated occurrences or failing to make the
improvement required.

2. Right to Representation  The employee also has the right to representation when
questioned about an incident which may lead to disciplinary action.  If such representation
is denied or questioning continues after representation has been requested, subsequent
corrective/disciplinary action could be overturned or modified on appeal.  It may be
necessary to postpone an interview in such cases for a representative to be available. 
Contact the Labor Relations section of Human Resources for further assistance.

III. Supervisor's Guide to Administering Corrective Action Form 102-152  In Annex A and,
referred to throughout this Chapter, is a Guide to Administering Corrective Action (102-152). 
This Guide has been developed to assist managers in properly carrying out corrective action. 
This informative tool should be closely followed by managers in all disciplinary matters.  For
further information or assistance, contact the Labor Relations Section in the Division of Human
Resources.

IV. Types of Corrective Action & their Administration  The issuance of corrective action is an
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important and time-sensitive matter.  It is important to conduct all stages of the process in a
timely fashion to ensure its effectiveness.  Please consult the applicable bargaining
agreements to determine any specified time limits to administer corrective action and the
Labor Relations section of Human Resources.  See also Guide to Administering Corrective
Action, Form 102-152 in Annex A.

 A. Informal Action  Informal corrective action does not by itself become a part of the employee's
official personnel file but may be cited later if formal corrective action is subsequently
necessary.

1. Oral Warning  An oral warning is given to the employee by an immediate supervisor
calling the employee's attention to unsatisfactory behavior and urging improvement. 

2. Written Warning  A written warning is an internal memorandum to an employee which
calls the employee's attention to behavior which has not been corrected through previous
warning(s) or which re-emphasizes in writing a discussion with the employee and the
expected results in terms of the employee's future behavior.  The memorandum should
also include a warning of the consequences, i.e., formal discipline, should the employee
fail to improve or correct the behavior. 

 B. Formal Action  When it becomes necessary for a supervisor to formally place an employee
on notice that improvement or correction on the part of the employee is necessary the
Employee Notice, Form 102-111 is the official document normally used to administer formal
corrective action.  This notice is in the form of an official written reprimand which may include a
suspension, a disciplinary demotion, or a dismissal.  A copy of the executed Form 102-111 is
always placed in the employee's official Personnel File in the Division of Human Resources.

1. Employee Notice, Form 102-111  The proposed completed Employee Notice, Form 102-
111 should be reviewed with the Division of Human Resources, approved by the Division
Director and Department Director. 

a. Form 102-111 Completion Instructions  The following instructions are to assist in
completing Form 102-111.  A copy of the form is in Annex A.

(1) Fill in pertinent information at top of the form - employee's name, class title, and
Division.
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(2) Indicate nature of the infraction.  If none of the infractions listed is appropriate, use
the "other" block and state the reason on the lines provided.

(3) Indicate if the employee has been warned regarding a similar matter before and if
so, in what manner and when.

(4) Describe the problem or incident in specific detail.  The statement should provide
sufficient information concerning the incident, the subsequent pre-disciplinary
meeting and the employee's statement, but should be brief and concise.

(5) Indicate what form of disciplinary action is being taken.

(6) Obtain approving signatures of the issuing supervisor, the Division Director, and
the Department Director.

(7) Present the Form 102-111 to the employee, who must sign the Form 102-111
acknowledging receipt of the designated copy.  This is done after the supervisor and
Directors have signed the form.  

b. Employee's Refusal to Sign the Form 102-111  If the employee refuses to sign the
form, two witnesses must sign on the employee signature line attesting to the fact that
the employee did see the form but refused to sign it.  Refusal to sign is an act of
insubordination and management may suspend the employee for one day.  In
considering a suspension as a result of a refusal to sign, contact Labor Relations. 
See below for suspension.

c. Distribution of the Form 102-111  Prior to distribution, Division administration
should complete the pertinent information at the bottom left of the form - social
security number, date 102-111 was issued to the employee, suspension dates (if
any), and any remarks.  The Division administrative staff member should then initial
and date.  Once completed and signed by the employee, the form should be
distributed as follows:  

(1) The original, white copy marked "EMPLOYEE" is given to the employee at the
time it is presented to the employee.

(2) The yellow and pink copies marked "HUMAN RESOURCE" and "PAYROLL"
respectively are forwarded to the Division of Human Resources, addressed to the
attention of the Labor Relations Manager.  After processing, the yellow copy is placed
in the employee's personnel record and the pink copy is forwarded to the Central
Payroll Office for further processing.



Human Resources Procedures
Chapter 7

CORRECTIVE ACTION

Change 21  MAR 30 19987 - 7

(3) The blue copy marked "DIVISION" is retained by the Division for its record
purposes.

2. Types of Formal Action

a. Suspension  This form of corrective/disciplinary action may be with or without pay for
a specified period of time or for a period of time conditioned upon the occurrence of a
specified event.  Generally, a suspension will not require the completion of a Form
102-102.  However, in the case of suspensions which are conditioned upon the
occurrence of a specific event such as "completion of investigation by management"
a Form 102-102 would need to be completed, this would not usually include a Form
102-111.  The Form 102-111 would generally be completed at the conclusion of the
investigation, (if necessary).  Additionally, written correspondence should be provided
to the employee documenting the suspension.

b. Immediate Suspension  If an employee commits a offense so serious as to require
immediate suspension, verbal approval must be obtained from the Department
Director.  If the Department Director approves an immediate suspension, the process
which provides that the employee is furnished signed copies of specified forms may
not be followed in exact chronological order.  In this case, the forms and/or any
written correspondence should be forwarded to the employee as soon as possible.

c. Disciplinary Demotion  This is a rare form of disciplinary action which reduces the
job classification of an employee and may result in a loss of pay.  Management may
also reduce salary as a discipline measure while leaving the employee in his/her job
classification.  This action always requires a Form 102-102 and is almost always
accompanied by a Form 102-111.  

d. Discharge of an employee generally takes place when progressive disciplinary action
fails to correct unacceptable work behavior or when a major offense occurs.  

(1) Job Abandonment  An employee who, without valid reason, fails to report for work
for three (3) consecutive workdays and has not requested or been granted authorized
leave may be separated from employment.  Separation under these conditions would
be reported as a discharge.  For assistance with this type of separation, contact
Labor Relations in the Division of Human Resources.

NOTE:  An employee who is incarcerated and has not been granted leave with or
without pay, may be considered to have abandoned his/her job.  Any such situation
should be reviewed in detail with the appointing authority and Human Resources prior
to a leave related determination.
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(2) Notice of Discharge  If you are not issuing a Form 102-111 as notice of discharge,
send a discharge letter to the employee by certified mail with a return receipt
requested.  Such a letter must include notice of the employee's right to grieve the
action, if applicable.  Contact Labor Relations for assistance.  Attach a copy of the
discharge letter to the Form 102-102.

(3) Please refer to the Separations Chapter in this handbook.  Always consult any
applicable labor agreement.

 C. Action Pending Possible Disciplinary Action  An appointing authority may, following a
review by the Director of Human Resources, order the suspension with or without pay of an
employee pending completion of an inquiry, review or investigation of alleged causes for
disciplinary action as may be necessary to determine whether an action should occur.  
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I. Award and Recognition Programs

 A. Employee Suggestion Program (ESP), Form 102-122  Employees are encouraged to
participate in the Employee Suggestion Program (ESP) to improve the quality of government
services.

1. Participation Eligibility  All employees who work under the jurisdiction of the County
Administrator and the non-attorney employees under the jurisdiction of the County
Attorney are eligible to participate in ESP.  Department/division/office directors, the ESP
Coordinator, and management staff of the County Administrator's office are not eligible to
participate in ESP.

2. Ineligible Suggestions  Some types of suggestions are not eligible for awards under the
ESP Program.  These include suggestions that:

a. Are in use or are already under consideration by the County, prior to the date the
Form 102-122 was submitted.  

b. Are not directly related to County activities.

c. Concern the lack of observance of established practices and regulations, or routine
maintenance matters such as cleaning, painting, repairing and adjusting, unless a
change in methods or materials involved is proposed.

d. Do not propose a solution.  Merely calling attention to a problem that requires
correction is not sufficient.

e. Are substantially the same as a suggestion previously submitted.

f. Deal with benefits, salary adjustments, and/or job classifications, or involve collective
bargaining agreements.

g. Relate to work contributions already expected or required as part of an employee's
job.

3. ESP Award Categories  The categories of awards are described below.

a. Idea Award - certificate of recognition given for submitting an eligible suggestion.

b. Special Award - cash award for an idea that is successfully implemented, based
upon the estimated cost savings or increase in revenue occurring during the first full
year of implementation.  There is also a special award for ideas for which a precise 
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monetary award cannot be determined, and the amount of the award is based on the
evaluator's recommendation.

c. Grand Award - cash award to recognize the most outstanding Special Award winner
at the end of each fiscal year.

4. Submitting Suggestions must be submitted on Form 102-122, Employee Suggestion
Form, available from the Division of Human Resources.  Return completed forms to the
ESP Coordinator in the Division of Human Resources.

5. Review Process  The ESP Coordinator reviews suggestions for eligibility and forwards
eligible suggestions to the appropriate Department, Division, or Office for evaluation.  The
evaluating agency prepares a written report with a recommendation to the ESP
Coordinator.  The ESP Coordinator forwards the report to the ESP Committee.  The
Committee selects the appropriate award category and recommends the amount of the
award.  The composition of the ESP Committee is in accordance with the approved
polices and procedures of the Broward County Commission Employee Suggestion
Program.  For more information contact the ESP Coordinator in the Employee
Development Section.

6. Suggestions That Are Not Implemented If a suggestion is not implemented, the
evaluating agency provides a written explanation to the ESP Coordinator.  The employee
may request a reevaluation by submitting NEW information to support the request. 
Suggestions that are not implemented immediately remain valid for two years from the
date of the last notification issued by the ESP Coordinator.

7. Suggestion and Award Decisions All decisions by the County Administrator and the
ESP Committee are final, binding, and are not subject to grievance procedures.  Broward
County reserves the right to withdraw, amend, or extend the rules of the Employee
Suggestion Program.  All submitted suggestions become the exclusive property of
Broward County.

 B. Employee Performance Commendation, Form 102-111A The Employee Performance
Commendation documents an employee's accomplishment of an unusual task or achievement
beyond those normally performed under his/her standard job description.  A commendation
could also be given for unique and exceptional service.  Division standards used for rating on
the Performance Appraisal, Form 102-101, can serve as a guide in determining commendable
instances of performance.  Commendation should be used with discretion and the
documentation should set forth the standards of performance and describe the employee's
superior performance based upon those standards.

The following instructions are to assist in completion of the Form 102-111A.  A copy of Form
102-111A is located in Annex A.  
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1. Enter the employee's name and class title, the date, Department or Division name, and
the employee's anniversary date.  Indicate the nature of the commendation.  

2. The employee's supervisor completes the description of the employee's performance in
sufficient detail to document the outstanding accomplishments which exceed the normal
requirements of the position, and signs, dates, and submits the form to the Division
Director.

3. The Division Director reviews the form, signs and dates it as appropriate, and sends it to
the Department Director.  

4. The Department Director routes the form to the County Administrator's Office for review
and signature.  The County Administrator's Office sends the form to the requesting
Division for presentation to the employee.

5. The employee acknowledges receipt of the commendation by signing and dating the form. 
The original copy of the form is then given to the employee.  The Division retains a copy
for internal records and forwards a copy to the Division of Human Resources.

6. The Director of Human Resources signs and dates the copy of the form, and it is placed in
the employee's official personnel file.

 D. Employee Recognition  The Board of County Commissioners honors employees upon
completion of years of full-time benefit eligible service in five year increments.  Hundreds of
employees reach one of these service anniversaries each year.  When a benefit eligible
employee reaches five years of service a certificate is sent to the division; at ten- and fifteen-
years of service the Division of Human Resources notifies the Division and invites the
employee to attend a brief ceremony where certificates are presented by the County
Administrator.  Beginning with 20 years of service, and upon 25 and 30 years, the employee is
invited to attend a Commission meeting where he or she is presented with a service pin.  The
employee may invite guest to attend.  At the beginning of each month the Division of Human
Resources sends a memo to Payroll Central authorizing the Board granted one-time addition
of eight hours to the annual leave accrual of employees who have attained a service plateau of
20, 25 or 30 years in the previous month.

II. Employee Development Programs

 A. Education Committee  The Education Committee is comprised of a Department Director
designated by the County Administrator, a representative of the County Administrator's Office,
and the Director of the Division of Human Resources.  The Committee is responsible for the
administration of the Tuition Reimbursement Program and review of all recommended training
programs for appropriateness in meeting employee training and educational needs.
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 B. County-sponsored Training 

1. Training Needs Assessments  The Director of Human Resources and the Employee
Development Manager will conduct training needs assessments periodically.  All courses
offered in the County Training Program will reflect needs identified in the needs
assessment or by operational needs identified by Department, Division, Office Directors
and/or the Director of Human Resources.  Specialized training courses are made
available by agency request to meet operational needs specific to the requesting agency. 
Additional special event training may be made available on request of the Director of
Human Resources.

2. Relevance to Job Performance and County Employment  All County sponsored
training must be related to performance of specific tasks, procedures, or responsibilities,
or to enhancement of the employee's overall ability to serve the public or of the
employee's career opportunities within the County organization.  The Education
Committee may review all recommended training program additions for compliance with
these standards.

3. Evaluation of Program Offerings  The Employee Development Manager will evaluate
the qualifications of instructors, consultants, and program content.  Resumes, course
descriptions, objectives, and copies of program materials are kept on file in Employment
Development.

4. Annual Training Program and Schedules  Prior to the start of the fiscal year, a list of
programs to be offered during the year will be presented to the County Commission and
County Administrator.  They will also be notified of changes during the year based upon
newly-identified needs or requests.  Training schedules, listing program offerings and
course descriptions, will be distributed to employees periodically.  

Based on the needs assessments, the County offers an overall program of courses and
training, much of it conducted on County time and paid for by the County.  Course work
may include technical, career, or promotional development, which may or may not be on
County time, to job, personal, and/or managerial-skill development, which is usually
conducted during working hours.  

