PLEASE POST

PERSONNEL BOARD FOR THE PINELLAS COUNTY
UNIFIED PERSONNEL SYSTEM
AGENDA

Date: December 3, 2015
Time:  6:30 p.m.
Location: BCC Assembly Room, Fifth Floor, Pinellas County Courthouse, 315 Court Street, Clearwater, Florida

PLEDGE OF ALLEGIANCE

EAC I.  Employees’ Advisory Council Representative

Human Resources I1. NEW BUSINESS

1. Request Approval of the Recommendations with Respect
to the Personnel Rules, Policies and Procedures

2. Request Approval of the Revised Resolution of Delegation
to the Human Resources Director

3. Request Approval of the Revisions to 3 HR Class
Specifications

4. Appointment to the Unified Personnel Board

5. Discussion - Interim Director for Human Resources

Human Resources I1l. INFORMATIONAL ITEMS
1. Action Taken Under Authority Delegated by the Personnel
Board
2. Other Informational Items

Persons are advised that, if they decide to appeal any decision made at this meeting/hearing, they will need a verbatim
record of the proceedings, and, for such purposes, they may need to ensure that a verbatim record of the proceedings is
made, which record includes the testimony and evidence upon which the appeal is based.

Persons with a disability needing reasonable accommodation(s) to participate in this proceeding should contact the
Office of Human Rights, 400 S. Fort Harrison Ave., 5th Floor, Clearwater, FL 33756 (727) 464-4062 (V/TDD) no later
than 48 hours prior to the meeting.
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Annex Building 4th Floor
400 S. Fort Harrison Ave.
Clearwater, Florida 33756

Phone: (727) 464-3367
FAX: (727) 464-3949

Pinellas
(ounty

www . pinellascounty.org/hr HUMAN RESOURCES

To:
From:
Date:

Subject:

Unified Personnel System

Beverly Waldron
Interim Director

The Honorable Chair and Members of the Unified Personnel Board
Beverly Waldron, Director of Human Resources (interim)
December 3, 2015

Proposed Changes to the Personnel Rules and Policies and the Unified Personnel Board Appeal
Procedures

l. Recommendation

It is recommended that the members of the Unified Personnel Board:

1. Repeal Personnel Rules | — XXIV and Personnel Rules XXVI — XXVIII effective December 31, 2015

2. Effective January 1, 2016, approve Personnel Rules 1 — 8, Personnel Rules Definitions, and the following
Unified Personnel Board Policies:

AT T SQ@Tmoa0oTy

Unified Personnel Board Policy #1 — Employee Identification

Unified Personnel Board Policy #2 — Selection for Classified Positions

Unified Personnel Board Policy #3 — Employee Performance Management Program
Unified Personnel Board Policy #4 — Employee Training — Tuition Reimbursement
Unified Personnel Board Policy #5 — Outside or Non-County Employment

Unified Personnel Board Policy #6 — Personnel Files

Unified Personnel Board Policy #7 — Nepotism

Unified Personnel Board Policy #8 — Resignation from County Service

Unified Personnel Board Policy #9 — Transfer to Inactive Status

Unified Personnel Board Policy #10 — Discipline

Unified Personnel Board Policy #11 — Grievance

All other policies shall remain in full force and effect. However, in the event of a conflict between an
existing policy and one of the above policies, the policy above shall prevail.

3. Approve revisions to the Unified Personnel Board Appeals Procedures effective January 1, 2016

4. Approve the following provisions for the transition period:

a.

b.

C.

Grievances shall be adjudicated at all levels under the rules, policies and procedures in effect on
the date the employee first became aware of the aggrieved situations.

Appeals of termination shall be adjudicated under the rules, policies and procedures in effect on
the effective date of the termination.

For all other actions the rules, policies and procedures in effect on the effective date of the action
shall apply.

d. Appeals before the Unified Personnel Board will be adjudicated under the appeal procedure in
effect at the time employee first became aware of the aggrieved situation or the effective date of
the termination, whichever is applicable.

PINELLAS COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER
MEMBER-PINELLAS PARTNERSHIP FOR A DRUG FREE WORKPLACE
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1. Discussion

In January 2012 discussions began to be held within the Human Resources Department about
revisions to the Personnel Rules. It was quickly realized that the revision should be a complete update.
The goals were:

1. Reorganize the rules so that similar information was placed together and that information
was easier to locate.

2. Make the rules easier to understand — using plain language instead of “legalese”
whenever possible.

3. Ensure that the Unified Personnel Board and Human Resources Department’s authority
corresponded to the Personnel Act.

To assist in this undertaking a Rules Committee was formed and held its first meeting in May 2012.
Over the years a number of employees have served on the Committee and provided other assistance
to the project. Their work and attention to detail is what made this project possible. The employees who
took an active part in the process are:

Carol Barkalow*, Special Project Assistant, Human Resources Department
David Bateman, Director, County and Operational Services, Clerk of the Circuit Court
Laura Berkowitz,"Human Resources Division Director
Connie Chancey*, Executive Secretary, Human Resources Department
Bonnie Desmond, Park Ranger, Board of County Commissioners; EAC
Rose DiGennaro, Senior Manager, Tax Collector
Diane Elliott*, Manager Probate Records, Clerk of the Circuit Court
Camille Evans, Human Resources Associate
Mary Flockerzi, Human Resources Analyst
Hazel Lane, Human Services Case Manager 2, Board of County Commissioners, EAC
Dawn Lindgren, Project Coordinator — Technical, Board of County Commissioners
Jack Loring, Workforce Development Manager, Board of County Commissioners
Carolyn Mann*, Human Resources
Erin Moore, Chief Deputy Property Appraiser
Rakesh Patel, Clerk’s Director of Technology, Clerk of the Circuit Court
Mercedes Pearson, Equal Opportunity Coordinator, Office of Human Rights, EAC
Peggy Rowe*, Director of Human Resources
Carole Sanzeri, Senior Assistant County Attorney
Mary Sault, Senior Human Resources Associate
Peggy Sellards, Human Resources Executive Assistant
Dennis Simpson, Engineering Support Services Supervisor, Board of County Commissioners
Steve Soltau, Water Supply Manager, Board of County Commissioners
Charles Toney, Water Quality Management Specialist, Board of County Commissioners, EAC
Jim Valliere, Human Resources Business Partner
Beverly Waldron, Human Resources Director (interim)
Michelle Wallace, Senior Assistant County Attorney
(* indicates the employee is retired or no longer with Pinellas County)

The rules were reorganized to group like content within a single rule. Language and content were
updated to be more readable and to be in-line with the provision of the Special Act and best human
resources practice. The content of some of the existing rules was deemed to be more appropriate as
policies so these changes were made. Revisions were also made to the appeal procedures for the
Unified Personnel Board to bring terminology and dates in-line with revisions to the rules and policies.
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Drafts were put together and were shared with the Appointing Authorities in individual meetings. They
were also shared with the Employee’s Advisory Council. Following these reviews a “final” draft was
presented to the Unified Personnel Board. The draft was reviewed, discussed and revised through a
cycle that repeated across five meetings:

September 15, 2015 Special Meeting - Workshop on the rules
October 1, 2015 Regular Meeting
October 19, 2015 Special Meeting — Workshop on the rules
October 26, 2015 Special Meeting — Workshop on the rules
November 5, 2015  Regular Meeting

The final versions are presented for your approval.
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Unified Personnel System, Pinellas County Government
The Personnel Rules
Introduction

Pinellas County, the Unified Personnel System, and all Appointing Authorities are equal
opportunity employers. Our continuing policy in the substance, design and administration of our
personnel program shall assure the fair and equal treatment of all persons in all aspects for
personnel administration without regard to military status, political affiliation, age, race, color,
national origin, gender, sexual orientation, gender identity or gender expression, religious creed,
disability, genetic information, or any other characteristic protected by law, and with proper
regard for their privacy and constitutional rights.

These rules are adopted by the Unified Personnel Board in accordance with the Pinellas County
Unified Personnel System Act, Chapter 77-642 - Laws of Florida.

A list of definitions to assist with interpretation of these Rules is provided at the end of the rules.

Table of Contents

Introduction

Rule 1 The Classification Plan
Rule 2 Filling Positions

Rule 3 Compensation

Rule 4 Time Off

Rule 5 Reduction in Force
Rule 6 Discipline

Rule 7 Employee Grievances
Rule 8 Political Activities

Definitions
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Rule 1. The Classification Plan
A. Purpose of the Plan

The Classification Plan provides a systematic arrangement and inventory of the positions in
the Unified Personnel System. The plan groups the various positions into understandable
classes indicative of the range of duties, responsibilities, and level of work performed. The
class titles standardize the meaning, allocation, and usage of the Plan throughout the
Unified Personnel System, again based upon the similarity of work and duties performed.

B. Uses of the Plan

Groups positions into classes based on similarities in the nature and scope of work.
Determines qualifications, prepare recruitments and examination content.
Determines pay grades to be paid for the various classes of work.

Determines promotional paths.

a b~ wnh e

Develops employee training and development programs.
C. Content of the Plan

The Plan is a compilation of the following for each class: class title indicative of the work of
the class, a class specification for each job classification containing the nature of work and
relative responsibilities of the class, typical illustrative tasks, minimum qualifications, and the
knowledge, skills, and abilities required for adequate performance of the work.

D. Maintenance of the Classification Plan

The Unified Personnel Board is responsible for maintaining the Classification Plan by
adding, deleting or modifying job classifications based on studies and recommendations
made by the Director of Human Resources.

E. Appeals

The position incumbent or Appointing Authority may request a secondary review of the
classification decision to the Director of Human Resources. Downward reclassifications may
be appealed through the Director of Human Resources to the Unified Personnel Board.

Revised: 01/01/2016 Rule 1. Classification Plan Page 1 of 1
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Rule 2. Filling Positions

The method used to fill a position is dependent upon the type of position and the type of
appointment to be made. Classified and exempt positions may be filled by a competitive or non-
competitive process into one of the following:

A. Permanent Positions

A permanent position is one for which the duties and responsibilities are expected to occur
on an ongoing basis and which is funded with recurring funds. The term permanent does not
mean that the position cannot evolve or be eliminated. A permanent position may be a
classified position or an exempt position.

Unless the position is excluded from the provisions of Florida Statutes Chapter 295,
individuals who are eligible for Veterans' Preference in accordance with Chapter 295,
Florida Statutes shall be provided a preference in each step of the hiring process.

1. Exempt Positions

a.
b.

Exempt positions are filled at the pleasure of the Appointing Authority.

The selection process used to fill a position is at the discretion of the Appointing
Authority.

At the request of the Appointing Authority, the Human Resources Department will
assist in the design and/or execution of a selection plan to fill an exempt position.

2. Classified Positions

Classified positions will be filled by new hire, promotion, demotion, lateral, or transfer.
Except as provided below, all permanent classified positions will be filled by a
competitive process with the selection of a candidate from a list of eligible candidates
(eligible register) provided by the Human Resources Department. Qualified employees
shall be given an employee preference by requiring the hiring manager to review the
gualification of the employee. All employees filling permanent classified positions must
serve an initial one year probationary period unless shortened by the Appointing
Authority.

a. Eligible Register and Recruitment

The Human Resources Department is responsible for the design and administration
of the selection plan for the construction of the eligible register and will use fair and
valid selection criteria in accordance with established professional standards and
practices. The Human Resources Department shall make the final determination as
to whether an individual meets the minimum qualifications of the job classification to
be placed on the eligible register.

The method of recruitment and posting to fill vacant classified positions will be
determined by the Appointing Authority or designee in consultation with the Human
Resources Department. The recruitment may be:

i.  External —recruitment open to all interested individuals including the general
public and all employees.

ii. Internal —recruitment open to all interested employees in permanent positions
within a designated area of the Unified Personnel System. Such recruitment

Revised: 01/01/2016 Rule 2: Filling Positions Page 1 of 7



may be open to all Unified Personnel System employees or limited to
employees within a designated department or division. Members of the public
and temporary employees are not eligible for consideration.

iii.  Reduction in Force - recruitment during a reduction in force limited to
classified employees, exempt employees who are to be impacted by the
reduction in force, and former classified and exempt employees who have been
separated from County service through layoff and whose separation date is less
than six months from the closing date of the recruitment.

iv.  Restricted — recruitment resulting from the reclassification of an unspecified
position will be limited to all interested employees in designated permanent
positions. The designation of the positions will be made as part of the
reclassification recommendation made by the Director of Human Resources
and approved by the Appointing Authority and the Unified Personnel Board.

b. Types of Appointment
i. New Hire

a) If the individual selected to fill the position is not currently in a permanent
position within the Unified Personnel System, the appointment will be
considered a new hire and the appointee required to serve a probationary
period.

b) The probationary period is an integral part of the selection process and shall
be utilized to evaluate the employee’s performance on the job as well as for
dismissing an employee who does not meet required standards of
performance or behavior.

c) The probationary period shall be for one year from date of appointment.

d) Employees absent for a period in excess of 10 consecutive working days
during the probationary period shall have their probationary period extended
for the amount of time that such absences exceed the 10 day limit.

e) A new hire may be given up to six months credit for time worked toward the
probationary period for immediate prior temporary service if hired into a
permanent position in the same department in the same or a lower related job
classification.

f) An employee whose services are deemed unsatisfactory may be dismissed
at any time prior to the expiration of the probationary period. If satisfactory, or
if the Appointing Authority fails to furnish notice to the Director of Human
Resources prior to expiration of the probationary period, the probationary
period shall be deemed to be satisfactorily completed and the individual will
become a member of the regular service. At any point prior to the end of the
employee’s probationary period, the Appointing Authority may remove the
employee from probationary status. The determination of the Appointing
Authority in either of these matters shall be final.

g) Starting pay will be determined in accordance with Rule 3.
ii. Promotion

a) If the individual selected to fill the position is currently in a permanent position
within the Unified Personnel System and the maximum of the pay rate for the

Revised: 01/01/2016 Rule 2: Filling Positions Page 2 of 7



new position is higher than that of the employee’s current pay grade, the
filling of the position will be considered to be a promotion.

b) Any increase in pay shall be awarded in accordance with Rule 3.

c) With the approval of the Appointing Authority and the Director of Human
Resources, a classified employee promoted to fill a classified position who is
unable to satisfactorily perform the job related requirements of the position
during the first six months following the promotion shall be returned to a
position in the employee’s former job classification. Pay rate and probationary
period, if any, shall be adjusted to correspond to what normally would have
been attained had there not been a promotion. Any employee who is
displaced by demotion of a promoted employee in accordance with the above
procedure shall be subject to the provisions outlined in Personnel Rule 5,
Reduction in Force. The determination of the Appointing Authority in this
matter shall be final. After the first six months following the promotion, an
inability to satisfactorily perform the job related requirements must be dealt
with through the disciplinary process.

d) An exempt employee promoted into a classified position will serve a one year
probationary period. If the services of the employee are deemed
unsatisfactory, the employee may be dismissed at any time prior to the
expiration of the probationary period. If satisfactory, or if the Appointing
Authority fails to furnish notice to the Director of Human Resources prior to
expiration of the probationary period, the probationary period shall be
deemed to be satisfactorily completed and the employee will become a
member of the regular service. At any point prior to the end of the employee’s
probationary period, the Appointing Authority may remove the employee from
probationary status. The determination of the Appointing Authority in either of
these matters shall be final.

e) A classified employee promoted to fill a classified position and currently
serving in the first six months following the promotion who wishes to
voluntarily return to the previous job classification shall make such a request
in writing and, with the approval of the Appointing Authority, may be demoted
in accordance with the provisions described in the Rule 2.A.2.b.ii.c. above.
An exempt employee promoted to fill a classified position and currently
serving a probationary period who wishes to voluntarily return to the previous
job classification shall make such a request in writing and the return of the
individual to the exempt service is at the Appointing Authority’s discretion.

iii. Transfer/Lateral

a) If the individual selected to fill a position is currently in a permanent classified
position within the Unified Personnel System in the same job classification, it
will be considered a transfer. If the individual selected is currently in a
permanent classified position within the Unified Personnel System and is in a
different job classification but in the same pay grade, it will be considered to
be a lateral.

b) Normally there is no adjustment in pay. However any change in pay shall be
made in accordance with Rule 3.C. Base Pay Adjustments.

c) A classified employee taking such a transfer or lateral will not serve an
additional probationary period.

Revised: 01/01/2016 Rule 2: Filling Positions Page 3 of 7



iv. Demotion

a) If the individual selected to fill a position is currently in a permanent position
within the Unified Personnel System and the maximum of the pay rate for the
new position is lower than that of the employee’s current pay grade, the filling
of the position will be considered to be a voluntary demotion.

b) Any decrease in pay shall be awarded in accordance with Rule 3.

c) A classified employee demoted to fill a classified position will not serve an
additional probationary period.

d) An exempt employee demoted to fill a classified position will serve a one year
probationary period. An Appointing Authority, prior to the expiration of the
probationary period, shall notify the Director of Human Resources in writing
whether the services of the employee have been satisfactory or
unsatisfactory. An exempt employee demoted to a classified position whose
services are deemed unsatisfactory may be dismissed at any time prior to the
expiration of the probationary period. If satisfactory, or if the Appointing
Authority fails to furnish notice to the Director of Human Resources prior to
expiration of the probationary period, the probationary period shall be
deemed to be satisfactorily completed and the employee will become a
member of the regular service. At any point prior to the end of the employee’s
probationary period, the Appointing Authority may determine that the
employee has successfully satisfied the job related requirements of the
position and may remove the employee from probationary status. The
determination of the Appointing Authority in either of these matters shall be
final.

v. Exceptions

The following are the exceptions whereby a classified position may be filled
without the use of an eligible register.

a) Career Ladder Promotion

A classified employee may be career ladder promoted without use of an

eligible register to a higher level position within the established career ladder

if:

i)  The position has been designated a career ladder position, by the
Unified Personnel Board:;

i)  The department has a genuine need for the higher level work; and

i)  The employee meets the criteria for advancement within the career
ladder.

Any pay changes will be made in accordance with Rule 3.
b) Transfer/Lateral (Non-competitive)

With the approval of the Appointing Authority(ies) concerned and the Director
of Human Resources, a regular status or probationary classified employee
may be transferred to another position in the same job classification or
another job classification with the same pay grade and substantially similar
duties and responsibilities at the written request of the employee or the
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discretion of the Appointing Authority. Such transfer shall not change the
employee’s pay grade, pay rate, or regular/probationary status.

c) Non-competitive Demotion

Voluntary

A regular status or probationary employee may, based on written request
of the employee, be demoted to a job classification with a lower maximum
pay rate in the pay grade assigned to the encumbered job classification.
Such demotion shall occur with the approval of the Appointing Authority
and the Director of Human Resources.

Any changes in pay will be made in accordance with Rule 3.

Upon such demotion, a probationary employee will serve the balance of
the probationary period but a regular status employee will not be required
to serve another probationary period.

Exempt Service Returned to Classified Service

An exempt employee may, at the discretion of the Appointing Authority,
return to the classified service to a position and pay grade comparable to
that which the employee had attained prior to promotion to an exempt
position. Any such return to the classified system shall require the
approval of the Unified Personnel Board.

Upon such return, a one year probationary period will be served. The
Appointing Authority, prior to the expiration of the probationary period,
shall notify the Director of Human Resources in writing whether the
services of the employee have been satisfactory or unsatisfactory. An
exempt employee demoted to a classified position whose services are
deemed unsatisfactory may be dismissed at any time prior to the
expiration of the probationary period. If satisfactory, or if the Appointing
Authority fails to furnish notice to the Director of Human Resources prior
to expiration of the probationary period, the probationary period shall be
deemed to be satisfactorily completed and the employee will become a
member of the regular service. At any point prior to the end of the
employee’s probationary period, the Appointing Authority may determine
that the employee has successfully satisfied the job related requirements
of the position and may remove the employee from probationary status.
The determination of the Appointing Authority in either of these matters
shall be final.

Any adjustments to pay will be made in accordance with Rule 3.

d) Temporary Appointments to Permanent Positions

An Appointing Authority may assign any regular status employee under the
Authority’s jurisdiction to any duties as long as such duties are within the
same classification encumbered by the employee. When it is necessary to
temporarily assign duties of a higher classification to a regular status
employee for more than 30 consecutive calendar days because of a vacancy
in a permanent position or the extended absence of the employee who
encumbers the position, a temporary appointment to the position shall be
made.
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The employee’s pay shall be adjusted in accordance with Rule 3. Upon
conclusion of the appointment, the employee shall be returned to the
permanent position held immediately prior to this reassignment and the
employee's pay rate shall be adjusted to the pay rate that would have
normally been attained had there not been a promotion to the higher
assignment.

e) Reduction in Force

Placements into vacant positions which are at the same or a lower pay grade
and/or displacements made in accordance with Rule 5 — Reduction in Force
may be made with the approval of the Appointing Authority and the
concurrence of the Director of Human Resources.

f) Provisional Appointment

An Appointing Authority may make an appointment to a classified permanent
position in the absence of an eligible register. Such appointment will not
exceed six months from the date of its start or 45 days following the
establishment of an eligible register for the position, whichever is less. Such
an appointment requires approval of the Director of Human Resources.
Provisional employees may not avail themselves of the grievance procedure
and have no appeal rights to the Unified Personnel Board.

Pay rate will be established in accordance with Rule 3.
g) Substitute Appointments

Such appointments may be allowed to fill a permanent, vacant position open
due to extended leave of absence. Such appointments shall be made from
appropriate eligible registers, or in the case of a promotional position, from
the lower related class. The substitute appointment shall confer no status,
appeal, or related provision under the Personnel Rules. The initial substitute
appointment shall not exceed six months. The substitute appointment may be
extended for an additional six months upon approval of the Director of Human
Resources. In the case of a vacant position open due to military leave that
exceeds one year, the substitute appointment may be extended for the
duration of the military leave upon approval of the Director of Human
Resources, providing the approval is sought in six month intervals.

h) Double Encumbering

An Appointing Authority may double encumber a position with the approval of
the Director of Human Resources. Double encumbering may be done
competitively or non-competitively. There are occasions when departments
may double encumber positions. These circumstances include situations
where there is a need to train successors when retirement, resignation etc. is
on the horizon. Other circumstances include but are not limited to situations
when an employee is on an extended leave of absence and the position is
encumbered by another employee during that time, and the use of job
sharing between two employees occupying the same position.

Pay rate will be established in accordance with Rule 3.
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B. Temporary Positions (excluding intern positions)

A temporary position is one for which the duties and responsibilities are expected to
occur for a short time frame or occur on a seasonal basis. An employee hired to fill this
position is considered a temporary employee. The respective Appointing Authority
makes appointment to this classification, subject to concurrence of the Director of
Human Resources. The initial appointment may be for up to six months. The
appointment may be extended for up to an additional six months with the approval of the
Unified Personnel Board. Temporary employees may not avail themselves of the
grievance procedure and have no appeal rights to the Unified Personnel Board.

A temporary position intended to exist for more than six months requires mandatory
Florida Retirement System participation from the inception of the position.

Pay rate will be established in accordance with Rule 3.
C. Other Types of Positions
1. Special Projects

A position created for a specific project(s) and for a specific amount of time only. An
employee hired to fill this position is considered a temporary employee and accrues
County benefits as such. The respective Appointing Authority makes the
appointment to this classification, subject to approval of the Director of Human
Resources. The appointment may not exceed the length of the project(s), with
extension of the original appointment to be granted by the Appointing Authority with
the approval of the Director of Human Resources.

Pay rate will be established in accordance with Rule 3.
2. Grant Worker Positions

A position created for a specific grant(s) only. An employee hired to fill a classified
Grant Worker position will serve the same initial one year probationary employee
describe in New Hire Rule 2.A.2.b.i.and will be considered a regular service
employee. The respective Appointing Authority makes appointment to this
classification, subject to concurrence of the Director of Human Resources. The
appointment may not exceed the length of the grant, with extension of the original
appointment to be granted by the Appointing Authority with the concurrence of the
Director of Human Resources. Employees in this classification are excluded from the
reduction in force provisions in Rule 5, Reduction in Force, and may not appeal
terminations resulting from the end of the grant under which they are working or
conclusion of their appointment. An employee hired to fill an exempt Grant Worker
position will treated as any other appointment to an Exempt position.

