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I hereby agree to abide by all Rules & Regulations. I further agree and understand that any
violation of a rule or regulation may result in disciplinary action being taken against me,
including termination of employment.

I am aware that an Employee may be dismissed or demoted with or without just cause or
advance notice during the probationary period.

I am aware that conduct, which constitutes sexual harassment, unlawful harassment or
discrimination, can result in termination of employment or severe discipline without regard to
general principles of progressive discipline.

I understand that the School may change the rules, regulations and benefits outlined in the
Handbook at any time.
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SECTION 1
GENERAL PROVISIONS

1.1 Purpose:

The purpose of these Rules and Regulations is to establish policies and procedures which will serve
as a guide to administrative actions concerning personnel activities and transactions.

1.2 Positions Covered:

These Rules and Regulations shall apply to instructional or non-instructional employees of
Pembroke Pines Charter Schools and Early Learning Centers (hereinafter referred to as the
"School" or "Schools").

General Provisions, Benefits, Attendance and Leave Rules apply to full-time, regular employees.

Personnel employees under the provisions of government programs or grants approved by the City
Commission shall be considered exempt positions. Methods of appointment, rights and benefits
will be determined by the City Manager.

1.3 Administration:

The City Manager shall be responsible for the administration and technical direction of the
Schools.

Principals shall be responsible for the proper and effective administration of these Rules and
Regulations within their respective Schools. Routine matters pertaining to enforcement may be
delegated.

14 Amendments:

The City Manager shall recommend to the City Commission for approval such Rules, Regulations,
Policies and changes hereto as are necessary and effective for the administration of the personnel
system.

Amendments, changes or revisions of the Rules and Regulations shall be promulgated by the City
Manager and submitted to the City Commission for approval. Amendments may be approved by
the Commission by Resolution.

This does not prohibit the City Manager from establishing working rules relating to working

conditions for health and safety on a daily basis and the conduct of the employees within the
guidelines of these rules.
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1.5 School Policies:

Individual School Rules and Regulations shall serve as supplements to these Rules and
Regulations.

Individual School rules and regulations shall be reduced to writing and reviewed by the City
Manager for conformance to these Rules and Regulations and then submitted to the City
Commission for approval.

In the event of a conflict between these rules and individual school rules, these rules shall control.

SECTION 2
EQUAL EMPLOYMENT OPPORTUNITY

The Schools are Equal Employment Opportunity employers. There shall be no discrimination
against any person in recruitment, examination, appointment, training, promotion, retention or any
other personnel action because of political or religious opinions, or affiliations, or because of race,
color, religion, sex, age, disability, national origin, marital status, as well as because of any other
protected categories.

Citizens with disabilities will be given full consideration for employment in all Schools. Physical
standards will be fair, reasonable and adapted to the realistic requirements of the job. Such
standards will be based on complete, factual information regarding working conditions, hazards
and essential physical requirements of each job.



SECTION 3
SEXUAL AND OTHER UNLAWFUL HARASSMENT AND DISCRIMINATION

All employees have a right to work in an environment free of discrimination and harassment.
Harassment or discrimination on the basis of race, color, religion, sex, age, marital status, handicap,
disability, national origin, and any other protected categories, is a violation of law, and will not be
tolerated.

While all forms of harassment and discrimination are prohibited, it is the Schools’ policy to
emphasize that sexual harassment is specifically prohibited. Sexual harassment is defined as
unwelcome, deliberate or repeated behavior of a sexual nature.

It can include verbal behavior such as unwanted sexual comments, suggestions, jokes, or pressure
for sexual favors; nonverbal behavior such as suggestive looks or leering; and physical behavior

such as pats, or squeezes, or repeated brushing against another person’s body.

Conduct which constitutes sexual harassment, unlawful harassment or discrimination can result in
termination of employment or severe discipline without regard to general principles of progressive
discipline.

Specifically, the Schools prohibit the following:
e Unwelcome sexual advances.

e Requests for sexual favors, whether or not accompanied by promises or threats with regard to
the employment relationship.

e Other verbal or physical conduct of a sexual nature made to any employee that may threaten or
insinuate either explicitly or implicitly that any employee’s submission to or rejection of sexual
advances will in any way influence any personnel decision regarding that person’s employment,
evaluation, wages, advancement, assigned duties, shifts or any other condition of employment
or career development.

e Any verbal or physical conduct that has the purpose or effect of substantially interfering with
the employee’s ability to do his or her job.

e Any verbal or physical conduct that has the purpose or effect of creating an intimidating, hostile
or offensive working environment.

Specific examples of inappropriate behavior include, but are not limited to:
e Conditioning a job benefit on sexual favors;
e Threatening a job detriment for the failure to submit to sexual advances;

e Negative or offensive comments, jokes or suggestions about another employee’s gender or
sexuality;



e Obscene or lewd sexual comments, jokes, suggestions or innuendoes;

e Slang, names or labels (such as "honey," "sweetie,” "boy," "girl,") that others find offensive;
e Talking about or calling attention to an employee’s body or sexual characteristics in a negative

or embarrassing way;
e Laughing at, ignoring or not taking seriously an employee who experiences sexual harassment;
e Blaming the victims of sexual harassment for causing the problem;
e Continuing certain behavior after an individual has objected to that behavior;

e Displaying nude or sexual pictures, books, objects, cartoons or sexually suggestive calendars on
School property. :

Other sexually harassing conduct in the workplace, whether physical or verbal, committed by
Supervisors or Non-Supervisory personnel is also prohibited.

Acts of harassment or discrimination committed by School personnel may result in disciplinary
action, up to and including dismissal. If an employee believes that he or she has been the subject of

harassment or discrimination by anyone while at work, including any supervisors, co-employees, or
visitors, or if an employee observes such harassment or discrimination, he or she is urged to report
the alleged conduct immediately to his or her supervisor, or, if the individual does not wish to
discuss the matter with the Supervisor, to the Director of Human Resources.

Any Supervisor or Principal who receives a complaint of harassment or discrimination from an
employee shall immediately notify the Director of Human Resources of the complaint regardless of
the Supervisor’ or Principal’s opinion concerning its validity.

The Schools will endeavor to investigate all complaints as expeditiously, confidentially and
professionally as possible. Any Supervisor, agent, or other employee who is found after
investigation to have engaged in harassment or discrimination of another employee will be subject
to appropriate disciplinary action, up to and including dismissal.

There will be no retaliation against employees for reporting harassment or discrimination or
assisting the Schools in the investigation of a complaint of harassment or discrimination.



SECTION 4
CODE OF ETHICS

To avoid misunderstanding and conflicts of interest, which could arise, the following policy will be
adhered to by employees of the Schools.

No School employee shall accept any gifts, favors or service that might reasonably tend improperly
to influence them in the discharge of their official duties.

No School employee shall use or attempt to use their position to secure special privileges or
exemptions for themselves or others, except as may be provided by policy and/or law.

No School employee shall accept employment or engage in any business or professional activity,
which might reasonably expect them to disclose confidential information acquired by them by
reason of their official position.

No School employee shall disclose confidential information gained by reason of their official
position, nor shall they otherwise use such information for their personal gain or benefit.

No officer or employee of the Schools shall have any financial interests in the profits of any
contract, service or other work performed by the Schools; or personally profit directly or indirectly
from any contract, purchase, sale or service between the Schools and any person or company; or
personally or as an agent provide any surety, bail or bond required by law or subject to approval by
the City Commission.

No officer or employee shall accept any free or preferred services, benefits or concessions from any
person or company. '

No School employee shall transact any business in their official capacity with any business entity
of which he or she is an officer, director, agent or member or in which he or she owns a controlling
interest.

No School employee shall have personal investments in any enterprise which will create a
substantial conflict between their private interests and the public interest.



SECTION 5

EMPLOYMENT CLASSIFICATIONS

5.1 Full Time:

An employee who is regularly scheduled to work thirty (30) hours or more per week and has
completed the introductory period.

5.2 Part Time:

An employee who is regularly scheduled to work less than thirty (30) hours per week.

5.3 Regular:

An employee who is employed in a position for an indefinite time. A regular employee who has
successfully completed his/her introductory period may be dismissed for cause. Administrative
supervisory personnel such as Administrative Principals, Principals, Assistant Principals and
Administrators may be dismissed at any time with or without cause, as such employees have no
property interest in their employment.

54 Temporary:

An employee who is employed in a position on a short-term basis.

5.5 Exempt:

An employee who is exempt from the minimum wage and overtime provisions of the Fair Labor
Standards Act.

5.6 Non-exempt:

An employee who is subject to the overtime provisions of the Fair Labor Standards Act which
requires pay for hours worked in excess of forty (40) in one (1) week.



SECTION 6

APPLICATIONS FOR SCHOOL EMPLOYMENT

6.1 Eligibility:

Individuals shall be recruited from a geographic area as wide as is necessary to assure obtaining
well-qualified candidates for the various types of positions.

6.2 Request for Personnel:

When Schools submit requests to the City Manager for persons to fill vacancies, requests shall
include the title of the position to be filled and other pertinent information as may be needed to
enable the City Manager to satisfactorily find the personnel being sought by the Schools. Requests
for personnel should be made reasonably far in advance of actual need when circumstances permit.

6.3 Notification — Recruitment:

The Principals shall prepare recruiting notices to publicize vacancies and to provide candidates for
vacant positions. Such various media of publicity shall be used as might be expected to bring notice
of vacancies to as many qualified persons as possible.

6.4 Acceptance of Applications:

All applications must be made on a standard form designed and prepared by Human Resources.
This form must be completed personally by the applicant. Incomplete applications may be revised
by applying in person to the Human Resources’ Office provided said change is corrected through
revision before the final date for receiving applications for the position or examination applied for
by the applicant.

Applications shall be active and considered by Human Resources for a term of one (1) year from
date the application is filed, unless the application becomes void by virtue of some other rule.

After the expiration of a one (1) year period, the application, if not renewed, shall be void and shall
not be considered by globaly changed to the Department of Human Resources.

6.5 Application References:

As part of the pre-employment procedure, former Supervisors, employers and references provided
by candidates shall be checked by the Human Resources. Reference checks made by personal or
telephone contact will be documented and made part of the applicant’s file.



6.6 Medical Examination:

Medical standards may be established for all positions. Applicants at the School’s expense may be
required to undergo medical and/or a physical examination to determine physical and psychological
fitness to perform work in the position to which the appointment is to be made.

Employees, during their period of employment, may be required by their Principal with the
approval of the City Manager to undergo periodic medical examinations to determine their physical
and psychological fitness to perform the work of the position in which they are employed.

Determination of physical and psychological fitness will be by a physician or other qualified
professional designated by the City Manager.

6.7 Basis for Employment:

Employment with the Schools shall be based on merit and ability as evidenced by one or more of
the following:

A. Experience as reflected by the application form and other documentation of certification,
registration, etc., as requested.

B. Verification of diploma.
C. Three recommendations.

D. A pre-employment physical, drug screening and/or psychological examination following a
conditional offer of employment.

E. Fingerprinting.
F. Additional examinations for certain positions at the discretion of the School Principal.

Additional criteria may be considered if it bears relevance to the position. Selection and hiring, by
its nature, involves discretion and foregoing should be considered as a guide, not a limit, on the
exercise of discretion.

6.8 Reinstated Employees:

An employee who has resigned with a good record, and who is still qualified for the position at
issue, may be rehired to the same or similar position by the same School from which the employee
resigned within one (1) year of the date of resignation. Such action originates only from a School
request and must be submitted for approval to the City Manager.

An employee may be reinstated at the same pay rate previously received, or may revert to a lower
rate within the range at the discretion of the School and with the approval of the City Manager.



Reinstated employees are considered new employees for purposes of vacation, leave, pension and
salary incentives, and other benefits. Unless otherwise designated the "day" or "days" when used in
this Handbook shall mean calendar days as opposed to workdays. Reinstated employees are
subject to a one hundred and eighty- (180) working days introductory period.

6.9 Rejection of Applicants:

The City Manager or Principal may reject any applicant when the applicant does not possess one or
more of the requirements of the position. An unsatisfactory past employment record may also be a
basis for the rejection of an applicant. Moreover, applicants may be rejected if the applicant
submits an incomplete application. Prior conviction for a crime if the crime was a felony or first
degree misdemeanor and directly relates to the position of employment sought will disqualify an
applicant, as will membership in any organization which advocates the over-throw of the
Government of the United State of America by force or violence.

Applicants at the City’s expense may be required to undergo a medical and/or physical examination
to determine physical and psychological fitness to perform work in the position to which
appointment is to be made.



SECTION 7

INTRODUCTORY PERIOD

7.1 Purpose:

The introductory period is intended to give new employees the opportunity to demonstrate their
ability to achieve a satisfactory level of performance and to determine whether the new position
meets their expectations. The Schools use this period to evaluate employee’s capabilities, work
habits, and overall performance. Either the employee or the Schools may end the employment
relationship at will at any time during the introductory period, with or without cause or advance
notice. Unless otherwise designated the "day" or "days" when used in this Handbook shall mean
calendar days as opposed to workdays.

7.2 Duration:

All new and rehired employees work on an introductory basis for the first one hundred and eighty
(180) working days after their date of hire. Employees who are promoted within the Schools must
complete a secondary introductory period of the same length with each reassignment to a new
position. Any significant absence will automatically extend an introductory period by the length of
the absence. If the Schools determine that the designated introductory period does not allow
sufficient time to thoroughly evaluate the employee’s performance, the introductory period may be
extended for a specified period.

Employment status is not changed during the secondary introductory period that results from a
promotion within the Schools.

All promoted employees shall serve one hundred and eighty - (180) working days introductory
period without loss of accrued sick leave, vacation leave or other benefits.

In cases of promotions within the Schools, an employee, who in the sole judgment of management
is not successful in the new position, can be removed from that position at any time during the
secondary introductory period. If this occurs, the employee may be allowed to return to his or her
former job or to a comparable job for which the employee is qualified, depending on availability of
such positions and the Schools needs.