5. Program Enrollment  Participation is by open enrollment or by designation or selection
by Division Directors or managers or by the Division of Human Resources.  To register for
a class, employees complete Form 102-162, Education and Training Registration Form,
and obtain supervisor and Division Director approval to attend.  The completed Form
102-162 is sent to the Employee Development Manager.  The Employee Development
Manager will confirm enrollment to the employee and supervisor.  Arrangements and
payment for sign language interpreters are the responsibility of the requesting employee's
agency.  Other 
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auxiliary aids are available from the Employee Development Section with notice prior to
the scheduled session.  A copy of Form 102-162 is located in Annex A.

6. No Undue Enrollment Pressure  Supervisors should not pressure individuals to attend
these kinds of programs unless there is a job-related connection.  

a. Supervisors may very appropriately offer opportunities, or in some cases, direct
employee attendance at one of the programs the County offers in the course of
performance evaluation, following unusual incidents on the job or complaints.  

b. If the objective is improved public relations, persons in the enforcement areas of
County government may be required to attend a public relations training course.

7. Attendance will be taken at each course.  Employees will sign an attendance roster at the
beginning and end of the program, and Department and Division Directors will be notified
if an employee was enrolled but did not attend.  

8. Evaluation  Participants will be asked to evaluate each workshop or program at its
completion.  Workshops or programs may also be reevaluated at a later date.  

9. Role of the Employee Development Manager  The role of the Employee Development
Manager is to assist Departments, Divisions, and Offices in identifying the most
appropriate training providers as well as to provide resource management approval for
training provided to employees.  The Employee Development Manager should be notified
early in the planning stages of any training activity in order to be an effective resource for
the County.  Notwithstanding the above, resource management approval for technical,
computer or office automation - related training shall be the responsibility of the Office of
Information Technology, as set forth in that Office's Internal Control Handbook.  

 C. Types of Training  For the purpose of providing structure to the Program, training is
categorized as proprietary, generic, procedural, or mandatory.  Questions regarding specific
training delivery should be directed to the Employee Development Manager.  Technical or
specialized training requests may be made on a Technical or Specialized Training Request
form (102-161).  The types of training available and procedures used to pursue them are
discussed below.  

1. Proprietary Training  Proprietary training is specific, usually technical, and is needed by
employees in the performance of current or newly assigned work duties.  The need for
proprietary training usually arises as a result of: 

a. A management decision that changes the work environment e.g.,  Training to teach
bus mechanics engine repair techniques for newly purchased buses or to assign new 
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duties to the position, e.g., training in finish carpentry for a person who is currently
working as a Carpenter but who is not presently required to have skill in finish
carpentry.

In instances where the need for training arises as a result of a management decision,
the training would be on County time.  This type of training is normally arranged
directly by the utilizing agency but, in some instances, arrangements might be
coordinated through the Employee Development Manager.  Publicity for these
programs, if any, would ordinarily be the responsibility of the using agency.

b. Career and/or promotional or development proprietary training available through a
local educational institution.  In this case, training would usually be directed at a small
group of employees to train them for promotion or career change, but attendance
would be the employee's choice and not at management's direction.  For instance,
the County may offer Equipment Operator training for non-operators so they could
compete for promotion.  

While such training would qualify as proprietary, the need for it is not the result of a
management decision that requires the employee to learn the equipment.  Therefore,
this training might not be paid for directly by the County, but it could be paid through
the Tuition Reimbursement Program which is discussed below.  In this example, the
training would ordinarily be on the employee's time, and since the likely audience for
the training cuts across division lines, would probably be arranged through the
Employee Development Manager, with publicity coming from the Division of Human
Resources.  

Since this type of proprietary training may vary in degree of applicability to the job,
whether or not it would be on County time will be determined on a course by course
basis, with final determination resting with the Division of Human Resources.

2. Generic Training  Generic training is defined as that which is broadly applicable to many
employees and is usually of a job, personal, or managerial development type, e.g.,
courses in leadership, communications, supervision, etc.  Arrangements for the
presentation of generic training shall be made through the Employee Development
Manager.  

Generic training is usually provided for employees whose positions require development. 
Accordingly, the training would be on County time.  However, there are many employees
who aspire to higher level positions and who would like generic training.  Training will be
offered to these individuals, but whether or not it would be on County time will be decided
by the employee's supervisor or Division Director or the Division of Human Resources on
a course by course basis.
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Publicity for generic training is generally sent by the Division of Human Resources to all
Offices, Divisions, and Departments, and through them to the target group of employees. 
By contrast, publicity for proprietary training is usually limited to a single division or to a
limited group of employees.

3. Procedural Training  A third grouping of training activities may be categorized as internal
or procedural.  This type of training is conducted by individual Divisions or Offices.  Many
organizations, such as Budget, Purchasing, Employee Assistance, and Human
Resources, periodically conduct training for County staff.  For instance, the Division of
Human Resources conducts training in such topics as Performance Personnel Selection,
Employee Orientation, Grievance Procedures and Handling, etc.  This training is offered
through and publicized by the presenting agency.  To avoid scheduling conflicts, notices
of procedural training must be sent to the Employee Development Manager.

4. Mandatory Supervisory Development Training  All employees appointed to job classes
that involve supervision as part of regular assigned duties are required to satisfactorily
complete the Supervisory Development Program provided by the County.  Supervision for
this purpose is defined to include having the authority to hire, discipline, suspend, or
prepare and sign performance appraisals or having the authority to recommend such
actions.   Employee Development schedules the employee for the training when the
Employee Development Manager is notified by the appointing Division of a person's
appointment or promotion to a position that involves supervision.

 D. Training Purchase Requirements  Training supplied by private providers must be
pre-approved by the Division of Human Resources and requisitioned in accordance with
County procurement processes.  Under Purchasing Division regulations, if training is not
provided through a state-funded educational institution, it must be put out for bid unless the
provider is 'sole source'.  Most training of this type is proprietary, i.e., at management direction. 
Generally, the Division of Human Resources will approve proprietary training only if it clearly
may be characterized as related to the technical elements of some particular vocation, the
need for which is at the County's discretion and is for the County's benefit, and the source is
clearly the sole source.  

Ordinarily, generic training is made available through state-funded educational institutions and
is usually paid for by the Division of Human Resources.  However, generic training may be
paid for by the user agency, if appropriate to the situation.

 E. Tuition Reimbursement  Reimbursement of tuition is authorized for an educational course
work, degree program, or other training which will enhance the knowledge, skills, and abilities
relevant to an employee's official duties and is of benefit to Broward County, subject to annual
funding limitations.  
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Approval of reimbursement of tuition expenses does not obligate the County to grant paid or
unpaid leave or time off or to adjust an employee's work schedule.  Approval to enroll in
courses that are conducted during the employee's regularly scheduled hours of work or which
could affect the employee's ability to work as scheduled should be secured before enrollment. 
Work schedule adjustments and approval of leave are subject to the operating needs of the
agency.  

Additionally, approval of reimbursement for tuition expenses does not imply that employees
may use County space, personnel, equipment, or supplies in the process of fulfilling
requirements for the course work for which he/she is being reimbursed.

1. Eligibility  Employees are eligible for tuition reimbursement if their positions are included
in the Personnel cap and classified as full-time or part-time 20+ in Departments, Divisions,
or Offices reporting to the County Administrator or the Board of County Commissioners. 
Employees must have satisfactorily completed the equivalent of one continuous year
(2080 hours) of County service in their current service period prior to the class start date
in order to participate in the Tuition Reimbursement Program.

2. Application Process  Requests for reimbursement are made on Form 102-141, Tuition
Reimbursement Application, which includes Program Guidelines and completion
instructions.  A copy is located in the Annex A.

Form 102-141 must be completed, signed by the Division and Department Directors, and
sent to the Employee Development Manager in the Division of Human Resources no later
than fourteen (14) calendar days after the close of registration.  

3. Reimbursement  Requests for reimbursement are submitted to the Education Committee
for formal approval.  Payment is made through the payroll system upon submission of
proof of satisfactory completion of the courses.  For approved courses, the Program will
reimburse the employee for eligible tuition according to the following schedule and
limitations:

a. 100% with at least one year of qualifying service as a full-time employee.

b. 50% with at least the equivalent of one year of qualifying service as a part-time 20+
employee (2080 hours worked).

NOTE:  Reimbursements may be pro-rated at the discretion of the County if funding
levels are reduced.

Reimbursement is limited to tuition costs at public institution rates of approved
undergraduate and graduate courses and/or course work in vocational or technical
subjects at eligible institutions operated by the State or licensed by the Florida
Department of 



Human Resources Procedures
Chapter 8

EMPLOYEE DEVELOPMENT PROGRAMS

Change 21  MAR 30 19988 - 9

Education, Board of Independent Colleges and Universities, or Board of Independent
Post-secondary Vocational/Technical/Trade and Business Schools.  

Reimbursement shall not exceed the fiscal year dollar amount as established by the
Education Committee.  Reimbursement at private institutions will be calculated at the
public institution reimbursement rates.

Courses which are audited or not taken for credit will be considered not eligible for
reimbursement.  Questions about eligibility of the employee, the course work, or the
institution must be resolved with the Employee Development Manager before the
employee pays tuition.

The amount of reimbursement will be adjusted for employees also receiving assistance
from other sources such as scholarships, grants, veteran's benefits, awards, gift aid, or
other educational assistance other than loans.  In such cases, County tuition
reimbursement will be made based upon any remaining tuition expense after the
assistance and will be in proportion to the ratio of the public institution rate to the original
total tuition charge.

Employees applying for tuition reimbursement who have signed deferred tuition
agreements with public educational institutions must provide an executed copy of the
tuition deferral agreement to the Employee Development Manager along with the
application for tuition reimbursement no later than fourteen (14) calendar days after the
close of registration.  If reimbursement is approved, the employee must submit proof of
payment in full of obligations under the deferral agreement to the Employee Development
Manager within five (5) calendar days of receipt of reimbursement.

Minimum grade requirements are:  

C - undergraduate courses.  B - graduate courses.

4. Repayment  As a condition of acceptance of educational benefits, employees agree to
remain employed by the County for at least one year following payment of reimbursement. 
If employment is terminated for any reason other than disability or layoff during the year
following receipt of reimbursement, the employee will be required to repay such monies
received on a pro-rated basis of the uncompleted time.

For employees whose job classifications are covered by collective bargaining
agreements, please consult the applicable agreement.

 F. Seminars, Workshops, and Conferences  Divisions may sponsor staff attendance, i.e.,
absorb the cost, at seminars, workshops, and conferences as appropriate.  The Department or
Division Director 
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is responsible for approval of attendance at these functions subject to Budget Office policies
governing this type of training activity.  Costs associated with attendance at seminars,
workshops, and/or conferences cannot be reimbursed through the Tuition Reimbursement
Program.

 G. Educational Leave  Regular, benefit eligible full-time or part-time 20+ employees may request
Educational Leave for the purpose of taking occupationally-related courses or training, which
is not sponsored by the County.  For detail, see the Chapter on Attendance and Leave. 

 H. Management Development Institute (MDI)  The Management Development Institute (MDI)
program is a comprehensive system for the ongoing development and training of all Broward
County employees.  The Institute covers a variety of activities that range from the Employee
Development training schedule to more formalized study programs.  The MDI components are
New Directions, Positive Start, Management Partnerships, Interaction Management and Key
Actions.  For more information contact the Employee Development Manager.

 I. LEAD Program (Leadership Enhancement and Development)  The LEAD Program offers
an opportunity for employees to become familiar with the people, functions, and governmental
systems operating in Broward County.  Participants, who have satisfactorily completed two
years of County service and have expressed interest in professional and personal
development, are nominated at the Division, Office and Department level and must
successfully compete through an interview process.  Employees may also nominate
themselves for the LEAD Program.  

Completion of the 9-month program demands time and commitment from participants. 
Individual and group projects are required, as are participation in the County's generic training
program, written and oral book reports on management, leadership, and personal and
professional development.  Call Employee Development in Human Resources for additional
information.

 J. Public Service Intern Program  Finding a job fresh out of high school can be very difficult. 
Having no work experience can often mean not qualifying for a job.  The Public Service Intern
Program, in co-operation with the Broward County School Board, is designed to help selected
high school seniors make the transition from student to employee through a one-year, full-
time, entry-level position internship.  

Each County public high school and vocational school nominates one senior.  Nominees are
required to complete the Public Service Intern Program Nomination, Form Number 102-167,
as well Form 102-100, Application for Employment.  Applicants are invited to selection
interviews conducted by a selection Committee comprised of representatives of the
Superintendent of Broward County Schools, the Director of the Division of Human Resources,
and the Office of Equal Employment Opportunity, or other as designated by the Director of
Human Resources.  Finalists are chosen following this interview process. 



Human Resources Procedures
Chapter 8

EMPLOYEE DEVELOPMENT PROGRAMS

Change 27
MAY 18 20018 - 11

Criteria for selection include a consistently strong attendance record, citizenship excellence,
clear economic need, reasonably good academic career, and the ability to serve as a role
model by returning to the high school to speak to other seniors about the program.  

The Public Service Internship begins a few weeks after high school graduation with orientation
classes. followed by a job assignment which the intern would begin immediately. Public
Service Intern's receive an hourly salary, medical benefits, paid vacation, holidays and sick
leave. They also receive coaching and training on how to complete applications take tests. and
interview for Classified Civil Service positions. 

 K. Certification Training Program  Certification Training may be paid for by a specific
Department, Office or Division (Agency) from their budget funds if so authorized by the
Director of that Agency. This type of training represents a considerable investment of County
resources and primarily applies to medium-level to high-level technology personnel who may
be either full-time or part-time Broward County employees.  

1. Terms and Conditions As a condition of acceptance of this certification training,
employees agree to remain employed by the County for at least one year following the
County's payment for the certification training or receipt of that certification, whichever
came last. If employment is terminated for any reason other than disability or layoff during
the year following certification, the employee will be required to repay any money
expended for this training by the County on behalf of the employee on a prorated basis of
the uncompleted time. Those employees receiving veterans assistance, scholarships or
other financial support in partial payment of the certification course will be responsible for
repayment to the County of only that portion of expenses paid by the County on behalf of
the employee.  