Pay rate will be established in accordance with Rule 3.
3. Intern Position

An intern position is a temporary position with emphasis on on-the-job training rather
than just employment. Persons appointed to these positions acquire no rights under
the County Service by virtue of such appointment, and said appointment shall
terminate immediately upon completion of the training program or completion of
1,040 working hours, whichever occurs first, unless an extension of such period of
temporary employment is granted by the Personnel Board. Intern positions may be
paid or unpaid. If a paid position, pay rate will be established in accordance with
Rule 3.
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Rule 3. Compensation

It is the policy and practice of all Appointing Authorities in the Unified Personnel System to
compensate employees accurately and in compliance with applicable state and federal laws,
and not to make improper deductions from any employee’s pay. Pay records should be
reviewed by the employee upon receipt for accuracy. Any questions or inaccuracies should
immediately be brought to the attention of the Appointing Authority or designee. The Appointing
Authority or designee shall promptly investigate, correct any errors and make any necessary
adjustments.

Factors to consider when establishing starting pay and/or making pay adjustments are the
individual's qualifications and skills, pay equity issues including the relationship of the newly
hired or promoted employee’s proposed salary to that of the experienced incumbents in the
classification and the prevailing labor market value.

A. Pay Plans

A pay plan is a particular table or array of pay rates that establishes the ranges of pay within
which employees will be paid.

1. Classified Pay Plan

The Classified Employee Pay Plan is a listing of pay ranges (minimum and maximums)
applicable to each classification to which classified employees are assigned. The
Classified Employee Pay Plan provides a market-based pay structure or framework for
aligning job classifications according to their job value.

The Director of Human Resources prepares and presents the Classified Employee Pay
Plan to the Unified Personnel Board for adoption and amendment. This Classified
Employee Pay Plan is utilized by all Appointing Authorities within the Unified Personnel
System.

2. Exempt Pay Plans

There are multiple exempt pay plans. Each Constitutional Officer (Clerk of the Circuit
Court, Property Appraiser, Supervisor of Elections and Tax Collector) adopts and
maintains his/her own exempt pay plan. The exempt pay plan for all other Appointing
Authorities is recommended by the Director of Human Resources and adopted and
maintained by the Board of County Commissioners.

B. Starting Pay
1. Permanent Positions
a. Exempt

The starting pay of an individual selected to fill an exempt position must be within the
salary range utilized by the Appointing Authority for that position or classification
within their organization.

b. Classified

The starting pay of an individual selected to fill a classified position is normally made
at the minimum rate of pay of the pay grade established for the job classification.
Because of unusual or extenuating circumstances an individual may be hired above
the minimum of the pay range established for the job classification. Such
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appointment requires the recommendation and approval of the Appointing Authority
in consultation with the Director of Human Resources.

N

. Temporary Positions

An individual appointed to a temporary position or temporarily appointed to a permanent
position will be paid in accordance with the provisions shown above for permanent
positions, classified or exempt, as appropriate.

3. Grant Worker Positions

The starting pay for a specific Grant Worker position must be within the salary range
established in the pay plan for Grant Workers and consistent with any terms of the grant
and the work to be performed. It shall be determined by the Appointing Authority in
consultation with the Director of Human Resources.

4. Special Project Positions

The starting ray of pay for a specific Special Project position must be within the salary
range established in the pay plan for Special Project Positions. It shall be determined by
the Appointing Authority in consultation with the Director of Human Resources.

5. Internships

Internships may be paid or unpaid. If the internship is paid, the rate of pay will be
determined by the Appointing Authority in consultation with the Director of Human
Resources.

C. Base Pay Adjustments

Base pay does not include benefits or supplemental earnings. The following describes the
types and application of base pay adjustments.

1. Base Pay Increases
a. Merit Increases

Merit Pay increases may be granted annually at the discretion of the Appointing
Authority but may not be granted above the maximum pay rate of the employee's job
classification. Merit pay increases are calculated on the employee’s current pay rate.

If a merit pay increase would bring an employee’s pay rate above the maximum rate
established for the employee's classification, the Appointing Authority shall bring the
employee to the maximum of the pay rate of the employee’s job classification and
grant the remaining portion of the pay increase in a one-time lump sum payment in
lieu of a full base rate increase.

If an employee is at the maximum rate of pay established for the employee’s
classification the merit pay increase shall be granted as a one-time lump sum
payment calculated as the annualized value of the merit increase.

b. Special Merit Increase

Special Merit increases may be made at any time at the discretion of the Appointing
Authority but may not be granted above the maximum pay rate of the employee’s job
classification. Special Merit increases are meant to recognize an employee's
exceptional work contributions or unusual employment conditions and are calculated
on the employee’s current pay rate.
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c. Promotional Increase

Promotional increases are granted at the discretion of the Appointing Authority but
may not be granted above the maximum pay rate of the employee’s job
classification. Promotional increases are calculated on the employee’s current pay
rate and within the following:

e The employee’s pay must be increased to at least the minimum pay rate for their
new position.

e The Appointing Authority may award a promotional increase of 4 to 10%.

¢ Anincrease less than 4% or greater than 10% may be made by the Appointing
Authority in consultation with the Director of Human Resources.

d. Reclassification Increase

When a position is reclassified to a job classification at a pay grade for which the
maximum of the pay rate is higher than that of the incumbent’s current job
classification, the Appointing Authority may grant the employee a pay adjustment in
accordance with the following:

e The employee’s pay must be increased to at least the minimum pay rate of the
new pay grade.

o If the employee’s pay rate is already equal to or greater than the minimum of the
new pay grade, the pay will be increased by an amount equal to 4% of the
midpoint of the new pay grade.

¢ No reclassification pay increase may be granted above the maximum rate
established for the classification.

e. General Increase

A general increase is an increase applied to all, or to a general category of, eligible
employees without variation for individual performance. A general increase may be
granted if deemed in the best interest of the organization and if the budget allows.

The general increase is designed to reflect an increase in the labor market. This is
different from the merit increase which reflects the value of the individual's
performance in that job.

The general pay increase will be calculated on the midpoint of the pay grade
established for the employee’s job classification.

If a general pay increase would bring an employee’s pay rate above the maximum
rate established for the employee's classification, the Appointing Authority shall bring
the employee to the maximum of the pay rate of the employee’s job classification
and grant the remaining portion of the pay increase in a one-time lump sum payment
in lieu of a full base rate increase.

If an employee is at the maximum rate of pay established for the employee’s
classification the merit pay increase shall be granted as a one-time lump sum
payment calculated as the annualized value of the merit increase.

f. Equity Adjustment

An Equity Adjustment is a pay rate adjustment provided to an employee outside the
normal salary administration policies to correct a significant deviation from internal
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equity and to ensure compliance with fair pay practices. Equity Adjustments may be
granted at the discretion of the Appointing Authority in consultation with the Director
of Human Resources but may not be granted above the maximum rate established
for the employee's classification.

g. Pay Grade Change - Reallocation

A pay grade change is the reallocation of a job classification from one pay grade to
another.

An incumbent employee whose job classification has been allocated to a higher pay
grade shall not receive an upward adjustment unless the employee is below the
minimum pay rate of the new pay grade. In such case the employee’s pay will be
increased to the minimum of the new pay grade. An incumbent employee whose
current rate of pay is at or above the maximum pay rate of the new pay grade shall
continue to receive the current rate of pay.

An incumbent employee whose job classification has been allocated to a lower pay
grade shall continue to receive their current rate of pay unless that rate is more than
10% above the maximum of the new pay grade, in which case their pay rate shall be
decreased to 10% above the maximum pay rate of the new pay grade.

h. Temporary Pay Increase

i.  When an Appointing Authority temporarily assigns a classified employee to a
higher classification and such assignment is expected to last more than 30
consecutive calendar days, a substitute or temporary appointment shall be
made. The employee shall receive a temporary pay increase not to exceed the
maximum of the pay rate of the job classification to which the employee is
temporarily promoted. The pay increase shall be done in accordance with the
provisions of Promotional Increase C.1.c. above.

This adjustment shall be retroactive to the first day that the employee was
assigned to perform in the higher classification.

Such temporary appointment may not exceed six months in duration without the
approval of the Appointing Authority and the Director of Human Resources.

Upon conclusion of the appointment, the employee shall be returned to the
position held immediately prior to the reassignment, and the employee's pay
rate shall be adjusted back to the prior pay rate or, at the discretion of the
Appointing Authority, to the pay rate that would have been attained had there
not been a temporary reassignment.

i.  When an Appointing Authority temporarily assigns a classified employee a
portion of the duties and responsibilities of a higher classification and the
assignment is expected to be more than 30 consecutive calendar days, the
Appointing Authority may grant the employee a temporary pay increase. The
amount of the increase shall be at the discretion of the Appointing Authority but
shall not exceed the maximum of the pay grade of the higher classification.
When the employee is no longer performing the additional duties, the
employee's pay rate shall be adjusted back to the prior pay rate or, at the
discretion of the Appointing Authority, to the pay rate that would have been
attained had there not been a temporary assignment of additional duties and
responsibilities. The temporary assignment of additional duties and
responsibilities shall not exceed six months.
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2. Base Pay Decreases
a. Demotion - Classified Employees
i. Disciplinary

An employee demoted for disciplinary reasons to a job classification for which the
maximum pay rate of the pay grade of the new job classification is lower than
that of the position’s current pay grade shall have their rate of pay reduced in an
amount determined by the Appointing Authority, but in no event shall the new pay
rate be lower than the minimum of the classification to which the employee is
demoted.

ii. Reduction in Force

If as the result of a reduction in force, a classified employee is displaced into a
job classification for which the maximum pay rate of the pay grade of the new job
is lower than that of the employee’s current classification the employee shall
have his/her salary adjusted in accordance with the provisions of Rule 5.
Reduction in Force.

iii. Voluntary

Upon such demotion, a reduction in pay should be made. The demotion
decrease is granted at the discretion of the Appointing Authority but may not be
granted above the maximum pay rate of the employee’s job classification. The
demotion decrease is calculated on the employee’s current pay rate and within
the following:

¢ The employee’s pay may not be reduced below the minimum pay rate nor
exceed the maximum pay rate of the pay grade to which the employee is
being demoted.

o The Appointing Authority may make a demotion pay decrease of 4 to 10%.

e A decrease less than 4% or greater than 10% may be made by the
Appointing Authority in consultation with the Director of Human Resources.

b. Demotion — Exempt Employees

Any change in pay for an exempt employee who is demoted is at the discretion of the
Appointing Authority.

c. Pay Reduction — Disciplinary

Upon a disciplinary pay reduction, the employee’s rate of pay shall be reduced up to
5% at the discretion of the Appointing Authority but in no event shall the new pay rate
be lower than the minimum of the employee’s pay grade.

d. Reclassification or Reallocation Decrease

When a position is reclassified to a job classification for which the maximum pay rate
of the pay grade of the new job classification is lower than the maximum pay rate of
the position’s current pay grade or the job classification for the position is reallocated
to a pay grade for which the maximum pay rate is lower than the maximum of the
position’s current pay grade, an incumbent shall continue to receive their current rate
of pay unless that rate is more than 10% above the maximum of the new pay grade,
in which case their pay rate shall be decreased to 10% above the maximum pay rate
of the new pay grade.
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An incumbent employee shall be offered a transfer to a vacancy in the original job
classification with the same Appointing Authority, if one exists. Otherwise the
employee shall remain in the reallocated position.

D. Supplemental and Incentive Pay
1. Standby Pay

a.

All Classified Service employees required to work standby shall be paid one hour
additional pay (“standby pay”) at the employee’s straight hourly rate for every eight
hours of the standby assignment regardless of whether the employee is called to
report for work and regardless of the number of hours worked in the workweek.
Standby pay is not hours worked.

If required to physically report for work:

i.  The employee’s hours worked for the week (or for salaried classified employees
for the pay period) shall include travel time from home to the work location and
back home from the work location and all hours worked on the assignment.

ii. A minimum of two hours shall be counted as hours worked for the first instance
requiring the employee to physically report to a work location in an eight hour
standby period. No minimum number of hours worked shall be counted for
subsequent standby call outs during the same standby period.

If not required to physically report for work:

i.  If an employee can complete the assignment without physically reporting to the
work location, the employee’s hours worked for the week (or for salaried
classified employees for the pay period) shall include all hours worked on the
assignment.

ii. A minimum of one hour shall be counted as hours worked for the first instance
worked remotely in an eight hour standby period. No minimum number of hours
worked shall be counted for subsequent call outs during the same standby
period.

Pay for reporting for standby duty, whether physically or remotely, is in addition to
the standby pay.

2. Emergency Call Out Pay

a.

In cases where there is no Standby Assignment, if an off-duty classified employee
called out to work is required to physically report to a work location, the employee’s
hours worked for the week (or for the salaried classified employee for the pay period)
shall include travel time from home to the work location and back home from the
work location and all hours worked on the assignment.

A minimum of two hours shall be counted as hours worked for each Emergency Call
Out requiring an employee to physically report for work.

In cases where the assignment can be completed without the employee physically
reporting to a work location, a minimum of one hour shall be counted as hours
worked for each Emergency Call Out.
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3. Shift Differential Pay
a. Five Percent Differential

A shift differential pay of 5% shall be paid to those Classified Service employees,
except Airport Firefighters and Airport Fire Lieutenants, who regularly work a shift
where a majority of the hours worked falls after 5 p.m.

b. Ten Percent Differential

A shift differential pay of 10% shall be paid to those Classified Service employees,
except Airport Firefighters and Airport Fire Lieutenants, who regularly work a shift
where the majority of the hours worked falls after midnight and before 6 a.m.

Excluding Airport Firefighters and Airport Fire Lieutenants, an employee who is assigned
a specific shift when the majority of the worked hours falls after 5 p.m. and before 6 a.m.
and who is assigned to this shift for a period of not less than four consecutive calendar
weeks, will earn the applicable shift differential as of the first day worked on the assigned
shift.

4. Control Burn Fire Team

Each employee serving as a Fire Team Member shall be paid an additional $3.00 per
hour for each hour (or portion thereof) worked as a member of the Fire Team. Each
employee serving as a Fire Team Supervisor shall be paid an additional $5.00 per hour
worked as a supervisor of a Fire Team.

Any hours worked on the Control Burn Fire Team will be counted as hours worked for all
compensation purposes, including but not limited to calculating any overtime due.

5. Classified Service Employees Working in the Citizen Information Center (CIC)

Classified Service Employees working in the Citizen Information Center (CIC) during an
emergency shall be paid their regular pay in situations where their CIC shift falls during
their normally scheduled work time and work days and the County operations are
continuing as usual. If the assigned CIC hours fall outside the normally scheduled work
time or work days, the CIC employee will be compensated at the overtime rate,
regardless of the actual number of hours worked in the week. The hours actually worked
in the CIC shall also be included in the calculation of the time an employee worked
during that work week.

6. Declared Emergencies and Other Emergency or Disaster Situations

When the Board of County Commissioners declares a state of emergency and/or the
Appointing Authorities close their operations due to an emergency, employees will be
compensated as follows:

a. When regular County operations have been suspended because of an emergency
situation, Classified Service employees directed to report to work in any capacity will
be paid at the overtime rate regardless of the number of hours worked in the
workweek.

b. When regular County operations are fully or partially open regular pay rules will apply
to Classified Service employees whether preparing for or dealing with the emergency
or recovery efforts are part of the employee’s normal duties.

c. If a Classified Service employee is assigned duties are at a higher classification and
such assignment continues longer than 30 consecutive calendar days, the employee
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will receive a pay adjustment in accordance with rules and practices governing
temporary increases in C.1.h above.

d. Appointing Authorities may grant employees administrative leave with pay if they
direct them to leave work during their regularly scheduled hours in order to prepare
their homes for emergency. Applicable shift differentials will be applied to the
administrative leave with pay. Employees so directed who fail to return to work as
directed by management may be considered AWOL (Absent Without Leave) and
subject to discipline.

e. Classified service employees required to work during an emergency (when County
operations are closed) on a recognized County Holiday will be paid for such time in
accordance with Personnel Rule 4 A.

f. County employees who are directed not to report to work during an emergency
(when County operations are closed or partially closed) will be granted leave with
pay equal to their normal work hours for a period up to four weeks duration.

i.  County employees who have previously scheduled paid time off during such
time will not be required to use the paid time off.

ii.  County employees not scheduled to work on a day that would be covered by
leave with pay under this provision are not eligible for leave with pay on that
day or any other day in substitution for that day.

g. County employees who are directed not to report to work due to such an emergency
for a period in excess of four weeks duration will be granted leave without pay for this
time beyond the initial four weeks. Employees so affected shall substitute available
compensatory time, extended illness leave, floating holidays, personal day and then
available annual leave for the leave without pay. Employees may retain up to 80
hours of annual leave and be granted leave without pay for the duration.

7. Market Driven Skills Supplement (MDSS)

Market Driven Skills Supplement is an optional pay supplement with a variable rate not
to exceed 10% of the employee’s base rate for an employee that is proficient and
engaged in work that requires the use of critical skill sets that are in short supply within
the available labor market. The maximum rate of pay cannot exceed 10% above the
maximum of the pay grade. The skill sets identified for eligibility for MDSS will be
determined by the Human Resources Department in conjunction with the Appointing
Authorities impacted by the critical skill shortages and approved by the Unified
Personnel Board. The list will be reviewed and updated as needed, but at least every
two years. The Director of Human Resources and Appointing Authority will determine
when an approved skill set is no longer in short supply or is no longer deemed a critical
skill set and recommend the Unified Personnel Board remove the skill set from those
identified for eligibility for MDSS. Upon Unified Personnel Board approval, the
supplemental pay will be ended.

8. Certification Pay

Certification pay is a supplemental pay provided to an employee for possession and
maintenance of specific certification(s). The supplemental pay may be an amount added
to the employee’s base pay or an amount paid at set intervals during the year (for
example, monthly). Eligible certifications are determined by the Appointing Authority.
Certifications which are required in the minimum qualification of the job classification are
not eligible for certification pay. Possession of the certification should add value to the
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employee’s ability to perform his/her job responsibilities. The added value should be
meaningful and real. Loss or failure to maintain the certification will result in removal of
the certification pay. Changes in job classification may result in removal of the
certification pay.

9. Other Supplemental Pay

Other supplemental pay as approved by the Appointing Authority may be provided to
employees for performance of specific duties not required as part of the minimum
gualifications of the employee’s classification (e.g., fogging or 911 training).

E. Pay
1. Method of Payment
a. Exempt Employees

i. Exempt employees are salaried employees paid a set salary for each week
worked, subject to legally allowable deductions whether from the salary or
accumulated leave. For administrative purposes only, such as the payout of
accumulated leave the annualized salary is divided by 2,080 hours (and a pro-
rated amount for employees regularly scheduled for less than 40 hours in a
workweek). All Exempt Service employees shall be available at all times for the
performance of service beyond the generally scheduled workweek as may be
required without any entitlement to extra compensation.

i.  All members of the Exempt Service will have their pay directly deposited in a
financial institution of their choosing.

b. Classified Employees-

i.  Overtime: It shall be the general practice of the County to not have its
employees work frequent or considerable overtime. However, Appointing
Authorities may authorize or direct an employee to work overtime when
necessary in order to meet emergency situations or operating needs. Each
Appointing Authority shall maintain records of all hours worked, including
overtime hours worked by Classified Service employees in his/her department.

a) For overtime compensation purposes, recognized Holidays or Leave with
Pay for work-related purposes shall be considered as time actually worked.
All other time used by the employee, such as, time paid under the Workers’
Compensation Law, under short or long term disability plans, Compensatory
Time, Annual Leave, Extended lliness Leave, Floating Holidays, Personal
Days, or Leave with Pay for non-work related purposes shall not be
considered as hours worked.

b) All hourly Classified Service employees, except Airport Firefighters and
Airport Fire Lieutenants, paid on an hourly basis will be compensated at time
and one half for any hours worked over 40 in any workweek in accordance
with the Fair Labor Standards Act. Any hours worked over 40 in a workweek
shall be considered overtime hours.

¢) Pursuant to section 207 (k) of the Fair Labor Standards Act (FLSA) and Title
29 Code of Federal Regulations, Pinellas County establishes a 21
consecutive day work period for all Airport Firefighters and Airport Fire
Lieutenants Employees effective November 20, 1988. All classified Airport
Firefighters and Airport Fire Lieutenants working 159 hours or less during the
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established 21 consecutive work day period shall be paid at the straight
hourly rate set forth in the Pinellas County Pay & Classification Plan. Should
Fire Protection Employees be required to work more than 159 hours in any
21 consecutive day work period, all such time shall be considered overtime
work.

d) Salaried Classified Service employees, those certified by the Appointing
Authority through the County Attorney to the Director of Human Resources as
excluded from the overtime provisions of the Fair Labor Standards Act
(“Classified Excluded”), will be compensated at time and one half for any
hours worked over 80 in a pay period if approved by the Appointing Authority.

e) Compensation for overtime may be monetary or in compensatory time, at the
sole discretion of the Appointing Authority. Employees may not accumulate
more compensatory time than designated below.

f)  The maximum accumulation of compensatory time for Classified hourly
employees shall be 80 hours and for Classified Excluded employees shall be
240 hours.

g) An employee who has accumulated compensatory time may request
compensatory time off and such compensatory time off must be given within
a reasonable time so long as it does not unduly disrupt departmental
operations.

h) Upon separation from employment, an employee shall receive a lump sum
payment for all accumulated compensatory time at a rate which is not less
than that employee's average regular rate during the last three years of
employment, or that employee's final regular rate, whichever is higher.

i.  Employees promoted from the Classified Service to an exempt position shall, at
the time of promotion, receive payment for accumulated compensatory time
based upon the employee's regular rate of pay at the time of promotion.

iii.  All members of the Classified Service will have their pay directly deposited in a
financial institution of their choosing.

F. Claims for Underpayment of Wages

Claims for underpayment of wages must be made within two years of the underpayment.
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Pinellas Human Resources
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Rule 4. Time Off

All forms of accumulated or gained leave shall be exhausted prior to the request and use of
leave without pay, except as provided in the Pinellas County Family Medical Leave Act
Handbook (FMLA Handbook); in a Declared Emergency as provided in Rule 3; or approved by
the Appointing Authority.

A. Recognized Holidays

Eligible County employees will be allowed holiday leave with pay on the following
recognized County holidays:

New Year’'s Day January 1

Martin Luther King Jr. Holiday Third Monday in January
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Veterans Day November 11

Thanksgiving Day Fourth Thursday in November
Friday after Thanksgiving

Christmas Day December 25

If Christmas or New Year's Day falls on Tuesday or Thursday, the preceding Monday or
following Friday will also be recognized as a holiday.

If any recognized holiday falls on a Saturday, the preceding Friday will be observed as a
holiday and if any recognized holiday falls on a Sunday, the following Monday will be
observed as a holiday.

1. Eligibility:
a. Regular status employees of the Unified Personnel System.
b. Temporary employees with 30 days or more of continuous service.

c. Forthose employees working part-time, holiday pay will be computed according to
the ratio that the employee’s normally scheduled workweek bears to a 40 hour
workweek.

d. Airport Firefighters and Fire Lieutenants assigned to a work week schedule of 48
hours will earn 14.4 hours for each of the recognized holidays.

2. Exceptions:

For purposes of this rule, non-pay status shall mean an employee who is not receiving
any pay or whose only source of pay is Workers’ Compensation or short term disability.

a. Employees in a non-pay status for the entire pay period during which the holiday falls
will not be eligible for holiday leave with pay.

b. Employees receiving Workers’ Compensation or short term disability during a week
that includes a holiday and who are also in a paid status during that week will have
holiday pay prorated pursuant to the rules of those respective benefits.
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3. Application:

a.

Classified employees who are required to work the calendar holiday, the observed
holiday, or both will be compensated for all hours worked on those days at the
overtime rate of pay, regardless of the actual number of hours worked in the week
and in addition to being compensated for the County observed holiday at the regular
rate of pay. At the discretion of the Appointing Authority, compensation may be in
cash or as compensatory time.

In the event a recognized holiday is observed while an employee is on leave with
pay, the recognized holiday will not be charged against the employee's accumulated
leave and the employee will be compensated for the holiday.

Employees whose standard work day is greater than eight hours may add the
necessary number of hours from any accumulated leave to bring the total number of
hours to that of their standard work day unless doing so causes the number of hours
in the workweek to exceed their normally scheduled workweek. These additional
hours will be considered scheduled leave. Departments may also offer additional
work hours during the week chosen in order to make up the difference if such is
deemed in the interest of the department.