73 Benefit Eligibility:

During the initial introductory period, new employees are eligible for those benefits that are
required by law such as workers’ compensation insurance and Social Security. They may also be
eligible for other School-provided benefits, subject to the terms and conditions of each benefits
program. Employees should read the information for each specific benefits program for the details
on eligibility requirements.
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7.4 Evaluation of Performance:

During the introductory period, the Principal will request a report of the Supervisor’s observation of
the introductory employee’s work and a judgment as to the employee’s willingness and ability to
perform the job duties satisfactorily. During the introductory period, the employee’s Supervisor will
notify the employee in writing when performance is not satisfactory and introductory period
requirements are not being met. When possible, notification of deficiency shall be made
sufficiently in advance of the end introductory period to allow for corrective action.

7.5 Dismissal or Demotion of New Employees:

An employee may be dismissed or demoted with or without cause or advance notice during the
introductory period.

The Administrative Principal or designee must coordinate this action with the City Manager. The
employee does not have the right of administrative appeal.

7.6  Anniversary Date:

The first day actually worked as a School employee shall be considered the anniversary date for the
employee. This date changes only if an employee is in a non-pay status for a period of thirty (30)
calendar days or more or if an employee is promoted. The anniversary date is deferred by an
equivalent amount for a leave of absence in non-pay status for thirty (30) calendar days or more.
For promotion, the anniversary date becomes the first date served in the new position.

11



SECTION 8

POSITION CLASSIFICATION PLAN

8.1 Purpose:

The position classification plan provides a systematic arrangement and inventory of job positions.
The plan groups the various positions into classes indicative of the range of duties, responsibilities
and level of work performed. The titles standardize the meaning, allocation and usage of the plan
based upon the similarity of work and duties performed.

8.2  Uses:
The classification plan shall be used to:
A. Determine qualifications, prepare examination announcements and examination content.
B. Standardize salaries to be paid for the various types of work.
C. Establish lines of promotion.
D. Assist in developing an employee-training program.
E. Provide an understandable and uniform terminology of jobs.
83  Content:
The classification plan consists of:

A. A grouping of positions on the basis of approximately equal difficulty and
responsibility which requires the same general qualifications and which can be
equitably compensated with the same pay grades.

B. A class title, indicative of the work of the class which shall be used on all personnel,
accounting, budget and related official records. No person shall be appointed to a
position in the School personnel structure under a title not contained in the job
classification plan.

C. Written class descriptions for each job classification containing the nature of work
and relative responsibilities of the class, illustrative duties found in the class,
requirements of the class setting forth the necessary knowledge, abilities and skills
required for adequate performance of the work and the desirable training and

experience needed for adequate performance of the work and the desirable training
and experience needed for recruiting to the class.
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8.4 Administration and Maintenance:

The City Manager and/or designee is charged with maintenance of the classification plan so that it
will reflect the duties performed by each employee in the School service and the class to which
each position is allocated. It is the duty of the City Manager and/or designee to have the nature of
the positions examined as they are created and to have them allocated to the existing class or to
create new classes; to make changes in the duties and responsibilities of existing positions and
review the entire classification plan and recommend appropriate changes in allocations or in the
classification plan as needed.

8.5 Allocation of Positions:

Whenever a new position is established or duties of an old position changed the City Manager
and/or designee shall prepare in cooperation with the responsible Principal a comprehensive class
description describing in detail the duties of such position. The City Manager and/or designee shall
investigate the actual or suggested duties and assign the position to an existing class or establish a
new class.

8.6  Position Audit and Reclassification:

A. The City Manager is charged with the responsibility of having position audits made
of positions. Other position audits may be initiated by a written request to the City
Manager from:

L The Principal where the position is located; or

II. The incumbent in the position to be audited provided that the employee
processes the request through the Principal for review and comment.

B. Position information will be gained through completion of a position classification
questionnaire by the incumbent or by the Supervisor of the position, if the position
is vacant, and through study of the position by the staff of the City Manager’s
Office.

C. The Principal should review and make recommendations to the City Manager on all
proposed new positions, changes and class descriptions.

D. The employee in the position to be audited will be notified that the audit is to be
conducted.

13



8.7 Reclassification:

A. When the incumbent of a position, through diligent application of the work, is officially
assigned more difficult and significant additional responsibilities and duties so that it
appears that the position warrants re-allocation to a higher pay grade, the City
Manager/Designee shall perform a study of the present duties and responsibilities of the
position.

B. Ifitis determined that the position should be re-allocated to such higher level, the City
Manager/Designee may require that the incumbent undergo a prescribed test of
qualification, depending on the conditions of the reclassification and the nature of the
position to be re-classified. Tests may include written or oral examination, interview or
performance review, depending on the position involved.

C. Should the employee fail the examination or for some other valid reason is not promoted to
fill the vacancy at the higher level, the City Manager may allow the employee to remain in
the original position until he/she can be changed to the same or another class of
employment.

D. Should the position be reclassified to a Job classification with the same pay grade as that of
the original classification, the incumbent employee shall receive a corresponding change in
title without the benefit of examination, provided the reclassified position is in the same line
and character of work and involves the same basic duties, responsibilities and skills.

Should the position be reclassified to a job classification with a lower pay grade than that of the
original classification, the incumbent employee shall be offered transfer to a vacancy if one exists

in the original classification in the same School or another School.

Should no vacancy exist in the original classification, the incumbent employee shall retain the
reclassified position at no reduction in salary.

8.8 Position Control:

All positions in the Schools are established and maintained through a personnel budget each year in
accordance with established budget and accounting procedures. The establishment of new or
additional positions will be accomplished at the recommendation of the City Manager.

14



SECTION 9

SALARY PLAN
9.1 Purpose:

The salary plan shall be directly related to the classification plan and provide the basis of
compensation for employees in the classified positions. The salary is constructed with regard to the
following:

A. Relative difficulty and responsibility existing between the various classes of work
within the School employment.

B. Prevailing rates of pay for similar types of work in private and public employment
in the labor market where the Schools recruit for employees.
C. Availability of candidates to fill positions.
D. Economic conditions of the area.
E. Financial policies of the Schools.
9.2  Uses:

The purpose of the salary plan is to reward employees for satisfactory performance and to develop
incentives among employees to improve their quality and performance of work. Each employee
will be apprized of the salary plan. The proper utilization of the salary plan provides the Principal
with a vehicle for rewarding performance and affords the employee the opportunity to develop and
achieve personal objectives.

9.3  Content:
A. The salary plan includes the basic salary schedule as adopted by the City
Commission and subsequent amendments, and the schedule of salary ranges for all

classes of positions included in the classification plan.

B. The salary schedule indicates salary ranges and the compensation attached to the
ranges. Each class title in the classification plan is assigned a specific salary range.

94  Amendments:
Amendments to the salary plan shall be considered by the City Manager when changes of
responsibilities of work or classes, availability of labor supply, prevailing rates of pay, the Schools’

financial condition and policies or other pertinent economic consideration warrant such action. The
City Manager after consultation with the Principals may recommend amendment of the salary plan.

15



9.5 Appointment and Starting Rates:

A. The minimum salary established for a position is considered the normal appointment
rate for new employees.

B. Appointments that are above the minimum salary may be authorized by the City
Manager if the applicant’s training, experience or other qualifications are
substantially above those required for the position and there are no qualified
applicants available who are willing to accept the minimum rate.

9.6 Promotion:

An employee may be promoted to a job classification with a higher maximum rate of pay after
successfully meeting the requirements for that position. Upon promotion the employee shall have
his/her pay grade, classification date and introductory period adjusted as follows:

A. Pay Grade and Pay Rate:

1. Where an employee is promoted to a position with a higher maximum salary the employee’s
new salary shall be at least the minimum for the new position. If his/her present salary is
above the minimum for the new position, the employee shall receive an increase to the next
highest grade.

2. An increase of more than one (1) step may be recommended by the Principal depending
upon the circumstances of the promotion subject to approval by the City Manager.

B. Classification Date and Introductory Period:

Promotion shall establish a new classification date. Employees shall be eligible for consideration
for a salary increase one (1) year following the effective date of the promotion and serve an
introductory period in accordance with the rules. The effective date of promotion will coincide
with the employee’s School payroll period beginning date unless otherwise approved by the City
Manager.

9.7 Demotion:

A. Reasons for Demotion:

1 When an employee would otherwise be laid off because of the position being abolished, the
position is being reclassified to a higher pay grade, lack of work, lack of funds or because
of the return to work from authorized leave of another employee to such a position.

2. When demoted during the introductory period.

3. If an employee voluntarily requests a demotion.

4. When an employee has consistently under-performed.
5. For disciplinary reasons

16



B. Effect of Demotion on Pay:

The pay of an employee demoted to a position with a lower pay grade than his/her present position
shall be based upon the following guidelines:

1.

2.

5=

Demotion will not result in a pay increase.

Pay will not exceed the maximum rate of the pay grade designated for the lower position.
Employees demoted to a lower classification which was held immediately prior to being
promoted shall be placed in the grade and pay that they would have attained by remaining
in the lower classification.

Employees demoted to a lower classification which was not held previously or was not held
immediately prior to being promoted shall be placed in the same pay rate in the lower pay

grade, provided it does not exceed the maximum.

C. Effect of Demotion on Classification Date:

An employee who is demoted to a classification he/she held immediately prior to being promoted
will have the date in classification adjusted to reflect the time served in that classification. All other
demotions will establish a new classification date.

9.8

Transfers:

A, School Transfer - Same Classification:

An employee may be transferred to another School campus with the same job classification
and such transfer will not change the employee’s pay grade and anniversary date or
classification date.

Employees will serve a one hundred and eighty (180) working days introductory period in
the new School or position. However, this introductory period will not reduce an
introductory period incurred as a result of employment, promotion or reclassification.

If, during the employee’s period in the new position, the employee is found to be
performing below performance expectations in the new position, the City Manager shall
determine whether the employee is to be returned to his/her former position or is to be
dismissed.

Employees transferred from one School campus or position to another School Campus or
position shall meet all of the new employee hiring requirements of the School to which they
are transferred. The employee shall be processed as a new employee and shall be required
to take and pass all tests, and fill out all applications.

17



B. Change in Classification - Same Pay Grade:
When an employee requests and is granted a transfer to a different classification, if qualified and
having the same pay grade as his/her present classification, the employee’s salary and step will
remain the same.

SECTION 10

ATTENDANCE/HOURS OF WORK

10.1 Hours of Work:

The City Manager shall establish the hours of work, which insofar as practicable, shall be uniform
within occupational groups and shall be determined in accordance with the needs of the Schools.

10.2  Attendance:
Each Principal shall be responsible for the punctual attendance of all persons in the School.

All employees are expected to report for duty at the appointed place ready to perform their duties at
the scheduled time. Tardiness may be excusable only if the employee phones his or her Supervisor
by the start of the scheduled days.

If an employee is unable to work for any reason, he/she must notify the immediate Supervisor
within sixty (60) minutes of the operation of the day.

Employees absent from work for a period of three (3) consecutive workdays without authorization
will be considered to have voluntarily resigned.

10.3 Timekeeping:

All non-exempt employees are required to complete a time record that accurately reflects all hours
worked each day. Time records allow for accurate accounting of employee benefits and hours
worked for computing pay and overtime. It is a violation of policy to falsify any time record. It is
also a violation of policy to complete another employee’s time record without prior authorization by
a Supervisor.

Employees shall not clock in to work more than five (5) minutes before their scheduled start time,
nor shall they clock out more than five (5) minutes after their scheduled stop time, without prior
approval.

Employees are prohibited from clocking in prior to, or after, their scheduled lunch hour, without
prior approval.
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104 Overtime:

A non-exempt employee who works over forty (40) hours in a work week will be compensated at
the rate of one and one-half (1 ¥2) times the regular hourly rate of pay. An exempt employee will
not receive overtime pay.

Employees are not to work overtime unless authorized in advance by their Principal. Employees
are required to work overtime when requested unless excused by their Principal.

Employees may be granted compensatory time off at the rate of one hour and one-half (1 2) for
every hour of overtime worked in lieu of payment for the overtime worked. Compensatory time off
must be approved by the Principal. Upon separation from the City, there will be payment made of
unused compensatory time to be calculated at the rate at which it was eamed. Compensatory time
should be used within one (1) year from the date it was earned. Compensatory time may be carried
over from one year to the next with the approval of the City Manager. All accrued compensatory
time of employees who die while in the service of the School shall be paid in cash to the spouse or
estate of the employee. The City Manager may direct an employee to schedule and use accrued
compensatory time.

Vacation, sick leave, funeral leave, jury duty and annual military leave will not be counted as time
worked for overtime computations.
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SECTION 11
POLITICAL ACTIVITY

No employee, official or other person shall solicit, orally or by letter, contributions or services for
any political party or political candidate from any employee during his or her hours of duty, service
or work with the Schools.

No employee or official of the Schools will use his/her official authority or influence for the
purpose of interfering with or affecting the results of an election or a nomination for office.

Nothing herein contained shall be construed to restrict the right of the employee to hold
membership in and support a political party, to vote as he/she chooses, to express opinions on all
political subjects and candidates, to maintain political neutrality, to attend political meetings after
working hours or to campaign actively during off-duty hours in all areas of political activity.

SECTION 12

EMPLOYMENT OF RELATIVES

Employment of relatives will be in accordance with applicable State Statutes.
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SECTION 13
OUTSIDE EMPLOYMENT

Employees are discouraged but not restricted from engaging in other employment for an extended
period during their off-duty hours. School employment shall be considered the primary
employment and no employée may engage in outside employment which would interfere with the
interest of the School service.

Any employee desiring to pursue outside employment shall notify the Principal in writing of the
intent to engage in outside employment. The request shall state the type of employment and the

hours of work, the name of the prospective employer, the place of employment, and a telephone
number of the place of employment where the employee can be reached.

The Principal or City Manager may reject the request if it is deemed to affect the School
employment, and permission granted to engage in outside employment may be canceled or
terminated at any time by the Principal, if the outside employment is deemed to affect the School
employment.