At the time the employee is enrolled in training that is subject to this repayment policy,
they must receive a copy of this policy and sign a repayment acknowledgment which
states at a minimum that the employee agrees to reimburse the County for training costs
in accordance with this policy. The acknowledgment shall be retained by the employee's
agency along with documentation of the course date and costs. Costs of training and/or
certification shall be charged to the Education budget line of the employee's agency.  

Training that meets the following criteria will be subject to this repayment policy:  

a. The training is considered by the County to be a standard industry course and/or
examination leads to certification, and 

b. the training is not a mandatory requirement for the employee's current position, and 
c. the total costs incurred by the County for such training within one year of the

separation equals $1,000 or more.
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2. Calculation of Repayment  The employee shall reimburse the County for such incurred
costs in an amount proportionate to the period of employment not completed. rounded to
the nearest month.  

3. Repayment Deduction  Any employee owing monies to Broward County under this
policy, will have such amounts deducted from any final paycheck. The employee's
Director will notify the Accounting Division by including reference to the repayment
amount due on the terminating BC-102. The Accounting Division will make the deduction
from the employee's check, and credit the fund from which the payment was originally
made. If the employee's final check is insufficient to cover the amount owed or the
deduction was not taken, it will be the responsibility of the Accounting Division to pursue
repayment. Waiver of repayment may only be obtained by recommendation of the agency
Director and approval by the County Administrator.
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I. Standards of Conduct  County employees are personally and professionally obligated to
serve the public with honesty and integrity.  It is essential that County employees maintain the
trust of the public, the County Commission, and co-workers as the many thousands of
decisions which go into the operations of County programs are made.  Specific policies to
guide decisions and conduct when a potential conflict of interest is present are presented
below.

 A. Conflict of Interest  Avoiding the appearance or reality of a conflict of interest forms the basis
for the County's ethics policies.  Public employment is not to be used for unauthorized
personal gain.  Any conflict between personal interests and official responsibility is to be
resolved by consciously avoiding possible conflicts or disclosing the basis of a conflict or
possible conflict to a supervisor so that, if necessary, decisions can be reviewed or made by
others.

It is not possible to list every possible situation which might arise, but the general guideline is
to act on the conservative side of decision-making, applying the 'prudent observer' test.  

1. Would a prudent outside observer think that an employee was influenced in official actions
by some offer or expectation of personal gain? 

2. Would the situation embarrass or reflect poorly on the employee or the County if it
became publicly known? 

3. If the answer is likely to be 'yes' or even 'possibly', the decision should be made to avoid
the issue of conflict of interest from arising.  Disclosure of the situation to a supervisor is
often the best approach.   

 B. Accepting or Soliciting Gifts  Basic County policy is that employees are not to accept or
solicit gifts.  A 'gift' is a thing of value to the recipient and can include such items as a cash
payment, loan, gratuity, honoraria, service, favor, or promise of future employment.  A gift
received by a member of the employee's immediate family would also fall into this category. 
Offered gifts are to be politely and respectfully declined.  In some circumstances, it may not be
possible to return a gift without causing embarrassment, or the gift may be a consumable item
which cannot be returned easily.  In such cases, the employee should rely on sound
conservative judgment and consultation with his/her supervisor.  

The basic policy that employees are not to accept or solicit gifts is not meant to apply when:

1. A gift is of nominal value of $5.00 or less;

2. A gift is given or exchanged by employees on occasions such as birthdays, retirement,
marriage, service anniversaries, etc.;
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3. A professional or public award is given, reflecting positive performance or community
service;

4. A gift is exchanged or given by a relative where a family relationship, rather than a
business relationship is involved.

5. Food is consumed at a public, professional, or community reception;

6. Trade discounts or inducements are offered to the general public or to private groups
such as professional, religious, or service organizations that are not limited in membership
only to County employees.

 C. Code of Ethics  Central to the standard of ethical conduct is the Board of County
Commissioners' policy that no officer or employee shall have any interest, financial or
otherwise, direct or indirect, or engage in any business transaction, or professional activity or
incur any obligation of any nature which is in conflict with the discharge of his/her duties in the
public interest.  Since the confidence of the citizenry is the very foundation for effective
Government, even an unfounded appearance of unethical conduct by a public employee can
significantly impair the capability of Government.

Therefore, all Department and Division Directors and Assistant Directors and heads of
separate Offices will certify to his/her understanding of the County's policies related to ethics in
writing, upon appointment and each year thereafter.  The Division of Human Resources will
send a memorandum for certification in July.  The employee signs it and returns it to the
Division of Human Resources.  The signed certification will be made a permanent part of the
employee's official personnel file.  

 D. Use of Private Facilities  Broward County employees, including elected and appointed
officials while acting in their official capacity, shall not hold meetings or events at any private
facility where policy or practice restricts membership or services on the basis of race, religion,
national origin or ancestry, sex, sexual orientation, age or disability. 

 E. Criminal History Disclosure  All employees are required to disclose to the Director of the
agency in which they work, any felony or misdemeanor or criminal infraction conviction or plea
of nolo contendere ("no contest"), whether or not adjudication was withheld, which occurs
subsequent to the effective date of this policy (March 14, 1996).

1. Time Requirement  Disclosure must be made within five (5) working days of the date of
the conviction or plea of nolo contendere, whether or not adjudication was withheld.

2. Director's responsibility  Upon receipt of a disclosure pursuant to this policy the agency
Director must consult immediately with the Director of Human Resources to determine if
the nature and recency of the conviction or plea of nolo contendere makes follow-up 
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employment actions appropriate.  While a conviction or plea of no contest, in and of itself,
will generally not bar a person from employment, there will be cases when a specific type
of criminal history information directly related to the employee's job duties and
responsibilities will make subsequent actions necessary.

3. Failure to Disclose  Any employee who fails to make this required disclosure of
conviction or plea of nolo contendere, whether or not adjudication was withheld, occurring
subsequent to March 14, 1996 will be subject to serious disciplinary action.

 F. Financial Disclosure  Financial Disclosure County employees in certain job classifications as
defined in Florida Statutes, Chapter 112, Part 111, are required to file financial disclosure
information forms. This requirement is to ensure that no incompatible conflicts of interest are
present when a public official carries out the responsibilities of his/her office. Compliance with
these requirements shall be considered a condition of continued employment with Broward
County.

 G. Elected Public Office

1. Employees seeking elected public office are not permitted to engage in any activity
related to seeking the office during working hours or in other ways which might constitute
an inappropriate use of County time and resources or lead to the impression that the
County government endorses their candidacy.

2. The prohibition against the use of County time and resources in a campaign for elective
office includes a ban against using County equipment, including vehicles, telephones,
copy machines, inter-office mail, or other equipment owned by the County. The
employee/candidate is prohibited from participation in campaign activities off duty
wearing; a County uniform or driving a County vehicle.

3. The ban also prohibits the solicitation of campaign contributions or in kind gifts to support
the campaign such as soliciting campaign workers or contributions from among County
employees where such solicitation takes place on duty or when such solicitation could be
reasonably construed as having a connection to a real or expected employment decision.
Such potential conflict of interest could arise, for example, when a subordinate is asked to
support the candidacy for elected office of a supervisor when the subordinate depends on
the supervisor's decision making in matters such as assignments, evaluations, etc. The
employee/candidate for public office is responsible to avoid the appearance or the reality
of a conflict of interest between their employment with the County and the outside
candidacy.
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4. The employee choosing to run for elected public office shall disclose his or her candidacy
to the employee's immediate supervisor and the Department, Division or Office Director in
which the person works within 24 working hours of the time the employee becomes an
official candidate by submitting the necessary candidate papers.  Thereafter, the Director
shall meet with the employee to ensure that the rules regarding the avoidance of a conflict
of interest are clearly understood and that any questions the employee has are
addressed.  However, campaign-related activities occurring before official candidacy are
also subject to these restrictions.

5. The employee/candidate may take reasonable steps, with approval by the supervisor, to
minimize the prosect of a conflict of interest.  These steps may include the use of annual
leave, job basis leave if applicable, personal days, work schedule adjustment or unpaid
leave of absence following approval in advance by the supervisor pursuant to County
policies.

6. These limitations and prohibitions are designed to eliminate the possibility of a real or
perceived conflict of interest in the best interest of the employee/candidate and the
County.  If the employee has any questions concerning the applicability of this section, the
person is encouraged to contact their supervisor or Division of Human Resources in
advance in keeping with the positive, conflict prevention intent of this section.

 H. Elected Officials or Managerial-level Employees employing another County Employee 
Any elected official subject to the jurisdiction of the Board of County Commissioners and any
managerial level employee of Broward County, such as Administrator, General Counsel,
Commission Auditor, Department, Division, Office director, shall be subject to the principle of
the County not to knowingly engage or employ, directly or indirectly, the services of another
County employee to perform maintenance or other work on the individual's person or real
property, even though the tools, equipment, or supplies of the County are not involved and the
employee's time is his or her own and he or she is compensated personally by the individual
for time and any other expenses.  Questions regarding this policy should be directed in writing
to the Director of Human Resources.
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I. Policy and Intent  It is the intent of the County to provide procedures for the prompt and
equitable conduct of due process hearings in cases of formal disciplinary action against
regular employees who have successfully completed an initial probation and to aid in the
resolution of disputes between the County and its employees without fear, coercion,
discrimination, or retaliation.  The County desires that both supervisors and employees make
every reasonable effort to resolve problems informally as they arise.  It is recognized,
however, that there will be problems that can be resolved only after a hearing and formal
review of the facts and issues involved.

II. Procedural Guidelines  When an employee files a grievance, it is important that managers
closely follow the Guide for Processing Grievances, Form 102-153, contained in Annex A. 
The Division of Human Resources, Labor Relations Section must be advised and copied on all
grievances and responses.  

NOTE:  Assistance on claims of alleged discrimination should be directed to the Office of
Equal Opportunity.

III. Collective Bargaining Grievance Procedures  For employees whose job classifications are
covered by collective bargaining agreements, please consult the applicable union contract for
the appropriate procedure and grievance form.

IV. Civil Service Grievance Procedure  Employees who are in job classifications that are not
covered by labor agreements, who are not excluded from the Classified Civil Service or
otherwise excluded from filing grievances under the Civil Service Rules, may utilize the Civil
Service Appeal and Grievance Procedures as outlined below.  Such grievances are processed
on Form 102-115. 

NOTE:  Working days, for the purposes of the time limits described in this procedure, shall be
defined for all employees regardless of the assigned work schedule, as Monday through
Friday, excluding holidays.

 
The entire Civil Service Appeal and Grievance procedures are contained in the Civil
Service Rules and can be obtained from the Labor Relations Section in Human
Resources.

NOTE:  Grievances involving an appeal of discharge shall be initiated at Step III by filing with
the Department Director and the Director of Human Resources within ten working days of the
discharge.

 A. Informal Discussion (Step I)  In the event a condition exists that causes a regular non-
probationary employee to be aggrieved, the employee should first attempt to resolve the
matter by discussing the issue informally with his/her immediate supervisor.  If the situation
cannot be resolved informally, the formal process may be initiated as described below.
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 B. Written Grievance Procedure and Division Director Review (Step II)

1. Employee Obligation  When an employee has a "grievance" as defined in the Civil Service
Rules and Regulations which the employee has not been able to resolve with his/her
supervisor or Department, Division or Office Director, he/she may file a grievance by
obtaining a Form 102-115 from the Division of Human Resources Labor Relations Section.  

2. Formal Action  The Form 102-115 must be completed and filed with the Division Director
and the Director of Human Resources subsequent to the date that the employee had
knowledge or could have reasonably been expected to have knowledge of the existence of
the condition of employment that he/she is aggrieved about or the effective date of the
adverse action taken against the employee, consistent with the time limits specified in the
Civil Service Rules.

a. Form 102-115 Completion The employee completes the Form 102-115 in the
following manner.  

(1) Enters his/her name, job class and Department and/or Division, work phone, date of
event giving rise to the grievance, and checks whether or not an informal discussion
was held.  

(2) Enters his/her statement of the grievance including names, dates, locations, and
other pertinent information.

(3) Specifies the requested remedy for his/her grievance.

(4) Lists any specific Civil Service Rules, policies, or procedures alleged to be violated.

(5) Signs and dates this completed section of Form 102-115 and files the form with
his/her Division Director.

4. Division Director Obligation  The Division Director acknowledges receipt of the Form
102-115 by indicating the date received and signing in the space provided.  The Division
Director:

a. Meets with the grievant within seven working days following receipt of Form 102-115;
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b. Renders his/her response to the grievance, signs and dates his/her portion of the
form and returns the Form 102-115 to the grievant within ten working days following
the meeting.

 C. Department Director Review (Step III)  If the grievant is not satisfied with the Division
Director's response, the grievant may then file Form 102-115 with his/her Department Director
within five working days following receipt of the Division Director's response.  The Department
Director:

1. Acknowledges receipt of the Form 102-115 by indicating date received and signs in the
space provided.  

2. Meets with the grievant within seven working days following receipt of Form 102-115.  

3. Renders his/her response to the grievance, signs and dates his/her portion of the form, and
returns the Form 102-115 to the grievant within ten working days following the meeting.

NOTE:  Any grievance involving appeal from disciplinary action shall bypass Step IV
and proceed directly to an Evidentiary Hearing (STEP V).

 D. Personnel Advisory Board Grievance Review and Recommendations (Step IV)  If the
grievant is not satisfied with the Department Director's response, the grievant may, within five
working days following receipt of the response, file the Form 102-115 with the Director of
Human Resources requesting a review by the Personnel Advisory Board (PAB).

The Director of Human Resources acknowledges receipt of the Form 102-115 by indicating
the date received and signing in the space provided.  The Director of Human Resources will
schedule the matter for review on the agenda for a meeting of the PAB within thirty working
days of receipt.  The PAB shall review the grievance and may make non-binding
recommendations to Administration.  The Director of Human Resources communicates such
recommendations to appropriate Department, Division and Office Directors.