B. Floating Holidays

Eligible regular status County employees will be allowed floating holidays with pay on dates
selected by the employee each payroll year as follows:

1. Eligibility:

a.
b.

Regular status employees will be allowed three floating holidays with pay.

Employees who have completed 25 years of service will be allowed two additional
floating holidays beginning with the next payroll year and each payroll year
thereafter.

New hires into permanent positions entitled to floating holidays based on their hire
date from the beginning of the payroll year:

¢ Two floating holidays — hire date from beginning of payroll year through April 30
¢ One floating holiday — hire date of May 1 through August 31

¢ No floating holidays — hire date of September 1 through the end of the payroll
year

Airport Firefighters and Fire Lieutenants assigned to a 48 hour work week will earn
14.4 hours for each floating holiday.

2. Application:

a.

Floating holidays for employees with a normally scheduled workweek of at least 40
hours are for eight hours pay, and a prorated number of hours for employees with a
workweek of fewer than 40 hours computed according to the ratio that the
employee’s workweek bears to a 40 hour workweek.

Employees whose standard work day is greater than eight hours may add the
necessary number of hours from any accumulated leave to bring the total number of
hours to that of their standard work day unless doing so causes the number of hours
in the workweek to exceed their normally scheduled workweek. These additional
hours will be considered scheduled leave. Departments may also offer additional
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work hours during the week chosen in order to make up the difference if such is
deemed in the interest of the department.

c. Floating holidays must be scheduled and approved in accordance with the
Appointing Authority’s established guidelines for scheduled annual leave.

d. Floating holidays must be used during the payroll year in which they are gained.
e. Holiday overtime provisions do not apply to floating holidays.
f. Floating holidays may be taken in two hour increments.

C. Annual Leave

Annual leave is provided for the purpose of vacation, personal business, emergencies,
illness, medical and dental appointments, and any other reason an employee cannot be
present at work.

1. Eligibility:
Annual leave is accumulated in accordance with the following schedule:

Employee Category Hours of Annual Leave Earned per Year
Years of Service 1-2 3-4 5-9 10-14 | 15-19 20+
Classified Service and
Temporary Exempt Service *23 120 136 160 184 208 232
A!rpor_t Flreflghtezs and Airport 144 164 192 291 250 279
Fire Lieutenants
Exempt Service 23 144 160 184 208 232 256

1 Excludes temporary Classified employees with less than 30 days of continuous
service.

2 Partial accumulation of annual leave is authorized for employees who are generally
scheduled for less than a 40 hour workweek in a ratio which reflects the direct
proportion that the generally scheduled hours bear to a 40 hour workweek.

3 No accumulation of annual leave is authorized for any time worked beyond a 40 hour
workweek.

4 No accumulation of annual leave is authorized for any time worked beyond the 159
hours during the established 21 consecutive work day period.

2. Application:

a. Up to one year of continuous temporary service immediately preceding appointment
to a permanent position will be counted for purposes of seniority in accruing annual
leave.
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b. Having annual leave in one’s leave bank does not guarantee that requested time off
will be approved. Managers and supervisors may deny an employee’s request for
time off for business reasons.

c. Except as provided within the FMLA Handbook or during a Declared Emergency, all
annual leave must be expended prior to the use of leave without pay.

d. Annual leave is not earned when an employee is in a non-pay status.
e. There is no limitation on the number of annual leave hours which may be accrued.
f. Advance payment for annual leave is prohibited.

g. Annual leave must be scheduled in advance according to the Appointing Authority’s
requirements. Leave not requested and approved in accordance with such
requirements will be considered unscheduled and may result in disciplinary action.

h. When an employee is transferred within the Unified Personnel System the
employee's accumulated annual leave will also be transferred and such leave, when
taken, will be chargeable to the department to which the transfer was made.

i. Annual leave will not be earned when used in conjunction with a resignation,
retirement or other separation from service.

j- Payment for annual leave will be made on the regular pay date at the employee’s
applicable rate of pay when used.

k. Upon separation, employees shall receive lump sum payment for all unused annual
leave up to a maximum of three times the employee's annual leave accrual rate.
Such payment shall be made at the employee's regular rate of pay at the time of
separation. Payment for such leave shall be made in accordance with the Florida
Statutes.

D. Extended lliness Leave (This provision applies only to employees hired before 1995 who
have an Extended lliness Leave balance.)

Accrued extended illness leave may be granted for any absence.
1. Disposition Upon Separation

a. Upon separation, employees shall receive lump sum payment for 50% of all unused
extended illness leave. Such payment shall be made at the employee’s base rate of
pay at the time of separation. Payment for such leave shall be made in accordance
with the Florida Statutes.

b. Payments made pursuant to this section shall not be considered in any State-
administered retirement system as salary payments, and shall not be used in
determining the average final compensation of an employee in any State-
administered retirement system.

2. Disposition for Transferred Employees

When an employee is transferred within the Unified Personnel System, the employee's
accumulated extended iliness leave shall also be transferred and such leave, when
taken, shall be chargeable to the department to which the transfer was made.

3. Coordination with Disability Income Plans

The County offers Short Term Disability (STD) as well as Long Term Disability
Insurance. Benefits are governed by the plans in place at the time of disability. An
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employee is not eligible for STD benefits until exhausting all extended iliness leave. In
no event shall an employee receive any combination of extended illness and STD for
longer than the employee would have been eligible to receive STD.

E. Personal Day
1. Eligibility:

Employees in permanent positions will be allowed one 8 hour Personal Day, except that
Classified employees serving their first year of employment in a permanent position are
not eligible for the Personal Day.

2. Application:

a.

f.

The Personal Day is for eight hours pay for employees with a generally scheduled
workweek of at least 40 hours and a prorated number of hours for employees with a
workweek of fewer than 40 hours computed according to the ratio that the
employee’s workweek bears to a 40 hour workweek.

Employees whose standard work day is greater than eight hours may add the
necessary number of hours from any accumulated leave to bring the total number of
hours to that of their standard work day unless doing so causes the number of hours
in the workweek to exceed their generally scheduled workweek. These additional
hours will be considered scheduled leave. Departments may also offer additional
work hours during the week chosen in order to make up the difference if such is
deemed in the interest of the department.

The Personal Day may be used in four hour increments.

Employees must notify their supervisor of their intent to use the Personal Day as
soon as practicable. The Personal Day will not be considered when evaluating the
employee’s attendance.

If taken immediately before or after a recognized holiday, the Personal Day must be
scheduled and approved in advance in accordance with department requirements for
other schedule leave or will be considered unscheduled.

The Personal Day must be used in the payroll year in which it is gained.

F. Funeral Leave

Eligible employees may be granted three days leave of absence with pay in the event of the
death of any person residing in the employee’s household or any member of the employee’s
immediate family.

1. Eligibility:

Employees in a permanent position including those in a probationary status.

2. Application:

a.

b.

Immediate family shall mean spouse, child, parent, sister, brother, father-in-law,
mother-in-law, brother-in-law, sister-in-law, son-in-law, daughter-in-law, stepfather,
stepmother, stepchildren, grandparents, grandparent-in-law or grandchildren of the
employee.

At the discretion of the Appointing Authority, additional time may be granted as
scheduled leave. The time will be chargeable to any accumulated leave the
employee has, or if the employee has no accumulated leave, to leave without pay.

Revised: 01/01/2016 Rule 4. Time Off Page 5 of 6



G. Jury Duty and Witness Duty

Leave of absence with pay will be granted to an employee to perform jury duty or testify as a
witness when legally required unless the employee is the plaintiff or defendant. Presentation
of a summons or subpoena to appear in court is required before such leave is granted.

H. Injury

An employee who has sustained a compensable workers’ compensation injury, has not
reached maximum medical improvement (MMI) and has returned to work but whose injury
necessitates that palliative or remedial care from their authorized physician be continued will
be allowed reasonable leave with pay of up to 10 hours per pay period for treatment and
travel to and from the authorized physician. Payment for absences beyond a total of 10
hours per pay period will be offset by the use of any accumulated leave.

I. Other Leave of Absence With Pay

Upon approval of the Appointing Authority, other leaves of absence with pay may be allowed
if such leave is deemed to be in the best interests of the organization.

J. Other Leave of Absence Without Pay

Upon request of an employee, an Appointing Authority may grant a leave of absence without
pay for any reason deemed to be in the best interest of the organization and may require
presentation of appropriate documentation in support of such request.

K. Military Training/Duty

Leave of absence for military training and duty will be granted in accordance with Florida
and Federal law.

L. Unauthorized Absence

Unauthorized absences from work for a period of three consecutive working days may be
considered as the employee’s voluntary resignation by the Appointing Authority.
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Rule 5. Reduction in Force

A. General Provisions

1.

The provisions of this Rule apply to layoffs and displacements within the Classified
Service.

A reduction in force means separation of employees from the Classified Service as a
result of:

e alack of funds,

e alack of work,

e abolition of a position, or

e material changes in duties or organization.

When a reduction in force is necessary, the Appointing Authority implementing the
reduction in force will determine the:

e organizational unit(s) under his/her jurisdiction in which the reduction can best be
accomplished,

e job classifications within those organizational unit(s) from which the reduction will
occur, and

e positions within the job classifications that will be eliminated.

B. Reduction in Force Plan

1.

Notice

The Appointing Authority implementing a reduction in force will file notice of his/her
Reduction in Force Plan with the Unified Personnel Board at least 21 days prior to its
effective date. The notice will include the factors, weights, and methodology to be used
in calculating retention scores, the organizational unit and job classes from which the
reduction will be made and the positions to be eliminated.

Retention Scores

The layoff order of regular status classified employees within a job classification
designated for reduction within a so designated organizational unit will be determined by
the retention scores calculated for each employee within the designated job
classification within the designated organizational unit. The employee with the lowest
retention score will be laid off first. At a minimum, the retention score will give due
consideration to the following factors:

e organizational need,

seniority,

veterans’ preference,

proficiency of the employee as measured by evaluations of performance and
disciplinary actions.

Revised: 01/01/2016 Rule 5. Reduction in Force Page 1 of 4



3.

Displacements

The reduction in force plan will also indicate whether the Appointing Authority will
consider displacements of employees designated for layoff to lower level job
classifications as described in section C of this rule.

Before any non-probationary, regular status employee in a job classification being
reduced is laid off, temporary employees within that job classification in the
organizational unit will be laid off.

Prior to implementation of the layoff plan, the following employees who are serving in a
position to be reduced within the organizational unit will be returned to the lower class
position in which the employee was serving:

o employees temporarily promoted,
o employees provisionally promoted,

e promoted employees who have not completed six months of satisfactory service
following the promotion.

A regular status classified employee offered displacement in lieu of layoff who rejects the
displacement offer will be laid off.

C. Displacement

1.

If an Appointing Authority is allowing displacements in the reduction in force, any regular
status employee who would otherwise be laid off may fill a vacant position or displace an
employee in a lower pay classification in the same selected organizational unit provided:

o the regular status employee has successfully encumbered a position within the lower
level job classification,

¢ the Appointing Authority certifies that the regular status employee meets the
minimum qualifications of the classification and the position and is capable of
performing in that classification and position; and

¢ the regular status employee who would otherwise be laid off has a retention score for
the position in the lower level job classification from which he/she would displace
another employee that is equal to or greater than the retention score of the employee
he/she would displace.

An employee who is placed in a lower level/pay grade position as result of the
displacement process shall retain his/her base rate of pay not to exceed 10% above the
maximum of the pay grade of the job classification to which he/she is displaced.

An employee displaced to a lower level/pay grade position will have his/her name placed
on the list of qualified applicants for the job classification from which he/she was
displaced for one year and shall, along with laid off employees, receive all due
consideration prior to the consideration of other applicants.

Notwithstanding any other Rule, an employee displaced under this Rule who is
promoted within one year of the effective date of displacement is eligible for a pay rate
adjustment as follows:

a. An employee promoted to a position within the job classification or the pay grade
from which the employee was displaced shall be restored to the pay rate he/she was
earning on the date of displacement.
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b. An employee promoted to a position at a lower pay grade than that from which the
employee was displaced shall be placed at the pay rate the employee would have
received if he/she had been displaced directly into that position.

c. An employee promoted to a higher pay grade than that from which the employee
was displaced shall be entitled to a salary adjustment in accordance with Rule 2,
except that the salary adjustment will be applied as though the employee was still in
the position from which he/she was displaced.

Pay rate adjustments for promotions which occur more than one year after the effective
date of displacement will be made in accordance with the normal promotional pay rate
adjustments of the County at the time of promotion.

5. Determinations relating to displacement under this Rule are not grievable and may not
be appealed except to the Appointing Authority as described in D.2.

D. Rights of Laid Off Employees

1. An employee separated by layoff shall be given at least 21 calendar days notice of the
layoff.

2. An employee to be laid off who objects to the layoff decision shall have recourse by
requesting within seven calendar days of notification to meet with the Department
Director to discuss the determination of the retention. After such meeting(s), if the
employee continues to object to the layoff decision, he/she shall have the right to meet
with his/her Appointing Authority or designee to discuss his/her objection to the layoff
decision and request a change in the layoff decision. The request must be made within
seven calendar days of the conclusion of the prior meeting(s). The decision of the
Appointing Authority following that meeting shall be made within seven calendar days
and shall be final.

3. Upon separation, in accordance with applicable Unified Personnel System rules, the laid
off employee shall be paid for his/her accumulated Extended lliness Leave and Annual
Leave, and shall be paid all accrued compensatory time. There is no entitlement to pay
for unused Floating Holidays or Personal Days.

4. Re-employment:

a. Aregular status employee who is laid off shall have his/her name placed on the list
of eligible candidates for the job classification from which the employee was laid off.

b. To the extent possible, recruitments for positions within job classifications impacted
by layoff will be filled from a Layoff Register. Individuals on the Layoff Register will be
given all due consideration before any other applicants.

c. A laid off employee who is re-employed within one year from the effective date of
layoff shall:

i. be credited with his/fher Annual Leave and Extended lliness leave balances
which were accrued but not paid at the time of layoff;

ii. accrue Annual Leave at the same accrual rate the employee was accruing at the
time of layoff; and

iii. if re-employed within the same job classification from which he/she was laid off,
be placed in the same pay grade and pay rate he/she was in at the time of layoff,
or the minimum of the pay rate of the job classification, whichever is greater, and
shall not be required to serve a probationary period in that position.
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d. A laid off employee who is rehired into a job classification other than the one from
which he/she was laid off, or who is rehired after more than one year from the
effective date of the layoff, shall be hired at a salary commensurate with the hiring
practices of the County at the time of hire and serve a probationary period as defined
in applicable Rules.

E. Grievance Procedure for Layoff or Displacement

A regular status Classified Service employee displaced or laid off under this rule who
believes that the Appointing Authority has wrongfully applied this rule may file a grievance
on that sole issue as follows:

1.

The aggrieved employee shall place the grievance in written form and submit it to the
Director of Human Resources with a request for an informal hearing before an Informal
Grievance Committee within 14 calendar days of notification of the action grieved.
Failure of an employee to timely initiate a grievance will result in rejection of the
grievance without further action.

The employee shall use the Layoff Grievance form available in the Human Resources
Department or on its website for this purpose and shall state the specific reason(s) for
his or her claim that the Appointing Authority has wrongfully applied Personnel Rule 5.

The Director of Human Resources shall determine if the grievance meets the
requirements of this rule; and if not, reject the grievance without further action. This
determination shall be final. If the grievance meets the requirements of this Rule it shall
be forwarded to the Informal Grievance Committee.

The Informal Grievance Committee shall be a three member Committee composed of
the Appointing Authority or designee, the Director of Human Resources or designee and
a classified employee selected by the Director of Human Resources and the Appointing
Authority.

The informal hearing shall be arranged by the Director of Human Resources and shall
be held within fourteen calendar days from the date the written request was received
from the aggrieved employee. At the hearing, each party will be allowed 15 minutes to
present argument(s) in support of his/her position. Each party is responsible for
obtaining his/her own exhibits, if any, and bringing four copies of each exhibit to the
hearing. Each of the three Committee members and the opposing party shall receive a
copy of each exhibit presented or referred to in the argument.

The burden shall be on the employee to establish violation of this rule by a
preponderance of the evidence.

The hearing shall be held in the sunshine as required by Florida Statutes Chapter
286.011 and a decision shall be rendered at the conclusion of the hearing. That decision
shall be final.
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Rule 6. Discipline
A. Applicability and Purpose
This rule applies to employees in the Classified Service.

The purposes of this rule are to establish procedures for administering discipline and to
recommend standard ranges of penalties to promote reasonable consistency in discipline.
The level of discipline should be dependent on the facts and circumstances surrounding the
behavior or performance issue. The impact of the behavior or performance, the totality of the
employee’s work record, and any mitigating or aggravating circumstances are relevant in
determining the level of discipline administered.

B. Authority to Effect Discipline

1. Subject to the grievance and appeal procedures herein, the Appointing Authority or
designee shall have sole authority to administer discipline.

2. Any Classified Service employee may be disciplined for just cause. The types of
performance and behavior identified in the attached chart are deemed to constitute just
cause. Other causes not specifically listed which in the sole determination of the
Appointing Authority negatively impact the efficiency, morale, good order, and discipline
of the workplace, or the performance of a department, office, or agency may also
constitute just cause.

C. Disciplinary Actions

Discipline should be progressive in nature. Progressive means that more severe discipline is
warranted if an employee continues to exhibit performance and behavior problems, whether
similar in nature or not. Additionally, there are circumstances where a transgression is
egregious enough to warrant termination with no prior discipline.

1. Types of Disciplinary Action, in increasing order of severity:
a. Verbal Warning
b. Written Warning
c. Suspension*
d. Pay Reduction*
e. Demotion*
f. Dismissal

*considered the same level of discipline

2. Procedure
The following procedure should be used when administering discipline.
a. Verbal Warnings and Written Warnings

Verbal Warnings and Written Warnings are levels of formal discipline that do not
require a pre-disciplinary hearing. However, Warnings should be issued at a meeting
with the employee. The meeting is the time to inform the employee of the factual
basis for the discipline, explain expected corrective action and deliver the
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documentation of Warning. The employee shall be allowed to make comments
during the meeting.

Verbal Warnings and Written Warnings will be memorialized in a written document,
the Warning, which should be given to the employee at the meeting. The document
should include the factual basis for the discipline and the expected corrective action.
The document should also inform the employee that additional performance
deficiencies or behavior problems, whether similar or not, could result in additional
discipline. The employee shall be required to acknowledge receipt of the Verbal or
Written Warning by signing the document.

b. Suspension

Suspension is a period of time off work without pay. Suspensions require a pre-
disciplinary hearing. Written notice of suspension shall be given to the employee.
The notice shall include the factual basis for the suspension, the length and details of
the suspension, and the expected corrective action. The notice shall also inform the
employee that additional performance deficiencies or behavior problems, whether
similar or not, could result in additional discipline.

c. Pay Reduction

Pay Reduction is a reduction in an employee’s pay rate. Pay Reductions require a
pre-disciplinary hearing. Pay reductions shall be limited to a maximum of five
percent. Written notice of Pay Reduction shall be given to the employee. The notice
shall include the factual basis for the Pay Reduction, the amount and effective date
of the Pay Reduction, and the expected corrective action. The notice shall also
inform the employee that additional performance deficiencies or behavior problems,
whether similar or not, could result in additional discipline.

d. Demotion

Demotion is a change to a position in pay grade for which the maximum pay rate is
lower than that of the employee’s current pay grade. Demotions require a pre-
disciplinary hearing. Written notice of Demotion shall be given to the employee. The
notice shall include the factual basis for the demotion, identify the pay grade and pay
rate of the position into which the employee is demoted, the effective date of the
demotion, and the expected corrective action. The notice shall also inform the
employee that future additional performance deficiencies or behavior problems,
whether similar or not, could result in additional disciplinary action. Upon such
demotion a probationary employee shall serve the balance of his/her probationary
period and a regular status employee shall not be required to serve another
probationary period.

e. Dismissal

Dismissal is separation from employment. Dismissals require a pre-disciplinary
hearing. Written notice of Dismissal shall be given to the employee.

3. Pre-Disciplinary Hearings

Before issuing a Suspension, Pay Reduction, Demotion or Dismissal, the Appointing
Authority shall provide written notice of his or her intent to administer discipline and offer
the employee the opportunity to discuss the situation at a pre-disciplinary hearing. Such
hearing shall be held by the employee’s Department Director or that Director’s designee.
The notice shall include the factual basis for the discipline being considered and the just
cause for the discipline and advise the employee of the date and time of the pre-
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disciplinary hearing.

The pre-disciplinary hearing is the employee’s opportunity to be heard on issues related
to the proposed discipline. Employees may be represented by a person of their choice at
their pre-disciplinary hearing.

Pre-Disciplinary hearings may be conducted in the manner determined appropriate by
the respective Appointing Authority.

D. Retention of Disciplinary Documentation

Discipline actions shall remain active for at least the minimum time specified below:

Verbal Warning 6 months
Written Warning 9 months
Suspension, Pay Reduction, or Demotion 12 months

If the Appointing Authority has determined the problem necessitating the discipline has been
corrected by the employee and additional performance or behavior problems have not
occurred during the designated time frame, the Appointing Authority may request that
discipline actions be inactivated. Even if inactive, all documentation will be retained as a part
of the personnel file and available in accordance with Chapter 119, Florida Statutes. The
determination of the Appointing Authority regarding inactivation is final.

E. Grievance of Discipline Actions & Appeals of Dismissal
1. Grievances

An employee may grieve disciplinary action, except dismissal, by filing a written
grievance in accordance with the grievance procedure specified in Rule 7.

2. Appeals of Dismissal

Except as provided herein, a regular status employee may appeal a dismissal directly to
the Unified Personnel Board by filing a written notice of appeal with the Director of
Human Resources within 15 calendar days from the notice of the dismissal. An
employee serving the initial one year probationary period may not appeal a dismissal.

Human Resources staff may advise the employees and the Appointing Authority of all
rights and responsibilities in the appeal procedure but shall not act as a representative or
advocate for either.

Conference for Probationary Employees: When incidental to the dismissal of a
probationary employee, the Department places in the employee’s personnel file any
information concerning the employee which might be considered stigmatizing to future
employers, i.e., termination for misconduct; and if the employee contends that the
information is false, the employee may, in writing, demand a name clearing conference.
If such demand is made, the Department shall provide the employee an opportunity to
demonstrate the falsity of the information, and the burden of proof shall be on the
employee. The sole issue to be determined shall be the truth or falsity of the information
alleged by the employee to be false, and the decision shall not necessarily affect the
dismissal.

3. Representation

The employee may, if desired, be represented by counsel or lay person during hearings
conducted under the provisions of this Rule.
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4. Unified Personnel Board Appeal of Dismissal Hearings

Employees appealing their dismissal under this Rule shall be provided a fact-finding
hearing before the Unified Personnel Board at which both parties shall have the
opportunity to be heard in person, to be represented by lay person or by counsel, and to
introduce testimony and evidence. Board Hearings shall be conducted in accordance
with the Unified Personnel Board’s appeal procedures.

F. Suspensions Pending Judicial Review

When an employee has been indicted or has had an information filed against him or her for
a felony, a misdemeanor involving moral turpitude, or any offense in which a conviction
would adversely affect the efficiency or morale of the County Service, the Appointing
Authority may, in his or her sole discretion, suspend that employee with or without pay until
any such charge has been prosecuted to its conclusion. Written notice of suspension shall
be provided to the employee.

In the event the suspension is without pay, the employee will be given an opportunity, either
orally or in writing to present to the Appointing Authority reasons why the suspension without
pay would be inappropriate.

At the conclusion of the charge, if the employee has been found guilty, has pled guilty
whether adjudication is withheld or not, or entered a pre-trial intervention or similar program,
the Appointing Authority may proceed with termination, in accordance with the procedure in
Section 2.

In the event the employee has been tried and acquitted or the information or indictment is
guashed or dismissed, the employee may present appropriate documentation to the
Appointing Authority and request reinstatement in writing within 15 calendar days of the
acquittal or other disposition of the case. This request must be made by delivering the
request and documentation to the Appointing Authority. Failure of an employee to request
reinstatement from the Appointing Authority within 15 calendar days of the acquittal or other
disposition of the case shall be deemed a voluntary resignation of employment. Upon
verification that such documentation is genuine and accurate, the Appointing Authority may
reinstate the employee with or without back pay.