No employee granted permission to engage in outside employment shall work at said outside
employment for a longer period of time than stated in the request nor at a different place of
employment than that set forth in the request.

Any employee accepting outside employment under the terms of this rule shall make arrangements
with the outside employer to be relieved from his/her outside duties if and when called for
emergency service by the School. Every employee granted permission to engage in outside
employment under this rule shall agree to and shall respond immediately to any emergency call to
duty by the School whenever the Principal or the City Manager shall determine his/her services to
be necessary.

Employees sustaining injuries while engaged in outside employment are ineligible to receive
benefits under the Workers’ Compensation insurance on account of disability resulting from the
outside employment.

Equipment, facilities, vehicles or property of the Schools shall not be used by employees for
outside employment.
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SECTION 14

PUBLIC RELATIONS - RELEASE OF INFORMATION

Employees shall release information in accordance with School policy, following prior supervisory
approval to do so. School policies must adhere to applicable laws.

Should an employee receive either a request or subpoena where the School is named, the Principal
shall be immediately notified, who in turn, will notify the City Manager.

SECTION 15

SOLICITATION AND DISTRIBUTION

Solicitation includes, but is not limited to, asking employees for funds or contributions, offering
goods for sale (whether charitable or for commercial purposes), asking employees to sign a
petition, requesting employees to join or become a member of a group, or otherwise requesting
employees’ support or commitment with respect to causes, groups, or interests.

Distribution includes, but is not limited to, providing leaflets, documents, pamphlets, or other
written materials, to an employee regarding matters not related to an employee’s job duties.

Employee contributions to recognized charitable organizations are purely voluntary. No coercion of
an employee to make contributions shall be permitted. '

School employees are prohibited from soliciting any other employee of the School on behalf of any
organization, including any labor union, labor organization or employee organization, during their
working hours or the working hours of the employee to be solicited.

School employees are prohibited from distributing literature which tends to promote any
organization, including any labor union, labor organization or employee organization, during

working hours in any area where School work is performed.

Distribution of literature for School sanctioned programs such as recreational activities is not
restricted by this rule.

Solicitation or distribution that is discriminatory, hateful, harassing, illegal, defamatory, profane or
obscene is prohibited at all times.
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SECTION 16
EMPLOYEE DEBTS

An employee’s financial transactions are the employee’s personal affair. The School will not act as
a collection agent for an employee nor for collection agencies.

SECTION 17

USE OF SCHOOL PROPERTY

Any employee of the Schools shall not use School property, equipment or vehicles except in the
performance of official duty nor permit its use by an unauthorized person, either on or off-duty
unless authorized by the Principal.

SECTION 18

DRESS AND APPEARANCE

School employees are expected to maintain high personal, moral and ethical standards. One of the
most noticeable expressions of these personal standards is dress and appearance.

No attempt is made to set specific standards. The important factor is the overall impression created.
What is appropriate for employees in one School may not be appropriate for another.
Determination of an employee’s compliance with dress and appearance standards is a supervisory

responsibility. Personal appearance standards may be established in individual School rules.

Employees determined to be in violation of this policy will be sent home to correct their
appearance. For non-exempt employees, this time will not be counted as hours worked.
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SECTION 19

VACATION LEAVE FOR EARLY LEARNING CENTER EMPLOYMENT

19.1 Eligibility:

Each regular, full-time employee employed in an Early Learning Center who completes one (1)
year of continuous, uninterrupted employment will be entitled to ten (10) working days vacation
with pay a year.

Part-time, temporary and seasonal employees shall not be eligible for annual (vacation) leave.

Paid annual (vacation) leave may not be taken during the first one hundred and eighty (180)
calendar days of employment or re-employment.

For annual (vacation) leave purposes, re-employed employees are considered new employees.

19.2 Rate of Earning:

Annual (vacation) leave shall be calculated and accrued from the date of employment.

19.3 Charging Leave:

Annual (vacation) leave time shall be scheduled and charged to the employee for the actual time
the employee is away from work.

If holiday occurs during annual (vacation) leave the holiday shall be charged to holiday time and
not to annual (vacation) leave time.

Annual (vacation) leave schedules shall be arranged by the Principal and preference as to dates
shall be granted in order of seniority.

Paid annual (vacation) time can be used in minimum increments of one (1) day. To take such leave,
employees shall request advance approval from their Principal. Requests will be reviewed on a
number of factors, including business needs and staffing requirements.

Vacation time off is paid at the employee’s base pay rate at the time of vacation.

As stated above, employees are encouraged to use available paid annual (vacation) time for rest,

relaxation, and personal pursuits. In the event, that available annual (vacation) is not used by the
end of the benefit year, employees may carry unused vacation days to a maximum of ten days.
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19.4 Regquest for Leave:

The request for annual (vacation) leave shall be submitted to the employee’s Principal on
designated forms.

Annual (vacation) leave may be taken only after approval by the Principal and submission to the
Human Resources Director for verification of entitlement. Every eligible employee shall be

encouraged to take at least ten (10) working days of annual (vacation) leave during the year.

Leave may be used only as eamed and annual (vacation) leave with pay shall not be allowed in
advance of being earned unless granted by the City Manager in emergency situations.

Annual (vacation) leave may be granted for the following scheduled purposes:

1. Vacation leave.

2, Absence for transaction of personal business which cannot be conducted during off-duty
hours.

3. Religious holidays other than those designated by the City Commission as official holidays.

4, For uncovered portions of sick leave, once such leave has been exhausted and through

illness. Employees who become sick while on vacation may use sick leave time for such
period of illness and may be required to present a doctor’s certificate documenting the need
for sick leave if requested by the employee’s Principal.

5. Any scheduled absences from work not covered by other types of leave established by these
rules.

19.5 Accrual:

It is the intent of these Rules and Regulations to have employees take their vacation yearly for the
period in which it was earned. Employees carrying excess annual (vacation) leave should be
afforded the opportunity to use the excess leave upon the recommendation of the Principal with the
approval of the City Manager.

If the employee is not afforded the opportunity to use annual (vacation) leave or excess leave or is
refused the use of the leave, the excess shall be carried in the employee’s annual leave account upon

approval by the City Manager to a maximum of ten (10) days.

Payment for accrued annual leave applied only to employees who have successfully completed the
initial introductory period.

An employee shall not be paid for earned annual (vacation) leave in lieu of taking such leave unless
recommended by the Principal and approved by the City Manager.
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19.6 Separation:

Employees resigning voluntarily or who retire and give at least ten (10) working days advance
written notice of their intention to resign will receive up to a maximum of ten (10) days of annual
(vacation) leave credit earned as of the date of resignation or at retirement at the current base rate
of pay.

Employees who are terminated involuntarily or who fail to provide the ten (10) working days
notice prior to resigning, shall forfeit all unused annual (vacation) leave.

Up to a maximum of ten (10) days of accrued annual (vacation) leave of employees who die while
in the service of the School shall be paid in cash to the spouse or the estate of the employee.
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SECTION 20

HOLIDAYS APPLICABLE TO EARLY LEARNING CENTERS

20.1 Days Observed:

The following holidays and any such other days as the City Commission may declare, shall be
observed by the Early Learning Centers:

New Year's Day

Dr. Martin Luther King Day
President's Day
Memorial Day
Juneteenth

July 4th

Labor Day

Veteran's Day
Thanksgiving Day

Day After Thanksgiving
Christmas Day

The City Manager will determine when any school or operation will be closed in observance of the
holidays.

20.2 Eligible For Holiday Pay:

All full-time, regular employees will receive one (1) regular day off with pay for each of the
holidays above. All holidays must be taken as time off or if an employee is required to work on any
of the above holidays, he or she must be paid in the same period as such pay is earned.

If an employee is absent without good cause, as determined by the Principal, on the regularly
scheduled work day immediately prior to a holiday or the regularly scheduled work day
immediately following a holiday, he/she will not qualify for paid holiday time.

20.3 Holiday on Scheduled Work Day:

Employees who are required to work on an observed holiday will be granted either one (1) straight
time pay in addition to their regular pay, or two (2) another days off, elected by the employee, if
convenient to the Early Learning Center; otherwise, this time off will be scheduled for the
employee by the Principal.

20.4 Holiday on Leave:

If a holiday occurs while an employee is out on authorized vacation, sick leave, funeral leave, or
annual military leave, the leave shall be charged to holiday time and not to vacation, sick, funeral
or annual military leave.
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20.5 Accrued Holiday Time;

Any accrued holiday time of employees who die while in the service of the Early Learning Center
shall be paid in cash to the spouse or estate of the employee.

SECTION 21
HOLIDAYS APPLICABLE TO CHARTER SCHOOLS

The Charter Schools will grant holiday time off to all full-time employees on the holidays listed by
the School Calendar which is based on the Broward County School Calendar.

The Charter Schools will grant paid holiday time off to all eligible employees immediately upon
assignment to an eligible employment classification. Holiday pay will be calculated based on the
employee’s straight-time pay rate (as of the date of the holiday) times the number of hours the
employee would otherwise have worked on that day. Eligible employee classification(s):

Regular full-time employees

To be eligible for holiday pay, employees must work the last scheduled day immediately
proceeding and the first scheduled day immediately following the holiday.

If a recognized holiday falls during an eligible employee’s paid absence (such as sick leave),
holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.
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SECTION 22
LEAVE OF ABSENCE

22.1 Bereavement Leave:

Employees who wish to take time off due to the death of an immediate family member should
notify their designated building level secretary immediately.

Up to three (3) days of paid bereavement may be granted upon approval of the Principal.
Bereavement Leave shall not be charged to vacation or sick leave. Leave will be provided to
eligible employees in the following classification(s):

Regular full-time employees
22.2 Court Leave:

An employee summoned as a witness or for jury duty during normal working hours shall receive
regular pay for the hours he or she attends court during the normal work schedule. An employee
attending court in a matter in which the employee is a party (i.e., the employee is a plaintiff or a
defendant), is not eligible for paid leave.

Employees who attend court on their day off do not receive an extra day off.

Employees who attend court for only a portion of a regular scheduled work day are expected to
immediately report to their supervisor when excused or released by the court.

In the event a holiday occurs during the period of an employee's jury duty, he/she shall receive pay
for the holiday.

All witness fees or juror compensation received by the employee shall be turned over to the School.

22.3 Voting:

The Schools encourage all employees to exercise their right to vote. The polls are open a sufficient
number of hours to allow voting either before or after regular work hours.

224 Conference Leave:

The Principal may grant conference leave with pay together with the necessary travel expenses for
employees to attend conferences, schools, and similar events designed to improve efficiency and if
considered to be in the best interest of the School. All leave and expenses will be recommended by
the Principal and subject to prior approval of the City Manager.

29



22.5 Pregnancy Leave:

The Schools provide pregnancy disability leave of absence without pay to eligible employees who
are temporarily unable to work due to a disability related to pregnancy, childbirth, or related
medical conditions.

Employees in the following employment classification(s) are eligible to request pregnancy
disability leave as described in this policy:

Regular full-time employees
Eligible employees may request pregnancy disability leave.

Employees should make requests for pregnancy disability leave to the Principal at least 30 days in
advance of foreseeable events and as soon as possible for unforeseeable events.

A health care provider's statement must be submitted verifying the need for pregnancy disability
leave and its beginning and expected ending dates. Any changes in this information should be
promptly reported to the Schools. Employees returning from pregnancy disability leave must
submit a health care provider's verification of their fitness to return to work.

Employees are normally granted unpaid leave for the period of the disability, up to a maximum of
twelve (12) weeks within any twelve (12) month period. Employees will be required to first use
any accrued paid leave time before taking unpaid leave during the pregnancy disability leave
period.

Health insurance benefits will be provided in accordance with the Family and Medical Leave Act.
Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the
leave and will resume upon return to active employment.

So that an employee's return to work can be properly scheduled, an employee on pregnancy
disability leave is requested to provide the Schools with at least two (2) weeks advance notice of
the date she intends to return to work.

When pregnancy disability leave ends, the employee will be reinstated to the same position, unless
either the job ceased to exist because of legitimate business reasons or means of preserving the job
would substantially undermine the ability to operate the Schools safely and efficiently. If the same
position is not available, the employee will be offered a comparable position in terms of such issues
as pay, location, job content, and promotional opportunities.

If an employee fails to report to work promptly at the end of the pregnancy disability leave, the
Schools will assume that the employee has resigned.
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22.6 Military Leave:

A military leave of absence will be granted to employees, except those occupying temporary
positions, to attend scheduled drills or training or if called to active duty with the U.S. armed
services.

Employees will receive partial pay for two (2) weeks training assignments and shorter absences.
Upon presentation of satisfactory military pay verification data, employees will be paid the
difference between their normal base compensation and the pay (excluding expense pay) received
while on military duty. The portion of any military leave of absence in excess of two (2) weeks will
be unpaid. However, employees may use any available paid time off for the absence.

Subject to the terms, conditions and limitations of the applicable plans for which the employee is
otherwise eligible, health insurance benefits will be provided by the Schools for the full term of the
military leave of absence.

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the
leave and will resume upon the employee's return to active employment.

Employees on two (2) weeks active duty training assignments or inactive duty training drills are
required to return to work for the first regular scheduled shift after the end of training, allowing
reasonable travel time. Employees on longer military leave must apply for reinstatement in
accordance with all applicable state and federal laws.

Every reasonable effort will be made to return eligible employees to their previous position or a
comparable one. They will be treated as though they were continuously employed for purposes of
determining benefits based on length of service, such as the rate of vacation accrual and job
seniority rights.

22.7 Leave Without Pay:

The decision to grant a leave without pay (leave of absence) is a matter of administrative discretion.
It shall be incumbent upon each Principal to weigh and determine each case on its own merit. Any
leave of absence for a period in excess of thirty (30) calendar days must have the approval of the
City Manager. In each case the School shall make a reasonable effort to return the employee to
his/her former position or a similar position of the same classification in another School. All
Schools are required to adhere to the following practices:

1. Principals must submit personnel action forms placing employees on a leave of
absence for any period of leave without pay which extends thirty (30) consecutive
calendar days or longer. The leave of absence will be effective beginning with the
first day of absence. Leave without pay includes excused absences for sickness or
injury without accumulated sick leave time and other excused absences without pay.