 E. Appeal from Disciplinary Action - Evidentiary Hearing (Step V)  If the grievant is not
satisfied with the Department Director's response in STEP III, he/she must then file the Form
102-115, within five working days following the receipt of the response, with the Director of
Human Resources requesting an evidentiary hearing by the Hearing Officer.

Evidentiary hearings will be conducted as soon as practical.  The Hearing Officer will issue a
written Order within ten working days following completion of the hearing.  A decision of the
Hearing Officer is the final step in the County's "Appeal from Disciplinary Action" procedure
provided.  However, the Hearing Officer's decision may be appealed by filing a petition for writ
of certiorari 
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in the Circuit court of the Seventeenth Judicial Circuit in and for Broward County, Florida,
within thirty calendar days after the rendering of the decision.
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I. Medical Exam/Drug Screen Program and A.D.A.  The County firmly supports the intent and
provisions of Title I of the Americans with Disabilities Act (ADA) that prohibits inquires by
employers about an applicant's mental or physical impairment or disability until the employer
has extended a conditional job offer.  The ADA also prohibits employers from requiring an
applicant to take a medical examination, respond to medical inquires or questionnaires, or
provide a medical history before the employer makes a conditional job offer.

The County does, however, have the right to test all applicants for the illegal use of drugs,
because the ADA does not consider tests for illegal drugs to be medical examinations.  The
County may also give physical agility tests, prior to making a conditional job offer, so long as
the test is not a medical examination and the test is given to all applicants in the same job
classification, regardless of disability.  All physical agility tests shall be job related and
consistent with business necessity, meaning that such tests will measure actual physical or
mental fitness or abilities necessary to perform a job.

Although disability-related inquires will not be made at the pre-offer stage, an applicant with a
known disability (applicant volunteers this information or it is obvious) may be asked, at the
pre-offer stage, to demonstrate or describe how s/he would perform essential duties of the job
that are affected by the disability, regardless of whether non-disabled applicants are required
to do so.

The County may condition a job offer on the satisfactory result of a post-offer medical
examination or medical inquiry, if this is required of all job candidates in the same job
classification.  After making such a conditional offer, the County may make health related
inquires or require medical examinations to obtain any information that is relevant to an
applicant's ability to perform a job.  The County may also require a follow-up test or
examination when an initial examination indicates that further information is needed, or to
determine if an applicant with a disability can perform the job without causing a direct threat to
the health or safety of the applicant or others, regardless of disability.   

The County may withdraw a conditional job offer, based on the results of a post offer medical
examination revealing a disability, if the reason(s) for the exclusion is job related and
consistent with business necessity, or to avoid a direct threat to the health or safety of the
applicant or other employees where no reasonable accommodation will enable the applicant to
perform the job without a significant risk to health or safety, or that such an accommodation
would cause an undue hardship on the County.

II. Medical Exam/Drug Screen subsequent to an Offer of Employment

 A. Policy  Prior to actual start of work with the County, all new appointees, except those
appointed to positions classified as Temporary or Student, are required to undergo and pass a
drug screen and to undergo a medical exam that results in no medical disqualification.
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1. Current County employees may be required to undergo and pass a medical exam that
results in no medical disqualification subsequent to initial appointment if, in the judgment
of the Risk Management Division, the change in the nature of duties warrants
reexamination.

2. Risk Management is solely responsible for granting exemptions and/or exceptions to
these requirements.

 B. Exam/Drug Screen Notice and Consent  The medical exam/drug screen requirement is
explained on Job Announcements.  The Application for Employment, Form 102-100, also
contains notice of the requirement.  

1. The notice on the Form 102-100 advises the applicant that his/her signature on the
application expresses the applicant's consent to the medical exam and the drug screen.  If
an applicant refuses to sign the application, the Application Unit will void the application
and will not process it.  If an unsigned application is received indirectly, e.g., by mail, or
drop box, it is voided since processing and computer system requirements do not allow
time for return.

2. The appointing authority is responsible for notifying individuals appointed to positions
excluded from the Classified Civil Service of the medical exam requirement.

 C. Appointment Scheduling  When a candidate has been selected and the background
verification process has been completed, the appointing authority may make an offer of
employment subject to the candidate's satisfactory completion of the medical exam and drug
screen process.  If the candidate indicates tentative acceptance of the offer, the appointing
authority will make the appointment for the exam.

1. If the candidate is a current County employee, the appointing authority will contact Risk
Management to determine if the change in duties necessitates reexamination.  If Risk
Management determines reexamination is NOT needed, a statement to that effect must
be entered in the Remarks section of the appointing Form 102-102 in order for Human
Resources to process the transaction.  

2. If the candidate refuses to undergo the medical exam process, the appointing authority
should complete a Form 102-107, indicating that the individual refused to undergo the
exam as the reason for the objection.  The Form 102-106, Certificate of Eligibles, would
be marked to indicate that an objection to the candidate had been filed.  The Form
102-107 would be sent to Human Resources along with the completed Form 102-106.

 D. Medical Exam Appointment Confirmation, Form 102-160  The following procedures apply
to new appointments and to appointment of current County employees where Risk
Management
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 requires reexamination.  The appointing authority schedules the exam appointment,
completes a Medical Exam Appointment Confirmation, Form 102-160, signs it, and distributes
the copies as follows:

1. The Candidate's Copy  If the candidate is present when the exam is scheduled, the
candidate's copy of the Form 102-160 is given to the candidate with instructions to bring it
to the medical exam.  If the candidate is notified of the appointment by telephone, the
appointing Division will mail the candidate's copy to the candidate.

2. Medical Office Copy  The Medical Office copy of the Form 102-160 is sent to the office
conducting the exam with a photocopy of the applicant's driver's license or other photo
identification.  NOTE:  A second copy of the driver's license is required as part of the INS
I-9 form completion requirements.

3. Division Copy  The Division copy of the Form 102-160 is used to document the results of
the medical exam.  

 E. Exam Appointments not Kept  If the candidate fails to report for the medical exam as
scheduled, the appointing authority will contact the applicant to determine the reason the
applicant failed to keep the appointment.  If, in the judgement of the appointing authority, there
is a compelling reason why the applicant was not able to keep the exam appointment, the
appointing authority may schedule a new appointment.  If this is done, the appointing authority
is responsible for notifying the applicant and Human Resources of the new appointment.

1. If the applicant does not provide a compelling reason for missing the exam appointment
and/or the appointing authority wishes to withdraw the tentative offer, the appointing
authority should notify the applicant that he/she is no longer under active consideration
and notify the Human Resources Action Processing Unit to void the appointment package. 
In this case, the appointing authority should also complete a Form 102-107 indicating that
the candidate failed to complete the medical exam process as the reason for the
objection.  

2. The Form 102-106, Certificate of Eligibles, would be marked to show that an objection to
the candidate had been filed, and the appointing Director would then proceed with the
selection process.  Human Resources will notify Payroll, void the appointment package
and return it to the appointing Division.

 F. Notification of Medical Exam/Drug Screen Results  Medical records are not subject to the
Chapter 119 of the Florida Statutes related to Public Records.  Medical information is private
and confidential and is kept separate from Personnel files.  The exam results conveyed to the
appointing authority here means only whether the candidate was found to be medically
qualified.  
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1. When the appointing authority is advised of the exam results, the appointing Division will
notify the candidate of the outcome.  If the candidate passed the exam, the information is
noted on the Division copy of the Form 102-160 and the form is sent directly to the Human
Resources Action Processing Unit.  Human Resources will then finalize approval of the
102-102 effecting the appointment and will notify Payroll so that Payroll can schedule the
candidate for Payroll processing.

2. If there was a medical disqualification, contact the Division of Human Resources for
guidance.  A candidate's questions regarding medical findings should be referred to the
Occupational Health Section in Risk Management.  If the decision is made to not proceed
with the appointment, the completed Form 102-160 is sent with a Form 102-107 to the
Certification Unit with instructions to revise the notation on the Certificate of Eligibles.

 G. Maintenance of Medical Exam/Drug Screen Reports  The physician's report regarding the
candidate's medical or job status will be kept on file in the Division of Human Resources.  All
medical information or results of any County-required medical examination or inquiry shall be
kept confidential and separate from general personnel files, available only under limited
conditions specified by law.  

 H. Other Medical Exam Findings  If an applicant is evaluated as medically qualified for
employment but the exam reveals possible future medical complications, the examining
physician will include the findings in the medical record and will advise the candidate.

III. Special Medical Examinations  A Division, Office, or Department Director may request that a
medical examination, including drug and/or alcohol testing under certain circumstances, be
scheduled for any employee under his/her jurisdiction, subject to the approval of the Director
of Human Resources.  Contact the Division of Human Resources Labor Relations Section for
assistance on specific cases.

NOTE:  For employees covered under collective bargaining agreements, please refer to
the specific contract.

 A. Non-emergency Examinations

1. Requesting the Examination  To request an examination, the Division Director forwards
a memorandum stating the reasons for the request to the Director of Human Resources. 
The memorandum should include the employee's name, classification, work location, and
a brief description of his/her duties.  The request should further include the reason for the
request and/or a specific description of what is observed in the employee's behavior which
interferes with the employee's job performance.
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2. Division of Human Resources Review  The Director of Human Resources will review
the request and, if appropriate, authorize and coordinate with the Occupational Health
Section of the Risk Management Division to schedule an appointment with a physician. 
The Division of Human Resources will notify the requesting Division regarding the
appointment for the exam.  Expenses incurred shall be charged to the requesting Division
unless otherwise notified.

 B. Need for Immediate Examination  In the event there is an immediate need for drug and/or
alcohol testing because there is reasonable suspicion, as observed by at least two supervisors
if possible, that the employee is impaired in the performance of his/her job duties, the following
procedures should be followed:  

1. Between 8:00 AM and 4:00 PM, Monday through Friday  Please contact the Labor
Relations section to coordinate an appointment.  

2. After hours, on weekends, on holidays, or other days Follow the guidelines below:  

a. The supervisor should contact the Division Director to obtain verbal approval to
order an examination.  

b. The Division Director will contact the Director of Human Resources for authority to
proceed.  

c. If contact with the Division of Human Resources cannot be made, the Division
Director's emergency authorization will be acceptable to Human Resources to
proceed with the order for the examination.  In this case, the Division of Human
Resources must be contacted on the next business day to ensure proper follow-up.

d. The supervisor calls the contracted medical company's telephone number 
When a supervisor receives authorization from the Division Director, he/she should
call the contracted medical company and identify him/herself as a Broward County
Supervisor requiring an after-hours drug/alcohol test.  The contracted medical
technician will inquire about the specific testing circumstances and decide in
consultation with the supervisor which location would be most appropriate to conduct
testing.  Follow the current published memorandum for specific procedures.

e. The supervisor meets with the employee  When a supervisor receives
authorization from the Division Director, he/she should meet with the employee and
explain that the observed behavior is interfering with the employee's ability to perform
his/her job.  The supervisor further explains that in order to determine the cause of
the observed behavior, the supervisor is ordering the employee to accompany the 



Human Resources Procedures
Chapter 12

MEDICAL EXAMINATIONS

Change 21  MAR 30 199812 - 6

supervisor to the agreed upon testing location to test for the presence of alcohol or
controlled substances and to determine if that is the medical basis for the observed
impaired behavior.

The supervisor also advises the employee that the County has the right to demand
such an examination and failure to comply with this lawful order constitutes gross
insubordination and is grounds for discipline, including possible termination. 
Experience demonstrates that most employees in this situation will comply with the
order.  

f. If the employee refuses to comply with the examination order, the supervisor
advises the employee that he/she is now suspended with pay pending disciplinary
action for insubordination.  Ensure that the employee is safely transported home.  In
this situation, please contact Labor Relations as soon as possible.  

g. If the employee agrees to go to the Testing Location  Transport the employee
within two hours of the initial observation of behavior:  

h.. Upon arrival at the Testing Location  Present to the contracted Medical Technician
any written approval for the examination, if it is available, along with the supervisor's
and employee's identification.

i. At the conclusion of the examination  Advise the employee that he/she is to
remain at home on sick leave until further notice.

j. Ensure Safe Transport  Always ensure that the employee is safely transported
home.

k. Follow Up  Follow up with the Labor Relations Section the following business day.

 C. Random Drug/Alcohol Testing Examinations  Random Testing will be performed on
employees in safety sensitive positions as prescribed by federal regulations and County policy. 
Employees covered under collective bargaining agreements should refer to the specific
contract, non-bargaining unit employees should consult with the Division of Human
Resources.

 D. Safety Considerations  In all circumstances, take the necessary steps at the work site to
ensure that an employee behaving in an impaired manner is not endangering the public, other
employees, or him/herself as a result of impaired behavior.
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1. Shall be in accordance with all of the statutes and rules as listed above, including the Civil
Service Rules and Regulations for Classified as well as excluded employees, and shall
not be in violation of Section 1.11(v) of the Broward County Administrative Code.

2. Shall not be with any business entity or any agency that is subject to the regulation of, or
is doing business with, the Division employing the employee except as expressly
permitted by State Law.

3. Shall not be of such a nature as to reasonably require the employee to disclose or use
information gained by his/her official position that is not available to members of the
general public.

4. Shall not carry a significant appearance of conflict of interest for the employee unless
such appearance has been discussed with the County Administrator and has been found
not to be governing in the approval action.

5. Shall not be with another government entity unless it is clearly determined that the nature
of the employment is such that no element of Broward County Government can
reasonably be expected to provide the service of concern gratis in the interest of
intra-governmental cooperation and assistance.

6. Shall not interfere with the efficient performance of regular County duties, and will not
occur during regular or assigned working hours unless annual or compensatory leave is
requested and approved to cover the absence.

7. Approvals are only for a specific employer and type of work and must be renewed if any
change in employer and/or type of work occurs.