If the Appointing Authority does not reinstate the employee, the employee may, within 15
calendar days of denial of reinstatement, petition the Unified Personnel Board for
reinstatement by delivering a written request for reinstatement to the Director of Human
Resources. Failure of an employee to timely file such written request with the Director of
Human Resources shall be deemed a voluntary waiver of the employee’s right to seek
reinstatement from the Unified Personnel Board and will be considered a voluntary
resignation. Such resignations shall not be appealable.

Back pay is limited to wages and benefits lost during the suspension period, less sums from
all other sources including wages or salary earned and monies received from any and all
public assistance and unemployment compensation for the suspension period. The
Personnel Board has no authority to grant pay. Only the Appointing Authority may grant
back pay.
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Disciplinary Guidelines
Disciplinary Action Ranges
Infraction First Level ng\?gld Third Level FLOeLi/r;r
) ) Verbal Warning wgﬁz to 3 Day
D1 | Substandard quality or quantity of work. to Written 3 Da g9 Suspension | Dismissal
Warning Susp)(/ension to Dismissal
_ ) Written Warning | 3 Day
D2 | Sleeping on the job. to 3 Day Suspension | Dismissal
Suspension to Dismissal
_ ) _ Verbal Warning Written
D3 | Failure to perform assigned duties. to 3 Day Warning to Dismissal
Suspension S Day .
Suspension
The employee refused to answer questions from a superior or
investigative agency relating specifically and directly and
narrowly to the employee's official duties, after the employee 3 Day
D4 | had been warned that refusal to answer such questions could | syspension to Dismissal
lead to disciplinary action and that statements made by Dismissal
employees under such circumstances were inadmissible as
evidence in a criminal prosecution.
. Written
D5 | Insubordination. Verbal Warning Warning to Dismissal
to Dismissal Dismissal
_ _ ) Verbal Warning Written Reduction
D6 | Excessive tardiness or absenteeism. to Written Warning to in Pay to Dismissal
: Reduction in S
Warning Pay Dismissal
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Disciplinary Guidelines
Disciplinary Action Ranges
Infraction First Level Second Third Level Fourth
Level Level
_ _ ) o Verbal Warning | 3 Day
D7 | Leaving work station without authorization. to 3 Day Suspension Dismissal
Suspension to Dismissal
Absence without authorized leave.
Note: Unauthorized absences from work for a period of three 3 Da
D8 | consecutive working days may be considered as the Written Warning S y Dismissal
X : 4 o : uspension
employee’s voluntary resignation by the Appointing Authority
and as such may not be grieved.
. I 3 Day
D9 | Intentional falsification of records. Suspension to Dismissal
Dismissal
_ _ _ Verbal Wamni 3 Day 5 Day o
D10 | Misuse or destruction of property or equipment. erbalyvaming | gyspension Suspension | Dismissal
to Dismissal - o
to Dismissal to Dismissal
_ _ Verbal Warni 3 Day
D11 | Unauthorized use of County equipment or property. erbal yvaming | gyspension | Dismissal
to Dismissal o
to Dismissal
o _ _ o Verbal Warni Written 3 Day o
D12 | Violation of written rules, regulations, policies or statutes. erbal yvaming | warning to Suspension | Dismissal
to Dismissal o o
Dismissal to Dismissal
) o Verbal Warning Written
D13 | Negligence resulting in minor consequences. to Written \3Ngrn|ng to Dismissal
. ay
Warning Suspension
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Disciplinary Guidelines
Disciplinary Action Ranges
Infraction First Level Second Third Level Fourth
Level Level
. o . 3 Day
D14 | Negligence resulting in serious consequences. Suspension to Dismissal
Dismissal
_ o S Verbal Warning ertte_n
D15 | Unauthorized distribution, solicitation, or sales. to Written Warning to Dismissal
. 3 Day
Warning .
Suspension
: o : 3 Day
D16 | The employee engaged in a physical fight while on duty. Suspension to Dismissal
Dismissal
The employee is in possession of a deadly weapon on County
owned or leased property or in a County owned or leased
vehicle at any time, or in a personal vehicle while being used
for County business except:
a. If specifically authorized in advance by the employee’s
Appointing Authority, or
b. With regard to a firearm, is otherwise specifically 3 Day
D17 allowed under Florida Statute §790.251. Suspension to Dismissall
Deadly weapon means any instrument which will cause great Dismissal
bodily harm or death when used in its ordinary and usual
manner. For this infraction, deadly weapons include, but are
not limited to: firearms, clubs, knives (other than a common
pocket knife with a folding blade or an eating utensil), stun
guns, brass knuckles, nunchucks, throwing stars, and other
martial arts weapons.
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Disciplinary Guidelines
Disciplinary Action Ranges
Infraction First Level Second Third Level Fourth
Level Level
The misappropriation of County funds, appropriation of County | 3 Day
D18 | property for personal use, or illegal disposition of County Suspension to Dismissal
property. Dismissal
Violation of County Alcohol and Controlled Substance Testing I
D19 . . : ; Dismissal
Policy for Commercial Motor Vehicle Drivers.
D20 The employee has engaged in conduct unbecoming an Written Warning Dismissal
employee of the County. to Dismissal
Finding of guilty or plea of guilty or nolo contendere to an 3 Day
D21 | employment-related first degree misdemeanor, or felony Suspension to Dismissal
whether adjudication of guilt is withheld or not. Dismissal
Finding of guilty or plea of guilty or nolo contendere to a
D22 misdemeanor or felony involving moral turpitude, whether Written Warning Dismissal
adjudication of guilt is withheld or not and whether related to to Dismissal
employment or not.
Finding of a violation of Pinellas County Anti-Harassment Written Warnin
D23 | Policy after an investigation by the Office of Human Rights or o 9 | Dismissal
. o A to Dismissal
an investigation done at its direction.
With a reasonable accommodation, the employee is incapable Demotion or
D24 | of performing the essential functions of the job position o
. o Dismissal
because of a mental or physical disability.
D25 | Attempt to use political influence in personnel matters. ertt_en _\Narnlng Dismissal
to Dismissal
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Disciplinary Guidelines
Disciplinary Action Ranges
Infraction First Level Second Third Level Fourth
Level Level
The employee has intentionally falsified a time record or made | 3 Day
D26 | a false claim for leave, or failed to report absence from duty to | Suspension to Dismissal
supervisors. Dismissal
D27 The employee, after employment, is found to have made a Written Warning
false statement in his application for employment. to Dismissal
The employee’s conduct is offensive or antagonistic toward .
. . . . . Written
superiors, fellow employees or the public. The actions include | Verbal Warning : I
D28 - S L Warning to Dismissal
but are not limited to verbal abuse, intimidation or the use of to Dismissal Dismissal
profane or obscene language
The employee’s conduct interferes with the proper cooperation . Written
. . o Verbal Warning . N
D29 | of coworkers or impairs the efficiency, morale, good order or L Warning to Dismissal
o to Dismissal I
discipline of the workplace. Dismissal
The employee required to maintain an active driver’s license
has had his or her driver’s license suspended or revoked; or
has failed to report a suspension or revocation to his
supervisor by the next scheduled work day immediately Demotion or Co
D30 ; A ; . o Dismissal
following notification of the suspension or revocation; or has Dismissal
driven a county owned or leased vehicle or his or her own
vehicle on county business after such revocation or
suspension.
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Disciplinary Guidelines

Disciplinary Action Ranges

Infraction First Level SI(_econd Third Level Fourth
evel Level
The employee whose position requires the operation of a
motor vehicle in the performance of their duties, fails to _
immediately advise of a conviction for violation of any motor Verbal Warning | Written 3 Day
D31 | vehicle law or ordinance for which more than three points are | to Written Warning to Suspension | Dismissal
assessed pursuant to Section 322.27, Florida Statutes, or any | Warning 3 Day _ to Dismissal
conviction under Sections 316.193 or 316.1931, Florida Suspension
Statutes (driving under the influence).
The employee has failed to obtain or maintain the required Demotion or
D32 o L e o
certification for their job position. Dismissal
The employee, whether on or off the duty, has engaged in
employment or other activity which is inconsistent or 3 Day
D33 | incompatible with his or her assigned duties, functions, or Suspension to Dismissal
responsibilities, or one that is in legal, moral, or technical Dismissal
conflict with such duties.
That the employee has violated Section 447.505, Florida
Statutes, or any subsequent amendments thereto or any other
related, applicable Florida Statute, or has induced or
D34 | attempted to induce, or aided or abetted any employee of Dismissal
Pinellas County to engage in any strike or walk-out against
Pinellas County or any organizational department or unit
thereof.
S . : Verbal Warnin I
D35 | Violation of Pinellas County Statement of Ethics to Dismissal 9 Dismissal
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Disciplinary Guidelines

Disciplinary Action Ranges

Infraction First Level Second Third Level Fourth
Level Level
Failure to perform a reasonable amount of emergency work 3 Day
D36 | outside normal working hours when directed to so do by Suspension to Dismissal
proper authority. Dismissal
During employment the employee fails to report tq Verbal Warning ertte_n o
D37 | management that he or she was arrested by the first L Warning to Dismissal
. . : to Dismissal o
scheduled work day immediately following the arrest. Dismissal
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Rule 7. Employee Grievances
A. Applicability and Purpose
1. This rule applies to employees in the Classified Service.

2. The purpose of this rule is to establish a process through which an employee may seek
redress for covered issues relating to his or her employment and to improve employee-
management relations through a fair method of resolving problems.

3. When appeal, complaint, or grievance procedures are otherwise established for a
particular issue or subject, those procedures shall apply.

B. Non-Retaliation

Employees shall not be subjected to retaliation for using or participating in the grievance
process.

C. Time for Grievance

The Appointing Authority shall allow the aggrieved employee reasonable time to consult with
the Human Resources Department and participate in the grievance process. However, the
Appointing Authority is not required to provide the grievant unlimited work time to prepare or
participate in the process. Time approved by an Appointing Authority during normal duty
hours shall not be charged against the employee. Except for time at an informal grievance
panel hearing, time spent by a grievant outside of the employee’s normal duty hours shall
not be counted as hours worked.

D. Guidance

Human Resources staff may advise the employees and Appointing Authorities regarding the
grievance and appeal process but shall not act as a representative or advocate for either.

E. Covered issues and Level of Appeal Available
A Classified Service employee may grieve:
1. Discipline (verbal warning, written warning, suspension, demotion, reduction in pay);
2. A misapplication of a Personnel Rule, as applied to the grievant;

3. A misapplication of an established departmental policy, procedure, or rule if that policy,
procedure, or rule was approved by the Unified Personnel Board, as applied to the
grievant;

4. Formally documented records of performance as determined under the County’s
prescribed performance management system;

5. Discretionary pay increase decisions.
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Level of Appeal Available

Level of Appeal
Step 2: Step 3:
Step 1: Informal Unified
Informal | Department | Grievance | Personnel
Grievance Issue Resolution Head Committee Board
D|SC|pI|ne: verbal & written X X X
warnings
Discipline: suspensions,
demotions, reductions in X X X X
pay
Misapplication of Personnel X X X X
Rule
Misapplication of
department policy,
procedure, or rule (if X X X X
approved by the Unified
Personnel Board)
Formally documented
X X
record of performance
Discretionary pay increase
- X X
decision

F. Exceptions

1.

3.

Dismissals are not subject to grievance. Dismissals of regular status employees may be
appealed directly to the Unified Personnel Board pursuant to Rule 6.

Demotions for inability of regular status employees during the first six months after a
promotion are not subject to grievance.

Layoffs and displacements under Rule 5 are not subject to grievance.

G. Procedure for Grievance

Unless appeal, complaint, or grievance procedures are otherwise established for the
particular issue or subject, the following procedure applies.

1.

Revised: 01/01/2016

Filing: Grievances starting with Step 1 must be filed in writing on the forms provided by
the Human Resources Department.

Timing: All steps in the grievance process must be taken within the time frames

specified.

a. A grievance must be initiated as described within 15 calendar days from when the
employee first becomes aware of the aggrieved situation.

Rule 7. Employee Grievances
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b. Failure of an employee to timely file a grievance or timely initiate any step in the
process will result in rejection of the grievance without further action. Such rejection
is final.

3. Process:

If the end date falls on a weekend or County holiday, the due date shall be the next
weekday.

a. Informal Resolution

An employee is encouraged to attempt resolution for his or her issue with the
immediate supervisor or other appropriate level of management in his or her
Department before proceeding to a formal grievance. In cases where the issue is not
resolved, an employee may, within 15 calendar days of when the employee first
becomes aware of the aggrieved situation, start the process at Step 1.

b. Step 1. Department Head

i. Grievant submits written grievance on the established Human Resources form to
the Department Head.

ii. The Department Head should consider the grievance and discuss it with the
employee and other management, if necessary, to reach a decision. The
Department Head’s decision must be delivered in writing to the employee on a
copy of the grievance form submitted by the employee.

iii. The Department Head's response must be delivered within seven calendar days
from the date the employee submits the form.

iv. If the employee is dissatisfied with management’s response, or does not receive
a response within seven calendar days of the date the employee submitted his
grievance form to the Department Head, the employee may proceed to Step 2
(unless the subject matter is limited to resolution at Step 1).

c. Step 2: Informal Grievance Committee

i. Grievant files a written request within 15 calendar days on the established
Human Resources Department form to appeal the Department Head’s decision
to the Director of Human Resources. The request must include a copy of the
Department Head's response from Step 1. If no response was received, the
Grievant must state so in the written request and must attach the form from
Step 1.

ii. Upon receipt of a proper and timely request to appeal, the Director of Human
Resources shall convene an Informal Grievance Committee in accordance with
established Unified Personnel Board policy.

iii. The Informal Grievance Committee hearing shall be scheduled by the Director of
Human Resources within 30 calendar days from the date grievant files the
request to appeal the Department Head'’s response. Continuances for good
cause shown may be granted by the Director of Human Resources.

iv. The complete hearing shall be conducted in the Sunshine, in accordance with
Florida Statute Chapter 286.

v. The hearing shall be a fact-finding hearing at which both parties have the
opportunity to be heard in person, to be represented by lay person or counsel,
and to introduce testimony and evidence. Informal Grievance Committee
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hearings shall be conducted in accordance with Unified Personnel Board
procedures.

vi. The result of the hearing shall be announced at the conclusion of the hearing.

vii. The written decision of the Informal Grievance Committee shall be provided to
the parties within 10 calendar days from the conclusion of the hearing.

viii. An employee dissatisfied with the Informal Grievance Committee decision may
proceed to Step 3 (unless the subject matter is limited to resolution at Step 2).

d. Step 3: Unified Personnel Board Appeal of Grievance Hearing

i. Except as provided herein, either party may appeal the decision of the Informal
Grievance Committee to the Unified Personnel Board by filing a written notice of
appeal with the Director of Human Resources within 15 calendar days of the date
of the written decision of the Informal Grievance Committee.

ii. Failure to appeal within 15 calendar days shall be deemed voluntary waiver of a
party’s appeal right.

ii. Unified Personnel Board appeals from Informal Grievance Committee decisions
shall be conducted in accordance with the Unified Personnel Board’s appeal
procedures.
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Pinellas Human Resources
(ounty e "'

U su A

Rule 8. Political Activities

A. The provisions of this rule apply to members of the Classified Service.
B. Prohibited Activities

1. Employees are prohibited from taking an active part in a political campaign while on duty
or during the time which the employee is expected to perform services for which
compensation is received from the County.

2. Employees are prohibited from the following while on duty or on County property:
a. circulation of or seeking signatures to any petition provided for by any charter or law;

b. distributing badges, colors, or other indications favoring or opposing an issue or a
candidate for election or nomination to a federal, state, county or municipal public
office; or

c. making, soliciting or knowingly accepting any political contribution in a building
owned by a governmental entity.

3. Employees are prohibited from holding a public office or being a candidate for public
office while employed by the County.

C. Allowed Activities

As long as it is not in violation of Federal or Florida Law, Opinions of the Florida Division of
Elections, other provisions of this Rule, and occurs during off-duty hours any employee may:

1. Express their opinions on any candidate or issue;
2. Participate in any political campaign; and

3. Serve as a member of the State Executive Committee or County Executive Committee
of a political party.
D. Candidacy for Public Office
An employee is required to resign employment to run for public office as follows:

1. If at the Appointing Authority’s sole discretion, he or she determines there is a conflict of
interest between the employee’s duties as a County employee and the employee’s
candidacy for public office, the employee must resign prior to the date he or she
becomes a candidate pursuant to state law; or

2. If the Appointing Authority does not require resignation as outlined in D.1., above, the
date on which the employee becomes a candidate pursuant to state law.

E. Hatch Act

Employees whose principal employment is in connection with activity financed, in whole or
in part, by loans or grants made by the Unites States or a Federal Agency are subject to the
provisions of the Hatch Act.
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Pinellas Human Resources

Definitions

For the purpose of these Rules, the following words and terms shall have the meaning indicated
unless the context clearly indicates otherwise:

Appointing Authority - The Appointing Authorities of the Unified Personnel System are: the Board of
County Commissioners, the Clerk of the Circuit Court, the Property Appraiser, the Supervisor of
Elections, the Tax Collector, the County Administrator, the County Attorney, the Executive
Director of the Pinellas Planning Council, the Executive Director of the Pinellas County
Construction Licensing Board, the Chief Information Officer of Business Technology Services,
the Human Rights Officer, and the Director of Human Resources. They have the power to
appoint the employees who shall hold some or all positions under their supervision.

Class Specification - A written description of the essential characteristics of a job classification
and the factors and work requirements that distinguish it from other job classifications. The
class specification shall outline the nature of work involved; illustrative tasks performed,;
knowledge, abilities and skills needed; and the experience and training desired or
mandatory for the job classifications.

Demotion - The change of an employee from one job classification to another job classification for
which the maximum of the pay rate for the new position is lower than that of the employee’s
current pay grade.

Job Classification - A group of duties and responsibilities assigned by competent supervision
requiring the full-time or part-time employment of one person. Each such job classification shall
have a job title, a job description, and a pay grade and, where possible and practical, an
appropriate test to determine the fitness of interested applicants.

Job Title - A definite descriptive designation for a job classification.

Lateral - The change of an employee from one job classification to another job classification with the
same pay grade as that of the employee’s current pay grade.

Members of the Classified Service - All personnel employed in the County Service, except those
serving in a job classification which is specifically declared by the Pinellas County Unified
Personnel Board to be an Exempt Service position.

Members of the County Service - All personnel employed by and under the jurisdiction of the Board
of County Commissioners or a Constitutional Officer in one of the job classifications set forth in
the Pinellas County Unified Personnel System either as members of the Classified Service or as
members of the Exempt Service.

Members of the Excluded Classified Service - Classified Service salaried employees certified by
the Appointing Authorities through the County Attorney to the Director of Human Resources as
meeting the pertinent Administrative, Executive or Professional Fair Labor Standards Test and
thus excluded from the overtime provisions of the Fair Labor Standards Act. These
classifications are identified in the Classification Plan.

Revised: 01/01/2016 Definitions Page 1 of 2



Members of the Exempt Service - All personnel employed in the County Service in one of the
Exempt Service positions, as set forth by the Pinellas County Unified Personnel Board.

Pay Grade - A salary range with a minimum and maximum pay bracket established to fairly and
competitively compensate an employee for assigned work under the specific job classification.

Pay Grade Change - An increase or decrease in the pay grade established for a specific job
classification, such changes being made for the purpose of ensuring that a fair, equitable, and
competitive pay grade is currently in effect. This is also known as a reallocation.

Permanent Position - a position for which the duties and responsibilities are expected to occur on an
ongoing basis and which is funded with recurring funds.

Position - An approved budgeted personnel allocation.

Position Reclassification - The change of a job classification due to a permanent change in or an
increase or decrease in the assigned duties and responsibilities of the position, or to correct
inequities created by the reclassification of other positions.

Probationary Period - That period of time beginning with a person’'s employment in the Classified
Service and normally ending one year from the date of hire. Appointing Authorities may remove
probationary hired employees from probation when deemed appropriate. Such decisions to
remove or maintain the probationary period shall not be grievable.

Probationary Status Employee - A Classified Service employee currently serving a probationary
period of service.

Promotion - The change of an employee from one job classification to another job classification for
which the maximum of the pay rate for the new position is higher than that of the employee’s
current pay grade.

Provisional Employment - Employment in a Classified Service position in the absence of an eligible
register, such employment not to exceed six months from the date of such employment nor
more than 45 days following the establishment of an eligible register, whichever is less in length
of time.

Regular Status Employee - A Classified Service employee who has satisfactorily completed a
probationary period of service.

Temporary Employee — An employee within a position designated as temporary. A temporary
position is one for which the duties and responsibilities are expected to occur for a short time
frame or occur on a seasonal basis.

Transfer - The change of an employee from one position to another position within the same job
classification and pay grade as the employee’s current position.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #1
Employee Identification

All employees shall be photographed and issued a photo ID by the Director of Human
Resources. All employees are expected to have the County issued photo ID in their
possession while at work.

e The ID is not transferable to any other employee or individual.

e Appointing Authorities may require employees to wear or display the 1D while
at work.

« Photos should be updated every five years or as special needs require.
e Cards must be surrendered upon update and at termination of employment.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #2
Selection for Classified Service Positions

Pinellas County, the Unified Personnel System, and all Appointing Authorities are equal
opportunity employers. Our continuing policy in the substance, design and administration
of our personnel programs shall assure the fair and equal treatment of all persons in all
aspects for personnel administration without regard to military status, political affiliation,
age, race, color, national origin, gender, sexual orientation, gender identity or gender
expression, religious creed, disability, genetic information, or any other characteristic
protected by law, and with proper regard for their privacy and constitutional rights.

A. Announcement of Recruitments

Unless vacancies are to be filled by demotion, transfer, or by certification from
layoff eligible lists, they should be filled so far as practical by the promotion of
employees in the Classified Service. The Director of Human Resources shall,
upon recommendation of the Department Head or Appointing Authority,
establish an open competitive or promotional recruitment process. The
recruitment shall be advertised through appropriate means necessary to bring
the notice of examination to the attention of the prospective applicants. Such
notice shall set forth the job requirements and the time and place at which
applications for employment may be filed.

B. Application for Employment

No person responding to public notice shall be denied the opportunity of filing an
application for employment with the County, and all such applications shall be
made on standard forms designed and prepared by the Director of Human
Resources. The Unified Personnel System is committed to maintaining a
balanced workforce that reflects the diversity of the general population of the
County.

C. Rejection of Applications

The rejection of applications shall be objectively based on failure to meet any of
the announced requirements, prior unsatisfactory employment in the County
Service, giving false information concerning education, skills, licenses,
certifications, past employment history or conviction record, prior conviction for
a crime if the crime was a felony or first degree misdemeanor and directly
related to the position of employment sought, or for other just cause.

D. Eligible Registers

Human Resources will utilize acceptable selection procedures which conform to
applicable Federal and State standards and established professional standards.
The Director of Human Resources shall establish and maintain eligible registers
for recruitment for various job classifications as are deemed necessary to meet
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Selection for Classified Service Positions

the needs of the Classified Service. The type of recruitment shall be done in
accordance with Rule 2 and with the concurrence of the Appointing Authority.
Names of eligible candidates shall be placed on the register in the order of their
final earned score and in accordance with veterans’ preference requirements
set forth in Chapter 295, Florida Statutes. Individuals who are eligible for
veterans’ preference shall receive preference at every step of the selection
process. Active and promotional registers shall be in effect from the date on
which they are certified. An Appointing Authority may appoint any person on the
eligible list to fill a vacancy so long as this appointment is in conformity with the
requirements set forth in Chapter 295, Florida Statutes.

The Director of Human Resources may cancel, postpone, reschedule, or
re-announce any examination for any good and sufficient reason deemed in the
best interests of County Service.

After the grading of examinations, the Human Resources Department shall
advise each candidate as to the result of his examination within 10 calendar
days. Should an employee or new job applicant feel adversely affected or
discriminated against in an opportunity for promotion or employment, or believes
an injustice has been done in the grading of his/her examination papers, the
individual may appeal to the Director of Human Resources within ten calendar
days. Should the matter not be resolved by the Director of Human Resources,
the Pinellas County employee candidate may appeal to the Unified Personnel
Board. Any such appeal to the Unified Personnel Board must be made in writing
within five calendar days from the date of the response from the Director of Human
Resources and shall specify the cause of complaint. The Unified Personnel
Board shall review the matter and shall render a final decision in the matter.