2. Leave without pay for thirty (30) calendar days or longer in a calendar year will
result in a corresponding adjustment of the employee's anniversary date.
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An employee granted a leave of absence must keep the School informed every
ninety (90) calendar days of his/her current status with regard to the reason for the
leave of absence (school, military, medical). In addition, the employee must keep
the School advised of his/her current address at all times. An employee who fails to
comply with this procedure will be dropped from leave of absence status in which
case he/she must return to duty or be dismissed.

An employee who attains either part-time or full-time employment elsewhere while
on an authorized leave of absence is required to notify his/her Principal in writing
within three (3) working days of accepting such employment. Failure to comply
with this procedure will result in the employee being dropped from leave of absence
status in which case he/she must return to duty or be dismissed.

Any employee granted a leave of absence shall contact his/her Principal at least
fourteen (14) calendar days prior to expiration of the approved leave in order to
facilitate the reinstatement process.

Failure to return to work at the expiration of the approved leave shall be considered
as absence without permission and grounds for dismissal.

No sick leave or annual leave will be earned by an employee for the time that the
employee is on leave without pay.

Retirement credit may be maintained only if allowed in the pension plan in operation, provided the
employee pays the full share of the premiums.

Group life and hospitalization insurance coverage may be continued for a maximum period of
twelve (12) weeks while on authorized leave of absence, provided premium payments are kept
current by the employee.

L.

A maximum delinquency period of sixty (60) calendar days will be permitted for
payment of premiums. If a monthly premium is delinquent for over sixty (60)
calendar days and payment is not made by cash or payroll deduction from the next
applicable pay period, coverage will be canceled as of the beginning of the
delinquent period, as permitted by law.

Where the employee will be out of town during an approved leave exceeding thirty
(30) calendar days, payment arrangements must be made in advance so that the
premiums are kept current.

If any coverage is canceled during an approved leave of absence, it will be reinstated
upon return to active duty, at the employee's expense, as permitted by law.

32



22.8 Service Connected Disability:

A, Disability Leave:

Any employee in the School service who sustains a service connected disability shall be entitled to
benefits as set forth below. The following is an explanation of the terms used in connection with
service connected disabilities.

1. Date of Disability - The date on which disability began or the last day of
duty thereafter, whichever is later.

2. Disability - A temporary physical condition, which is service, connected and
prevents an employee from performing his/her regular or specially assigned
duties. Disability does not include any condition which is self-inflicted or
caused by another person for reasons personal to the employee and not
because of his/her employment.

3. Disability Date Salary - The salary an employee was being paid on the date
of the disability.

4, Service Connected Disability - Any disability arising out of employment in
the School service.

B. Disability Determination.
Determination of the existence and service connection of a disability shall be made in accordance
with the Florida Statutes - Workers' Compensation Act (as amended). This Act provides that the

employer is responsible for furnishing employees who have incurred service connected disabilities

with such remedial treatment, care and attention under the direction and supervision of a qualified
physician or surgeon. Disability determination shall be based on:

1. All facts in the service history of the case.

2. The findings of the physician, surgeon or practitioner who has treated or
consulted in the treatment of the employee.

3. Such evidence as the employee at his/her own expense may submit of the
service connection of his/her disability.

4. Other relevant evidence submitted to the medical examiner.
There shall be no presumption that any disability is service connected. Conversely, denial that a

disability is service connected will not be made without recommendation of the physician
medically treating the employee and the claims representative of the insurance carrier.
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22.9 Absence without Leave:

An absence of an employee from duty including an absence for a single day or part of a day that is
not authorized by specific grant of leave of absence under the provisions of these rules, nor
authorized by prior Principal approval, shall be deemed to be an absence without leave. Any such
absence shall be without pay and may result in disciplinary action.

Any employee who is absent for three (3) consecutive work days without leave shall be deemed to
have voluntarily resigned without appropriate notice. Such action may be reconciled by a
subsequent grant of leave if the conditions warrant.

22.10 Family And Medical Leave:

Eligible employees may be entitled to leave under the Family and Medical Leave Act of 1993
("FMLA"). Employees should refer to the FMLA policy provided to all employees and direct any
questions regarding the policy to Human Resources.
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SECTION 23
SICK LEAVE APPLICABLE TO EARLY LEARNING CENTERS
23.1 Eligibility:

Full-time regular Early Learning Center employees will receive ten (10) days of sick leave per
year, accrual one (1) day per month up to ten (10) days per year.

Sick leave may be taken after the employee has successfully completed one hundred and eighty
(180) calendar days of service.

Evidence of malingering or the abuse of this benefit will constitute grounds for prompt dismissal or
disciplinary action by either the Principal or the City Manager.

23.2 Charging Leave:

Sick leave time shall be charged to the employee for the actual time the employee is away from
work.

Sick time will be charged in one-half (*2) hour minimum increments.

If a holiday occurs while an employee is out on authorized sick leave, the leave shall be charged to
holiday time and not to sick leave time.

23.3 Request For Leave:

To receive compensation while absent on sick leave, the employee shall notify his or her immediate
supervisor or Principal no later than one (1) hour before the start of the work day or shift.

All employees are expected to report to work on time each day unless notification is given to the
supervisor or Principal as set forth above.

A Principal may require a doctor's certificate to verify the illness and the need for sick leave.
23.4 Use of Sick Leave:

Sick leave may be granted for the following purposes:

e Personal injury, pregnancy or illness not connected with work.

o Medical, dental, optical or chiropractic examination or treatment.

e Exposure to a contagious disease which would endanger others.
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23.5 Accrual of Sick Leave;

Once an employee reaches thirty (30) days, they will bank those days for future use and then will
cash in any sick days over thirty (30) days at the end of that particular fiscal year at their current

rate pay.

23.6 Sick Leave Payment:

Al unused sick leave accumulated will be compensated to the employee at the time of resignation
if at least ten (10) working days advance written notice is given or at retirement at the current base
rate of pay. Employees who are terminated involuntarily or who fail to provide the ten (10)
working days notice prior to resigning shall forfeit all unused annual (vacation) leave.

All accrued sick leave of an employee who dies while in the service of the School shall be paid in
cash to the spouse or estate of the employee.

The requirement of ten (10) working days notice of intent to resign may be waived with the

recommendation of the Principal and approval of the City Manager due to circumstances and any
unused sick leave will then be compensated to the employee at the current rate of base pay.
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SECTION 24
SICK LEAVE APPLICABLE TO CHARTER SCHOOLS

The Schools' provide paid sick leave benefits to all eligible employees for periods of temporary
absence due to illness or injuries only. Eligible employee classification(s):

Regular full-time employees

Eligible employees will be given three (3) sick leave days and will accrue one (1) day per month up
to ten (10) days per year. These will be reflected in each paycheck. Sick leave benefits are
calculated on the basis of a "school year," September through June, the (10) months period that
begins when the employee starts to earn sick leave benefits. Sick leave may carry over into the
following school year. Once an employee reaches thirty (30) days, they will bank those days for
future use and then will cash in any sick leave days over thirty (30) days at the end of each school
year at their current rate of pay.

Paid sick leave can be used in minimum increments of one (1) hour. Eligible employees may use
sick leave benefits for an absence due to their own illness or injury or that of a family member who
resides in the employee's household.

Employees who are unable to report to work due to illness or injury should notify the designated
building secretary before the scheduled start of their workday if possible. The secretary must also
be contacted on each additional day of absence.

If an employee is absent for five (5) or more consecutive days due to illness or injury, a physician's
statement must be provided verifying the disability and its beginning and expected ending dates.
Such verification may be requested for other sick leave absences as well and may be required as a
condition to receive sick leave benefits.

Before returning to work from a sick leave absence of five (5) calendar days or more, and
employee must provide a physician's verification that he or she may safely return to work.

As an additional condition or eligibility for sick leave benefits, an employee on an extended
absence must apply for any other available compensation and benefits, such as worker's

compensation.

Sick leave benefits are intended solely to provide income protection in the event of illness or
injury, and may not be used for any other absence.
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SECTION 25
MEDICAL LEAVE

The Schools provide medical leave of absence without pay to eligible employees who are
temporally unable to work due to a serious health condition or disability. For purposes of this
policy, serious health conditions or disabilities include inpatient care in a hospital, hospice, or
residential medical care facility; and continuing treatment by a health care provider.

Employees in the following employment classification(s) are eligible to request medical leave as
described in this policy:

Regular full-time employees

Eligible employees may request medical leave only after having completed ninety (90) calendar
days of service. Exceptions to the service requirement will be considered to accommodate
disabilities.

Eligible employees should make request for medical leave to the Principal at least thirty (30) days
in advance of foresecable events and as soon as possible for unforeseeable events.

A health care provider's statement must be submitted verifying the need for medical leave and its
beginning and expected ending dates. Any changes in this information should be promptly reported
to the Schools. Employees returning from medical leave must submit a health care provider's
verification of their fitness to return to work.

Eligible employees are normally granted leave for the period of the disability, up to a maximum of
twelve (12) weeks within any twelve (12) months period. Any combination of medical leave and
family leave may not exceed this maximum limit. If the initial period of approved absence proves
insufficient; consideration will be given to a request for an extension. Employees will be required
to first use any accrued paid leave time before taking unpaid medical leave.

Employees who sustain work-related injuries are eligible for a medical leave of absence for the
period of disability in accordance with all applicable laws covering occupation disabilities.

The School will continue to provide health insurance benefits as required by the Federal Family
and Medical Leave Act. FMLA leave shall begin to accrue when an employee is absent from work
resulting from a work related injury and worker’s compensation is being paid.

Benefit accrual, such as vacation, sick leave, or holiday benefits, will be suspended during the
leave and will resume upon return to active employment.

So that an employee's return to work can be properly scheduled, an employee on medical leave is
requested to provide the School with at least two (2) weeks advance notice of the date the
employee intends to return to work. When a medical leave ends, the employee will be reinstated to
the same position, if it is available, or to an equivalent position for which the employee is qualified.

If an employee fails to report to work promptly at the end of the medical leave, the School will
assume that the employee has resigned.
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SECTION 26

PERSONAL LEAVE/LEAVE OF ABSENCE APPLICABLE TO CHARTER SCHOOLS

The Charter Schools may grant leave of absence with pay to eligible employees who must take
time off from work duties to fulfill personal obligations. Employees in the following employment
classification(s) are eligible to request personal leave as described in this policy:

Regular full-time employees

Eligible employees may request personal leave only after having completed one hundred eighty
(180) calendar days of service. As soon as eligible employees become aware of the need for a
personal leave of absence, they should request a leave from the Principal.

Personal leave may be granted for a period of up to four calendar days every school year, which
will be deducted from the employee's accrued sick leave. If no sick leave has been accrued, then
the employee will not be paid for the leave. If this initial period of absence proves insufficient,
consideration will be given to a written request for a single extension of no more than one hundred
(100) calendar days. With the Principal's approval, an employee may take any available sick leave
or vacation leave as part of the approved period of leave.

Requests for personal leave will be evaluated based on a number of factors, including anticipated
workload requirements and staffing considerations during the proposed period of absence.

The Charter School will continue to prow)ide health insurance benefits in accordance to the
provisions of the FMLA.

Benefit accruals, such as vacation, sick leave, or holiday benefits, will be suspended during the
leave and resume upon return to active employment.

When a personal leave ends, every reasonable effort will be made to return the employee to the
same position, if it is available, or to a similar available position for which the employee is
qualified. However, the Charter School cannot guarantee reinstatement in all cases.

If an employee fails to report to work promptly at the expiration of the approved leave period, the
Charter School will assume the employee has resigned.
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SECTION 27
FITNESS FOR DUTY EXAMINATIONS
Employees of the Schools returning from an extended period of absence may be required to submit
to a physical or psychological fitness for duty examination prior to retuming to work, at the
School’s expense, and as permitted by applicable State and Federal laws. The ultimate
determination as to whether such an examination will be required is left to the City Manager.
SECTION 28
SEPARATION FROM SCHOOL EMPLOYMENT
28.1 Types of Separation:
Separation from positions in School service are designated as one of the following types:

1. Resignations

2. Retirement

3. Disability

4, Reduction in force (lay-off)

5. Dismissal
28.2 Resignation:

Resignation is the separation of an employee from School service through the submittal of a notice
that he/she wishes to resign.

Employees wishing to leave School service in good standing shall notify their immediate
supervisor/Principal at least ten (10) working days before leaving. Failure to do so will cause the
School to deny such employee re-employment by the School and may result in the employee
forfeiting sick and annual (vacation) leave accrual payment.

The requirement of ten (10) working days notice of intent to resign may be waived with the
recommendation of the Principal and the approval of the City Manager due to the particular
circumstances. Unused sick and annual (vacation) leave will then be compensated at the current
rate of base pay.

Unauthorized absences from work for a period of three (3) working days will be considered as the
employee’s voluntary resignation (without appropriate notice) by the Principal.
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28.3 Retirement:

Whenever an employee meets the conditions set forth in the Retirement Plan, the employee may
elect to retire and receive all benefits earned under the Plan.
28.4 Disability:

If an employee becomes totally and permanently disabled, regardless of his/her age, as certified by
his or her physician, he or she may submit a written request to his/her supervisor/principal to be
granted disability retirement. The request must be approved in writing by the City Manager.

28.5 Reduction in Force (Layoff):

A layoff is a termination of employment due to abolishment of positions necessitated by a shortage
of funds or work, or material change in the duties of the organization or a School.

The School will offer recall to laid off employees by a certified mail to the last known address. If
the laid off employee fails to report to the City Manager his/her intentions of returning to work
within five (5) calendar days after receipt of the certified notice, his/her tenure of service shall be
broken.