8. The County shall have the right to rescind approvals at any time upon written notice.

9. If the employee violates any of the above provisions, including any of the provisions of the
laws or rules, he/she is subject to disciplinary action.
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I. Employee Performance Evaluations  The primary purpose of a performance evaluation is to
express management's job-related opinion to employees as to how well they are performing
their work, the areas in which they can improve their work performance and what corrective
action may be needed to attain satisfactory performance. The County currently uses two
different performance evaluation methods for different groups of employees. These two
methods, the Performance Appraisal (Form 102-101) and the Leadership Performance Review
(Form 102-10113), are discussed in Section III and Section IV respectively.  

II. Types of Evaluations  (All of the following types of evaluations are applicable to the
Performance Appraisal (Form 102-101) and the Leadership Performance Review (Form 102
10113)  

A. Probationary Evaluation  For new-hire or original appointments to Civil Service Regular
full-time or to Civil Service Regular part-time positions employees receive a probationary
evaluation prior to completion of six months of service. New hired employees in positions
excluded from the Classified Civil Service do not receive a "Probationary" evaluation, however,
it is recommended that such employees be evaluated after approximately six (6) months of
employment.  

B. Annual Evaluation  All employees receive an evaluation prior to completion of twelve months
of service in the classification and annually thereafter effective on the employee's anniversary
date.  NOTE: The definition of "Anniversary Date" for the purpose of salary increase
consideration is that date one year from a new appointment or from the effective date of the
last regular salary increase, promotion, or demotion unless the anniversary date is adjusted
consistent with provisions of the Civil Service Rules and Regulations. Performance should be
appraised on an annual basis for full-time employees without regard as to whether or not the
employee is eligible for a salary increase. Anniversary dates for employees who are
temporarily working in a higher classification are not affected by the work out of class. Salary
increases while temporarily working in a higher classification are subject to the maximum of
the pay range of the person's regularly assigned classification and/or the service plateaus the
person may have attained in his/her regularly assigned classification.  Performance appraisals
for employees in Part-Time 20 (PT 20) positions should be completed on the applicable
evaluation instrument at the conclusion of each 12 calendar month period worked. In addition,
the same rules regarding adjustment of an anniversary date due to a Leave of Absence (LOA)
for full time positions, apply to PT 20 positions.  

C. Promotion Evaluations  On promotional appointments for Civil Service positions, Regular
full-time and part-time 20+ employees receive a promotional probationary evaluation prior
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to completion of six months in the classification. Employees appointed to higher level positions
excluded from the Classified Civil Service do not receive a "Promotional" evaluation, however,
it is recommended that such employees be evaluated after approximately six (6) months of
being in the higher level position.

D. Special Evaluations

1. Follow-up Evaluation  A special follow-up evaluation is completed following a period of
correction, for example after ninety (90) calendar days, when an employee receives an
unsatisfactory evaluation with a rating of "Does not meet overall expectations" (Form
102-101 B) or a QPA of 2.5 or below on Form 102-101. The rating period for this
evaluation would be from the month and year of the unsatisfactory evaluation to the month
and year the special evaluation is completed.

2. Mid-Year Evaluation  A special evaluation may be completed when an employee's
performance has deteriorated significantly during the evaluation year. The rating period
for this evaluation is from the month and year of the last evaluation to the month and year
of the special evaluation. Contact the Labor Relations Section for guidance in preparing
this type of evaluation.

3. Informal Evaluation  An informal evaluation is recommended whenever there is a
change in supervision within the Division or before an employee completes a lateral
transfer. The rating period in this case would be from the month and year of the last
evaluation to the month and year of the special evaluation.

4. If a supervisor leaves the Division, he/she should prepare informal evaluations on each
employee under his/her supervision prior to departure. The rating periods in this case
would be from the month and year ofthe employees' last evaluation to the month and year
the informal special evaluations are completed. Informal evaluations need not be
completed on a Form 102-101 or a Form 102-1 01B. They may be in the form of a
memorandum or some other format sufficient to provide a future evaluator with enough
information about the person's performance to be able to complete the next formal
evaluation.

E. Final Evaluations  While the Division Director may waive a Final Evaluation, it is
recommended that, prior to separation, a Final Evaluation be completed for all separations if it
can be completed and reviewed with the employee prior to his/her separation. The rating
period on a final evaluation would be from the month and year of the last evaluation to the
month and year of separation.
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I. Personnel Actions  Personnel Actions Form 102-102, (BC102) are used to process most
personnel transactions.  The 102-102 is an automated form (also referred to as BC102 ON-
LINE) on the INSCI system and the information to effect change must be entered by computer. 
There are only two exceptions -a New Hire/Rehire, and a Lateral Transfer.  The automated
102-102 is divided into an UPPER and LOWER portion.  A sample of the automated 102-102
is contained in Annex A.

It is unacceptable to white-out any information, ANY CORRECTED OR OTHERWISE
ALTERED INFORMATION MUST BE LINED THROUGH AND INITIALED, or it will be
rejected, and the paperwork will be returned to the Division.

 A. Upper Portion 102-102  After retrieving the upper portion of the automated 102-102 to your
computer screen: 

1. In the field ID: type over the XXX-XX-XXXX the social security number of the employee. 
PRESS ENTER key on number pad.

a. The employee's current information will be displayed on the screen.

2. Under the first line of information on your screen, tab over to the field EFF DATE:.  This is
the date the action will be effective; not the date you are entering the information.

3. The fields in the second to sixth lines on your screen are available for entering new data. 
Use the TAB key to reach the starting point for each key. 

4. After entering data in the appropriate fields, press ENTER.  The system retrieves the
corresponding job title, location title, and salary grade which corresponds with the job
code.  VERIFY THAT THIS INFORMATION IS CORRECT and type any necessary
changes in the space below.

5. Copy the Upper Portion of the 102-102 to your WordPerfect system, and combine with the
lower portion of the form, contained in your WordPerfect directory.

 B. Lower Portion 102-102  This portion of the automated 102-102 has been organized into
related blocks.  

1. In line one type the effective date of the action i.e., change, appointment or separation in
the space provided above the action. 

2. In line two type an 'X' in the space provide to the left of the categories which you will
complete based on the action taking place.  If the action involves:
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a. the selection of a candidate from a list of eligibles, type the Certificate Number in
the space provided under the appointment category.  The Certificate Number is
located in the upper right had corner of the 102-106.

b. a Demotion, enter the type of demotion, i.e., Demotion in lieu of layoff, Demotion for
Convenience, etc.

c. a leave of absence, type the dates in the space provided directly to the right of that
category.
NOTE:  a 102-102 must be completed if leave without pay is in excess of forty (40)
hours, or accumulates to forty (40) hours or more in any pay period.

d. a Lateral Transfer, the division the employee is leaving must prepare the automated
102-102, verifying current information, assuring no actions are pending processing,
and completing the release date and division director signature.  The printed 102-102
is forwarded to the hiring division who types new data (i.e. BPN, LGFS Chargepoint,
etc) in the upper portion under current data, attaches any required documentation
and forwards through normal signature process. 

e. a military leave, for annual training and active calls to duty (mobilization) only.  Type
the start date of leave, including reasonable travel time, and expected date of return. 
Attach a copy of the military orders and indicate whether the orders were issued by
federal or state authority.  Failure to obtain orders and process this leave on a 102-
102 will result in denial of leave.

f. a release of an employee, type the name of the receiving division and the effective
date in the space provided.  

g. a probation rejection is processed as an 'Other Separation'.  The remarks section
should state that the employee failed to pass probation.

h. a separation, type the proposed effective date and indicate that the transaction is a
separation.  Indicate the type of separation in the remarks section.

i. a Work out of Class, requires the division to send the completed original and one
copy of the 102-102, prior to the start of the assignment.  

Using an automated Form 102-102 for the employee for whom approval of work in a
higher class is being requested, indicate that the transaction is a Change and 'X'
"Work Out of Class" for the type of Change.  The following information is required and
is entered in the 'Remarks' section of the form.
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1. Date the assignment is to begin
2. Date the higher rate of pay would be effective
3. Projected date of the end of the assignment
4. Job title of the higher classification
5. The name of the employee who held or holds the position to be temporarily

vacated and the budget position number of the position
6. Reason the position is temporarily vacant, i.e., vacation, illness, or leave of

absence coverage, etc.
7. A statement that the Division believes the person to be qualified for the higher

classed work

Human Resources will notify the Division that a request has NOT been approved by
returning the 102-102 without processing.  If Human Resources approves the
assignment, the Form 102-102 will be processed through Payroll to change the
employee's pay rate during the period of work at a higher class.  At the end of the
period of work in a higher class as projected on the 102-102, Payroll will, with the
copy of the original completed 102-102 provided by the Division, return the
employee to his/her regular base pay rate and to discontinue the pay for work in a
higher class.  This means that if the period of work in a higher class expires as
projected, the appointing Division need take no other action.  However, if the period
of work in a higher class ends sooner that projected or if it is required longer than
originally expected, the appointing Division must submit a new Form 102-102
covering the revised period of work.

See the chapter on Classification and Reclassification for a detailed
explanation of Working Out of Class requirements.

 C. New Hire Processing  A new hire is processed on a blank automated 102-102 which the
Division creates by printing and combining the blank upper and lower portions of the
automated 102-102.  The blank 102-102 is created using the computer, WordPerfect screens
and/or copier so that the blank form is reproduced on one piece of paper.  Using a typewriter
the employing agency then fills out the upper and lower portion of the 102-102 as appropriate
and forwards with any necessary documentation attached. 

 D. Completed 102-102 and required documentation  After both parts have been completed
and printed, attach any necessary documentation to the 102-102, obtain appropriate
authorizing signatures, and forward through the signature process.  Attached documentation
for new appointments must include the Background Verification Record 102-142, photocopies
of IDs, Form I-9, and the completed Medical Exam Confirmation 102-160.  It is suggested that
you make a hard copy of each 102-102 until you see the new information in your computer.   
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 E. Processing status of the 102-102  The automated 102-102 provides the ability to confirm
whether or not the action has completed its journey to Payroll by accessing the Upper Portion
of the 102-102 ON LINE.  Using the procedure outlined in section A of this chapter the most
current information processed by Payroll Central can be viewed for an employee.  If the Upper
Portion 102-102 screen contains the new information this is confirmation that the transaction
has been processed.  Please utilize the automated 102-102 for checking processing
status before calling Human Resources or Payroll Central.

II. Timely Processing of Personnel Transactions  Late or retroactive personnel transactions
hurt employee morale and require unnecessary additional staff work.  Therefore, the County
Administrator has stipulated that Department, Office and Division Directors are responsible for
ensuring that personnel transaction documents are completed in a timely manner.  Completion
of transaction documentation should be planned so that it clears the requesting Division,
Office and Department where required, and so that Budget, Human Resources, and Payroll
can complete their review responsibilities in a timely manner as well.

Transactions are considered timely if received in Human Resources no later than the end of
the pay period in which the effective date of the transaction occurs.  The Division of Human
Resources will prepare periodic reports to the County Administrator regarding the number and
source of transactions that exceed this limit.

Retroactive personnel transactions processed by a Division more than six months after
the effective date are required to obtain County Administrator approval prior to
submission to the Division of Human Resources for processing.
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I. Probationary Periods  A probationary period is a limited period of "at will" employment and is
regarded as an integral part of the selection process.  The probation ending date is calculated
by Human Resources.  It will appear on the system-generated Form 102-102 documenting the
appointment transaction.

 A. Classified Civil Service Positions  Employees whose positions or classifications are not
covered by collective bargaining agreements and/or are not excluded by the Civil Service
Rules shall serve a six (6) month probationary period (which equates to either 182 or 183
calendar days). 

1. Time Requirement  A decision to reject, extend or pass the employee's probation must
be made prior to the expiration of the his/her probationary period.  

Important Note:  If an employee's probation is not rejected or extended prior to the
expiration date of the probationary period the employee shall be automatically
granted regular status in the position.

2. Probation Rejection  A probationary employee who receives written notification that
he/she has not satisfactorily completed probation shall be processed as a "probation
rejection".  The written notification may be in the form of a letter or memorandum or a
performance appraisal that results in a QPA of 2.5 or less.  NOTE:  An employee who
receives a formally executed satisfactory performance evaluation cannot be
processed as a probationary rejection.  Divisions should maintain appropriate job-
related documentation of reasons for rejection of probation in their divisional files. 
The Form 102-102 should indicate 'Other Separation'.  The fact that it is a probation
rejection should be noted in the Remarks Section.  NOTE:  Contact Labor Relations in
Human Resources for assistance with probation rejections.

3. Extension of Probation  The Division Director may request an extension of probation
provided the following conditions are met.  The request should be made in writing and
forwarded to the Director of Human Resources.

a. The request is made prior to the expiration of the probationary period.

b. No extension will be granted if the employee has been given a satisfactory overall
rating.

c. An extension may be granted with the clear understanding that the employee will be
counseled on those areas of job performance that are unsatisfactory so the employee
can work on the areas of deficiency.  
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d. An extension is usually from sixty (60) to ninety (90) days.  No extension will be
allowed which would make the total probation period longer than one (1) year.

 B. Bargaining Unit Positions  For those employees whose job classes are covered by collective
bargaining agreements, please consult the applicable union contract.  It is important that the
supervisor refer to the specific article in the labor agreement since length of probation varies
and some agreements do not provide for extension of probation.

 C. Positions Excluded from Civil Service Rules  Employees in positions excluded from Civil
Service serve at the pleasure of the County Administrator.
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I. Public Access to Personnel Record Information  The Personnel records of County
employees are considered to be public records under Chapter 119 of the Florida State
Statutes.  As such, employees' Personnel files are subject to review by the public upon
request.  

II. Exemptions  Chapter 119 of the Florida State Statutes provides a few, limited exemptions to
the requirement to provide public access to information to Personnel records.  Exemption
results in suppression of the person's home address and phone number except where there is
a bona fide work-related need to know, as decided by the Director of Human Resources.  In
addition, Human Resources will take steps to blank out or make unreadable the home address
and phone number on the Form 102-102, Application for Employment, which is part of the
appointment package.