E. Removal of Names from Eligible Register
The names of candidates shall be removed on the basis of the following:
1. Appointment through certification from the register to fill a vacant position.

2. Failure to respond or report, within the time specified in the notice, to
any inquiry of the Director of Human Resources or Appointing Authority
concerning availability for employment.

Separation from the Classified Service.
Declining an offer of employment three times by a candidate.

The return of mailed notices or correspondence sent to the last known
address.

6. Discovery that the candidate lacks any of the qualifications prescribed as
requirements for admission to the examination for the class or appointment
to the position.

7. False statement of any fact or the practice of or attempt to practice
deception or fraud in the candidate's application, or examination or,
otherwise, in securing appointment or eligibility.
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Selection for Classified Service Positions

8. At the discretion of the Director of Human Resources, if finding that the
candidate has been an unsatisfactory employee in either public or private
employment because of inefficiency, delinquency, misconduct, or related
reasons.

F. Drug Screening

Pinellas County complies with the Federal Drug Free Workplace Act of 1988
and Florida State Law. Applicants who are conditionally offered employment for
positions requiring a CDL driver’s license or for positions that are designated
safety sensitive must successfully complete a drug screening in accordance with
the provisions of the County policy.

G. Initial Medical Evaluation

Dependent on the duties and responsibilities of the position, an individual may
be conditionally offered a job contingent on successfully completing a job-
related medical evaluation by a physician selected by the Director of Human
Resources. The purpose of this evaluation shall be to determine that, prior to
beginning work, the individual is capable of safely performing the essential
functions of the position.

H. Fingerprinting

All new hires shall be subject to a national criminal background check. The
requirement may be waived by the Appointing Authority for retirees from Pinellas
County Government and other temporary workers needed on an emergency basis
for periods of 30 days or less.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #3
Employee Performance Management Program

The Director of Human Resources shall establish and administer a program for
evaluating the work performance of employees in the Classified Service. An
evaluation process shall be established by Human Resources with the concurrence of
the Appointing Authorities for all classified employees.

The performance management program should incorporate frequent discussions
and conversations between supervisors and employees on the following:

e Setting expectations

e Supporting growth and development

e Observing and noting performance

e Summarizing performance conversations

Supervisors are expected to memorialize a summary of these conversations on
a quarterly basis unless the Appointing Authority adopts an alternative schedule.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #4
Employee Training — Tuition Reimbursement

The Director of Human Resources shall foster and develop a training program for
employees of the County Service. The purposes of this program are to increase
employee effectiveness, operational efficiency, and to assist employees in preparing
themselves for positions of increasing complexity and responsibility. Employee
participation in the training program is encouraged but is voluntary. Training meetings
and courses conducted by Human Resources Department may be held on the
employee's own time or, with the approval of the Department Head, during official
working hours. Coursework taken through Job Enhancement or Career Development
Tuition Reimbursement programs shall be on the employee’s own time. Approved leave
may be taken to satisfy this requirement, provided the employee does not exceed 40
hours of accumulated work and leave during any week of the training, except as
approved by the Department Head.

A. Tuition Reimbursement through the Job Enhancement Program

One of the principal components of the overall training program is the Job
Enhancement Program. This is designed to assist employees by providing financial
assistance to pursue educational courses on their own time which will broaden,
update or otherwise improve their professional job performance; provided that such
education is related to current job responsibilities and will show a direct benefit to
Pinellas County.

Classified Service employees who are Regular Status Employees and Exempt
Service employees are eligible. Eligible employees may pursue off-duty educational
or vocational courses which will directly benefit the County in relation to the position
they currently hold. Approval will be contingent upon the concurrence of the
employee’s Department Head or designee, the Director of Human Resources or
designee, and the availability of budgeted monies from the County General Fund.

B. Tuition Reimbursement through the Career Development Program

The Career Development Program is established to assist in the career growth of
County employees. This program differs from the Job Enhancement Program in that
employees are pursuing courses or a course of study that improves their knowledge,
skill, or abilities for other positions within the County Service. The goals and
objectives of the program are as follows:

e To ensure a qualified and motivated County work force is being developed for
years to come

e To foster mutual long-term employment commitment between the County
organization and individual employees through common goals and objectives
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Employee Training — Tuition Reimbursement

e To help eliminate a minority or gender imbalance or underutilization in the
County work force

e To assist employees in developing and following through on career plans
e To maintain and improve employee morale and productivity

Classified Service employees who are Regular Status Employees and Exempt
Service employees pursuing a career path that is beneficial to County
Government are eligible. There must be a reasonable probability of completion.
Approval will be contingent upon the concurrence of the employee’s Department
Head or designee, the Director of Human Resources or designee, and the
availability of budgeted monies from the County General Fund.

C. General Policies and Procedures
The following enroliment conditions apply:

e Employees may be required to complete a career plan interview with the
Human Resources Department if career goals are not clearly stated or
understood (Career Development only).

e Coursework must be taken on employee’s own time.

e Itis recommended that the Request to Enroll form be submitted at least
10 days prior to first day of class in order to obtain confirmation of eligibility
for reimbursement. Anyone who enrolls and pays for training prior to
receiving confirmation of acceptance from the Human Resources Department
risks bearing the cost of the program. The Human Resources Department will
not consider any enrollment request received more than 30 days after the
course completion date unless due to an administrative error which occurs
after the request has been submitted by the employee.

Reimbursement requires the adoption by the Board of County Commissioners of an
appropriate resolution, the administrative processing for which will be initiated by the
Director of Human Resources. The legal basis for such disbursement of public funds
for purposes of this kind is Chapter 65-2105, Laws of Florida and Chapter 77-642,
Laws of Florida and Pinellas County Board of County Commissioners' Resolution
83-225.

Acceptance into either program may be also restricted because of available funds.
Such funding may restrict participation to certain pay grades, classifications,
programs or other variables.

Employees whose enrollment is approved will be reimbursed up to a maximum of
$2,800 for full-time employees or $1,400 for part-time employees per fiscal year,
provided that upon completion of the course they can produce a receipt for payment,
and a certified record showing that they successfully completed the course.

A passing grade of "C" or better is required for undergraduate courses, or “B” or
better for graduate courses. When grades are not given, a certified record of
satisfactory completion shall be acceptable. Employees may be reimbursed for
tuition costs, registration, fees, and books.
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Employee Training — Tuition Reimbursement

Employees may participate in either or both tuition reimbursement programs
provided they meet the eligibility criteria. However, reimbursement is limited to a
combined total of $2,800 for full-time employees or $1,400 for part-time employees
per fiscal year; regardless of which program(s) employee use.

Portions of reimbursements may not be split between or carried over to different
fiscal years. The governing date for determining the fiscal year to which
reimbursements will be applied is the completion date of the course(s) taken.

D. Certified Public Manager Program

Florida’s Certified Public Manager (CPM) program is intended for employees in
management or management staff positions. Employees who are nominated by their
Department Head and approved by the Director of Human Resources will have the
full tuition costs for these classes reimbursed to them upon successful completion if
they enroll for a class level presented by an external organization. In situations
where the County contracts to provide an in-house class level, tuition costs will be
borne by the County with the employee obligated to reimburse the County should he
or she fail to satisfactorily complete the class. Attendance at these courses may be
either on employee’s own time or at the discretion of their Appointing Authority
during official work time.

Acceptance into this program may also be restricted because of available funds.
Employees who are approved to attend must provide a certified record showing
successful completion of the course in order to be reimbursed for the expense.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #5
Outside or Non-County Employment

In order to provide the best possible service to the citizens of Pinellas County, the
County requests the full attention and efforts of our employees and discourages
employees from engaging in employment outside of their regular County position.

The County discourages all employees (classified, exempt, permanent and temporary)
from engaging in employment outside of their regular County position. However, outside
employment that is approved in advance by one’s Appointing Authority is permitted.
This policy outlines the provisions under which County employees may request
permission for outside employment. Failure to obtain permission for outside employment
is grounds for discipline, up to and including termination.

1. Prohibited Outside Employment

All County employees are prohibited at all times from engaging in an employment or
enterprise, including holding positions on advisory boards and committees, that is
inconsistent, incompatible or in moral, legal or technical conflict with their duties,
functions and responsibilities as a County employee. Conflict of interest or the
perception of conflict of interest is to be avoided.

2. Request for Outside Employment

Prior to engaging in outside employment or other outside enterprise, an employee
must obtain permission from his or her Appointing Authority by submitting a request
to his or her Appointing Authority seeking approval for the outside employment or
enterprise. Unless an Appointing Authority has adopted a different policy, such
request should be made on the form available within OPUS for this purpose.

3. Recordkeeping.

Requests and approval/disapproval must be maintained within OPUS as part of the
employee’s official file. If an Appointing Authority uses alternative documentation, that
documentation must be similarly maintained.

4. Approvals/Disapprovals
a. In all cases, the Appointing Authority’s decision is final and not subject to grievance.

b. Consideration of the following is appropriate:
e The restrictions on outside employment under the Florida Code of Ethics for
Public Employees (Chapter 112, Florida State Statutes).
e The Pinellas County’s Conflict of Interest Ordinance, Pinellas County Code
§2-85 through 2-87.
e Pinellas County’s Statement of Ethics
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Outside or Non-County Employment

e  Whether the employment or enterprise may interfere with the
efficient performance of the employee’s assigned duties for the
County or otherwise create an appearance of conflict.

5. Request Renewal Requirements
Reapproval must be sought if an employee has a change in:
» classification,
e area of assignment, and/or,
e nature of approved outside employment or enterprise.

An Appointing Authority may have additional renewal requirements based
on the position held by the employee, the employee’s responsibilities,
and/or the nature of work performed at the outside employment or
enterprise. Example: must renew every year, must renew every two years,
etc. It is the employee’s responsibility to be aware of the renewal
requirements of his/her Appointing Authority.

6. Withdrawal of Approval

An Appointing Authority may withdraw permission for outside employment
at any time. Such withdrawal will be provided to the employee in writing.
Upon such withdrawal, the employee is required to terminate the outside
employment within 15 calendar days.
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Pinellas EMPLOYEE POLICIES & PROCEDURES
(ounty

UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #6
Personnel Files

Updates

Changes of address and/or telephone number must be provided within 30 days of such
change. Employees are also encouraged to provide information concerning changes in
emergency contact, educational accomplishments, or training/skills.
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UNIFIED PERSONNEL
SYSTEM

UNIFIED PERSONNEL BOARD POLICY #7
Nepotism

Purpose

It is the County’s policy that all appointments and promotions should be based on merit
and fitness and conducted in a non-discriminatory manner without regard to factors
such as familial status. The act of using your power or influence to get jobs or unfair
employment advantages for members of your own family is called nepotism and is
strictly prohibited.

The act of using your power or influence to get jobs or unfair advantages for others,
whether they are family members or not, may violate the State code of ethics, Florida
Statutes §112.313, et. seq and be cause for discipline up to and including termination.

At a minimum, this policy is intended to comply with the Florida Statute on nepotism
(F.S. 8112.3135) which prohibits appointment, employment, promotion or advancement
of specified relatives by any public official vested with or delegated the authority to
appoint, employ, promote or advance, or who is in a position to recommend an
individual for appointment, employment, promotion or advancement.

Coverage

The provisions of this policy apply to all County employment appointments, whether in
classified or exempt service, including temporary positions.

Emergency employment is excluded from this policy.

In all events, an Appointing Authority has the right to refuse to place employees who

are relatives in the same department, division or facility regardless of whether such
placement would violate this policy if the Appointing Authority determines such placement
would have an adverse impact on supervision, safety, security or morale, involves a
conflict of interest, or is otherwise not in the best interests of the employing unit.

Restrictions

1. An employee or Appointing Authority who has been given authority to appoint,
employ (hire), promote, or otherwise advance individuals or to recommend
individuals for appointment, employment (hire), promotion, or advancement in
connection with employment is prohibited from:

a. appointing,
b. employing,
Cc. promoting, or
d

participating on an interview panel to appoint, employee or promote any relative,
as defined herein, if doing so would result in a supervisor-subordinate
relationship between that employee or Appointing Authority and the relative.
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2. An employee or Appointing Authority may not temporarily delegate the duty or
responsibility for appointing, employing, promoting or advancing others to avoid
the policy/law.

3. Anindividual may not be appointed, employed, promoted, or advanced in or to a
position in an agency if such appointment, employment, promotion, or
advancement has been advocated by a public official, serving in or exercising
jurisdiction or control over the agency, who is a relative of the individual.

Definitions

For the purposes of this policy “relative” means spouse, domestic partner, child, parent,
grandparent, grandchild, brother, sister, aunt, uncle, niece, nephew, or first cousin,
whether by blood, marriage, or adoption. (This includes relatives designated as “in-
laws,” “halfs”, and “steps”.)

“Supervisor-subordinate relationship” means a relationship in which one person
exercises the right to either control, direct, assign, reward, evaluate or discipline another
person by virtue of the duties and responsibility assigned to his/her position.

An employee is also deemed to be a “supervisor” for purposes of this policy if the
employee has significant influence over such decisions; or if the employee’s opinion on
such decisions is given significant weight.

The term “supervisor” is intended to include all in the chain of command who routinely
approve personnel actions.
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UNIFIED PERSONNEL BOARD POLICY #8
Resignation from County Service

Although we hope your employment with Pinellas County Government will be a
mutually rewarding experience, we understand that various circumstances do cause
employees to voluntarily resign employment. The following policy sets out what the
employee needs to do if the employee wishes to bring his/her employment with the
County to an end for any reason including retirement.

1. Notice Requirements

Resigning employees are expected to provide adequate notice of resignation to
their Department Head or Appointing Authority.

A minimum of two weeks notice is generally expected but professional, technical,
supervisory and managerial employees are encouraged to give a minimum of four
weeks notice. Failure to provide appropriate notice may be considered in future
hiring decisions.

2. Unauthorized Absence Considered Voluntary Resignation

Any employee who fails to report to work for three consecutive days without notice
to their supervisor or manager (or designated individual in accordance with
department policy) may be deemed by the Appointing Authority to have voluntarily
resigned and will not have a right to appeal or grieve such action. The Appointing
Authority will give due consideration to reinstating an employee separated under
this policy if, within a reasonable time after resignation, the employee provides to
the Appointing Authority clear and convincing documentation establishing that
his/her failure to timely contact the Appointing Authority to request leave at the
time of the unauthorized absences is protected under applicable law.

3. County Property

Resigning employees are required to return all County property to their department
promptly. This includes County ID badge, access cards, credit cards, keys,
computer/telecommunications equipment, tools, and other equipment.

4. Notice Period

During the notice period, all employment policies and procedures continue to apply
to the employee who is expected to comply with them and carry out the duties of
his/her position. Failure to do so may subject an employee to termination.
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UNIFIED PERSONNEL BOARD POLICY #9
Transfer to Inactive Status

As a general rule, it is expected that all employees will perform the essential functions of
their assigned positions and be present for duty on a timely and regular basis in order to
continue their County employment. The Appointing Authorities require regular
attendance by their employees in order to operate effectively.

Requests for accommodations as contemplated under the Americans With Disabilities
Act (ADA) and other applicable laws will be considered by Appointing Authorities to
assist an employee in the full performance of the essential functions of his or her
position, or another position within the Appointing Authority. However, it is understood
that on occasion no accommodation may be available or effective and some employees
will be unable to perform the essential functions of their position and/or unable to be
present for duty due to illness and/or injury.

In such situations, an employee may be eligible and qualified to take leave under the
Family & Medical Leave Act (FMLA) and/or ADA. If not, or if approved leave under such
laws is exhausted and the employee remains unable to return to performance of the
essential functions of his or her position even with an accommodation, the Inactive
Service is available as an alternative to termination as provided herein.

If, after exhaustion of any available authorized leave under the FMLA or ADA, an
employee has provided documentation establishing continued inability to work in his or
her position or in another available position in the Appointing Authority at the same or
lower classification (available position) for which the employee is otherwise qualified
and is deemed not to be a qualified person with a disability entitled to an
accommodation under the law, or if there is no reasonable accommodation that can be
granted to enable the employee to perform the essential functions of his or her position
or another available position under the Appointing Authority, the Appointing Authority
may offer the employee Inactive Status designation in conjunction with his or her
termination for inability.

An employee who accepts the designation voluntarily waives his or her right to appeal
the termination to the Unified Personnel Board.

An employee who rejects the designation and does not return to work within three
working days of the deadline specified in the offer, shall be considered to have
voluntarily resigned in accordance with Personnel Rule 4.

The Inactive Status designation shall give the individual a right of first refusal to an
available position within his or her former classification with his or her former Appointing
Authority for one year from the date of designation.

This right may be exercised by the individual within one year from the date of the
designation by submitting a request accompanied by written documentation from his or
her treating medical provider to the Appointing Authority requesting the placement.
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The documentation must establish the individual’s ability to return to the
position/classification, with or without accommodation and, if with accommodation,
provide details of the accommodation being requested. The Appointing Authority will
engage in an interactive process to determine whether the requested accommodation
or some other accommodation is available and may require additional documentation
as necessary to determine the individual’s ability to return. The individual is expected to
cooperate in this process.

If no position is available at the time of the individual's request, the Appointing Authority
shall let the individual know. The individual may submit subsequent requests, so long
as they are within the one year time period.
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UNIFIED PERSONNEL BOARD POLICY #10
Discipline Policy

County employment policy is designed to give each employee a full opportunity for
work success. Discipline is a necessary part of a supervisor’s role to remedy
performance or behavioral problems.

There are several steps a supervisor should take to help ensure success and reduce
the need for discipline. An effective selection procedure that matches the knowledge,
skills, abilities, and behaviors of candidates with those needed to be successful in
the position is a first step. Employees also need a meaningful orientation and
appropriate on-the-job training. A positive approach accompanied by feedback
through periodic performance discussions and reviews helps point employees
towards success.

The Unified Personnel System strives to have a consistent, progressive, and fair
system of employee discipline. Often the first step towards correcting performance or
behavioral issues will be coaching. Coaching is communicating with an employee,
listening to find out what the problem is, removing obstacles that are not under the
employee's control, and offering encouragement and support. Supervisors should focus
on communicating an expectation of change and improvement in a non-threatening way
while, at the same time, maintaining the seriousness of the situation.

If coaching fails to effectively resolve performance or behavioral issues, counseling
can be an effective next step. In counseling, the supervisor provides specifics
concerning the problem, discusses them with the employee and seeks mutually
agreed upon solutions.

Coaching and counseling are the expected methods for supervisors to confront an
employee about a problem in the areas of work performance, conduct, safety, or
attendance. The objective is to help the employee recognize that a problem exists
and to develop effective solutions to it. Supervisors should keep notes on what was
discussed in coaching or counseling sessions. Effective coaching and counseling will
frequently resolve the situation.

When an employee fails to respond to counseling, or a single incident or behavior
occurs which is serious enough to warrant a formal step of discipline, the supervisor
has several options, depending on the seriousness of the problem. These options, or
steps, of progressive discipline, in increasing order of severity, are:

(1) Verbal Warning
(2) Written Warning
(3) Suspension*

(4) Pay Reduction*
(5) Demotion*

(6) Dismissal

*Considered same level of discipline

PINELLAS COUNTY UNIFIED PERSONNEL BOARD POLICY PAGE 1 OF 2
www.pinellascounty.org/hr/policies Revised January 2016



http://www.pinellascounty.org/hr/policies

Discipline Policy

Disciplinary actions taken must be applied consistently, must be appropriate for the
offense and must be timely. Details of the discipline process are contained in Personnel
Rule 6. Discipline.
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UNIFIED PERSONNEL BOARD POLICY #11
Grievance Process

Personnel Rule 7 Employee Grievances provides Unified Personnel System Classified
Service employees with a mechanism to raise a grievance regarding a work related
issue. This policy sets out how departments and employees are to follow through on the
various steps of the grievance process. This policy is not intended to supersede or
change Personnel Rule 7, but is provided as a tool to make the process a little easier to
understand and use.

When an employee believes they have a work related complaint as outlined in
Personnel Rule 7, the employee is encouraged to attempt to resolve the issue through
informal methods with his/her immediate supervisor. If the issue is not resolved, then
the employee may seek remedy through formal means by submitting a grievance, in
writing, to the Department Director within 15 calendar days of the time the employee
(hereinafter grieving employee) first became aware of the aggrieved situation.

Note: Supervisors are encouraged to allow a grieving employee a reasonable amount
of time to consult with Human Resources regarding the grievance process.

Step 1 - Department Head

If the grieving employee believes the issue was not remedied through informal means,
he or she may submit a grievance to his or her Department Head on the form
established by the Human Resources Department. The completed form must be
submitted within 15 calendar days of the time the employee first became aware of the
aggrieved situation. This is Step 1 of the Grievance Process.

The Department Head will deliver a written response to the employee within seven
calendar days from when the employee submits the grievance form.

If the employee is dissatisfied with the Department Head'’s response, or does not
receive a response within seven calendar days, the employee may proceed to Step 2 -
Informal Grievance Panel (unless the grievance matter is restricted to resolution at Step
1 per Personnel Rule 7).

Step 2 - Informal Grievance Committee

If the employee is dissatisfied with the Department Head’s response, or receives no
response within seven calendar days, the employee may, within 15 calendar days, ask
the Director of Human Resources to schedule a hearing before an Informal Grievance
Committee. The first day of the fifteen days begins the day after the Department
Head’s response is received. If no response is received, the first day of the 15
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days is the eighth day after the written grievance form is submitted to the Department
Head.

The Informal Grievance Committee will consist of five employees and will be convened
by the Director of Human Resources. It will be composed as follows:

e Two Classified Service employees

e One Appointing Authority representative

e One Exempt Service employee

e One Human Resources representative, who shall chair the committee.

The pool from which the Classified Service employees are chosen will be provided by
the Employees’ Advisory Council on an annual basis and updated as needed. The
Director of Human Resources will compile a list of six employees who are not employed
in the grieving employee’s department from this pool. The grievant may strike two
employees from the list. The Department Head or designee may then strike two
additional employees from the list. The remaining two employees will serve on the
Informal Grievance Committee as the Classified Service representatives.

The pool of Exempt Service employees to be used will be compiled from lists provided
by each Appointing Authority on an annual basis and updated as needed. The Director
of Human Resources will compile a list of three employees who are not employed in the
grieving employee’s department from this pool but with a preference for exempt
employees within the Appointing Authority of the grieving employee. The grievant may
strike one employee from the list. The Appointing Authority or designee may strike an
additional employee from the list. The remaining employee will serve on the Informal
Grievance Committee as the Exempt Service representative

The Appointing Authority will serve on, or designate a representative to serve on, the
committee.

The Director of Human Resources will designate a member of the Human Resources
Department to serve as Chair of the committee.

The Director of Human Resources will schedule the Informal Grievance Hearing within
30 calendar days of the grieving employee’s request. Either the employee or the
department may request the Director of Human Resources to reschedule the hearing
if necessary.

The hearing is subject to the Florida Sunshine Law (F.S. 286.011, et. seq.). Parties shall
limit issues brought forth to those which relate to the grievance. The Chair will document
the process.
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The order of presentation during the grievance will be:

 Employee will state his/her case

e Panel may question the employee and/or witnesses already called

 Management will state its case

e Panel may question management’s representative and/or witnesses already
called

e Dialogue between all parties

e Closing statements by each party, grievant and then management

Following the presentations the Informal Grievance Committee will deliberate and
reach a decision. The decision of the Committee will be announced at the conclusion
of the hearing and a written decision of the Committee shall be provided to the parties
within ten calendar days of the conclusion of the hearing.

If either party is dissatisfied with the decision the party may appeal the Informal
Grievance Committee’s decision to the Unified Personnel Board unless Personnel
Rule 7 does not allow. Requests for appeal must be made in writing on the form
provided by the Human Resources Department to the Director of Human Resources
within 15 calendar days of the date of the written decision of the Informal Grievance
Committee.

Step 3 - Personnel Board

Hearings before the Unified Personnel Board follow procedures as specified in the
Unified Personnel Board Appeal Procedures of the Pinellas County Unified Personnel
Board.