Recall will be offered to laid off employees provided they are qualified to perform the duties of the
job and who have been laid off for less than three hundred and sixty-five (365) calendar days. A
laid off employee, who is temporarily unable to accept due to medical reasons when offered
reinstatement, may request a leave of absence not to exceed thirty (30) calendar days.

28.6 Dismissal:

Administrative Principals, Principals, Assistant Principal and Administrators are at-will employees
and may be dismissed at any time, with or without cause. All other School employees may only be
dismissed for cause.

28.7 Exit Interview:

The purpose and intent of the exit interview is to provide management with information as to why
and in what areas employees may be dissatisfied with their jobs. This information may in turn
improve our system and hopefully reduce the turnover rate.

Each employee who separates from service with the School must complete an exit interview form.
The exit interview form and a self-addressed stamped return envelope to the City Manager is to be
given to each employee who resigns from the School at the same time he/she receives the final
paycheck. The completed exit interview form is to remain with the City Manager and utilized as a
management tool.
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28.8 Return of School Property:

At the time of separation, all records, books, assets, uniforms, keys, tools and any other items of
School property in the employee’s custody shall be transferred to the department and certification to
this effect shall be made by the Principal.

28.9 References:

All requests for employment references shall be referred to Human Resources. The only
information that the School will provide in response to a reference request will be the employee’s
dates of employment and last position held with the School.

SECTION 29
SAFETY/WORKERS’ COMPENSATION
29.1 Accident Prevention:

The development of safe working conditions, practices, habits and thinking are the objectives of
our School Safety Program. Reaching those objectives will result in benefits to all employees and
to the School. Accidents, injuries, disabilities, damages, lost time and pay, claims and medical
expense and improper and dangerous use of equipment are all occupational problems which will be
improved by efforts of all employees.

All Principals, supervisors and employees must recognize their responsibilities for a successful
safety program and will participate in the development, implementation and improvement of this
program. Supervisors/Principals must have a continuing concern with all possible operational
economics. Inadequate safety training and improper equipment handling and neglect can increase
costs, cause accidents and reduce available manpower.

29.2 Accident Reporting:

All employees must immediately report to their supervisor or Principal all injuries that occur on the
job. Delay in reporting injury can cause complications of the injury and delay recovery. Principals
or supervisors must report all injuries immediately to the Risk Management.

In the case of all vehicular accidents that occur on the job, the appropriate law enforcement agency,
the employee’s Principal and the Risk Management shall be notified immediately. Employees are
not to leave the scene of an accident occurring on the job until law enforcement arrives and
completes a report.

In case of serious injury or fatality, the appropriate law enforcement agency and the Risk
Management shall be notified immediately.
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29.3 Workers’ Compensation:

When an on-the-job accident is determined to be in the course and scope of employment, Workers’
Compensation may cover the cost for medical expenses and hospital care plus compensation for
lost wages. All injuries, no matter how superficial they may appear, shall be reported immediately
to the employee’s supervisor or Principal.

29.4 Safety Equipment:

The School will provide proper and necessary safety equipment and devices for employees
engaged in work where such special equipment and devices are necessary. Such equipment and
devices where provided must be used. Employees failing to utilize provided equipment or devices
will be subject to disciplinary measures.

SECTION 30

STANDARDS OF CONDUCT/DISCIPLINARY ACTION

30.1 Intent:

It is the intent of the Schools that effective supervision and employee relations will avoid most
matters which necessitate disciplinary action. The purpose of the rules and disciplinary action for
violation of the rules is not intended to restrict the right of anyone but to insure the rights of all and
secure cooperation and orderliness throughout the personnel system. The Schools will impose
progressive discipline, where appropriate. However, depending upon the specific circumstances of
each incident, progressive discipline may not be utilized. By way of example and not limitation,
theft, sexual harassment, discriminatory conduct, fighting, carrying a weapon, intoxication,
possession of illegal drugs or alcohol, may all result in termination for a first occurrence without
regard to previous disciplinary history.

In recognition of the fact that each instance differs in many respects from somewhat similar
situations, the Schools retain the right to treat each occurrence on an individual basis and without
creating a precedent for other cases which may arise in the future. The Schools retain the right to
suspend any disciplinary action which it may take during good behavior for a specified term at its
exclusive discretion. Examples given in any rule do not limit the generality of the rules. The
following rules and regulations are not to be construed as a limitation upon the retained rights of
the Schools, but merely a guide.

30.2 Forms of Discipline:

The Schools may impose any of the following forms of discipline for a violation of a policy, rule or
regulation. The following forms of progressive discipline may be applied if warranted under the
circumstances:

Verbal counseling
Written reprimand
Suspension
Demotion
Dismissal

43



30.3 Illustrative Types of Offenses:

The following offenses, among others, may result in disciplinary action being taken, up to and
including dismissal:

e Operating, using or possessing tools, equipment or machines to which the employee has not
been assigned or performing other than assigned work.

¢ Quitting work, wasting time, loitering or leaving assigned work area during working hours
without permission.

e Taking more than specified time for meals or rest periods.
e Productivity not up to required standards or performance.

e Habitual failure to punch own time card. (Guide: three ( 3) times in a thirty ( 30) calendar days
period).

o Unacceptable tardiness. (Guide: more than three (3) times in any consecutive thirty (30)
calendar days period).

e Excessive Absenteeism. (Guide: more than six (6) unexcused absences at any time during a
rolling six (6) months period).

e Violating a safety rule or safety practice, including failing to utilize provided protective
equipment.

¢ Failure to report an accident or personal injury in which the employee was involved while on
the job.

e Failure to correct unsatisfactory work performance for which the employee is primarily
responsible.

e Threatening or abusive language used toward fellow employees or supervisors at any time.

¢ Intimidation, physical threats, fighting or instigating fighting on School property.

e Possession of firearms, explosives or other weapons on School premises.

e Insubordination.

e Gambling in any form while on School premises.

e Reporting to work under the influence of alcoholic beverages, unauthorized intoxicants, illegal
drugs or narcotics, bringing alcoholic beverages, unauthorized intoxicants, illegal drugs or

narcotics onto School property, including parking areas, or using such substances while on
duty.
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Carelessness or neglect of duty in carrying out assignments or instructions from those in
authority.

Sexual or other unlawful harassment or discrimination.

Possession, distribution or sale of illegal drugs.

Misusing, destroying or damaging any School property or property of an employee.

Receipt from any person or participation in any fee, gift or other valuable thing in the course of
work, when such fee, gift or other valuable thing is given in the hope or expectation of

receiving a favor of better treatment than that accorded other persons.

Punching the time card of another employee, having one’s time card punched by another
employee or unauthorized altering of a time card.

Falsification of personnel or School records, including employment applications, accident
records, work records, purchase orders, time sheets or any other report, record or application.

Theft or removal from School locations without proper authorization of any School property or
property of any employee.

Permitting another person to use an employee’s identification, using another person’s or altering
a School identification card.

Concerted curtailment, restriction of production or interference with work in or about the
School’s work stations including, but not limited to, instigating, leading or participating in any
walkout, strike, sit-down, stand-in, slow-down or refusal to return to work at the scheduled time
for the scheduled shift.

Participation in a strike against the School.

(NOTE: This list of offenses is not a complete list of all activities which will be considered as
improper conduct. The School reserves the right to discipline an employee, up to and including
dismissal, regardless of whether or not the conduct or performance is described in this list).
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SECTION 31
APPEALS OF DISCIPLINARY ACTION

Appeals of disciplinary action shall be made on forms promulgated by the School. Appeals shall be
processed by the School. Appeals shall be processed by the Principal under guidelines established
by the Human Resource Department.

Counseling is not discipline.

Minor discipline (discipline less than a five (5) days suspension without pay or less) may be
appealed to the Human Resources Director. The decision of the Human Resources Director shall be
final and binding. Decisions of the City Manager are final and binding.

Major discipline (suspensions without pay or five (5) or more days, demotions or terminations)
may be appealed to the City manager. The decision of the City Manager is final and binding.
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SECTION 32

RECORDS AND REPORTS

32.1 Responsibility:

The City Manager is responsible for establishing and maintaining comprehensive central personnel
records of all School employees. These records shall be known as the official records on all
employees. Records which may be kept at individual school locations shall not be for any official
use.

32.2 Records:

All personnel records of employees of the School covered under the personnel management system
and all other records and materials relating to the administration of personnel shall be considered
the official records of the School. It shall be the decision of the City Manager as to the use,
maintenance and disposition of such records and material and as to whether or not any information
contained therein may be disclosed in accordance with applicable laws.

Employees should be aware of the importance of keeping their personnel records current. This
means immediately notifying the Human Resources Department of any changes such as change of
address (even if temporary), change of telephone number, change of beneficiary, number of
dependents, divorce, marriage, any change of status not previously reported, that was originally
given at time of employment. This is the responsibility of the employee and failure to comply may
result in loss of employee benefits.

The Human Resources Department should be informed of any special training courses completed
by an employee. Copies of diplomas or certifications will be forwarded to become a permanent
addition to the employee’s personnel file.

32.3 Records Retention and Disposition:

The City Manager shall determine the time limit in accordance with law that any personnel records
shall be kept on file and the final disposition of such records in accordance with applicable laws.

32.4 Right to Review:

An employee shall have the right to review his/her personnel file at any time during working hours.
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SECTION 33

DRUG-FREE WORKPLACE

The School is a drug-free workplace. The School’s Drug-Free Workplace Policy is provided to
each employee. Any employee with questions regarding the policy should address such questions
to Human Resources.

SECTION 34

COMPUTER AND INTERNET USAGE

School computers and the programs and applications loaded onto the computers, are solely the
property of the School. The use of School computers and the Internet is limited to legitimate ethical
School business purposes only. This equipment is not to be used for personal use, and personal data
is not to be stored on the hard drive of any School computer.

The School reserves the right to monitor all computer and Internet usage. Employees do not have a
privacy interest in Internet usage or in any information stored on a School computer hard drive.

Any information contained on the hard drive of a School computer is the property of the School
and can be scanned and purged at the School’s discretion.

The School reserves the right to monitor Internet usage, including the amount of time spent on the
Internet, as well as the content of information viewed or downloaded. Employees are not to use the
Internet to access, view or download inappropriate materials, including harassing or offensive
materials, or materials that disparage or demean persons based on sex, race, ethnicity, national
origin, religion, disability, marital status, or age.

The School purchases and licenses the use of various computer software for business purposes only
and does not own the copyright to the software or its related documentation; therefore, employees

cannot share computer software among computers in the office, nor can they copy it for home use.

Violation of any of these policies is a basis for discipline, up to and including dismissal.

48



SECTION 35
E-MAIL

The e-mail system is solely the property of the School and may be used only for legitimate, ethical
business purposes. Personal use of the School e-mail system is strictly prohibited. Employees do
not have a privacy interest in the e-mail system, or in any messages sent via e-mail. The e-mail
system and any messages in the system may be monitored by the School.

The School prohibits e-mail messages containing offensive material, remarks based on sex, race,
ethnicity, national origin, religion, disability, marital status, or age, off-color remarks or jokes, or
disparaging statements about any employee or Supervisor. The e-mail system may not be used as a
means to solicit for outside commercial ventures, or for religious or political causes, outside
organizations or other non-business matters. The School is not responsible for the content of e-mail
messages.

The School will not accept e-mail communications relating to absences, tardiness, personnel issues,
or financial matters. These matters must be discussed in person with your supervisor.

Violation of any of these policies is a basis for discipline, up to and including dismissal.
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SECTION 36

WORKPLACE VIOLENCE
36.1 Purpose:

The School does not tolerate acts of workplace violence committed by or against employees. The
School strictly prohibits employees from making threats or engaging in violent acts.

(NOTE: This is a zero-tolerance policy, meaning that the School disciplines or dismisses every
employee found to have violated this policy).

36.2 Prohibited Conduct:

Prohibited conduct includes, but is not limited to:

e Injuring another person physically;

¢ Engaging in behavior that creates a reasonable fear of injury in another person;

e Engaging in behavior that subjects another individual to extreme emotional distress;

e Possessing, brandishing, or using a weapon while on School premises or engaged in School
business;

¢ Damaging property intentionally;
e Threatening to injure an individual or damage property; and

e Committing injurious acts motivated by, or related to, domestic violence or sexual harassment,

36.3 Identifying And Responding to Risks:

The School identifies and responds to workplace violence hazards as follows:

Threat assessment. The Director of Human Resources appoints a threat assessment team to assess
the School’s vulnerability to violence and determine the appropriate preventative measures. The
team annually reviews the workplace to identify existing or potential violence hazards. The
worksite review should include, but not be limited to, inspecting security measures, analyzing
records of violent incidents and monitoring trends, and conducting screening surveys to learn about
employees’security concerns. The Human Resource Department maintains records of all threats
and incidents of violence committed against employees. Access to such records is on a need-to-
know basis only.
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Security planning for at-risk employees. Some employees are known to be at risk for violence
because of the nature of their jobs. Other employees can be at risk because they are subject to
violence, threats, or harassment from a current or former spouse or partner or other non-employee.
Human Resource and Security personnel work with at-risk employees and their supervisors to
develop safety plans that address the specific risks the employees face while at work.

Pre-hire screening. The Human Resource Department will take reasonable steps to review job
candidates’ backgrounds to determine if they have a history of committing violent acts or making
threats. Pre-hire screening generally consists of reference checks with prior employers, but the
screening can include rigorous background investigations for safety-sensitive positions and
positions involving extensive, unsupervised contact with the public.

36.4 Guidelines for Handling Violent Situations:

The Human Resource Department maintains and distributes to all employees detailed guidelines
and procedures for handling workplace violence and threats.

The Human Resource Department is responsible for periodically reviewing the guidelines to ensure
that they are adequate and up-to-date.