 A. Exemptions are for the HOME ADDRESS, HOME TELEPHONE NUMBER, and
PHOTOGRAPHS of:

1. Active or former law enforcement officers;
2. HRS workers employed by the State whose duties include investigation of abuse, neglect,

fraud, theft, or other criminal activities.
3. Justices of the Supreme Court, District Court of appeals judges, Circuit Court judges, and

County Court judges; and
4. Certified Firefighters.
5. Personnel of the Department of Revenue or local governments whose responsibilities

include revenue collection and enforcement or child support enforcement.
6. The spouses and children of these personnel listed in 1 through 5 above,
7. The names and locations of schools and day care facilities attended by children of

personnel listed in 1 through 5 above.
8. The places of employment of the spouse and/or the children of personnel listed in 1

through 5 above.

 B. The SOCIAL SECURITY NUMBERS of all current and former County employees are
exempted from the provisions of Chapter 119.

III. Public Records Exemption Procedure  To identify those who may be entitled to exemption,
Form 102-170, Public Records Exemption Statement, is distributed by Payroll Central staff to
all new employees when they sign up in Payroll.

 A. Public Records Exemption Statement, Form 102-170  The 102-170 contains a description
of the circumstances under which the employee may be eligible for exemption.  If the person
believes an exemption applies to his/her situation, the person completes Form 102-170,
indicating under which category and with what standing the exemption may apply.  The
employee returns the completed Form 102-170 along with documentation that substantiates
his/her claim to Human Resources where the request is reviewed.

1. Approval of the Exemption  Human Resources staff reviews the Form 102-170 and
documentation presented.  If the situation appears to meet the criteria for exemption
under chapter 119, Human Resources will approve the exemption.  Human Resources will
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return a copy of the Form 102-170 to the employee, acknowledging approval, and will file
the original in the Personnel folder to document the approval of the request for exemption. 
Human Resources will send a copy of the Form 102-170 to Payroll, authorizing Payroll to
identify the person in the HR/Payroll/INSCI system as entitled to the exemption.  

2. Exemption Requests that are NOT Approved  If the person's situation does not appear
to meet the criteria for exemption or if the person does not provide acceptable
documentation substantiating his/her claim for exemption, Human Resources will not
approve the exemption.  Human Resources will return a copy of Form 102-170 to the
employee, indicating the reason for disapproval, and will file the original in the Personnel
folder to document the outcome of the request for exemption.

Employees whose request for exemption is denied may appeal the decision to the
Director of Human Resources by indicating the basis in Chapter 119 for their appeal
and/or by providing acceptable documentation which substantiates the request.

 B. Personnel Records Maintained by Employing Agencies  Records related to employment
that are maintained by the employing agency are also subject to Chapter 119.  This means
that agencies must be careful to control access to home addresses and phone numbers of
employees whose requests for exemption have been approved.  Human Resources will advise
agency when a request for exemption has been approved. 

IV. Employment References  Requests for employment references for former employees can
present various issues of concern for any employer, including County government.  The official
personnel files and records are maintained by the Division of Human Resources; and,
accordingly, employment inquires should be directed to the Division of Human Resources.  By
directing all employment inquiries to the Division of Human Resources, the County will be able
to maintain control as to the accuracy and nature of the information, but will also provide a
great deal of consistency between the references given.  Secondly, it should serve to reduce
or limit the potential for legal action against the individual providing the information, as well as
for the County and any of its divisions.

 A. Verification of Information  As a general rule employment references are limited to certain
designated information.  Human Resources will not offer or provide any employment
information in response to an employment inquiry over the telephone.  However, they will
verify information the inquirer possesses and requests verification of.  This employment
verification consists of the following:

1. Date of hire;
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2. Position hired into;
3. Date employment ended; and
4. Position and salary held at time of separation.

 B. Additional Information Required  Should there be a request for additional information as to
the former employee, the inquirer is referred to the individual's official personnel file subject to
provisions described previously in this chapter.

 C. Information provided outside Official Personnel file Prohibited Under no circumstances
should information of an editorial nature, nor any information which is no contained within the
former employee's official personnel file, be given to anyone making an employment inquiry. 
Not only would providing such information expose the individual and the County to potential
liability, but it is not fair to the former employee.  In each and every situation, the goal is to be
brief, and most of all, factually accurate.

V. Policy On Tape Recording of Meetings  A meeting may not be tape recorded unless all
individuals participating in that meeting consent to the tape recording.  This does not apply to
public meeting covered by the sunshine law; consequently, such meetings will not be covered
by the policy.



RESTITUTION WHEN EMPLOYEE
DAMAGES COUNTY PROPERTY

Human Resources Procedures
Chapter 19

Change 21  MAR 30 199819 - 1

I. Employee Restitution for Damages to County Property  All County Departments, Divisions
and Offices shall use the following procedures in matters relating to employee restitution.

 A. Restitution Procedures  If a County employee, through his/her negligence, causes damage
to County property and the County and employee agree to restitution as a form of settlement,
the following policies and procedures shall apply.

1. When contemplating restitution as the sole form of disciplinary action, in conjunction with
other forms of disciplinary action, in lieu of termination, or in the settlement of a grievance,
consult the Division of Human Resources Labor Relations Section for specific guidance
regarding past practice in similar situations, the severity of the proposed disciplinary
action, and possible alternative action/s to consider prior to making any decision.

2. All supervisory personnel and the Division of Human Resources shall consult with the
Office of County Attorney as to any agreement for employee restitution.  The Office of
County Attorney shall prepare a written agreement which shall be signed by the
employee, setting forth the details regarding the employee restitution.

 B. Restitution Agreement  Unless otherwise approved by the County Administrator, any
agreement for employee restitution shall contain the following minimum terms and information:

1. Restitution shall be completed within twenty-four months.

2. The restitution agreement shall include the total amount due, the amount to be deducted
from each biweekly paycheck, the employee's signature authorizing the deduction and a
notation of the account to which the employee restitution is to be applied.

3. A provision shall be included in the restitution agreement that provides if the employee
leaves Broward County employment for any reason prior to repayment, the employee
agrees to assume full liability for any remaining balance due.

 C. Completion of Restitution  Upon completion of the employee restitution agreement, it shall
be forwarded to Accounting Division to initiate the necessary payroll deduction.

 D. Restricted Use  It is the policy of Broward County to utilize employee restitution as an
extraordinary remedy.  Use of employee restitution is not encouraged and wherever possible,
more traditional methods of personnel management should be utilized.
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I. General Procedure - Separations

 A. Processing  Separations are processed on an automated Form 102-102.  See the chapter on
Personnel Actions in this handbook.   A copy of Form 102-102 is located in Annex A.  

 B. Return of County Property  Upon separation, all employees are required to return all County
property, keys, uniforms, identification, etc.

 C. Revocation of Pass Words  Any computer or security access should be revoked
immediately.

 D. Separation Package  Typically consists of a Form 102-102 Personnel Action; a Form
102-110, Employee Clearance Notice; and a copy of the employee's written notice of intent to
resign or leave County employment if applicable.  If a final Performance Appraisal, Form
102-101, is completed before the date of separation, it can be attached to the separation
package.

II. Types of Separations 

 A. Resignations  An employee is expected to give written notice of intent to resign at least
fourteen (14) calendar days prior to the proposed date of separation.  Failure to give fourteen
(14) calendar days notice may result in denial of re-employment eligibility.  Notice of
resignations once accepted may not be withdrawn without specific approval by the appointing
authority.

1. A written notice of resignation should include a statement as to the reason for the
resignation, e.g., relocation, marriage, divorce, another job, family illness, personal illness,
attend school, travel, etc.  The supervisor should initial and date the notice when it is
received.  It is recommended that the Division give the employee written acknowledgment
that the resignation has been accepted, and keep a copy for the divisional file.  A copy of
the written notice should be sent with the system-generated Form 102-102 effecting the
separation and the reason given for the resignation must be entered in the "Remarks"
section of the Form 102-102.

2. If the employee gives only a verbal resignation, or if the resignation is given through a
third party, the supervisor should give verbal acknowledgment that the resignation has
been accepted, and attempt to obtain a written statement confirming the resignation from
the employee or the third party.  The Division should send written acknowledgment of its
acceptance of a verbal resignation to the employee, and keep a copy for the divisional file. 
The circumstance under which the information was obtained, the reason for the
resignation, and the source of the information should be entered in the Remarks section
of the Form 102-102.
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3. Separation by mutual agreement is processed as a resignation.  Such separations
should be handled on a case-by-case basis.  Contact Labor Relations in Human
Resources for assistance.  

4. Place on Paid Leave  When it is determined by the Director of Human Resources and the
applicable agency director that it is not in the best interest of the County for an employee
who has tendered his/her resignation to continue working until his/her effective date of
separation, the employee may be placed on paid leave until the effective date of the
separation, not to exceed fourteen (14) calendar days.

 B. Retirement  This descriptor applies only when the employee is eligible for and has applied for
benefits under the Florida Retirement System (FRS).  Payment for 50% accumulated unused
sick leave, up to a maximum of 960 hours would be made only if the employee has otherwise
completed ten years' credited service under the FRS, and receives retirement benefits. 
Unless this condition is met, i.e., the employee is able to retire under the Florida Retirement
System, separations in which the employee gives 'retirement' as the reason for the separation
would be treated as a resignation.

An employee is expected to give written notice of intent to retire at least fourteen (14) calendar
days prior to the effective date of separation.  Attach a completed Form 102-101, Performance
Appraisal (if completed prior to separation), and the employee's letter of intent to retire to the
automated Form 102-102 effecting the separation.  See the Performance Appraisal chapter for
discussion of final evaluations.  

 C. Layoff is a separation when management determines it is necessary to abolish a position
because of lack of work, funds, or other reasons that are not related to fault, delinquency, or
misconduct on the part of the employee.  The following procedures apply to layoff or reduction
in force.  The terms layoff and reduction in force are used interchangeably in this section.

The following discussion applies to employees in classifications that are not covered by
collective bargaining agreements.  For employees whose job classifications are covered
by collective bargaining agreements, please consult the applicable union contract.

1. Notice of Impending Action  The need for a reduction in force is determined by a
Department, Division or Office Director in consultation with the Office of Budget and
Management Policy.

a. The Department, Division or Office notifies the Office of Budget and Management
Policy and the Division of Human Resources of the effective date of the impending
layoff and specifies which classifications and how many positions will be affected by
the action.  Notification to the Office of Budget and Management Policy must be 
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provided at least twenty calendar days prior to the effective date of the layoff and
should include a statement of the reasons for the layoff.

b. The Division of Human Resources will then determine which employees are
potentially affected by the action based on consideration of length of continuous
County service and class series within the Division, and will provide the names of the
affected employees to the Department or Division Director.  The Department or
Division should discuss the impending action with the affected employees and is
responsible for preparing the Form 102-102 Personnel Action, where layoff actually
occurs.  The Division of Human Resources will also notify the employees affected by
the layoff in writing of the anticipated layoff at least 14 calendar days prior to the
effective date of the action.

2. Determinants of Layoff Order

a. Length of Service  For the purpose of determining which employees within a
Division might be affected by a layoff, length of County service is defined as
uninterrupted employment in the Classified Civil Service with the following
stipulations:

(1) Credit toward continuous length of service will not accumulate during periods of
layoff, authorized or unauthorized leave of absence without pay, or suspension
without pay.  However, employees returning to County service within one year of
being laid off will be credited with the County service they accumulated prior to the
layoff action.

b. Classification Series  For the purpose of determining layoff order, classification
series is defined as a specific grouping of class titles according to related job duties
and responsibilities, e.g., Auditor I, II, III, and IV.  

c. Layoff Order  Layoff will be by Division, by class series, by total County service as
defined above, and limited to within a grant funded program, if applicable.

3. Displacement ("Bumping")  Regular, merit system employees affected by layoff may
displace an employee in their Division with less County service, subject to the following
stipulations:

a. The employee displaced must be in an equal or lower classified position in the same
classification series.  Consideration of positions for displacement must be made in
consecutive order from higher to lower classification within the class series, 
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beginning with equivalent level positions, until an employee with less County service
is encountered, and

b. The displacing employee must be found to be qualified to perform the duties of the
position based on relevant selective certification requirements, and 

c. Ultimately, if displacement occurs, the employee in the lowest classification in the class
series with the least County service must be the one to be displaced.

4. Placement in Positions Outside the Class Series  The Human Resources Division will work
with employees affected by the layoff to attempt to place them in other positions for which they
are qualified.  Assistance may include counseling, scheduling for testing, setting up interviews,
or assisting with the Open Filing process in order to place the employees' names on various
registers.  In any event, for placement in a job class series other than the series in which the
person is currently employed, the person must qualify for placement by successfully
completing the exam process for the new classification.  

A new Form 102-100, Application for Employment, may be required to assess the person's
present qualifications for placement purposes.

5. Demotion in Lieu of Layoff  If an employee accepts a demotion in lieu of layoff, the pay rate
on appointment to the new position will be recommended by the Department or Division
Director but will not exceed the employee's current rate of pay or the pay range for the new job
class.  Pay rate recommendations are subject to the approval of the Director of Human
Resources.  The appointment is also subject to satisfactory completion of a six month
probationary period if it is to a job class not in the employee's present job class series.

6. Processing Personnel Action Forms  An automated Form 102-102 would be used.  How the
Form 102-102 would be processed in these instances is determined by the nature of the
action.  In addition to the information required on all transactions,

a. Demotion  If the action results in appointment to a classification with a lower maximum
salary, or would otherwise be considered a demotion in accordance with these rules, the
action would be processed as a Demotion using a system-generated Form 102-102 for
the employee.  

b. Lateral Transfer  If the action results in appointment in the same job classification, but in
another Division, the receiving Division would call the current employing Division to obtain
a copy of the person's system-generated Form 102-102.  This copy of the Form 102-102
would be processed as a 'Transfer', using the Change section and the words, "Transfer in
lieu of layoff", would be entered in the Remarks section.
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c. Parallel Appointment  If the action results in appointment to a different classification but
which has the same maximum salary as the original position, a system-generated Form
102-102 would be processed as a "Special Action" using the Change section and the
words, "Appointment to a different job class in lieu of layoff", would be entered in the
Remarks section.

d. Promotion  If the action results in appointment to a classification with a higher maximum
salary, or would otherwise be considered a promotion in accordance with these rules, a
system-generated Form 102-102 would be processed as a "Promotion" in the Change
section.  The promotion will approved only if the employee is in the top five on the eligible
list at the time of appointment.

e. Separation  If an employee cannot be placed in another position and is laid off, a
system-generated Form 102-102 would be processed as a Layoff in the Separation
section.