Decisions rendered by the Unified Personnel Board are final.
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UNIFIED PERSONNEL BOARD PROCEDURE
Appeal Procedures of the
Pinellas County Unified Personnel Board

Section 1. Title and Scope

1-1  All members of the Classified Service have the right to appeal a decision
regarding a grievance from the Informal Grievance Committee to the Unified
Personnel Board, unless otherwise provided by Board rules. Regular Status
Classified Service Employees may appeal their termination directly to the
Unified Personnel Board. The following paragraphs are meant to be a guide to
County employees and employers regarding appeals and shall be known as the
Pinellas County Personnel Board Appeal Procedures.

1-2  These procedures govern practice in all appeal hearings before the Unified
Personnel Board in conjunction with the requirements of Rules 6 and 7 of the
Pinellas County Personnel Rules.

Section 2. Definitions

2-1  Appointing Authority — Shall refer to the Appointing Authority of the Employee.
The Appointing Authorities of the Unified Personnel System are: the Board of
County Commissioners, the Clerk of the Circuit Court, the Property Appraiser,
the Supervisor of Elections, the Tax Collector, the County Administrator, the
County Attorney, the Executive Director of the Pinellas Planning Council, the
Executive Director of the Pinellas County Construction Licensing Board, the
Chief Information Officer of Business Technology Services, the Human Rights
Officer, and the Director of Human Resources. They have the power to appoint
the employees who shall hold some or all positions under their supervision.

2-2  Board - Shall mean the Pinellas County Unified Personnel Board.

2-3 Calendar Day - Shall mean the respective days of the week. In computing any
period of time prescribed by these rules, if the day on which the act is required
to be done falls on a Saturday, Sunday, legal holiday, or county holiday, the act
may be done on the next business day.

2-4  Classification Appeal — Shall refer to an appeal by an Employee whose position
classification has been downgraded by the Director of Human Resources.

2-5 Counsel — Shall refer to Counsel for the Board.

2-6  Director - Shall refer to the Director of Human Resources or his or her designee.
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2-7  Employee - Shall mean any Classified Service County Employee who is entitled
to an appeal of a final grievance decision or termination before the Unified
Personnel Board.

2-8 Parties — Shall refer to the Employee and the Appointing Authority. The
Appellant refers to the Party bringing the appeal. The Appellee is the Party
defending the appeal.

Section 3. Hearing Requests and Scheduling

3-1 Any affected Employee or the Appointing Authority shall have the right to appeal
the final decision of the Informal Grievance Committee, unless otherwise
provided by the Personnel Rules, and a regular status classified Employee shall
have the right to appeal a termination to the Board. Such appeals must be
made in writing, in accordance with Rule 7 or simply by submitting a letter, to
the Director, within 15 calendar days from the Employee's receipt of the
grievance decision or within 15 calendar days from the effective date of
termination, or the Employee’s receipt of written notification of termination,
whichever is later. (See Appendix A, for example). The letter should state
whether all or part of the decision of the Informal Grievance Committee is being
appealed and what outcome the Employee is seeking. Any findings or
determinations of the Informal Grievance Committee which are not appealed
shall be binding upon the parties.

3-2  Upon receipt of a request for an appeal hearing, and not later than 21 calendar
days thereafter, the Director shall schedule an appeal hearing and notify the
Counsel. Except as provided in 85-1 of these procedures, the appeal hearing
shall be scheduled within 120 days from the receipt by the Director of the
hearing request.

3-3 In the event the final decision of an Informal Grievance Committee is appealed,
the Appellee may cross appeal any determination of the Committee which is not
being appealed by the Appellant and which otherwise would be binding upon
the parties. The notice of Cross Appeal shall be provided to the Director and the
Appellant within 10 calendar days of the date of the initial letter from the
Director setting the appeal for hearing before the Board.

Section 4. Pre-Hearing Conference and Procedure

4-1  Upon request by the Director, the Counsel will issue a notice to the parties
involved to appear at a pre-hearing conference. The notice to the parties shall
be sent via certified mail, return receipt requested, and shall be mailed not later
than 10 calendar days prior to the scheduled date of the pre-hearing
conference. The purpose of the pre-hearing conference is to identify issues,
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witnesses and exhibits and agree to those matters that will not require strict
proof before the Board. (See Appendix B, for example.)

4-2  Parties will bring with them the following information to the pre-hearing
conference:

a. A brief written statement (legibly handwritten or typed) of the case, which
shall not exceed 500 words, and which describes their view of the relevant
facts regarding the appeal and in the case of the Appellant or Cross
Appellant, the outcome that is sought.

b. A written listing (legibly handwritten or typed) of documentary evidence and
exhibits and witnesses which they intend to present at the appeal hearing,
with a brief description as to the evidentiary purpose. If a Party desires to
subpoena witnesses, each witness' full name, home address and/or
business address should be provided. The number of witnesses listed by a
Party shall not exceed 15 unless the Board specifically authorizes more
upon written motion made by the Party seeking to list witnesses in excess of
15 in number, served upon the Opposing Party and the Counsel. The written
motion should include the names of the additional witnesses and the nature
of their testimony and will be ruled upon by the Board at the next regularly
scheduled meeting.

c. A set of the physical evidence the Party intends on using at the hearing
which will be given to the Opposing Party and the Counsel at the pre-
hearing conference. Each Party is expected to be prepared to make binding
agreements on the admissibility of all exhibits and be prepared to agree on
arrangements for submission to the Board of those exhibits for which there
are no objections.

d. Failure to comply with this section will result in the pre-hearing
conference being continued for one week to allow compliance. Non-
compliance after a continuance of the pre-hearing conference shall be
reported to the Board and may result in the Board striking the Non-
Complying Party’s witnesses or exhibits or other remedies as determined by
the Board.

4-3  Following the completion of the pre-hearing conference, the Counsel, within
seven calendar days, will prepare and issue a Pre-Hearing Conference
Statement. The Pre-Hearing Conference Statement shall include the following:

a. A statement of the case, which may either be a combined edited version of
the statements provided by each Party or, as an alternative, the Counsel
may simply attach each Party's respective statement of the case as a
combined exhibit. The decision regarding the statement of the case by the
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Counsel shall be final.
b. A description of the issues to be resolved.

c. Alisting of documentary evidence, exhibits, and witnesses to be presented,
and a brief statement explaining their purpose.

d. Any stipulated issues and pertinent facts.
(A sample Pre-Hearing Conference Statement is included as Appendix C.)

Exceptions regarding the Pre-Hearing Conference Statement must be in writing
and shall be filed with the Counsel no later than seven calendar days from the
date the Pre-Hearing Conference Statement is issued. A Party wishing to object
to the granting or denial of an exception may do so at the beginning of the
formal appeal hearing. The Board, by a majority vote, will then decide on the
exception. Once exceptions have been decided, the Pre-Hearing Conference
Statement shall become binding upon the parties, and any other testimony or
evidence not reflected in it will be excluded. However, the Board may, by a
majority vote, allow previously undisclosed testimony or evidence to be
presented if good cause is shown by a requesting Party.

Section 5. Continuance of Appeal Hearing

5-1

5-2

Upon request of either Party, and with the approval of the Director, the appeal
hearing may be continued. Additionally, the Director may reschedule an appeal
hearing based upon his/her own discretion provided it is still within the 120-day
time frame mentioned in paragraph 3-2 above. Continuances beyond the 120-
day period mentioned in paragraph 3-2 above may only be granted if both
parties agree, or, if one Party requests such a continuance and the other Party
does not agree, if recommended by the Director and approved by the Board’s
Chair or Vice-Chair.

If a formal hearing is continued by the Board, it will automatically be scheduled
for the next regularly scheduled Board Meeting, unless the Chair directs
otherwise.

Section 6. Subpoenas

6-1

All parties and the Board, at its own request, have the right to request
subpoenas, to compel the attendance of witnesses at appeal hearings or
Board-conducted investigations (see Appendix D). Subpoenas may also be
issued to compel production of books, papers, and other documents for Board
hearings and investigations. The Party requesting the issuance of subpoenas
shall be responsible for preparing the subpoenas and paying the witness fee
and mileage as provided by law. Service of the subpoenas shall be the
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responsibility of the requesting Party, and shall be made in accordance with the
Florida Rules of Civil Procedure. In the event either or both parties are not
represented by legal counsel, the Counsel will provide assistance to them in
preparing subpoenas.

The parties to an appeal may agree to conduct depositions of witnesses before
a court reporter prior to an appeal hearing without the need for the issuance of
subpoenas, provided the witness agrees to testify. Additionally, the Board Chair
may, upon a showing of good cause by the requesting Party, issue a subpoena
directing a witness to appear at a designated place and time to provide
testimony which appears relevant to a Board investigation or a pending appeal.
However, such subpoenas shall only be issued if the requesting Party agrees to
have the testimony taken before an official court reporter, and agrees to pay the
costs and expenses relating thereto.

Section 7. Documentary Evidence

7-1

7-2

7-3

7-4

7-5

Documentary Evidence must be relevant to the issues involved in the case.

Printed Exhibits shall be submitted in note books or otherwise securely clipped
or bound. Each set shall be consecutively numbered or “Bates stamped”. The
exhibit should be clearly identified as to the Party submitting the exhibit. (e.g.
Appellant’s Exhibit; Appellee’s Exhibit or Agreed upon Exhibit.)

The parties must provide a minimum of two copies of the exhibit(s). Each Party
shall be responsible for providing their own copies. Human Resources shall
provide copies of the exhibits to the members of the Board via the means
elected by the individual members. In the event that any member of the Board
chooses to receive the exhibits by printed copy, the Parties shall be required to
provide those copies in addition to the two set forth above. The distribution of
copies (electronic or otherwise) shall be as follows: one to each Board member
(7), Counsel (1), the Director (1). One printed copy shall be used as the record
copy. A printed or electronic copy of the proposed exhibits must be served on
the Opposing Party as provided in 87-4.

The Parties are responsible for delivering the required printed copies of the
exhibits to the Human Resources Department no later than 15 calendar days
before the scheduled appeal hearing. Failure to submit the exhibits timely will
result in the automatic continuance of the appeal hearing to the next available
meeting date of the Board. Each Party shall be responsible for submitting the
exhibits it intends on placing into evidence. Each Party shall serve a copy of its
exhibit package upon the Opposing Party.

After one continuance has been granted under 85-1, the failure by either Party
to deliver their proposed exhibits to Human Resources 15 calendar days before
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the continued hearing may result in the Board disallowing any documentary
evidence by that Party or other remedy as determined by the Board.

7-6  Itis the intent of the Board that all proposed exhibits shall be provided to the
members of the Board prior to the appeal hearing. In the event that either Party
objects to evidence being submitted, they may file a written objection stating the
basis of the objection which will be submitted to the members of the Board at
the time the proposed exhibits are submitted. A copy of any objection shall be
served upon the Opposing Party. Objections to evidence will be heard prior to
its admission into evidence.

7-7  The Personnel File held by Human Resources shall be a standard exhibit in
appeals of termination and grievances. The Human Resources Department
shall provide a copy to the members of the Board prior to the appeal hearing. A
copy of the Personnel File shall be provided to the parties electronically prior to
the pre-hearing conference. In the event that both parties object to the
admission of all or a portion of the Personnel File, such objection(s) shall be
made in writing and served upon the Counsel and the Opposing Party within
seven calendar days of the close of the pre-hearing conference. The Counsel
shall determine if the nature of the objection is such that the Board should
consider the objection before the documents are provided to the Board or if the
documents can be provided to the Board prior to resolution of the objection. Any
objection to all or a part of the Personnel File shall be renewed and resolved by
the Board at the time of the appeal hearing. All objections under this section or
87-6 shall be waived if not renewed at the time of the appeal hearing.

Section 8. Formal Hearing Procedures for Appealing a Termination
8-1 During the appeal of a termination, the following sequence of events will occur:

a. Exceptions raised by the parties on the Pre-Hearing Conference Statement
will be read aloud by the Counsel, and the parties will argue their respective
sides concerning the exceptions. The excepting Party will argue first. After
both sides have completed their arguments, the Board will grant or deny
each exception. Written objections will be ruled upon by the Board prior to
opening statements.

b. After the decisions on exceptions, the parties will present opening
statements. The opening statement should include: a brief introduction of
the Party; an explanation of why the hearing has been called; an
explanation of what each Party intends to show by evidence presented; and
a statement as to what the Board is to decide. Opening statements should
not exceed 10 minutes. The Party bringing the appeal will present his or her
opening statement first.
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c. Next, the parties shall present witnesses, documents, and any other
relevant evidence. The Appointing Authority, or his/her representative, shall
proceed first. During the presentation of evidence, parties will have the
opportunity to object and cross-examine witnesses. Objections will be
decided by the Board as they arise. During the proceedings members of the
Board may ask such questions as they believe necessary and relevant to
the determination of the issues presented to them.

d. After both parties have presented their cases, the Appointing Authority shall
be given the opportunity to rebut evidence presented by the Appellant. Next,
the Appellant will be given the opportunity for surrebuttal to the Appointing
Authority’s rebuttal. No new evidence or testimony will be permitted during
rebuttal or surrebuttal, unless it explains or contradicts testimony or
evidence previously submitted.

8-2 The burden shall be upon the Appointing Authority in appeals which involve
termination, to show, by a preponderance of evidence, that the Appellant
committed the activities for which he/she was disciplined, and that the activities
violated the Personnel Rules cited.

Section 9. Formal Hearing Procedure for Grievance Appeals

9-1 During an appeal hearing other than an appeal of a termination or a
classification appeal, the following sequence of events will occur:

a. Exceptions raised by the parties on the Pre-Hearing Conference Statement
will be read aloud by the Counsel, and the parties will argue their respective
sides concerning the exceptions. The excepting Party will argue first. After
both sides have completed their arguments, the Board will grant or deny
each exception. Written objections will be ruled upon by the Board prior to
opening statements.

b. After the decisions on exceptions, the parties will present opening
statements. The opening statement should include: a brief introduction of
the Party; an explanation of why the appeal hearing has been called; an
explanation of what each Party intends to show by evidence presented; and
a statement as to what the Board is to decide. Opening statements should
not exceed 10 minutes. The Appellant will present his or her opening
statement first.

c. Next, the parties shall present witnesses, documents, and any other relevant
evidence. The Appellant, or his/her representative, shall proceed first.
During the presentation of evidence, parties will have the opportunity
to object and cross-examine witnesses. Objections will be decided by the
Board as they arise. During the proceedings members of the Board may ask
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such questions as they believe necessary and relevant to the determination
of the issues presented to them.

d. After both parties have presented their cases, the Appellant shall be given
the opportunity to rebut evidence which was presented by the Appointing
Authority. Next, the Appointing Authority will be given the opportunity for
surrebuttal to the Appellant’s rebuttal. No new evidence or testimony will be
permitted during rebuttal or surrebuttal, unless it explains or contradicts
testimony or evidence previously submitted.

9-2 The burden in grievance appeals shall be upon the Appellant to show,
by a preponderance of the evidence, that the action taken by the Appointing
Authority should be modified or revoked.

9-3 The parties in a grievance appeal shall be limited in their presentations to the
issues and evidence presented at the Informal Grievance Committee hearing.
Evidence and witnesses not presented at the Informal Grievance Committee
hearing shall only be admissible at the Board appeal hearing if the Party
seeking to proffer such evidence (or witnesses) establishes to the satisfaction of
the Board that it made a good faith effort to present the same at the Informal
Grievance Committee hearing but was unable to do so.

Section 10. Board Deliberation and Decision

10-1 Following the closing argument, the appeal proceedings shall be closed to
presentation of further evidence or testimony. The Board shall then
deliberate, in public, regarding the testimony and evidence presented. The
deliberation shall begin with a review by the Counsel of what issues the
Board must resolve in the appeal.

10-2 In reaching its findings and decision regarding termination appeals, the Board
shall decide the following issues:

a. Does the Board find that the Appellant committed the activities for
which he/she was terminated?

b. Does the Board find that cause existed for the disciplinary action in that
the above mentioned activities violated the Personnel Rule(s) cited by
the Appointing Authority?

In the event the Board renders a tie vote on either of these two issues (10-
2.a. or 10-2.b.), the action shall be reversed.

c. Does the Board find that the disciplinary action taken by the Appointing
Authority towards the Appellant was appropriate? (If the Board determines
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10-3

that cause existed for the action, the burden shall be upon the Appellant to
show, again by a preponderance of the evidence, that the action taken was

not appropriate.)

In the event of a tie vote on this issue, the action taken shall be upheld.

If the Board finds that the action taken was not appropriate, it shall remand the
matter to the Appointing Authority for a recommended alternative disciplinary
action, which shall be considered by the Board before it renders its final
decision.

The Appointing Authority may elect to respond at the appeal hearing and
provide a recommended alternative disciplinary action. In such instance, the
Board may render its final decision at that time, or postpone its final decision
until a later date. Otherwise, the Appointing Authority shall respond to a request
to provide a recommended alternative disciplinary action in writing, not later
than 15 calendar days following the appeal hearing. The Board shall then
render its final decision at the next regularly scheduled Board meeting.

In rendering its findings and decision regarding grievance appeals, the Board
shall decide the following issues:

a. Has the Appellant shown that the action complained of should be modified
or revoked?

In the event of a tie vote, the action is upheld.

b. If the evidence supports the modification of the action complained of, what
modification should take place?

Notwithstanding any of the above, the Board shall be without jurisdiction to hear
a grievance appeal from an individual who is no longer in the Classified Service
at the time of his/her scheduled appeal hearing.

Section 11. Request For Reconsideration

11-1

In the case of an appeal hearing under Personnel Rule 6 or 7, either Party may,
within 15 calendar days of receipt of the Board's decision, file a motion
requesting it to reconsider, modify, or amend its findings and/or decision.
However, such a request will only be granted if:

a. The proposed modification or amendment is based upon evidence
previously presented or is based upon newly discovered evidence which, by
due diligence, could not have been discovered prior to the appeal hearing;
and
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11-2

11-3

b. A showing is made that the Board’s decision was made through or based
upon fraud, collusion, deceit, or mistake of fact or law.

Some examples of appropriate cases for reconsideration are:
a. The Board has overlooked or misinterpreted points of law or fact;

b. There was a misrepresentation or misconduct at the appeal hearing by the
Opposing Party; or

c. There is a showing that false testimony or evidence was submitted.

The Motion for Reconsideration may be made by a formal motion or in letter
form (see Appendix F) and addressed to the Director. It should contain a brief
summary of the reasons for the reconsideration, modification, or amendment.
The Motion for Reconsideration may be amended or supplemented at any time
prior to 10 calendar days before the hearing at which it is scheduled to be
heard.

The Motion for Reconsideration should be heard at the next available Board
meeting but may be continued by the Chair at the request of either Party. The
Motion for Reconsideration must be heard within 90 calendar days of the
Finding and Decision of the Board. The burden shall be on the movant to prove
that a reconsideration is necessary and must be supported by references to the
transcript or other evidence as allowed in 811-1. Such new evidence or copies
of the relevant portion of the transcript must be provided to the Director no later
than 10 calendar days prior to the hearing.

Section 12 Classification Appeals

12-1

12-2

12-3

12-4

Classified employees who have had their positions downgraded as a result of a
classification and/or pay grade review have the right to a reasonable
opportunity to be heard by the Board.

If, after an informal hearing before the Director, in a manner and form to be
determined by the Director, an Employee is still not satisfied with the position
reclassification or pay grade determination, he or she may, within 15 calendar
days request an opportunity to be heard by the Board.

Classification appeals shall be subject to scheduling as determined by the
Director, but shall be heard within 120 days of the Employee’s request to be
heard.

The classification appeal shall be a review of the evidence and materials which
were presented and considered during the informal hearing process before the
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12-5

12-6

12-7

Director. The parties shall exchange written materials to be considered by the
Board not later than 14 calendar days prior to the hearing date, and such
materials shall not exceed 50 pages in length. At a minimum, the package
submitted by the Human Resources Department shall include the Personnel
Audit Questionnaire completed by the affected Employee, a copy of the
Employee’s completed appeal form, and the response from the Director to the
Employee’s appeal form.

During the appeal hearing, the Employee making the appeal will be allowed up
to 30 minutes to present his or her arguments. The Human Resources
Department staff will then be allowed up to 30 minutes to present their
arguments. Each Party, in the same order, shall be permitted up to 10 minutes
to rebut the other side’s argument.

Following the presentation of arguments and rebuttal, the Board will decide the
following issues:

a. Do the arguments and documentary evidence submitted show the
classification or pay grade decision by the Director should be changed?

In the event of a tie vote, the action is upheld.

b. If the evidence submitted shows that the classification or pay grade decision
should be changed, what should that decision be changed to?

The Board’s decision regarding classification appeals shall be final.

Section 13. Waiver/Withdrawal of Appeals

13-1

13-2

Failure of an individual to file an appeal within the time frame specified under
the respective Personnel Rule shall constitute a waiver of the individual's right
to an appeal, unless there is a showing, by a preponderance of evidence, that
such failure to comply was due to fraud, mistake of fact, or excusable neglect.
When an appellant has failed to comply with the time frame requirement, the
Board shall conduct a separate hearing to make a determination as to whether
the appellant should be treated as having waived his/her appeal rights. In any
event, the Board shall be without jurisdiction to hear any appeal which has not
been filed within 30 days of the effective date of the disciplinary or aggrieved
action.

Parties to an appeal are expected to appear at noticed pre-hearing conferences
and appeal hearings. Upon motion and a showing that an appellant had notice
of and failed to appear at a scheduled pre-hearing conference or appeal
hearing, the Board may treat such failure to appear as a voluntary withdrawal of
the appeal. Notice of the motion shall be provided by the Moving Party via
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regular U.S. Mail to the Non-Moving Party at his or her last known address. The
Human Resources Department will notify both parties of the date and time of
the meeting where it will be heard by the Board.

Section 14. Waiver of Procedure for Good Cause
Except as set forth in Section 13, upon motion of a Party the Board may waive
the application of any part of the Appeal Procedures upon a showing of good
cause and lack of unfair prejudice to the Opposing Party.

Section 15. Quorum

Quorum for appeal hearings shall consist of five Board members. Appeals shall
be decided by a majority vote.
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Appendix A - Letter Requesting a Formal Hearing Before the Personnel Board

Date

Director of Human Resources
Pinellas County Florida

Fourth Floor

400 South Fort Harrison Avenue
Clearwater, FL 33756

Subject: Disciplinary Action/Grievance

Dear Director:

On , 20 , | was terminated from my job as ,
by the Department for Pinellas County. | am writing this letter to notify
you | wish to appeal my to the Unified Personnel Board.

My appeal is based on the following grounds:

(Employee should list grounds for appeal here, such as:
punishment is excessive; punishment is not in accordance with
the Personnel Rules; punishment is discriminatory; etc. The
employee may also wish to state specific facts). Employee should
also list any alternative outcome sought including alternative
discipline if appropriate.

Thank you.
Sincerely yours,
Signature
Address
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Appendix B - Notice of Pre-Hearing Conference

The Pinellas County
Unified Personnel Board

In Re:

NOTICE OF PRE-HEARING CONFERENCE

This cause coming on to be heard upon the request for an appeal hearing by the
Appellant, notice is hereby given.

That the Appellant and the Appointing Authority, or their authorized representatives, may
appear before the County Attorney for a pre-hearing conference on , at :
.M, at pursuant to the Pinellas County Unified
Personnel Board's procedures for  appeal hearing to consider all matters suggested therein
and to simplify the issues and expedite the appeal hearing of this cause set for Thursday,
,20__, at 6:30 P.M.

The parties should be familiar with the evidence and have full authority to make
disclosures of facts, to admit and stipulate any undisputed facts, and to waive technical
requirements covering the admission of evidence. No motions will be heard at said pretrial
conference.

Each party will be expected to furnish the following items in writing to the County
Attorney and serve a copy on the opposing party, to-wit:

a. A concise statement of the case and the issues involved;

b. A list of documentary evidence and exhibits that will be offered
during the hearing;

C. A list of all possible witnesses, which shall include the witnesses'

first name, middle initial, last name and contact information, and a
brief summary of the substance of each withess' proposed

testimony.
d. A list of those issues and pertinent facts on which there is agreement.
e. The Parties will exchange copies of any exhibits they intend to use at trial and be

prepared to state whether there is agreement on or objection to the introduction
of the opposing parties evidence.

Failure to comply with terms of this notice may result in the Pre-Hearing Conference
being continued and/or the non-complying Party’s witnesses and/or exhibits being
disallowed or such other remedy as the Board may determine.
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ORDERED this day of , 20 , in Pinellas County.