36.5 Support for Victims of Violence:

Victims of violent incidents in the workplace might have to contend with a variety of medical,
psychological, and legal consequences. The School accommodates victims of workplace violence
by:

e Referring victims to appropriate community resources, such as medical centers, counseling
services, victim advocacy groups, legal aid, and domestic violence shelters;

e Providing flexible work hours or short-term or extended leave;

e Cooperating with law enforcement personnel in the investigation of the crime; and

e Providing a debriefing for employees 24 to 48 hours after a serious violent occurrence to
explain what happened and what steps are being taken by the School to support affected
employees.

36.6 Enforcement:

Human Resource and Security personnel shall immediately investigate any reported violence,
harassment, or threats committed on School premises.

All employees who commit violent acts or who otherwise violate this policy are subject to
corrective action or discipline, up to and including termination of employment.

The School will seek the prosecution of all of those who engage in violence on its premises or
against its employees while they are engaged in School business.
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SECTION 37
EMPLOYEE GRIEVANCE PROCEDURE

The Schools are committed to providing the best possible working conditions for employees. Part
of this commitment is encouraging an open and frank atmosphere in which any problem,
complaint, suggestion, or question receives a timely response from School supervisors and
management.

The Schools strive to ensure fair and honest treatment of all employees. All employees are
expected to treat each other with mutual respect. Employees are encouraged to offer positive and
constructive criticism.

If employees disagree with established rules of conduct, policies, or practices, they can express
their concern through this problem resolution procedure. No employee will be penalized, formally
or informally, for voicing a complaint with the Schools in a reasonable, professional manner, or for
using the problem resolution procedure.

If a situation occurs when employees believe that a condition of employment or a decision
affecting them is unjust or inequitable, they are encouraged to make use of the following steps.
The employee may discontinue the procedure at any step.

1. Employee presents problem to the Principal within fifteen (15) calendar days after
the incident which gives rise to the dispute arises. If the Principal is unavailable or
the employee believes it would be inappropriate to contact that person, the employee
may present the problem to the Director of Education.

2. Principal will respond to problem during oral discussion, or within fifteen (15)
calendar days after consulting with the appropriate member of management. The
Principal will document this discussion.

3. If the problem remains unresolved after following step 2 above, the employee
presents problem in writing within fifteen (15) calendar days of the Principal’s
decision to the Director of Education.

4, The Director of Education will review and consider the problem. The Director of
Education will inform the employee of the decision within fifteen (15) calendar days
of receipt of written notice of the problem, and will forward a copy of written
response to the Principal to be placed in the employee’s file. The Director of
Education has full authority to make any adjustment deemed appropriate to resolve
the problem.

5. If the problem remains unresolved after consideration by the Director of Education,
the employee must submit his/her appeal in writing to the City’s Director of Human
Resources within fifteen (15) calendar days of the Director of Education’s decision.
The Director of Human Resources and two administrators designees shall review the
issue and make a recommendation to the City Manager within fifteen (15) calendar
days from receipt of the written appeal.
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6. The Decision of the City Manager shall be final.

Not every problem can be resolved to everyone’s total satisfaction, but only through understanding
and discussion of mutual problems can employees and management develop confidence in each
other. This confidence is important to the operation of an efficient and harmonious work
environment, and helps to ensure everyone's job security.
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PROPOSED ORDINANCE NO. 2003-13
ORDINANCE NO. 1445
AN ORDINANCE OF THE CITY OF PEMBROKE PINES,
FLORIDA AMENDING THE CITY OF PEMBROKE PINES
CHARTER SCHOOLS AND EARLY LEARNING CENTERS
EMPLOYEE HANDBOOK IN ACCORDANCE WITH SECTION
4.08 OF THE CHARTER OF THE CITY OF PEMBROKE PINES
FOR EMPLOYEES OF THE PEMBROKE PINES CHARTER
SCHOOLS AND EARLY LEARNING CENTERS, TO PROVIDE
FOR CLARIFICATION OF THE TERM "DAYS" AS USED IN
THE EMPLOYEE HANDBOOK; TO PROVIDE FOR AN
INTRODUCTORY PERIOD OF EITHER 196 DAYS OR A FULL
SCHOOL YEAR, WHICHEVER IS GREATER; PROVIDING
FOR CODIFICATION; PROVIDING FOR CONFLICT;

PROVIDING FOR SEVERABILITY; PROVIDING FOR AN
EFFECTIVE DATE.

WHEREAS, the City currently operates the Pembroke Pines Charter Schools
and Early Learning Centers, and the individuals who work at the Pembroke Pines
Charter Schools and the Early Learning Centers are employees of the City; and

WHEREAS, on June 21, 2000, the City Commission of the City of Pembroke
Pines adopted Ordinance No. 1342 which established a Career Service System for -the
employees of the Pembroke Pines Charter Schools and Early Learning Centers in
accordance with section 4.08 of the City's Charter; and

WHEREAS, the Career Service System is memorialized in the City of
Pembroke Pines Charter Schools and Early Learning Centers Employee Handbook
("Handbook") which was adopted pursuant to Ordinance No. 1342; and

WHEREAS, the City Commission finds that there is a need to amend the
provisions in the Handbook to provide for clarification as to the term "days" as used in

the Handbook, and to revise the length of school employee's introductory period; and
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PROPOSED ORDINANCE NO. 2003-13
ORDINANCE NO. 1445

WHEREAS, the City Commission of the City of Pembroke Pines considers
the amendments to the Handbook to be necessary and in the best interests of the City of
Pembroke Pines.

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COMMISSION
OF THE CITY OF PEMBROKE PINES, FLORIDA THAT:

SECTION 1. The foregoing “WHEREAS"” clauses are hereby ratified as being
true and correct and incorporated herein by this reference. All exhibits attached hereto
are hereby incorporated as though fully set forth herein.

SECTION 2. The Career Service System for the employees of the Pembroke
Pines Charter Schools and Early Learning Centers as originally adopted on June 21,
2000, pursuant to Ordinance No. 2000-16 is hereby amended to read as follows:

SECTION 1: GENERAL PROVISIONS
L I

1.6 Use of term "davs" within this Handbook:

For purposes of accrual and use of sick or vacation days. any

reference to the term "day" or "davs" shall be converted to_the

appropriate number of hours by using the customary number of
hours worked by the respective Employee.

SECTION 7: INTRODUCTORY PERIOD

® % ¥
12 Duration:

All new and rehired employees shall work en-an introductory
basis-period. which shall be defined as for-the first one-hundred
end-eighty-(-80)one hundred ninety six (196) working days, or
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PROPOSED ORDINANCE NO. 2003-13
ORDINANCE NO. 1445

full school vear, whichever is greater. after their date of hire.
Employees who are promoted within the Schools must
complete a secondary introductory period of the same length
with each reassignment to a new position. Any significant
absence will automatically extend an introductory period by the
length of the absence. If the Schools determine that the
designated introductory period does not allow sufficient time to
thoroughly evaluate the employee's performance, the
introductory period does not allow sufficient time to
thoroughly evaluate the employee's performance, the
introductory period may be extended for a specific period.

Employment status is not changed during the secondary
introductory period that results from a promotion within the
Schools.

All promoted employees shall serve an_introductory period of

ene-hundred-eighty-(180)one hundred ninety six (196) working
days, or full school vear. whichever is greater, introduetory
peried-without loss of accrued sick leave, vacation leave or

other benefits.

In cases of promotions within the Schools, an employee, who
in the sole judgment of management is not successful in the
new position, can be removed from that position at any time
during the secondary introductory period. If this occurs, the
employee may be allowed to return to his or her former job or
to a comparable job for which the employee is qualified,
depending on availability of such positions and the Schools!
needs.

* ¥ %

SECTION 3. Except as amended herein, the Career Service System for the

employees of the Pembroke Pines Charter Schools and Early Learning Centers shall

remain in full force and effect.
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SECTION 4. It is the intention of the City Commission of the City of
Pembroke Pines that the provisions of this Ordinance shall become and be made a part
of the Code of Ordinances of the City of Pembroke Pines, Florida. The Sections of this
Ordinance may be renumbered, re-lettered and the word "Ordinance” may be changed
to "Section", "Article" or such other word or phrase in order to accomplish such
intention.

SECTIONS. If any clause,‘ section, or other part or application of this
Ordinance shall be held by any court of competent jurisdiction to be unconstitutional or
invalid, such unconstitutional or invalid part or application shall be considered as
eliminated and so not effecting the validity of the remaining portions or applications
remaining in full force and effect.

SECTION 6. All Ordinances or parts of Ordinances, Resolutions or parts of
Resolutions in conflict herewith be and the same are hereby repealed to the extent of

such conflict.

SECTION 7. This Ordinance shall become effective upon adoption.

(INTENTIONALLY LEFT BLANK]
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City of Pembroke Pines

General Policy on the Use of Computers and Data
Communications

L. PURPOS

The City of Pembroke Pines provides computer access and capabilities through Information
Technology Services. The City of Pembroke Pines relies heavily upon these systems to meet
operational, financial, and informational needs. It is essential that the City’s computer systems,
and computer networks, as well as the date they store and process be operated and maintained in
a secure environfnent and in a responsible manner. It is critical that these systems and machines
be protected from misuse and unauthorized access. This policy applies to all City of Pembroke
Pines computer systems and refers to all hardware, data, software, and communications networks
associated with these computers. In particular, this policy covers computers ranging from server
systems to single user personal computers, whether stand-alone or connected to the network. In
addition to this computer policy, users of these computer systems are subject to applicable state
and federal laws. Computer abuse will be referred to the Director of Information Technology
Services, the City Manager’s office and the appropriate Department Head. Computing resources
are valuable, and their abuse can have a far reaching negative impact. Computer abuse affects
everyone who uses computing facilities. The same morality and ethical behavior that applies in
the non-computing environment applies in the computing environment.

. DEFINITION OF TERMS

A, Computer Systems: Computer systems including any microcomputer (stand-
alone or networked), workstation, min-computer, or mainframe computer used by this city or
accessible by way of networks, -at other locations, computer equipment, computer software,
computer accounts, and computer data.

B. The term “computer equipment” will be defined as all electromic and mechanical
devices and components connected to the City of Pembroke Pines computer network or
~ connected to City-owned microcomputers.

C. The term “computer software” will be defined as all computer software, City-
owned or otherwise. -

D. The term “computer data” will be defined as all data residing on City-owned
computer equipment.

E.  The term “computer account” will be defined as user-IDs, passwords, and other
related security information used to authorize access to the computer system.

F. Computer Networks: Computer networks include any local or wide area
communications systems connecting computer systems as defined above.
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G. Local Area Networking Media: Local area networking media may consist of
copper wire, fiber optic cable, thin or thick cable which is used to connect one terminal,
microcomputer, workstation, etc. to another or to network interface equipment.

H. Internet: A vast international computer network of many component networks. It
contains the ability for electronic mail (e-mail), network news, file and image transfer and
information browsing.

L World Wide Web- (WWW): The more graphical based component of the internet
that encompasses many thousands of text, graphic, audio and video files interlinked throughout
the world.

M. COMMON FORMS OF COMPUTER ABUSE

Misuse or abuse of computers, computer systems, computer networks, programs and data are
prohibited. The following topics are considered areas of abuse:

A. PRIVACY: Violations inclide, but are not limited to:

" (1) Attempting to access another user’s computer files without permission;
(2) Supplying or attempting to supply false or misleading information or identification in
order to access another user’s account; '
(3) Deliberate unauthorized attempts to access or use City of Pembroke Pines computers,
computer facilities, network systems, programs, or data;
(4) The unauthorized capturing of computer network data directly from network backbone or
local area networking media;
(5) Knowingly or carelessly running or installing on any computer system or network, or
giving to another user, a program intended to damage or to place excessive load on a
computer system or network. This includes programs known as computer viruses and
worms. :
(6) Attempting to circumvent data protection schemes or uncover security loopholes and/or
decrypt intentionally secure data.

B. HARASSMENT: Harassment of other users may be sending of unwanted
messages or files. Violations include, but are not limited to:
(1) Interfering with the legitimate work of another user;
(2) The sending of abusive or obscene messages via computers;
(3) Displaying sexually explicit, graphically disturbing, or sexually harassing images or text
in a public computer facility, or location that can potentially be in view of other individuals.

C. THEFT: Theft includes the stealing of any property of the City of Pembroke
Pines. Violations include, but are not limited to:
(1) Abusing specific computer resources, such the INTERNET or the World Wide Web (as
described in other publications);
(2) Attempting unauthorized access to computers outside the City of Pembroke Pines using
the City of Pembroke Pines computers or ecommunications facilities;
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(3) Removing any computer equipment (hardware, software, data, etc.) without written
authorization;

(4) Copying, or attempting to copy, data or software without proper authorization,

(5) Violating terms of applicable software licensing agreements or copyright laws.

D. VANDALISM: Any user’s account, as well as the operating system itself, is a
possible target for vandalism. Attempted or detected alteration of user system software, data or
other files, as well as equipment or resources disruption or destruction, is considered vandalism.
Violations include, but are not limited to: '

(1) Sending either mail or a program which will replicate itself or do damage to another
user’s account;

(2) Tampering with or obstructing the operation of the City of Pembroke Pines computer
systems (for example, attempting to “crash” the system);

(3) Inspecting, modifying, or distributing data or software without proper ‘authorization or
attempting to do so;

(4) Attempting to interfere with the performance of the system;

(5) Damaging computer hardware or software;

(6) Deliberately wasting/overloading computing resources. This includes, but is not limited
to, printing multiple copies of a document or printing out large documents that may be
available on-line, or that might impact significantly on other users printing resources.

(7) Storing large files on the system which could compromise system integrity or preclude
other user’s right of access to disk storage. The IT staff may remove or compress disk files
that are consuming large amounts of disk space, with or without prior notification.

E. UNAUTHORIZED BUSINESS USAGE: Unauthorized Business Usage includes
any use of City of Pembroke Pines resources for promoting or conducting business for personal
-use. Violations include, but are not limited to:
(1) Sending mass mailings
(2) Using computer accounts for work not authorized for that account
(3) Using your account for any activity that is commercial in nature. Commercial activities
include, but are not limited to, consulting, typing services, and developing software for sale.