7. Preferred and Re-employment Lists  The name of a person separated as a result of layoff
may be placed on a Preferred Re-employment List.

a. Placement on a Preferred Re-employment List is for:

(1) A period of one year from the effective date of layoff, and

(2) For a given classification, the order of names on the list will be based on length of
County service.

b. Appointment from a Preferred Re-employment List is:

(1) Mandatory upon the County when the employee's name is certified to the Division from
which employee was laid off, subject to any selective certification requirements; 

(2) Discretionary when referred to other County Divisions.

c. Pay rate upon appointment from a Preferred Re-employment list to the same Job Class
and in the Same Division, the pay rate will be the same as he/she was receiving at the
time of layoff.

8. Eligibility for Merit Consideration  The employee will be eligible for merit increase
consideration after working the equivalent of one year of full-time service from the date of the
reappointment.  
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9. Changes to the Layoff Order  If the County Administrator determines, upon the
recommendation of the Director of Human Resources, that an employee possesses special
knowledge, specific skills and qualifications that make the employee essential to the effective
operation of the organization the order of layoff can be changed.

 D. Deceased  Earned wages and accrued paid leave will be paid consistent with applicable rules to
an employee's beneficiary in accordance with Florida State Statutes.  See the Accounting, Payroll,
and Tangible Property Procedures Handbook for a discussion of death benefits.  The date of
separation is the date of death.

 E. Dismissal is a separation for just cause.  For proper handling of this type of separation, please
refer to the Chapter on Corrective Action.  For assistance with Dismissals, contact Labor Relations
in Human Resources.

 F. End of Assignment  This section is used to effect separations due to the expiration or completion
of the person's assignment, e.g., 

1. On completion or expiration of a temporary assignment.

2. When a limited term assignment ends and the regular employee returns to work.

3. When a candidate, appointed on a provisional basis, is not selected to fill a position on a
regular basis.

 G. Disability Separation

1. Disability separation generally means the separation of an employee as a result of a
permanent physical or mental condition that exists which causes the employee to be unable to
perform the duties of the position for which he/she was hired, or which makes the employee a
direct threat to him/herself or to others on the job.

a. Disability leave is not a separation and may be granted when an employee's impairment
is of a temporary nature or otherwise is not a disability protected by the provisions of the
ADA.  Supplemental Disability Leave refers to part of the Workers' Compensation
procedure and is granted in connection with a work-related injury.  Disability leave is
discussed in greater detail in the chapter on Attendance and Leave.  

2. Disability Separation Procedure

a. Always counsel with the employee, the Labor Relations Section of the Division of Human
Resources, and Office of the ADA Coordinator if the employee has a disability 
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protected by the provision of the ADA.  In most cases where a disability separation is
necessary, the employee will be covered by the ADA (an ADA Determination has been
made by the ADA Coordinator) and attempts to accommodate the employee's functional
limitations have been well documented.  However, if there has been no ADA
determination made for the employee and/or attempts to accommodate have not been
documented, contact the Office of the ADA Coordinator before proceeding.

Note:  If an impairment is of a temporary nature or otherwise not a disability as defined by
the ADA (as documented in an ADA Determination) consult the Leave policies and
procedures outlined in the chapter on Attendance and Leave.

b. If the employee has a disability as defined by the ADA (an ADA Determination has been
made), consult with the ADA Coordinator to ensure that attempts to accommodate and/or
reassign the employee are thoroughly documented before proceeding.  In accordance
with the ADA, an employee cannot be separated from County service on the basis of
disability, until no reasonable accommodations are available to enable the employee to
perform the essential functions of her/his position, or the accommodations would
constitute an undue hardship.  In addition, the County must have no vacant positions
available for which the employee is qualified for reassignment as an accommodation.  If
reasonable accommodations can be provided, or a vacant position is available for
reassignment, and there is documentation that the employee has declined to accept the
County's attempt to accommodate the employee or the employee has failed to cooperate
or provide necessary assistance in the accommodation or reassignment process, then the
employee may be separated from County service and the form 102-102 is processed as
an "Other Separation" and "Disability Separation" is entered in the Remarks section.

 H. Other Separations

1. Loss of Job Requirements  Some job classes, such as registered nurse and registered
engineer, require special licensing.  Many classes require possession of a Florida driver's
license or a Commercial driver's license, and a County driver's permit.  An employee whose
job requires possession of a valid license, certificate, or similar requirement is subject to
separation if such license or certificate is revoked or is not maintained.  Upon sure knowledge
that the employee no longer possesses the job requirement, notify the employee of the
intended action to separate him/her from employment.  In some instances, upon approval of
the Director of Human Resources, the employee may be placed in another position that does
not require the special license/job requirement.  If alternative placement cannot be made and
the employee is to be separated, consult with the Division of Human Resources before
initiating the terminating Form 102-102.  In most cases, the Form 102-102 would be processed
as a dismissal with a note regarding the circumstances entered in the Remarks section.
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2. Probation Rejection of an employee's probation is processed as an 'Other Separation' on a
system-generated Form 102-102.  A Form 102-111 is not required.  The remarks section of
the Form 102-102 should state that the employee failed to pass probation.  Refer the chapter
on Probations.

III. Exit Interview  The Division of Human Resources mails a Form 102-109, Exit Interview Form, to
all employees separating from County service.  A copy of Form 102-109 is located in Annex A. 
Human Resources reviews returned forms and any apparent problems are reviewed with
appropriate parties.  If the employee requests an in-person exit interview, either before or after
separation, it is ordinarily granted.

IV. Employee Clearance Notice, Form 102-110  In addition to a Form 102-102 and final Form
102-101, Performance Appraisal, the Employee Clearance Notice, Form 102-110, is completed for
all separations.  The Form 102-110 is also used to document return of property when an employee
transfers to a different unit.  The following instructions are provided to assist in completion of the
Form 102-110.  A copy can be found in Annex A.

1. Enter the name of the employee and the name of the Division or Office, indicate the nature of
the action, i.e., transfer or termination, enter the effective date of the action.

2. Check the property items involved and indicate whether all property has been returned.  If
necessary, describe arrangements for return of County property.

 
3. If applicable, enter the address to which the final pay check is to be mailed.  The requesting

Division should make a note of the address for follow-through upon receipt of the final check.

4. Enter the name and title of the person responsible for handling the return of property.  Date the
form.

5. Attach the completed form to the Form 102-102 effecting the transfer or separation.
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I. Sexual Harassment in the Work Place

 A. Policy  It is Broward County's policy that all employees should be able to enjoy a work
environment free from all forms of discrimination, including sexual harassment.  Sexual
harassment is a form of misconduct which undermines the integrity of the employment
relationship.  No employee -either male or female- should be subjected to unsolicited and
unwelcome sexual overtures or conduct, either verbal or physical.  Sexual harassment does
not refer to occasional compliments of a socially acceptable nature.  It refers to behavior which
is not welcome, which is personally offensive, which debilitates morale, and which, therefore,
interferes with our work effectiveness.  

Such conduct, whether committed by supervisors or non-supervisory personnel, is specifically
prohibited.  This includes:  repeated offensive sexual flirtations, advances or propositions,
continued or repeated verbal abuse of a sexual nature; graphic or degrading verbal comments
about an individual or his or her appearance; the display of sexually suggestive objects or
pictures; or any offensive or abusive physical contact.

In addition, no one should imply or threaten that an applicant or employee's "cooperation" of a
sexual nature (or refusal thereof) will have any effect on the individual's employment,
assignment, compensation, advancement, career development, or any other condition of
employment.  

Broward county has an obligation to take prompt remedial action in response to employee
complaints of sexual harassment.  It is important that managers and supervisors remain
conscious of this obligation and encourage proper behavior in the work place.  

1. Every supervisor who becomes aware of a complaint or allegation of sexual harassment is
directed to convey that information within 24 chronological hours to the Director for the
Division or Office in which that supervisor works.  That Director, in turn, will immediately
advise the Department Director who will advise the Director of the Office of Equal
Opportunity.  The Director of the Office of Equal Opportunity will take charge of the case
and notify the Director of Human Resources as appropriate.

2. The Office of Equal Opportunity is the agency responsible to investigate specific
complaints filed by employees or applicants for employment.  When OEO completes an
investigation, and prior to a report and recommendations being finalized, the Director of
OEO will convene an executive review group to receive and evaluate the results and
recommend follow-up management actions to the County Administrator.  The group will
consist of the Director of OEO, Director of Human Resources, Assistant to the County
Administrator, a representative of the County Attorney's Office and the Department
Director.



Human Resources Procedures
Chapter 21

SEXUAL HARASSMENT PROHIBITED

Change 21  MAR 30 199821 - 2

3. The Division of Human Resources will be available for immediate advice and assistance
to managers throughout the organization concerned about circumstances which could
relate to sexual harassment in the organization, including preventive, as well as corrective
measures.

4. The County's sexual harassment prevention, and awareness training will be enhanced by
a requirement that such training be mandatory for attendance by all supervisors and
managers in the organization.  At least annually, a refresher program for all such
employees who have previously attended will also be mandatory.  Records will be
maintained by the Division of Human Resources reflecting attendance.  A periodic
executive briefing conducted by Directors of OEO and Human Resources will be provided
to the County's top managers to further increase awareness and education about the
importance of this policy.

 B. Avoiding Gender Bias  The following is excerpted from the 'Court Conduct Handbook;
Gender Equality in the Courts', published jointly by the Supreme Court of Florida and the
Florida Bar.  The Handbook was designed to eliminate gender bias in the legal system. 
Abiding by these principles makes good business sense in that they deter conduct which could
be construed as sexual harassment, and they will foster a professional environment and
positive public image in Broward County.  

1. Address both women and men in the same formal or professional manner.  Women are
sometimes addressed informally while their male counterparts are addressed in a formal
manner.  This differential treatment is inappropriate in the County work place.

2. Address mixed groups of women and men with gender neutral inclusive terms.

3. Terms of endearment and diminutive terms do not belong in work place interactions. 
Terms of endearment and diminutive terms can demean or offend even if the speaker
does not intend to do so.

4. Avoid comments on physical appearance as they can divert attention from the business at
hand, possibly undermining the subject's effectiveness.

5. Jokes and remarks with a sexual content, or jokes and remarks that play on sexual
stereotypes, are inappropriate in the work place.

6. Comments, gestures, and touching that can offend others or make others uncomfortable
are inappropriate in the work place.

7. Treat each with equal dignity, mindful of their professional accomplishment.
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I. Unemployment Compensation Basic Procedure

 A. Eligibility  Former employees, employees who have been suspended without pay, or
employees who are on leave without pay may file for unemployment compensation with any
unemployment office in Florida or with an office in another state.  The laws governing the
County's liability for unemployment are complex.  The County is a "reimbursable" employer
which means that the County reimburses the State unemployment compensation fund, dollar
for dollar, for any benefits the State determines are due and are paid.  An improper or
inaccurate response to the initial claim may materially affect the original determination of
liability.  Accordingly, it is important that unemployment compensation claims be handled
properly and promptly.

 B. Relationship to Probation Period  Most former employees will generally be eligible for
benefits for a period of time equal to one-half of the time they have worked, up to twenty-six
weeks, unless their separation was by resignation or for misconduct.

While the County's probation period for most job classes is about six months, if it appears that
a new employee will not satisfactorily complete the probationary period, separation action
should be taken as soon as possible.  Failure to do so results in the County becoming liable
for unemployment benefits, or separation settlement, which is a substantial penalty to pay for
six months of unsatisfactory work performance.

 C. Notice of Claim  Although the Division of Human Resources serves as the central source for
unemployment information, notice of the claim is mailed to the address supplied by the former
employee.  Consequently any County office or work location may receive notice of an
unemployment claim.  Upon receipt of any type of unemployment claim form (there are
several), the Division of Human Resources should be immediately notified by phone and the
unemployment claim form forwarded to the Division of Human Resources.

1. When the Division of Human Resources receives a claim form, it logs in the claim and
researches the records to determine the response to be provided.  Such research may
include further review of the circumstances of the separation with the supervisor of the
former employee.

2. The Division of Human Resources will complete, sign, and return the claim form to the
Unemployment Compensation Office, or take whatever other action appears appropriate.

3. The State reviews the information received from the County, makes whatever legal
judgments which to them seem appropriate, and issues a determination regarding the
claim.  A copy of the determination is mailed to the County.  As with the initial claim, if a
notice of determination is received by a user division, notify the Division of Human
Resources immediately by phone and forward the determination to the Division of Human
Resources.
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II. Appeals

 A. General Appeals Process  Appeals are heard in an administrative law setting before an
Unemployment Compensation Appeals Referee.  The participants are sworn and testimony is
taken under oath.  While the hearings are held in an informal manner, the Unemployment
Compensation law, (Florida Statutes, Chapter 443), procedures, and rules of evidence are
sufficiently complex as to require the attention of one person, a Hearings Officer.  The Director
of Human Resources will designate a member of the Division of Human Resources staff to
represent the County at unemployment compensation claim hearings.

 B. County Procedure  Any determination of benefits payable will be reviewed by Human
Resources to ascertain if the State decision appears appropriate and consistent with the
circumstances of the situation.  Such review may include further contact with the former
employing division to determine the specific reasons for a separation.  Any separation for
cause must be documented.  

1. If it appears that the State made a questionable benefits determination, Human
Resources will appeal the decision through a letter of appeal which states the County's
position.

2. The State responds to an appeal letter with a scheduled hearing date, time and location
before an Appeals Referee.  Generally, prior to the hearing date, a pre-hearing
conference will be held between the Director of Human Resources and employing Division
staff.  At such time, the facts of the situation will be reviewed and it will be determined
which witnesses will be necessary and what testimony is required.