Office of the County Attorney

Certificate of Service

| hereby certify that a copy of the foregoing Order has been furnished by certified and

regular U.S. Mail this day of , 20 to: , Who
resides at: .
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Appendix C - Pre-Hearing Conference Statement

The Pinellas County
Unified Personnel Board

In Re:

PRE-HEARING CONFERENCE STATEMENT

On , the following parties to this cause, or their authorized
representatives, appeared before the County Attorney at a pre-hearing conference pursuant to
Board procedures and the following action was taken:

Parties: Appellant
Appellee

Statement of Case:
Issues to be Resolved:
Documentary Evidence and Exhibits:

whN e

Appellant Appellee

4. List of witnesses and summary of testimony:

Appellant Appellee

5. Stipulated issues and pertinent facts:

7. The parties agreed to the admissibility of the following documents:

The agreed upon exhibit will be filed no later than_(date) by (party).

8. The Parties attention is drawn to 87 of the Appellate Procedures which pertain to
exhibits and filing deadlines.

9. The parties have seven calendar days from receipt of this pre-hearing
conference statement to file with the County Attorney exceptions to the
statement.

Office of the County Attorney
Date:
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Appendix C, continued

CERTIFICATE OF SERVICE

| hereby certify that a copy of the foregoing Order has been furnished by certified and
regular U.S. Mail this day of , 20__to:

Sr. Assistant CountX Attorney
315 Court Street, 6" Floor
Clearwater, FL 33756
Telephone: (727) 464-3354
Attorney for PINELLAS COUNTY
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Appendix D - Subpoena

The Pinellas County
Unified Personnel Board

In Re:

/ Subpoena

TO:

YOU ARE COMMANDED TO APPEAR BEFORE: The Pinellas County Unified
Personnel Board

AT:  Pinellas County Courthouse, Assembly Room, Fifth Floor,
315 Court Street, Clearwater, Florida

ON:

AT: 6:30 P.M.
to testify in this case now pending before the Pinellas County Unified Personnel Board. If you
fail to appear, you may be cited for contempt pursuant to Section 10, Chapter 77-642, Laws of

Florida.

YOU ARE FURTHER COMMANDED to have with you, at that time and place, the
following:

WITNESS my hand and seal of the Board on this day of ,

20

PINELLAS COUNTY UNIFIED
PERSONNEL BOARD

By:

Chair
Inquiries regarding your obligations under this subpoena may be directed to:

Pinellas County Unified Personnel Board
c/o County Attorney's Office

315 Court Street

Clearwater, Florida 33756

Subpoena requested by
on behalf of
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Appendix E - Findings and Decision

The Pinellas County
Unified Personnel Board

In Re:
/
FINDINGS AND DECISION
On , 20___, the Pinellas County Unified Personnel Board convened and
considered the appeal of , who had received
from the Office of Pinellas County on , 20 , for the following reasons:

After hearing testimony from both parties and reviewing the evidence submitted, the
Board found:

1. Based upon the testimony and/or evidence presented by , the
Personnel Board found that the Appellant did/did not commit the following activities:

2. Based upon the testimony of , the Personnel Board found that
there was was/not cause for the disciplinary action taken in that the Appellant's activities did/did
not violate Personnel Rule __.

3. Based upon the testimony of , the Board found that the
disciplinary action taken was appropriate/inappropriate.

Therefore, the Board rendered the following decision:

Chair
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Appendix F - Motion For Reconsideration, Modification, or Amendment

DATE

Director of Human Resources
Pinellas County Florida
Fourth Floor

400 So. Ft. Harrison Avenue
Clearwater, FL 33756

Subject: Motion For Reconsideration
Dear Director:
By the filing of this letter, | hereby move the Pinellas County Unified Personnel Board to

reconsider the decision it reached on , 20 , regarding my disciplinary
action.

My request is based on the following grounds:
(Party should list reasons for reconsideration, modification, or
amendment, such as: mistake of fact existed; there was collusion
or fraud involved; new evidence has been discovered in my favor;
etc...)

Thank you.

Sincerely yours,

Signature
Address
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L
400 S. Fort Harrison Ave. ’ p “
Clearwater, Florida 33756 Ine as
Phone: (727) 464-3367 ( I'
FAX: (727) 464-3949 Oun lJ
www.pinellascounty.org/hr HUMAN RESOURCES
Unified Personnel System

Beverly Waldron
Interim Director

To:: The Honorable Chair and Members of the Unified Personnel Board
From: Beverly Waldron, Director of Human Resources (interim)

Date: December 3, 2015

Subject: Revision to the Delegated Authority to the Human Resources Director

l. Recommendation

It is recommended that the members of the Unified Personnel Board adopt the revisions to the Resolution of
Delegated Authority delegating specific responsibilities to the Human Resources Director.

1. Discussion

Two revisions to the Resolution of Delegated Authority to the Human Resources Director are
recommended based on changes to the Personnel Rules:

e The first change is to remove the delegated authority for initial appointment of Classified Service
employees above the third quartile. In the old rule, initial hire of Classified Service employees
above the third quartile required the approval of the Unified Personnel Board. The new rule
allows initial hire at any point within the range for Classified Service employees based on the
recommendation and approval of the Appointing Authority in consultation with the Human
Resources Director.

e The second change is delegating authority for designation of skills set for eligibility for Market
Driven Skills Sets supplemental pay to the Human Resources Director. Market Driven Skill Sets
was not part of the prior rules. The new rules provided that the Board has required by rule all

skill sets approved for or removed from eligibility for Market Driven Skills Set supplemental pay
be approved by vote of the Board.

PINELLAS COUNTY IS AN EQUAL OPPORTUNITY EMPLOYER
MEMBER-PINELLAS PARTNERSHIP FOR A DRUG FREE WORKPLACE
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RESOLUTION

RESOLUTION REGARDING THE AUTHORITY OF THE HUMAN
RESOURCES DIRECTOR TO ACT ON BEHALF OF THE UNIFIED
PERSONNEL BOARD, PROVIDING FOR AN EFFECTIVE DATE.
WHEREAS, the Unified Personnel Board (the “Board™), pursuant to the Special Act,
Laws of Florida 77-642 (“Special Act”) has responsibilities for a variety of areas, including
maintaining a Classification Plan for the employees of the Classified Service (Classification
Plan), creating new exempt positions, and approving extensions to temporary employment
assignments; and
WHEREAS, the Director of Human Resources is the executive head of the Human
Resources Department and is authorized to direct all of its administrative and technical activities;
and
WHEREAS, the Board has required by rule all changes to the Classification Plan be
approved by vote of the Board after study and audit by professional Human Resources staff; and
WHEREAS, the Board has required by rule all extensions of temporary assignments
beyond six (6) months to be approved by vote of the Board; and
WHEREAS, the Special Act reserves to the Board the Authority to create new exempt
positions; and
WHEREAS, the Board has required by rule all skill sets approved for or removed from
eligibility for Market Driven Skills Set supplemental pay be approved by vote of the Board; and
WHEREAS, the Board, in approving Classification Plan changes, establishment of new

exempt positions, extension of temporary employment, and approval or removal of skills sets for



eligibility for Market Driven Skills Set supplemental pay is reliant on the technical expertise of
the Human Resources staff; and

WHEREAS, the Board finds that the Director of Human Resources is the most
appropriate official to make technical determinations relating to the Classification Plan,
temporary appointment extensions, establishment of new positions, and Market Driven Skill
Sets; and

WHEREAS, the Board now desires to vest authority for such responsibilities in the
Director of Human Resources in order to foster efficiency.

NOW, THEREFORE, BE IT RESOLVED BY THE BOARD:
Section 1. The Director of Human Resources is vested with the authority to act on behalf of the
Board on all matters outside of the Human Resources Department involving establishing new
classifications in, and making changes to, the Classification Plan; establishing new
classifications in the exempt service; approving extensions of temporary employment beyond the
initial period; and approving and removing Market Driven Skills Sets, and in doing so shall
exercise authority over the following:

a. After making appropriate study, determine and assign the proper classification within
the Classification Plan on newly approved classifications in the classified service and
in doing so ensure such establishment reflects the duties and responsibilities of the
work assigned to the positions within the class.

b. After appropriate audit and study, make changes to existing classifications within the
Classification Plan, subject to employee appeal rights as set forth in Unified

Personnel System Rule 4F, as it may be amended from time to time.



o) After appropriate audit and study, establish new classifications within the exempt
service.

d. In appropriate circumstances, to extend the appointment of a temporary employee, as
defined in Unified Personnel System Rules, beyond the initial appointment for a
period not to exceed six months,

e. In appropriate circumstances, to approve or remove skills sets from eligibility for
Market Driven Skills Set supplemental pay.

Section 2. This resolution shall take effective immediately upon its adoption.
In a regular meeting duly assembled on the = day of 2015,

offered the foregoing resolution and moved its adoption, which was

seconded by and upon roll call the vote was:

AYES:

NAYS:

APPROVED AS TO FORM
OFFICE OF COUNTY ATTORNEY
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www.pinellascounty.org/hr HUMAN RESOUP\CES
Unified Personnel System

Beverly Waldron
Interim Director

To:: The Honorable Chair and Members of the Unified Personnel Board
From: Beverly Waldron, Director of Human Resources (interim)

Date: December 3, 2015

Subject: Revision to 3 Class Specifications within Human Resources Department

l. Recommendation

It is recommended that the members of the Unified Personnel Board approve revisions to the following job class
specifications:

REVISIONS
SPEC NO. TITLE PG
20108 Human Resources Assistant CL11
20112 Human Resources Associate CL13
20132 Human Resources Support Specialist CL17

1. Discussion

Pursuant to the Resolution granting the Director of Human Resources authority for specific administrative and
technical activities except for those within the Human Resources Department, | am requesting that you approve
revisions to these three class specifications as the these job classes only exist within the Human Resources
Department. The specific revision is that the job classifications are changing their EEO-4 job category
designation.

While under the federal consent decree the U.S. Department of Justice instructed us to not use the EEO-4 job
category designation of Paraprofessional. Now that we have been released from the consent decree we are
working with the Office of Human Rights to evaluate job classifications that might be more correctly placed within
the Paraprofessional job category. This is being done so that EEO-4 reporting to the U.S. Equal Employment
Opportunity Commission will be correct. The Human Resources Assistant and the Human Resources Support
Specialist are being placed in the Paraprofessional job category and the Human Resources Associate job
classification is being placed in the Professional job category. These designations are made based on job
responsibilities and guidelines provided by EEOC. The revisions to all other job classification come to you as an
information item as part of the delegated authority.
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HUMAN RESOURCES ASSISTANT

Job Code Pay Grade
20108 CL11

Nature of Work

This is technical and para-professional work performing independent personnel administration duties with
delegated lead worker responsibility. Assignments include a high level of contact with hiring authorities,
employees, applicants, and the general public. Employees in this class perform various personnel
administrative tasks, activities, functions, and combinations of human resources’ services such as in
recruitment, testing, records administration, compensation, benefits, awards, training, volunteer services,
informational programs, and other activities. Work is independently performed on routine projects or
functions but problems are referred to a supervisor or an appropriate subject matter staff member. This
position reports to a Division Director or designee.

Minimum Qualification Requirements

o 3 years experience in personnel administration, benefits administration, business, finance or accounting
with at least 1 year of experience in human resources; or

o Possession and maintenance of a certification issued by a recognized national or state professional human
resource credentialing organization and 1 year experience in human resources or related field; or

o Associate’s degree with major coursework in human resources, personnel administration, business, public
administration, benefits administration, finance, or a related field and 1 year of technical or professional
experience in a related field; or

¢ An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

¢ Florida Driver's License.

¢ Assignment to work a variety of work schedules including compulsory work periods in special,
emergency, and/or disaster situations.

¢ Candidate to demonstrate more advanced proficiency, competency, and satisfactory completion of
regularly assigned work in an independent manner. Appointing Authority retains discretion to employ an
incumbent at this level or advance the incumbent non-competitively or competitively after a candidate
meets the minimum qualification to an in-line career ladder position (such as Human Resources Associate)
within the same organization or department.

¢ Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Ilustrative Tasks (These are examples and are not all inclusive.)

e Communicates with and assist employees, visitors, and the public on human resource matters, policies, and
procedures on behalf of the department.

¢ Meets and deals with employees and the general public concerning requests for information, records, services;
resolves requests or inquires, referring select matters to other appropriate entities.

e Serves as the principal general public and employee central point of contact for the human resources on-line
applicant registration and employment application system answering inquiries or questions, ensuring quality
control, associating applications with registers, maintaining security for the system, and resolving system
inquiries and applicant related problems.

e Instructs employees and the public about human resource job opportunities, benefits, services, functions,
organizations and provides available written instructions, reference materials, and supplies.

e Participates in recruitment activities such as placing recruiting ads, screening applicants, coding applications,
coordinating testing, assembling and distributing hiring lists or registers.

e Participates in various awards and educational programs designed to recognize various employee contributions
or achievements and to encourage employees to enhance job skills or position themselves for promotional
opportunities.

e Participates in employee benefits workshops, insurance and health programs designed to increase employee
health, welfare, and morale.



HUMAN RESOURCES ASSISTANT  (continued)

Job Code Pay Grade
20108 CL11

Ilustrative Tasks (continued)

o Assists or performs research work supporting a broad range of personnel functions including exams, test
validation, benefits, compensation, training, employee information programs, and departmental
administration or support functions.

e Prepares and assists with general workforce or specialized customer distribution of information and mailings.

o Performs routine data or word processing operations that include data entry, encoding, entering or retrieving
data as well as working with statistical packages, software applications or programs.

o Compiles and analyzes data; prepares statistical and other reports for customers and managers.

¢ Provides information on policies, procedures and operations for both department operations and County
programs.

¢ Conducts portions of new employee orientation as well as orientation/training on general Human Resources
topics.

o Processes, codes, and maintains personnel, payroll, property control, purchasing, claims, and/or fiscal
records.

o Prepares or directs the preparation of documents, claims, department paperwork, requisitions, purchases,
delivery of service, equipment, commaodities, materials, and supplies; resolves problems with customers,
contractors, agencies, vendors, departments and/or providers; maintains records of activities to coordinate
workflow, maintain schedules, and meet quality requirements.

e Conducts analysis and reviews paperwork, reports, bills, claims, applications, and other records covering
government related costs and requests for services, processes claims; refers service providers, customers, and
employees to others for assistance; maintains data bases, record systems, documents, and case files.

e Performs related work as assigned or required.

Knowledge, Skills, and Abilities

o Knowledge of public administration principles and practices

o Knowledge of laws and rules governing procedures and legal requirements encountered in government office
operations.

o Knowledge of Business English, spelling, arithmetic and bookkeeping standards.

o Knowledge of general and modern office/personnel practices, policies and procedures.

e Skill in making formal oral presentations and delivering training to staff and others.

o Ability to apply computer applications and software including word processing, spreadsheets, and database
programs.

¢ Ability to analyze facts, maintain records and prepare statistical reports.

¢ Ability to understand and follow oral and written instructions and to express oneself clearly and concisely,
orally and in writing.

o Ability to establish and maintain effective working relationships with various hiring authorities, fellow
employees, applicants, and the general public.

¢ Ability to type accurately at a reasonable rate of speed.

For official use only
Revised EEOC Code Overtime Code
11/15 Para-Professionals Classified




HUMAN RESOURCES ASSOCIATE

Job Code Pay Grade
20112 CL13

Nature of Work

This is entry level professional, technical human resources work administering and coordinating human
resources rules, policies, and procedures in an automated environment. Employees in this class are responsible
for supporting the implementation of human resources policies, coordinating departmental automation efforts,
and explaining human resources procedures to all levels of employees. Duties may include preparation and
publication of documents or information intended for internal and external circulation by the Human Resources
Department. Incumbent may conduct research and perform interviews to facilitate staff selection and placement
or conduct intake of employee issues or complaints about workplace matters and assist with investigations of
workplace problems. Incumbent may provide technical support to specialized HR programs and support the
Human Resources Information Systems (HRIS) and/or electronic communication. Performs a wide range of
technical and administrative processes assigned to the department. Work requires the exercise of considerable
independent judgment, attention to detail, and adherence to rigid deadlines. Incumbent refers non-standard
situations and complex technical problems to a supervisor with recommended courses of action. The incumbent
reports to a supervisor or designee.

Minimum Qualification Requirements

¢ 4 years technical or professional experience in human resources or human resources administration, or

o Associate’s degree with major coursework in human resources, personnel administration, business, public
administration, or a related field and 2 years of technical or professional experience in personnel or human
resources administration, or

o Bachelor’s degree with major coursework in human resources, personnel administration, business, public
administration, or a related field, or

¢ An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

¢ Florida Driver's License.

¢ Assignment to work a variety of work schedules including compulsory work periods in special,
emergency, and/or disaster situations.

¢ Candidate to demonstrate more advanced proficiency, competency, and satisfactory completion of
regularly assigned work in an independent manner. Appointing Authority retains discretion to employ an
incumbent at this level or advance the incumbent non-competitively or competitively after a candidate
meets the minimum qualification to an in-line career ladder position (such as Human Resources Senior
Associate) within the same organization or department.

e May be highly desirable to obtain and maintain a Florida Human Resources Association; Professional in
Human Resources (PHR); Senior PHR; Certified Compensation Professional and/or other appropriate
designation.

e Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Ilustrative Tasks (These are examples and are not all inclusive.)

e Performs highly technical and professional level assignments in any combination of HR functions
including total compensation, benefits, employment, employee relations, training, volunteer services,
communications, and other HR programs.

o Assists managers and supervisors to compile and provide information in person and via employee
newsletters, hiring/promotional lists, newspaper advertisements, and other publications or programs
requiring employee participation or support.

o Coordinates desktop publishing efforts for publications; recommends format, design, and prepares camera-
ready copy for printing.

o Performs editorial responsibilities as assigned by supervisor, including content proofing and authorization
to print.



HUMAN RESOURCES ASSOCIATE (continued)

Job Code Pay Grade
20112 CL13

Ilustrative Tasks (continued)

e Assists others and provides technical support in the administration of a broad range of employee benefits
assistance and/or insurance programs including health, wellness, dental, life, retirement, employee
assistance and related tasks.

e Prepares and distributes electronic registers, posts applications to the website; ensures employment
advertising is placed in a timely and accurate manner.

o Provides technical users with application documentation and training programs on proper use of equipment
and software.

o Conducts intake interviews and evaluates complaints to determine the appropriate venue for assistance;
makes referral recommendations.

o Conducts special projects and research on administrative matters for management.

o Assists with investigations of workplace problems.

e Documents and analyzes employee relations and performance management activities, issues and trends.

e May provide the purchasing function for the department.

¢ Responds to users' requests to generate reports; may perform modifications to existing programs using
statistical software packages or programs.

o Establishes user categories and access limitations to system resources; trains users countywide to operate
departmental computer applications.

¢ Performs information processing duties, data entry and retrieval, routine information terminal operations,
and programming/reprogramming as needed.

¢ Performs technical analysis, prepares regular or special reports and assists in completion of the full range
of HR related projects and assignments.

o Performs related work as assigned or required.

Knowledge, Skills, and Abilities

o Knowledge of the principles and procedures of current office operations.

¢ Knowledge of human resource or personnel functions, practices, policies, and procedures.

e Ability to analyze data, prepare reports, and maintain filing system.

¢ Ability to perform technical computations and statistical tabulations and prepare reports based upon the
findings.

e Ability to understand and follow oral and written instructions and express oneself clearly and concisely,
orally and in writing.

¢ Ability to respond to inquiries or complaints with tact and courtesy.

¢ Ability to operate a personal computer and other automated systems to enter and retrieve information,
monitor work performed, and to communicate information in reports, etc.

o Ability to establish and maintain effective working relationships with customers, superiors, fellow
employees, and others.

For official use only
Revised EEOC Code Overtime Code
11/15 Professionals Classified




HUMAN RESOURCES SUPPORT SPECIALIST

Job Code Pay Grade
20132 CL17

Nature of Work

This is analytical, technical, and supervisory work involved in planning, coordinating, and implementing human
resource information systems (HRIS). An employee in this class serves as a departmental expert on information
systems, conducts needs assessments, and makes recommendations to management, and performs liaison with
service providers to administer office automation processes. Areas of assignment include local area network
LAN administration, web design/maintenance, HRIS, Applicant Tracking System, Applicant Management
System and other related activities. Assignments are very specialized and highly technical in nature dealing
principally with computer automation systems, special software, applications programming, and staff and HRIS
customers. Incumbent performs under general supervision of an administrative or technical superior.

Minimum Qualifications Requirements

¢ 6 years professional experience in the analysis and administrative management of information technology
functions dedicated to human resources, personnel administration, or business related applications, or

o Associate’s degree in computer science, information technology, business administration, or related field
and 4 years professional experience in the analysis and administrative management of information
technology functions dedicated to human resources, personnel administration, or business related
applications, or

e Bachelor’s degree in above subjects and 2 years professional experience as described above, or

o An equivalent combination of education, training, and/or experience.

Appointing Authority May Also Require

o A Florida Driver’s License or Florida Commercial Driver’s License and endorsement, if any.

¢ Assignment to work a variety of work schedules including compulsory work periods in special, emergency,
and/or disaster situations.

o Other highly desirable knowledge, skills, abilities, and credentials relevant to a position.

Ilustrative Tasks (These are examples and are not all inclusive.)

¢ Designs new systems, prepares technical and design specifications; identifies maintenance needs.

¢ Prepares documentation manuals and procedures for applications; develops departmental automation
standards, guidelines, oversees receipt and setup of equipment, and installation of new or enhanced
software.

o Coordinates department programming, telecommunications, and training efforts; serves as liaison with
other departments, vendors and consultants.

¢ Researches and recommends procurement of hardware and software; monitors maintenance contracts and
consultant services, prior to authorizing payments.

o May select, train, and supervise subordinate technical and clerical employees; evaluates performance and
recommends discipline as necessary.

o Establish user categories and access limitations to system resources; trains users to operate departmental
computer applications.

¢ Coordinates and assists with information processing system installations, loads software; resolves
equipment problems, performing system recoveries and backups.

o Assigns passwords and other protection features on a departmental level.

o Advises management on applications to assist department operations.

o Responds to users' requests to generate reports; may perform modifications to existing programs using
statistical software packages or programs.

o Performs related work as assigned or required.



HUMAN RESOURCES SUPPORT SPECIALIST (continued)

Job Code Pay Grade
20132 CL17

Knowledge, Skills, and Abilities

¢ Knowledge of office automation, statistical, database and word processing equipment and software.

¢ Knowledge of public administration principles and practices.

¢ Knowledge of data analysis and research techniques, methods and processes.

¢ Knowledge of governmental purchasing, personnel, and budget practices and procedures.

¢ Knowledge and ability to troubleshoot and resolve routine software, hardware and network problems.
o Skill in hardware/software diagnostic procedures.

o Skill in verbal and written communication, and interpretation of unclear instructions or information.
e Ability to organize and conduct basic training classes for non-technical users.

e Ability to develop and update procedure and operational manuals.

e Ability to perform technical computations and analyses; generate reports, sort and categorize data.

o Ability to conduct tests, analyze results, identify and correct errors, in the office or the field.

e Ability to establish and maintain effective working relationships with superiors and assigned employees.

For official use only
Revised EEOC Code Overtime Code
11/15 Para-Professionals Classified




1.4

The Unified Personnel Board’s Appointment to the Board

The term of the Dr. Ricardo Davis’s appointment to the Unified Personnel Board expires
December 31, 2015. The Unified Personnel Board must reappoint Dr. Davis or appoint
a new member to the Unified Personnel Board.

Background:

The terms of four Unified Personnel Board members expire at the end of December
2015: one each from the Constitutional Officers, the Employees’ Advisory Council, and
the Board of County Commissioners and the appointment by the seventh member by
the six members of the Unified Personnel Board.

e The Constitutional Officers have reappointed Joan Vecchioli for 2016/2017.
e The Employees’ Advisory Council has reappointed Keith Deckle for 2016/2017.

e The Board of County Commissioner has completed the application for their
representative to the Unified Personnel Board for 2016/2017. We await news of
their appointment.

e The Unified Personnel Board must appoint or reappoint the seventh member of
the Board. This should be done no later than the December Personnel Board
Meeting on December 3, 2015.

e At the January 7, 2016 Unified Personnel Board Meeting, the appointment of the
Chair and Vice-Chair will be made.