F. COPYRIGHT ISSUES: The City of Pembroke Pines owns licenses to a number
of proprietary programs. Users who redistribute software from the computing break agreements
with its software suppliers, as well as applicable federal copyright, patent and trade secret laws.
Therefore, the redistribution of any software from computing systems is strictly prohibited
except in the case of software, which is clearly marked as being in the public domain. Violations
include, but are not limited to copying, transmitting, or disclosing data, software or
documentation without proper authorization.

G. MISCELLANEOQUS: Other users commonly considered unethical, such as:
(1) Unauthorized and time consuming recreational game playing;
(2) Using computer accounts for work not authorized for that account;
(3) Sending chain letters or unauthorized mass mailings;
(4) Using the computer for any illegal purposes.
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IV. PROHIBITIONS

Clty of Pembroke Pines employees are prohibited from participation either directly or mdn'ectly

in the following activities:

A. Use of any computer equipment, computer software, computer data, or computer
accounts for unauthorized, illegal, or personal purposes.

B. Unauthorized possession, duplication, distribution, or installation of computer equipment,
computer software, computer data, or computer account information.

C. Knowingly gaining access, attempting to gain access or circumvent security, or allowing
unauthorized access to computer equipment, computer software, computer data, or
computer accounts.

D. Unauthorized addition, deletion, or alteration of computer software, or computer

accounts.

E. Knowingly introducing a set. of instructions, programmatic or otherwise into computer

O ZEF Rur

equipment so as to cause damage to computer equipment, computer software, or
computer data.

Unauthorized connecting, d1sconnect1ng, tampering, or making changes to physical
components of computer equipment.

Unauthorized changes to computer equipment operating system settings.

Failure to respect all copyrights, proprietary rights, or software licensing agreements of
computer software or computer data.

Using computer equipment or computer software for the purposes of eavesdropping.
Sending electronic mail in such 4 way that it appears to be sent by another person.
Anonymous use or use of pseudonyms on a computer system to escape responsibility for
their actions or to escape from prosecution of laws and regulations.

Sending obscene, harassing, threatening, or defamatory email.

. Failure to protect the conﬁdentlahty and privacy of computer data.

Failure to retain computer data in accordance with Florida Public Records Law and State
retention scheduled for public records.
Failure to notify Data Processing if an employee suspects someone of violating this

policy.
V. COMPUTER USAGE GUIDELINES

A. Users are to have valid, authorized accounts and may only use those computer

resources which are specifically authorized. Users may only use their account in accordance
with its authorized purpose. Users are responsible for safeguarding their own computer account.
Users should not let another person use their account unless authorized by the system
administrator for a specific purpose. Passwords should be changed often to ensure that private
and secure files are kept secure. -

B. Users may not change, copy, delete, read, or otherwise access files or software

without permission of the custodian of the files or system administrator. Users may not bypass
accounting or security mechanisms to circumvent data protection schemes. Users may not
attempt to modify software except when intended to be user customized. .
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C. Users may neither prevent others from accessing the system nor unreasonably
slow down the system by deliberately running wasteful jobs, playing games, engaging in non-
productive or idle chatting, or sending mass mailings or chain letters.

D. Usets shall assume that all software is co;iyrighted. They may neither distribute
copyrighted material without the written consent of the copyright holder not violate copyright or
patent laws conceming computer software, documentation or other tangible assets.

E. Users must not use the computer systems to violate any regulations of the City of
Pembroke Pines or any state or federal laws.

F. A user shall disclose to the appropriate authorities misuses of computing
resources of potential loopholes in computer systems security and cooperate with the City of
Pembroke Pines in the investigation of abuse. In conmection with inquiries into possible
abuses, the City of Pembroke Pines reserves the right to examine files, programs,
passwords, accounting information, printouts or other computing material without notice.

VI. PENALTIES

Abuse or misuses of computing services may not only violate this policy, but it may also violate
the criminal statutes. Therefore, the City of Pembroke Pines will take appropriate action on
response to user abuse or misuse of computing services. Action may include, but not necessarily
be limited to:

(1) Disciplinary action of the offending computer user by the City of Pembroke Pines;

(2) Reimbursement to the City of Pembroke Pines for resources consumed;

(3) Other legal action including action to recover damages;

(4) Referral to law enforcement anthorities.

VII. DISTRIBUTION OF THIS POLICY

The City of Pembroke Pines will insure that all users are aware of the policy by publishing it in
appropriate media designed to reach all employees of the City.

H:\760185.PPAMISC\Policy on Use of Computers and Data Communications.doc
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INTERNET POLICIES AND GUIDELINES

POLICIES AND GUIDELINES ON THE USE OF CITY INFORMATION SYSTEMS

I Purpose/Scope

The City of Pembroke Pines (“City”) is making every effort to provide its employees with the
best technology available to conduct the City’s official business. In this regard, the City has
installed, at substantial expense, equipment such as computers and advanced technological
systems such as electronic mail (e-mail) for use to conduct its official business. This document
was created to advise all users regarding the access to and the disclosure of information created,
transmitted, received and stored via the use of the Internet, City e-mail, and other Computer
systems (collectively referred to as the “City’s information systems”). For the purposes of these
policies and guidelines, the City’s information systems do not include those computer systems
designed to be confidential, so long as they are not put on the Internet or Web.

The City’s policy regarding the use of the Internet and e-mail, is amount other things, intended to
guide you in the performance of your duties as a City employee. It is also intended to place you
on notice that you should not expect the Internet or e-mail in your possession or those that you
use from time to time, and their contents, to be confidential or private. All data, including any
that is stored or data printed as a document is subject to audit and review. FHERE IS NO

- No expectation of privacy- computers and related equipment are property of
the City. The Ci rovides computers and related equipment to employees for use and
performing their job functions and for business purposes. As such, employees shall have
no expectation of priv. en using City computers and/or related eguipment for an
purpose. Employees shall not have any expectation that any material or data contained in
any portion of the computer or related equipment, which includes email messages and
history of Internet use, will be either private or confidential, and as a condition of
employment, to the City’s interception of all such material, data, and communications.

Accordingly, the City reserves the right to monitor Internet use, all e-mail, and other computer
transmissions, as well as any stored information, created or received by City employees with the
City’s information systems. The reservation of this right is to ensure that public resources are
not being wasted and to ensure that public resources are not being wasted and to ensure that the
City’s information systems are operating as efficiently as possible in order to protect the public
interest. All computer applications, programs, work-related information created or stored by
employees on the City’s information systems, are City property.

The use of public resources for personal gain and/or private use, such as but not limited to,
outside employment, or for political campaign purposes by City employees is prohibited and
punishable by disciplinary action. Such disciplinary action may include termination and/or
criminal prosecution depending on the nature and severity of the transgression. The term public
resource as used in this policy includes not only the unauthorized use of equipment, hardware,
software or other tangible articles, but also the employee time spent engaging in the unauthorized
use while on duty.
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The Florida Public Records Act (FPRA) requires the City to make all public records available for
inspection and to provide copies upon request. A public record is any writing (which includes
electronic documents) relating to the conduct of the public’s business prepared, owned, used, or
retained by the City. The FPRA includes a mumber of exceptions from the disclosure
requirement. Any information on the City’s information system may be subject to disclosure
under FPRA. If there is some doubt, the employee should contact his or her department
management, or through proper channels, the City Attorney for advise as to whether the
information is a public record.

This document addresses general Citywide Internet policies, specific issues related to appropriate
content and use of departmental pages, and employee use of the Internet and e-mail. All
departments and employees are required to follow these general policies and guidelines. - Specific
departments may have unique requirements and are encouraged to develop policies to cover
those issues. The law and associated policy regarding the use of Internet, ¢-mail, and voice mail
are continually evolving. Accordingly, review of the policies and guidelines will occur with
regularity, and changes shall be made as required. :

All Department Heads and Division Directors are responsible for their respective employees’ use

of the Internet and for contents if their department’s information presented using these media.

Department and Divisions are encouraged to actively pursue electronic means of presenting
information and services to the public.

ALL CITY EMPLOYEES WITH ACCESS TO EMAIL AND/OR THE INTERNET ARE
REQUIRED TO READ, UNDERSTAND AND ABIDE BY THE CITY’S POLICIES.

1L City-Wide Internet Policy

The City of Perbroke Pines (City) encourages its departments to use the Internet to disseminate
information to the public and its employees (collectively called ‘“users™) to improve
communications with the public, and to carry out official business when such business can be
accomplished consistent with the following Internet policies and guidelines:

e Official City Business- Use the Internet to accomplish official City business consistent
with the City’s mission. Official City business conducted via the Intemet shall comply
with all statutory requirements as well as standards for integrity, accountability, and legal
sufficiency. Thus, official City business conducted via the Intermet should meet or
exceed standards of performance for traditional methods (such as meetings, use of
telephone, etc.). Internet access for all employees must be authorized through the City
Manager’s Office.

o Reasons to use the Internet- Departments should base decisions to use the Internet on
sound business practices. The conduct of business via the Imternet is particularly
compelling where costs are reduced and/or the services provided to the City’s
constituents are improved in measurable ways. ,

o Ease of Use- Information and services presented via the Internet should emphasize ease
of use to reach the broadest andience and impart a friendly manner which would include
clear choices, easy navigation, on-screen instruction, etc.
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Information Management- Disseminate information that is current, accurate, complete,
and consistent with City policy. Information released via the Internet is subject to the
same official City policies for the release of information via other media (such as printed
documents), so that the information disclosed avoids potential problems with copyrights,
trademarks, and trade secrets. Information accuracy is particularly important on the
Internet. Whether paper-based information is often not current, information presented
electronically is much easier to keep current. Constituents expect this information to'be
not only current but often to be the first available. ’

e Privacy and Security- Protect confidential and proprietary information entrusted to the
City. Questions regarding confidential and proprictary information should be directed to

the department head or his/her designee. City Management has the right to monitor and
log all transactions in or out of the system. :

e Professional Image- Use the Internet to promote a professional image for the City.
Officlal Use- Internet resources are made available to City employees to support and
promote official City business. It is inappropriate for employees to use these resources
for personal use, private gain, to state as “city positions” those which are not officially
endorsed by the City, illegal purposes or for inappropriate use as defined in these policies
and guidelines. The department heads will be held responsible for the content of their

- Departments’ websites, for ensuring that the information provided relates to their
Department’s official duties and responsibilities, and that its use is for official and not for
personal purposes.

Accordingly, all City Departments should conduct all existing City business using the above
policies.

l. Cig—_wide Web Site Policies

A. Purpose

The external (or public) City of Pembroke Pines World Wide Web site is a fundamental
communication tool for providing critical City information to residents and the world. The goal
of the City of Pembroke Pines Web site is to encourage increased “user” participation in City
govemment and to help create a more vibrant community for residents and visitors alike. The
internal (Intranet) web sites provide fundamental and critical information to all employees to
assist in accomplishing the City’s mission.

Toward that end, the development and use of the City’s sites are guided by the Web Site Policy.
B. Policies
(1) The City’s Information Technology Division (IT) is responsible for advising City
departments regarding the creation and implementation of heir respective Web sites, helping
City departments to comply with the City’s Web policies, and maintaining and securing the

City’s Web servers and Web site. It is the responsibility of department heads to ensure that
departmental staffs adhere to the Web Site Policies. :
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(2) To preserve the public nature of the City’s Web site and to avoid any perception that the
City endorses or provides favorable treatment to any private person or business enterprise
(hereinafter collectively referred to as “vendor”), no corporate or commercial logos or links
to vendor sites will be allowed on the City’s external Web site. When a service has been
donated by a vendor that enables the development or maintenance of a City department’s
initial page (subject to approval from the City Manager’s Office) and must include the
following statement: “Acknowledgement of (xooxxx) on this page does not constitute the
City’s support or endorsement of is products or services.”

This requirement does not supersede any other policies or regulations regarding
donations. Department heads will be responsible for complying with those policies and
regulations and seek any required approval for accepting such donations.

(3) Vendors that create or maintain a home page for any City department must follow all
policies established for the City’s web site.

(4) 1t is the City’s intent to provide electronic access to its information through a logical
single point of entry. For the Internet, this logical point of entry is the City’s officially
registered domain pame and each City department or City ofganization is defined as a sub-
area within the official domain. The registration of an individual domain name for a City
department or a City-related organization is discouraged because each separate domain name
fragments the single logical point of entry, would lead to public confusion, and would
contribute to administrative, maintenance, and mail delivery problems. In addition, statistics
would be more difficult to compile.

If a specific domain name is required for a City department, a request should be
submitted to the Information Technology Steering Committee for review and
' recommendation to the City Manager. Upon approval by the City Manager, IT will
process the registration request.

(5) The City’s Web site is for “official use” only. All information disseminated through the
City’s Web site must be related to the official duties and responsibilities of employees and
City departments.

(6) The Florida Public Records Act applies to information processed, sent and stored on the
Internet. Confidential information should not be posted on the City’s external Website. Each
department head must approve all posted information. Questions regarding the Florida
Public Records Act shall be routed through appropriate channels to the City Attorney.

(7) In addition to the requirements of policy six (6) above, each department head is
responsible for the acceptability of the content contained in their respective Web sites.

(8) No City official’s web site may be used for campaign-related purposes. No City
employee or official may use any other City departmental Web site for campaign-related
purposes. Such campaign-related purposes include, but are not limited to, the following:
statements in support or opposition to any candidate or ballot measure; requests fir campaign
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funds or references to any solicitations of campaign funds; and references to the campaign
schedule or activities of any candidate. The City Attorney is available to provide guidance
and assistance to elected officials and their staffs in complying with this guideline. No City
official’s web site may link directly to the home page of the Office of the City Clerk’s
election-related pages. Further, the City Attorney is available to provide similar guidance
and assistance to the City’s department heads.

(9) To encourage participation in and heighten voter interest regarding City elections, the
Office of the City Clerk will be responsible for providing candidate, ballot and voter
information on its web site and will seek ways to provide similar election-related information
via that site.