3. The hearing will be attended by the Human Resources staff and any other required
witnesses.  As a general rule, the Human Resources staff will present the County's case,
with employing Division staff as witnesses, but Division staff may on occasion be called
upon to make a direct presentation of the case.  Hearings are ordinarily scheduled to last
for one hour.

4. Upon conclusion of the hearing, the Referee will take the evidence submitted into
consideration and will render a decision in writing, a copy of which is forwarded to the
County at the address supplied at the hearing.  If such decision is adverse to the County,
it becomes final and benefits are paid unless the County further appeals to the State
Unemployment Appeals Commission, Tallahassee.

5. An appeal to a determination of benefits may be made by either the former employee,
claimant, or by the employer, Broward County.

III. State Level Review  Decisions of the Appeals referee are reviewed by the Director of Human
Resources and if appropriate, further appeal to the State level may be made by letter which
states the reasons for the appeal.  A State level appeal review usually consists of a review of
the existing 



Human Resources Procedures
Chapter 22

UNEMPLOYMENT COMPENSATION

Change 21  MAR 30 1998

documents and tapes from the appeal hearing plus any new appropriate written evidence or
any pertinent information that was unavailable during the hearing.  Generally, State level
appeals must indicate why it is felt that the Appeals Referee erred.  Any employing Division's
request for appeal to the State level will be reviewed in this light.

1. State level appeals may be initiated by either the claimant, the former employee, or by the
employer, Broward County.

2. If a ruling of the State Unemployment Appeals Commission is considered incorrect, the
final recourse in a case is to file in court.
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I. Policy Opposing Workplace Violence

A. Purpose.  To clearly set forth Broward County’s opposition to violence or the threat of
workplace violence and County policies for reporting, preventing, and reducing workplace
violence risks.

B. County Policy.  It is the County’s policy to maintain a workplace free from violence or the
threat of violence by any employee, customer, vendor, or members of the general public.  It is
the goal of the County to provide a workplace which is safe and free from attacks, harassment,
property crimes, threats, or acts of violence.  Nothing is more important to Broward County
than the safety and security of its employees and residents.  Opposing workplace incidents
involving violence or the threat of violence is a top organizational priority for Broward County. 
Enforcing and supporting this policy is a shared responsibility between the County and every
County employee.  Every employee is expected to understand this policy, report acts or
threats of violence, and cooperate with County officials in policy enforcement.

The County is committed to taking reasonable steps to reduce the risks of workplace violence
and to provide a coordinated, prompt and effective response to such incidents. These
incidents are among the most serious faced by managers.  Reported threats, threatening
behavior, or acts of violence against employees, residents, or other individuals by anyone on
County property or work sites will not be tolerated or ignored.  All employees, and especially
managers, law enforcement personnel, and employee organization representatives are
obligated to act individually and collectively to prevent, defuse, or mitigate actual or threatened
violent behavior at work.  Violations of this policy by County employees will lead to serious
disciplinary action which may include dismissal, even following a first offense.  The County is
also committed to full cooperation with law enforcement agencies to support criminal
prosecution of anyone within or outside of the organization who commits violent or threatening
acts against County employees. 

C. Ban on Deadly Weapons
1. Possession, use, or threat to use a deadly weapon, including but not limited to, all

firearms and explosive devices, by employees is forbidden at any County job site, on
County-owned, leased or rented property, in County vehicles, or in private vehicles parked
on County property.  An exception will exist when possession or use of such a weapon is
a necessary and County-approved requirement of the job, such as with law enforcement
officers.

2. For the purposes of this policy, a “deadly weapon” is defined to include all firearms, such
as handguns, rifles and shotguns.  The term also includes any explosive devices.  Other
objects or tools such as knives or other cutting utensils, bows and arrows, bats, 
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brass knuckles, mace, pepper spray, tear gas, or tools such as axes, screwdrivers,
hammers, etc. may be considered deadly weapons when, in the County’s judgment, these
objects are brandished or used in a violent, threatening, aggressive, or offensive manner
in relation to the facts of a given situation.

3. The County may request the cooperation of an employee in agreeing to the conduct of a
search of personal property such as packages, briefcases, purses, and similar containers
as well as private vehicles parked on County property if the County has reasonable
grounds, such as credible reports of witnesses, to believe that an employee may be in
violation of this policy.  Unattended packages and containers such as those described
above are subject to removal by law enforcement personnel when they are felt to be
suspicious in nature and possibly dangerous.  Employees may be asked or directed to
remove personal property from County property should the employee be unwilling to
agree to a search.  Refusal to comply with an order to remove the personal property from
County property may result in disciplinary action.

4. It is the County’s policy to strongly enforce this ban on weapons at work. Possession of a
deadly weapon, even without its actual use, is a violation of County policy.  Severe
disciplinary action, including termination, is a possible consequence of violating this
policy, even following a first offense.

5. County supervisory and managerial employees have the right to enter or search County
property with or without prior notice.  County property includes desks, lockers (even with
a privately owned lock), and office equipment, such as copiers, fax machines, computers,
phones, and e-mail.  Employees are hereby notified that they should have no
expectations of privacy in terms of searches of County property including computer hard
drives.  All are subject to monitoring by the County and any misuse in connection with an
act or threat of violence may be used in support of disciplinary action or criminal
prosecution, even following a first offense. This property is to be used only for the
conduct of County business.

D. Restraining Orders & Injunctions.  Employees may sometimes be involved in domestic,
neighbor or other disputes which may lead to the granting by a Court of injunctions,
restraining orders, and other Court Orders limiting the behavior of a person in relation to the
employee.  In order to help the County maintain the safest possible work environment,
employees should seek to include their work locations as well as their residence addresses in
such Court Orders.  

Employees are strongly encouraged to inform the Director of Human Resources as well as
their supervisors immediately upon the issuance of any such restricting Court Orders and
provide a copy of the Order to the Director of Human Resources.  Even in the case where an



Human Resources Procedures
Chapter 23

POLICY OPPOSING WORKPLACE VIOLENCE

Change 25  AUG 09 200023  -  3

employee has not secured a Court Order, but has reason to fear for her or his personal
safety, reporting of these concerns to the supervisor and the Director of Human Resources is
strongly urged.

It is not possible for there to be any guarantees of complete safety for the employee. 
However, the agency can best assist in reducing unnecessary risks if the existence of
Restraining Orders is made known as described above.

E. Disclosure by Employees of Convictions, Guilty Verdicts, or “No Contest” Pleas. 
Employees who plead guilty, or nolo contendere (i.e., “no contest”), or who are convicted of
felonies or misdemeanors, other than minor traffic infractions, are required to disclose this
information to their Department Directors and to the Director of Human Resources within five
calendar days of the date of the Court action.  This disclosure requirement applies even if the
action took place in another State.

F. Critical Incident Coordinator.  The Director of Human Resources is designated as the
County’s Critical Incident Coordinator and is responsible for the coordination of the County’s
response to acts or threats of violence under this policy.  The Critical Incident Coordinator
may assemble managers and other employees as deemed appropriate to constitute a Critical
Incident Response Team.  The Team may include a representative of the Human Resources
Division, law enforcement agencies, the Fire Rescue Division, the Risk Manager, and others
selected by the Coordinator.  The Team will assemble immediately upon call of the
Coordinator and take any steps deemed necessary by the Critical Incident Coordinator to
implement this policy and manage the incident on behalf of the County.  The Coordinator shall
arrange for such training, communications resources, development of reporting and record
keeping forms, etc. as will enable the Team to prepare in advance to assume its role rapidly
and effectively.

II. Incident Reporting & Protection from Retaliation

A. In Case of Emergency . . . in which immediate threats, injury, or violent acts are occurring or
have just occurred, the employee’s FIRST action will be to call “9-1-1” immediately. 
Depending on the location, it may first be necessary to dial “9” for an outside line before
dialing “9-1-1”.

Any affected employee must report each incident of violent or threatening behavior, whether
committed by another employee or other individual, such as a vendor, customer, or citizen
immediately to the Director of Human Resources (954 357-6001) or to the Main Security Desk
in the Governmental Center before or after normal business hours (954 357-6000).  The
incident is also to be reported by the employee to the Department or Division Director.  
Employees who knew or should have known that an act of violence or threat of violence has 
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or is about to take place has an affirmative obligation to report that information.  Failure to
make such a report may constitute grounds for disciplinary action.

An employee who acts in good faith in reporting real or perceived threats or acts of violence
under this policy will not be subject to harassment or retaliation as a result of such report. 
Any retaliation or harassment must be reported immediately to the Director of Human
Resources and the Department or Division Director.  An investigation will be conducted and
completed promptly.  Effective,  appropriate action will be taken in a timely manner. 
Deliberately false or malicious reports violate this policy and subject the person making such
a report to possible serious disciplinary action.

B. Additional Guidelines for Directors & Supervisors.  All County management and
supervisory employees have a professional responsibility and may be held to a higher
standard of conduct in setting positive examples to maintain a workplace free from violence or
the threat of violence by their own behavior and demeanor at work.

Such employees have an additional responsibility to enforce this policy by acting promptly and
effectively in reporting incidents brought to their attention to the Critical Incident Coordinator,
in cooperating with that official, law enforcement, and others in investigations, and in taking
actions to safely defuse potentially dangerous situations.

Consistent with personal safety, all managers and supervisors have a responsibility not to
“walk by” or tolerate comments, behaviors or violations of this policy.  Appropriate actions
include . . .

1. Do not allow a verbal altercation to escalate into a more serious situation.

2. When confronted with a violent act between two employees, attempt to separate the two
people, unless the manager’s or supervisor’s judgment is that others would be
endangered by such action.

3. In violent or volatile situations, call “9-1-1” (or “9”, “9-1-1” immediately) and, thereafter,
contact the Critical Incident Coordinator, the Governmental Center Security Desk (357-
6000) and the Department or Division Director involved. 

4. Once the immediate situation is controlled, the Critical Incident Coordinator, in
cooperation with the Director, law enforcement or others as needed, will conduct an
investigation into the incident.  The investigation shall include interviews with all parties
involved and any witnesses, as well as obtaining of written statements.  All employees
have a duty to cooperate in such an investigation.  Failure to do so when 
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directed to cooperate may constitute insubordination and be grounds for serious
disciplinary action.

5. The Director or on-site immediate supervisor may order that the parties leave the work
site immediately, with or without pay, pending completion of the investigation.  The
Department or Division Director shall contact the Director of Human Resources for
guidance on the appropriate method for such immediate action.

6. Those involved in a probable violation of this policy and subject to possible disciplinary
action may be represented during the interview.  Human Resources will also provide
Directors with advice in this regard, especially for employees covered under the
“Firefighter’s Bill of Rights” or specific labor agreements.

7. Managers and supervisors have a key role in the protection of persons from retaliation or
harassment because they reported threats or acts of violence pursuant to this policy.  All
employees involved are to receive specific orders not to engage in such behavior and be
immediately available to a County official in the conduct of investigations.

C. County Responsibilities
1. All alleged violations of this policy will be investigated promptly and effectively by

the Critical Incident Coordinator and others designated by the Coordinator to participate
and assist.  The written investigation report will establish whether or not this policy or
other policies have been violated and establish accountability.  In accordance with the
County’s disciplinary policies, appropriate action will be taken to sanction any employee
determined to be in violation of this policy, up to and including termination, even following
a first offense.  The County may immediately suspend such an employee, with or without
pay, pending disciplinary action, depending on the circumstances.

2. The Human Resources staff will be available to provide advice and assistance to any of
the parties involved to understand and apply this policy.

3. In the event of a major workplace incident which affects or may affect the mental or
emotional well being of employees, the County will provide initial counseling and support
services to affected employees and immediate family members, through trained
therapists or counselors selected by the County.  The County’s Employee Assistance
Program will be available to provide counseling and other support in a confidential
manner.

4. Normal business operations will be restored following a major workplace incident as
rapidly as possible.  Notification to employees, customers and citizens about the status
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of County services will be made through direct contact as well as through the news media
or other resources.

D. Training

1. All County employees shall be required to complete a mandatory Workplace
Violence Prevention & Intervention training program, and be required to sign an
Acknowledgment Form (example at Annex A, page A74), attesting to their attendance
and acceptance of personal responsibility to comply with this policy.  Refresher training
will also be required.

2. Newly hired employees will also receive a copy of this policy during their orientation and
attend a training program scheduled by their agencies.  New employees will also be
required to sign an Acknowledgment Form (example at Annex A, page A74), attesting to
their attendance and acceptance of personal responsibility to comply with the policy.
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I. "Whistle Blower" Policy

 A. Policy  It is the policy of the County that members of the public and County employees should
have open opportunities to bring to the attention of County government allegations of
wrongdoing or malfeasance on the part of Broward County, its officers, employees, and
independent contractors, and that members of the public and County employees should be
free from retaliation as a result of bringing forward such allegations or participating in an
investigations of such allegations.

 B. Allegations of Wrongdoing  No employee shall be discharged, suspended, demoted, or
subjected to other adverse personnel action because he/she acted in good faith to bring to the
attention of the County allegations of wrongdoing pursuant to this policy.  

1. The presumption is that employees will make allegations without the intent to falsely
accuse the County government, its officer, employees, of independent contractors. 
Employees who willfully file complaints based upon information known by the employee
making the allegations to be false or misrepresented or are themselves parties to the
violations complained of will be subject to disciplinary action.

2. Allegations made pursuant to the provisions of this policy must be in writing and must be
signed by the person making the allegations.  The written allegation should be transmitted
directly to the office of the County Administrator.

 C. Retaliation Prohibited  Retaliation based upon opposition to unlawful discrimination in
employment, or based upon participation in any proceeding of inquiry into allegations of such
discrimination is expressly prohibited and should be reported to the Director of the Office of
Equal Opportunity.

Notwithstanding any other grievance or appeal procedures which may be applicable under the
Civil Service Rule, labor agreements, or the Office of Equal Employment Opportunity, an
employee who believes that retaliation has occurred may, within 60 days after the alleged
retaliation has taken place file a written complaint with the County Administrator.
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