Historical information:

The last “new” appointment, Dr. Ricardo Davis, was appointed to the Unified Personnel
Board by the members of the Unified Personnel Board at its meeting in May 2009. He
was selected from three candidates nominated by individual Board members and
interviewed by the full Unified Personnel Board. He served the remainder of the
appointment of Mary Ellen Sladden from October — December 2009 and the full
appointment from 2010 — 2011. He has been reappointed twice (2012 — 2013 and 2014
—2015).
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Pinellas -
(ounty

HUMAN RESOURCES
Unified Personnel System

Human Resources Director
Action Taken Under Authority Delegated by the Unified Personnel Board

The Human Resources Director, having been granted delegated authority to act on behalf of the Unified Personnel Board,
has taken the following action from November 1, 2015 thru November 20, 2015 .

Audit-Reclassified from Classified Service to Exempt Service

PRESENT RECOMMENDED
POS CONTL# CLASSIFICATION PG POS CONTL # CLASSIFICATION PG
BCC/C2653 Engineering Specialist3  CL22 BCC/E695 Section Manager 1 SMba
ADDITIONS

SPEC EEO4 oT

NO. TITLE CODE CODE PG
08446 Purchasing Systems Specialist Administrative Support Classified CL16
23036 Tax Collector Prop & Distribution Clk Administrative Support Classified CL10
23038 Tax Collector Audit Compliance Spec Para-Professionals Classified CL12
23044 Tax Collector Acctg & Finance Spec Professionals Classified CL14
23046 Tax Collector Training Specialist Professionals Classified CL16
23048 Tax Collector Acctg & Finance Analyst Professionals Classified CL18

TITLE CHANGES

PRESENT RECOMMENDED
SPEC NO. CLASSIFICATION CLASSIFICATION PG
21012 PAO Tax Roll Manager PAO Tax Roll Compliance Manager 150
02350 Sr Financial Mgmt & Budget Analyst Budget & Financial Mgmt Analyst P1

TITLE/PAY GRADE CHANGES

PRESENT RECOMMENDED SPEC
SPEC NO. CLASSIFICATION PG CLASSIFICATION NO PG
02340 Fin Mgmt & Budget Analyst P2 Budget & Fin Mgmt Analyst 02350 P1
10940 EMS Division Manager SM4a  EMS Division Director 10940 SM3a

10952 EMS/HHS Financial Div Mgr SMda  SES Financial Division Manager 10952 SM3a
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Human Resources Director
Action Taken Under Authority Delegated by the Unified Personnel Board
Page 2

PAY GRADE CHANGE
PRESENT PRESENT
SPEC NO. CLASSIFICATION PAY GRADE
17094 Customer Services Supervisor CL16
DELETION

SPEC NO. TITLE
02340 Fin Mgmt & Budget Analyst

REVISIONS
SPEC NO. TITLE
16416 Entomology Aide
18506 Mail Courier
20056 Veterinary Technician Assistant
09110 Elections Operations Technician
20634 Abstractor 1
20044 Animal Services Representative
12002 Building Permit Technician 1
18640 Printing Equipment Operator 1
09114 Elections Operations Lead Technician
18720 Fiscal Records Specialist
20552 Property Records Assistant
17181 Water/Wastewater Plant Operator Trainee
20050 Animal Care Supervisor
10180 BDRS Code Enforcement Specialist
12004 Building Permit Technician 2
10282 Building Services Specialist
18752 Court Evidence Specialist
10190 Development Review Services Specialist
00186 Equal Opportunity Technician
18144 Human Services Eligibility Specialist
18650 Printing Equipment Operator 2
18712 Probate Audit Specialist
16390 Public Works Research Technician 1
13032 Real Property Technician
14172 BTS Technologist 1
11254 Department Computer Support Technician
16418 Entomology Assistant
18726 Fiscal Records Specialist, Senior
18784 Jury Coordinator
03410 Law Clerk 1
20670 PAO Exemptions Technician
20554 Property Records Technician
17195 Water Quality Technician
20000 Animal Services Officer 1

RECOMMENDED

PAY GRADE

CL18

P2

PG
CL6
CL6
CL6
CL7
CL8
CL8
CL8
CL8
CL9
CL9
CL9
CL9
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL10
CL11
CL11
CL11
CL11
CL11
CL11
CL11
CL11
CL11
CL12



Human Resources Director
Action Taken Under Authority Delegated by the Unified Personnel Board
Page 3

REVISIONS (continued)

SPEC NO. TITLE PG

21930 Business Assistant Specialist 1 CL12
16972 Business Support Specialist CL12
20078 Animal Services Adoption Coordinator CL12
01472 Education Support Specialist CL12
13660 Work Planning Coordinator CL12
15820 Risk Management Support Specialist CL12
08442 Purchasing Support Specialist CL12
16960 Solid Waste Program Assistant CL12
17182 Water/Wastewater Plant Operator 1 CL12
10884 911 Quality Assurance Specialist CL13
13014 Contract Services Specialist CL13
11224 Departmental GIS Application Technician CL13
00188 Equal Opportunity Specialist CL13
03346 Heritage Village Museum Interpreter CL13
14862 Horticulture Field Inspector CL13
03344 Museum Specialist CL13
15828 Risk Management Technician CL13
16392 Public Works Research Technician 2 CL13
18776 Board Reporter, Senior CL14
18686 Court Records Supervisor CL14
14922 Extension Specialist CL14
18660 Printshop Production Supervisor CL14
08456 Procurement Analyst Assistant CL14
18710 Records Specialist Supervisor CL14
20060 Veterinary Technician CL14
17196 Water Quality Management Specialist 1 CL14
10234 BDRS Plans Coordinator CL15
21932 Business Assistant Specialist 2 CL15
20570 Cartographic Cadastralist, Senior CL15
20723 PAO Appraiser 1 CL15
03438 Paralegal CL15
16954 Solid Waste Specialist CL15
17186 Water/Wastewater Plant Operator 2 CL15
20725 PAO Appraiser 2 CL16
15880 Risk Management Insurance Analyst CL16
14164 Technology Systems Coordinator CL16
17202 Water Quality Management Specialist 2 CL16
10798 Business Systems/Quality Review Coordinator CL17
01478 Grant Specialist CL17
08458 Procurement Analyst Coordinator CL17
12242 Building Plans Examiner CL18
15888 Claims Adjuster, Senior CL18
21880 Justice Programs Analyst CL18
14430 Programmer/Analyst CL18
17204 Water Quality Management Specialist, Senior CL18
17194 Water/Wastewater Plant Operator, Senior CL19

10866 911 Geographic Base Technical Coordinator CL20



Human Resources Director
Action Taken Under Authority Delegated by the Unified Personnel Board
Page 4

REVISIONS (continued)

SPEC NO. TITLE

14140 Network Technician Supervisor

17193 Water/Wastewater Plant Operator, Chief

23274 Tax Collector Project Coordinator

03442 Legal Administrative Assistant

19226 Communication Coordinator

21020 Research Assistant

21144 Valuation Analysis & Litigation Support Appraiser
UPDATED CAREER LADDERS- PURCHASING

Procurement Analyst Assistant CL14 Procurement Analyst Coordinator

Procurement Analyst Coordinator CL17 Procurement Analyst, Lead

PG
CL21
CL21
E-11
P2
150
150
150

CL17
CL19
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Employee Advisory Council — Delegate Meeting Minutes
Extension Services, 12520 Ulmerton Road, Largo, FL
Thursday, September 24, 2015, 8:00 a.m. — 10:00 a.m.

Call to Order
The EAC Delegate meeting was called to order at 8:05 a.m. by Chair, Lisa Wombles.

Guest Speaker

Mark Woodard was unable to attend. Catherine Eichner, Pinellas County’s Solid Waste Operations,
gave a presentation on recycling, waste-to-energy, hazardous waste and the operation of the landfill.
She encouraged the audience to take a tour of the facility. Tours are available Monday through
Friday, and by special arrangement on Saturdays. A few facts about Solid Waste Operations:

« SWAP Shop (at HEC;) - This is a service for Pinellas County residents to drop off unwanted

household electronics and chemicals, and pick up items they might need such as paint or

cleaners at no charge.

Solid Waste maintains a water treatment plant onsite for leachate and stormwater.

Waste-to-Energy plant processes 3,000 tons per day. The pit is capable of holding 9,000 tons

per day.

+ The only two landfills in Pinellas County are Toytown (inactive) and Bridgeway Acres (very
active).

+ The County contracts out for the pickup, sorting, and recycling of the single stream recycling
program.

+ Solid Waste offers the Recyclin’ Roadie trailer for event recycling. The trailer may be booked in
advance for community events.

+ Concrete and steel materials can be used for creating artificial reefs. The Department of
Transportation has been a great source for this type of construction waste. See Flickr
slideshow at www.pinellascounty.org/reef

7 X/
L X X4

Personnel Board Appointment

There has been a change in one EAC Personnel Board appointee. Bill Schultz, a retired County
employee is now our interim appointee, replacing Angela Outten. Bill was an EAC advocate and
delegate while employed by the County.

The second EAC Personnel Board appointee is Keith Dekle, who was in attendance at the meeting.

Revised Personnel Rules

The proposed Personnel Rules are in a different format. The current 28 Rules would be condensed to
8 Rules.

The next Personnel Board meeting on Thursday, October 1, 2015 will be followed by another Rules
Worksession.

EAC Elections

About half of the Representatives’ seats are up for election. Nominations may be made from
October 2 through October 16, 2015.


http://www.pinellascounty.org/reef
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EAC positions up for election are:

Section Current Representative

BCC | Chuck Mangio (Utilities, Solid Waste)
BCC Il Randy Rose (REM)

BCC VI Lisa Wombles (Utilities)*

BCC VIl Clare McGrane (Purchasing)**

Clerk North Jennifer Gundel

Property Appraiser Mike Powell

Supervisor of Elections Dawn Grasso

* Lisa Wombles has transferred to Purchasing and will run for BCC VIII. That will leave BCC VI
vacant.
** Clare McGrane has transferred to Building Services, and will not be running.

Comments from Interim Director of Human Resources — Beverly Waldron
Two years ago a climate survey was done, so it's time for a new one. A notice will go out in late
October / early November.

There is a special session of the Board of County Commissioners tonight. We expect the budget to
pass. This will include a 3% across-the-board increase which will be effective as of the payroll period
beginning October 4, 2015, and paid out with the payroll of October 23, 2015. All paygrade
maximums will be increased 2%. Those who are maxed out will receive a lump sum payout.
Employees who are close to the max, will receive an increase up to the new max with a payout to any
portion above the max.

The lump sum payouts could be pensionable and may be included as part of the best five years.

The Rules Worksession for the Personnel Board continues on Thursday, October 1 directly after the
Personnel Board meeting which starts at 6:30pm. The goal is to have the new rules approved by the
end of the calendar year — December 31, 2015.

The search for a new HR Director will be carried out by a national recruiting firm. The County
Administrator and the four Constitutionals, Clerk of the Court, Property Appraiser, Supervisor of
Elections, and Tax Collector, will conduct the recruitment process. They will recommend no more
than five candidates to the Pinellas County Personnel Board, who will make the final choice for
Human Resources Director.

Health and Wellness Update — Dave Blasewitz

Benefit U: Two after-hours meetings were held last week to provide information about our benefits
providers. The follow-up surveys indicate that most people did not know that there was so much
available. [ If you were unable to attend, watch a video recap of the BenefitsU Info Sessions.]

Annual Enroliment will be held October 18 through November 6, 2015 [ deadline extended to
November 16 |. There will be general meetings in downtown Clearwater, County Justice Center, and
Extension Service. HR will also visit departments as needed.


https://www.youtube.com/watch?v=I4WDVgxUN7U&feature=youtu.be

Our programs to keep us healthy are working. There are no changes to the plans; no change in co-
pays; no premium increase. Let’s continue to work to be healthy.

Beth Woodbury, our Wellness Coordinator, has accepted a position with United Healthcare. Laura
Berkowitz is retiring next month.

Open Discussion

Question: Has there been any consideration to increasing the number of hours that may be
exchanged?

Answer:

No. The cost of leave exchange currently requires the County to pay an additional 1/3 as it is
considered hours, not just cash. There are no funds to expand the number of hours beyond 160.

Employees are encouraged to sign up during Annual Enrollment for the exchange of leave program.
There are over 100 employees who are over their annual leave capacity for payout upon retirement.

Question: What about the excise (Cadillac) tax on the health insurance?
Answer:

That will be a 1% to 1.5% which translates to about $380,000. Be healthy.
Get your biometrics and health assessment done before December 31st.

Question: Did the County receive any money from the BP oil spill?

Answer:

Yes. This was paid to the Board of County Commissioners, and the funds are made available through
grants from the Restore Act.

Upcoming Meetings
The Personnel Board Meeting is November 5, 2015. The EAC Representative Meeting is October
21, 2015 and the EAC Delegate Meeting is November 19, 2015.

Adjourned

*Charles Toney *Randy Rose *Clare McGrane *Joshua Chance Chuck Mangio
*Richard Carvale  *Lisa Wombles *Steve Yeatman *Richard Castle Mercedes Pearson
*Hazel Lane *Mike Powell *Jennifer Gundel Dawn Grasso *Peggy Poole

*EAC Representatives in attendance at this meeting.
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Employees’ Advisory Council — Representative Meeting Minutes
County Office Annex, Room 429, Clearwater, FL
Wednesday, October 21, 2015, 2:30 p.m. — 4:30 p.m.

Call to Order
The EAC Representative meeting was called to order at 2:30 p.m. by Chair, Lisa Wombles.

Approval of Minutes

Clare McGrane motioned to revise the approved August 19, 2015 EAC Representatives’ minutes to
correct a scrivener’s error specifying “parents” instead of “grandparents” for the item that reads:
Bereavement/ Funeral Leave (3 days):

Currently for immediate family - can we add spouse’s [grand]parents?

Mike Powell seconded the motion.

Richard Castle motioned to amend the September 16, 2015 minutes to change Peg Poole to Dawn
Grasso as a Bylaws Committee member and the future committee title of the Elections Committee
with members: Richard Castle, Josh Chance, and Peg Poole.

Richard Castle motioned to approve the EAC Representative Minutes for September 16, 2015. The
motion was seconded by Charles Toney. The minutes were approved.

Comments from Interim Director of Human Resources (HR) — Beverly Waldron

There will be a meeting on Monday among the four Constitutionals and the County Administrator to
discuss the consulting firm’s search for the next Director of Human Resources. The following
Tuesday, they will discuss how it will work and what attributes should be looked for. What will the
advertisement say and will it be a national search? Who will be on the selection committee?

The Special Personnel Rules Workshops are continuing: Last Monday and again next Monday.
A set of revised Rules will be sent out tomorrow morning. We still hope to have a final approval in
November.

There are 27 pay periods this year. However, the benefits deductions from each paycheck were
based upon 26 payroll periods. Therefore, the paycheck for Payroll Period #27 will have no
deductions for health, dental, or life insurance.The Flexible Spending account deductions will
continue if you have not reached your maximum election for the year. There will be deductions for
pension and any deferred compensation plans. There will also be a patch for OPUS.

Open Enroliment has been delayed. Employees may review the information, but will not be able to
enroll in OPUS [ deadline for Open Enrollment was extended to November 16 ].

Matt Stewart has resigned from the Human Resources Department. He has accepted a position with
Hillsborough County Supervisor of Elections as their HR Director.

Tim Closterman, currently director of Pinellas County’s Communication department, will be joining
Human Resources effective November 16, 2015.

Business Technology Services (BTS) is turning over the computer training function to Human
Resources. Kat Black and Kevin Connelly will be moving from BTS to HR.
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There are many employees that have a large amount of annual leave hours accumulated. There is a
cap on the number of hours that can be cashed in when you leave the County (cap is three times the
annual accrual rate). Up to 500 hours may be contributed when enrolling in DROP. There are over
500 employees who are over the cap, and 50% are not taking advantage of the Exchange of Leave
Program. These folks should be speaking to Benefits rather than lose their hours upon retirement.

Will the 160-hour annual leave exchange limit be increased?

No.

The 160 hours exchange is a benefit that Pinellas County offers to its employees that is not common
to most employers. Allowing the exchange is a burden to the budget and increasing it further would
increase that burden at the expense of other budgetary expenditures.

In addition to the 3% increase to pay and the 2% increase in pay grades maximum, pay grade
minimums will also be raised 2% on December 27™.

Charter Review
Charles Toney has been attending the Charter Review Committee meetings. The public has been
loudly commenting about the term limits set in place by the previous Charter Review Committee.

Personnel Board

Personnel Board changes: Joan Vecchioli, representing the constitutionals, and Keith Dekle,
representing the EAC, have been reappointed to the Board. Andrea Daggett, representing the Board
of County Commissioners, is not expected to re-apply for the position when the press release for the
application process is posted. Rick Davis is appointed by the other Personnel Board members and
his reappointment will be considered by the Personnel Board at the December Personnel Board
meeting.

There are three appeals coming up: November 5™, December 3", and a special appeal on December
8™ 2015. The Personnel Board has requested that if there is an appeal scheduled, that the meeting
begin at 4:00PM rather than 6:30PM.

Personnel Rules Revisions
If an employee fails to report to work for three days, s/he will be deemed to have resigned. When is
this unreasonable? What if the employee has been in an accident and is unable to report?

What constitutes notification? This needs to be consistent. The wording is from 1988. There was no
texting then, little or no email.

Outside employment: Must be approved by the Appointing Authority; have no conflict or ethics issues.
The permission may be withdrawn at any time by the supervisor.

A list of policies is on the HR website at www.pinellascounty.org/hr/policies procedures.htm#general

Rule on values: “Stated values” is not the same as written values. The Tax Collector has posters
throughout the offices whereas others do not. “Stated” values can be too vague a term, and those
“stated” values could change over time or with a new Appointing Authority.


http://www.pinellascounty.org/hr/policies_procedures.htm#general
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Promotions currently have a structure for the employee to follow. In the revised Personnel Rules,
current employees will have the same negotiating ability as an outside applicant. Currently applicants
from outside the County have the opportunity to negotiate by showing their skills and achievements,
but current employees do not.

Example provided by Jack Loring: The hiring manager wants to offer more money, but currently can’t
offer it to a County employee. With the Rule change, the hiring manager will be able to offer a higher
wage.

The Personnel Board does not have the authority to order back pay for a terminated employee who
has had their termination overturned through the appeals process. The Appointing Authorities may
agree today that they would be fine with providing back pay, up to a reasonable amount of time
(suggested: three months). However, when an Appointing Authority is replaced, the new one is not
bound by any agreements made by the predecessor.

Questions

Why is T-Mobile no longer available on YouDecide.com?
That is up to the folks at YouDecide.

Employees have started to receive text messages from Express Scripts. How can the employee stop
that?
Express Scripts should not be sending text messages unless the employee has signed up for it.

How do you opt out of receiving calls from UHC? An employee out on FMLA with a broken leg
received a call in reference to blood pressure. The UHC rep then suggested that the employee
consider walking as an exercise.

When merit raises are finally available again, can they be paid out by the middle of December so that
employees may shop for the holidays?
The original target date is Thanksgiving.

If the Rules are passed in December, will the two additional floaters for employees with 25 years of
service get added? Yes.
What if the Rules are passed in January? Then they will be available in 2016.

Human Resources is still researching if County employees will able to include their time as part-time
employees to be considered in the five-year time certificates.

Question on how a career ladder is created.

It is a joint effort between the department and HR. The ladder is created for the position and not for a
particular employee. It is specific to that department. As an example, the Clerk may have a Records
Specialist ladder for Clerk Civil, but that would not be available in Clerk’s Recording Services. It all
depends upon the work: type of work and the need for it.

Harassment and bullying continue to be issues in some areas. The supervisors get training on the
federal rules and Equal Employment Opportunity provisions, and we would like to see that the
employees also get training so that they can know it when they see it. The Supervisory and
Management Competencies series will be starting again in February.
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EAC Elections

Dawn Grasso will be stepping down as she is resigning from Pinellas County. Linda Cahill has offered
to take her place. A motion was made by Charles Toney and seconded by Dawn Grasso to fill
Dawn’s position as Representative with Linda Cahill, with voting rights.

Nominations for Representative have been extended one week. Our elections will be electronic for
the first time in EAC history.

Adjourned
Mike Powell made a motion that the meeting be adjourned at 4:10PM, and it was seconded by Steve

Yeatman.

*Charles Toney *Randy Rose *Clare McGrane Joshua Chance Chuck Mangio
*Richard Carvale  *Lisa Wombles *Steve Yeatman *Richard Castle *Mercedes Pearson
*Hazel Lane *Mike Powell *Jennifer Gundel *Dawn Grasso *Peggy Poole

*EAC Representatives in attendance at this meeting.
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Previously known as Management & Supervisory Notes

Coping With Stress at Work

If you feel yourself getting stressed about your job,
try these tips to decrease your stress level and
improve your performance:

o Identify your stressors. By recognizing the
reasons behind your stress, you can learn to feel
more in control and work to change the stress.
Determine whether the stress you experience at
work is due to worries or conflict at home.

e Avoid setting too many lofty goals. Set
realistic expectations and attempt challenges that
are doable.

e Anticipate boss and co-worker stress. Prepare
a few responses to stressful situations that may
be presented to you by a supervisor or co-
worker. For example, instead of reacting hastily
to a request by a co-worker, ask whether you can
get back to the person at a later time.

e Learn to delegate responsibilities. If you are a
manager, empower your subordinates to take on
more responsibilities and make more decisions.

e Be more assertive in your responses to
requests. Be honest, but tactful. Learn to seek
alternatives or to say no when necessatry.

e Examine your schedule. Is your work schedule
compatible with your home/personal life?
Perhaps you can vary your work hours or
work days.

o Redefine your role. Work with your supervisor
on revising your job description to include more
creative, empowering and satisfying duties.

Here are some suggestions for getting organized to
eliminate clutter and reduce stress:

e Organize your workspace. Rearrange it for
maximum efficiency. Create lists and schedules
to help you meet deadlines.

e Tackle one task at atime if possible. List your
duties in order of priority, and complete one at a
time. This can make you feel more organized
and in control, leading to a sense of greater
accomplishment.

e Learn time-management techniques. Take a
class or read books on how to better manage
your time.

o Don’t procrastinate. Tackle your most difficult
projects first. Putting them off may lead to
increased anxiety and stress.

Relaxation and exercise are effective ways to
reduce stress. Follow these ideas:

e Take occasional breaks. Listen to your body.
If you feel tired, nervous, tense or have achy
muscles, take a break. Step away from your
work for a few minutes, or practice relaxation
techniques to recharge your mind and body.
Don't work through lunch; take a real break.

e Practice yoga and stretching exercises.
These can relieve tension, make your body
more limber and flexible, and produce an
overall calming effect.

e Create an exercise routine. Use your lunch
break to work out or go for a brisk walk, or
exercise before or after work.

e Practice breathing exercises. Drawing slow,
deep breaths from the diaphragm promotes a
more efficient exchange of oxygen and carbon
dioxide than chest or shoulder breathing.
Exhale slowly and evenly. If you are highly
stressed, try this while lying on your back.

e Take advantage of paid days off. Consider
spreading your days off over several weeks
instead of taking them all at once.

e Learnto laugh more at life. Try to find humor
in negative outcomes. Relieve tension by
laughing at your mistakes and faults and
working to improve them.

e Consider counseling. Talk therapy with a
professional can prove to be an effective outlet
for discharging unhealthy stress.

Source: ComPsych GuidanceResources
www.guidanceresources.com

Published by the Pinellas County Human Resources Department, Performance & Development Division.
Issues for previous months are found at www.pinellascounty.org/hr/publications/msn.htm.
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Request enrollment for classes in OPUS. Users without OPUS access may register through their training coordinator. Class dates and times are subject to
change. Not all classes are open to non-County Consortium members. Contact Training & Development at 464-3796 or email training@pinellascounty.org.
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Request enrollment for classes in OPUS. Users without OPUS access may register through their training coordinator. Class dates and times are subject to
change. Not all classes are open to non-County Consortium members. Contact Training & Development at 464-3796 or email training@pinellascounty.org.
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Request enrollment for classes in OPUS. Users without OPUS access may register through their training coordinator. Class dates and times are subject to
change. Not all classes are open to non-County Consortium members. Contact Training & Development at 464-3796 or email training@pinellascounty.org.
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