1. Employee’s Internet Usage Policy

The following rules require strict adherence. Any infraction thereof could result in disciplinary
action. Disciplinary actions range from verbal warnings to termination, the severity of the
disciplinary action will be governed by the nature of the offense, prior disciplinary action and
any legitimate mitigating circumstances that may exist.

(1) The use of Intemet is restricted to “official City business”. Eopsenal-nec-eadiortime
spent—for-personal—gain-is—strietlyprohibited: Authorization for Internet access must be
obtained through the City Manager’s Office. Once authorization is approved you are
responsible for the security of your account password and you will be held responsible for all
use or misuse of your account. You must maintain secure passwords and never use¢ an
account assigned to another user. '

(2) Personal Use of Computers and Related Equipment- Use of City computers and
related equipment is limited to performing job functions and for business purposes.
Subject to the requirements of this policy, incidental and occasional personal use of the
City_computers and related equipment is permitted. However, any use of City
computers and related equipment that interferes with or causes a delay in the
performance of the emplovee’s responsibilities or work shall be a violation of this .
policy. Moreover, such personal use shall conform with the City's standards of conduct
for City emplo not violate any other Ci icies, or cause added expense to the
City.

(3) Hacking is the unauthorized attempt or entry into any computer. Never make an
unauthorized attempt to enter any computer. Such an action is.a violations of the Federal
Electronic Communications Privacy Act (ECPA) 18 U.S.C. § 2510.

(4) Sending threatening, slanderous, racially and/or sexually harassing messages is strictly
prohibited.

(5) The representation of you as someone else, real or fictional or a message sent
anonymously is prohibited.

(6) Never copy or transfer electronic files without permission.

(7) Never send, post, or provide access to any confidential City materials or information.

(8) Almost all data and software is subject to the Federal copyright laws. Care should be
exercised whenever accessing or copying any information that does not belong to you.
Software that requires purchase or reimbursement for its use, such as shareware, requires
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B.

strict adherence to the terms and conditions specified by the owner unless written permission
for unrestricted use was obtained. When in doubt consult your department head or designee.
(9) You are obliged to cooperate with any investigation regarding the use of your computer
equipment.

(10) Chain letters are illegal and may not be transmitted through e-mail.

(11) E-mail requires extensive network capacity. Sending unnecessary e-mail, or not
exercising constraint when sending very large files, or sending to a large number of
recipients consumes network resources that are needed for critical City business. When the
City grants an individual employee access to the network, it is the responsibility of the
employee to be cognizant and respectful of network resources.

Employee’s Internet Usage Guidelines

Internet Sites

(1) If you are using information from an Intemet site for strategic City business decisions,
you should verify the integrity of that information. You should verify whether the site is
updated on a regular basis (the lack of revision date might indicate out-of-date information)
and that is a valid provider of the information you are seeking. Just because it is there does
not mean that it is accurate or valid.

(2) IT has not control or responsibility for content on an external server not under the control
of the City of Pembroke Pines. Information may be offensive and/or unsuitable for
dissemination.

Electronic Mail (E-mail)

The following guidelines apply to the use of e-mail:

(1) MAIL ON THE INTERNET IS NOT SECURE- Never include anything in an e-mail
message that you want to keep private and confidential. E-mail is sent unencrypted and is
easily read. ‘ ~ .

(2) Management has the right to access all e-mail files created, received or stored on City-
funded systsms and such files can be accessed without prior notification.

(3) Be careful if you send anything but plain ASCII text as e-mail. Recipients may not have
the ability to translate other documents, for example Word or Word Perfect documents, or
encoding in UUENNCODE or MIME

(4) Be careful when sending replies- make sure you are sending to a group when you want to
send to a group and to an individual when you want to send to an individual. It is best to
address directly to a sender(s). Check carefully the “To” and “From™ before sending mail. It
can prevent unintentional errors.

(5) Include a signature (an identifier that automatically appends to your email message) that
contains the method(s) by which others can contact you (usually your e-mail address, phone
number, fax number, etc.).

(6) For important items, let senders know you have received their e-mail, even if you cannot
respond in depth immediately. They need to know their e-mail is not lost.
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C.

(7) Watch punctuation and spelling. It can reflect on your professionalism. Use automatic
checking programs if available.

Internet Mailing Lists and Usenet News Groups

The e-mail guidelines apply here as well:

D.

(1) Actively disclaim speaking for the City of Pembroke Pines unless you have authority to
do so. Note that if you use a City of Pembroke Pines system to post an article, the City’s
name is carried along with what you post in (at least) the headers. The “standard”
disclaimers attached to many articles are meaningless if the reader finds the article offensive.
(2) Be sure to change your mailing address if you account changes. Do not simply forward
your e-mail from your old account to your new one. This creaies a burden on the City’s
information systems. Be careful when using auto-reply features in e-mail when you belong
to mailing lists. Auto-reply replies are often sent to the entire list indiscriminately and your
reply may not be important to all on the list; e.g. most do not care that you are on vacation,
and worse, your message may have been intended for only one recipient.

(3) As 2 new member of a news group, monitor the messages for a while to understand the
history and personality of the group. Jumping right into the discussion may make you look
foolish if you lack background information.

(4) Do not re-post any messages without permission. Even messages may have copyright
protection.

(5) Do not post personal messages to a mailing list or news group.

(6) If you survey the group, as a courtesy, post a summary of the results.

(7) Be sure to properly acknowledge with quotations any material borrowed from others. Be
careful of plagiarism.

(8) Do not post any messages anonymously. The professional community views this practice
as bad form. As a matter of policy the USENET community and systems managers are asked
to track down offenders. ;

(9) Be careful when you re-post and requests. Some requests are fraudulent.

(10) State the subject of your message clearly in the subject line.

(11) Before joining mailing lists ‘and news groups give thought to how much time these
activities require.

(12) Be sure to read the Frequently Asked Questions (FAQs) for your group(s).

(13) Never send angry messages (flames). If you receive a “flame”, do not overreact.
Remember that not everyone is as polite as you are.

FTP (File Transfer Protocol)

These guidelines cover use of FTP (or download) sites):

(1) Do not FTP to any system on which you do not have an account, or which does not
advertise anonymous FTP services.

(2) Observe working hours or posted hours for FTP sites. Most sites request that you not
FTP between their local hours of 8am-5pm.

(3) Do not FTP during your site’s prime hours due to network impact on other users. (IT is
exempt)
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(4) Observe any posted restrictions on the FTP server.
E. TELNET
These guidelines cover the use of TELNET:

(1) Do not TELNET to machines on which you have no account, or where there is no guest
account. Do not attempt to TELNET deliberately into anonymous FTP servers.

(2) When you TELNET observe any posted restrictions.

(3) Do not attempt to TELNET into ports without authorization.

F. Netiquette
These are Netiquette (see Glossary) guidelines:

(1) Be cognizant of system etiquette. The computer you may use may have limits regarding
disk space usage. E-mail takes up space; therefore, you should regularly delete and/or
archive any messages you wish to save.

(2) Remember that the recipient is a person with feelings. Since they cannot see you, they
may not know when you are joking. Be sure to include visual or verbal clues. Convention
indicates the use of the smiley face. :) (Look sideways).

(3) DO NOT SEND MESSAGES ALL IN CAPITALS. It looks as if you are shouting. Use
initial capitals or some symbol for emphasis. For example: That IS what I meant. That “is”
what I meant.

(4) Remember that some people have to pay for each byte of data they receive. Please keep
messages to the point without appearing terse or rude.

V. GLOSSARY

Domain Name: _

A domain name is the way to identify and locate an address on the Internet. The domain name,
also called the fully-qualified domain name or FQDN, is a computer’s name in text form, for
example: ppines.com. The domain name is used to send e-mail, make FTP requests, etc. Before
any message is sent-on the Internet, the domain name is converted internally to a numerical
address, an Internet protocol address, which is what computers on the Internet deal with directly.

Electronic Mail: )

Electronic mail (e-mail) may include non-interactive communication of text, data, images, or
voice messages between a sender and designated recipient(s) by systems utilizing
telecommunications links. It may also include correspondence transmitted and stored
electronically using software facilities called “e-mail”, “facsimile”, or “messaging” system; or
voice messages transmitted and stored for later retrieval from a computer system.

FTP:

File transfer protocol; a program that allows you to transfer data between different computers on
a network.
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Guidelines:
Recommendations derived from experience and which should be used.

-Hacking:
Attempting to break into system on which you have no account or authorization.

Internet:
A worldwide network or networks, connecting informational networks communicating through a
common communications language or “protocol”. :

Mailing list: »
A service that sends e-mail to everyone on a list whenever e-mail is sent to the service,
permitting a group of users to exchange e-mail on a particular topic.

MIME:

A protocol which lets Internet users attach non-text files to e-mail messages. Stands for
Multipurpose Internet Mail Extension, lets users send mail in any format including graphic
images, formatted documents, and audio, video and compressed data files.

Netiquette: A .

A combination of “network” and “etiquette”. It is the practice of good manners in a networked
environment. '

News groups:
Discussion groups with common themes on USENET.

Policy:
Primary objectives of the City of Pembroke Pines as contained in this document.

Standards:
Departmental directions or instructions describing how to achieve policy. A mandatory
statement of direction. :

TELNET:
A program that allows remote login to another computer.

TCP/IP:
Transmission Control Protocol/Internet Protocol; the communication protocol used by computers
connected to the Internet.

USENET:

A collection of computer discussion (news) groups.
Users:

The public and City employees.
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UUENCODE:
A utility that converts binary files on PC into ASCH files. Stands for Unix-to-Unix Encode and

was first developed for use with UNIX computers.

Vendors:
Any private person or business enterprise.
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CITY OF PEMBROKE PINES
DRUG FREE WORKPLACE POLICY
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AN OPEN LETTER TO THE EMPLOYEES OF
THE CITY OF PEMBROKE PINES

WE HAVE COME TO RECOGNIZE THAT SUBSTANCE ABUSE IS AN ON THE
JOB PROBLEM, AS WELL AS A SOCIAL PROBLEM FOR ALL OF US. WE
BELIEVE ABUSE OF ALCOHOL AND USE OF [ILLEGAL DRUGS ENDANGERS
THE HEALTH AND SAFETY OF THE ABUSERS AND OF THE OTHERS AROUND
THEM.

THE CITY OF PEMBROKE PINES HAS COMMITTED TO CREATING AND
MAINTAINING A DRUG FREE WORKPLACE WITHOUT JEOPARDIZING THE
JOB SECURITY OF VALUED, BUT TROUBLED EMPLOYEES, PROVIDED THEY
ARE PREPARED TO HELP US HELP THEM.

OUR POLICY NOW FORMALLY STATES THAT SUBSTANCE ABUSE WILL NOT
BE TOLERATED DURING WORKING HOURS OR ON THE PREMISES OF THE
CITY OF PEMBROKE PINES, INCLUDING THE PARKING LOTS. THIS
PROHIBITION INCLUDES THE POSSESSION, USE OR SALE OF ILLEGAL
DRUGS OR ALCOHOL. (CITY SPONSOPED ACTIVITIES DURING WHICH
ALCOHOLIC BEVERAGES MAY BE SERVED ARE NOT INCLUDED IN THIS
PROVISION.)

EMPLOYEES WHO ARE FOUND TO BE UNDER THE INFLUENCE OF ILLEGAL
DRUGS OR ALCOHOL OR WHO VIOLATE THIS POLICY IN OTHER WAYS ARE
SUBJECT TO DISCIPLINARY ACTION, WHICH MAY INCLUDE TERMINATION.
BECAUSE OF THE SERIOUS NATURE OF THESE VIOLATIONS, EACH
INDIVIDUAL CASE WILL BE THOROUGHLY INVESTIGATED TO DETERMINE
THE APPROPRIATE COURSE OF ACTION.
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. 1248

AN ORDINANCE OF THE CITY COMMISSION OF
THE CITY OF PEMBROKE PINES, FLORIDA,
AMENDING CHAPTER 34, EMPLOYMENT
POLICIES, BY CREATING A NEW SUBCHAPTER
ENTITLED "DRUG FREE WORKPLACE" AND
CREATING NEW SECTIONS 34.89 THROUGH 34.94
OF THE CODE OF ORDINANCES OF THE CITY OF
PEMBROKE PINES, FLORIDA, IN ORDER TO
ESTABLISH A DRUG FREE WORKPLACE
PROGRAM IN ACCORDANCE WITH SECTION
440.102 FLORIDA STATUTES; REVISING SECTIONS
34.90, 34.91(B), AND 34.91 (0)(6); PROVIDING FOR
CODIFICATION; PROVIDING FOR CONFLICTS;
PROVIDING FOR SEVERABILITY; PROVIDING FOR
AN EFFECTIVE DATE.

WHEREAS, in Sections 440.101 and 440.102 Florida Statutes (the "Act") the
Florida Legislature set forth its legislative intent to promote drug-free workplaces in order
that employers in the state be afforded the opportunity to maximize their levels of
productivity, and established program requirements; and

WHEREAS, on August 19, 1992, the City Commission enacted Permanent
Ordinance No. 1000 which established its Drug-Free Workplace Policy, which is referred
to as an Exhibit to the Ordinance; and

WHEREAS, the City’s Drug Free Workplace Policy is not currently codified in
the City’s Code of Ordinances; and

WHEREAS, the City of Pembroke Pines desires to officially codify Sections 34.90
through 34.94 said subchapter being entitled "Drug Free Workplace“; and

WHEREAS, the City Commission of the City of Pembroke Pines Florida, desire
to revise Sections 34.90, 34.91, and 34.92; and
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PROPOSED ORDINANCE NO. 97-44
ORDINANCE NO. 12438

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COMMISSION OF
THE CITY OF PEMBROKE PINES, FLORIDA, THAT:
Section 1. The foregoing “WHEREAS" clauses are hereby ratified and
confirmed as being true and correct and are hereby made a specific part of this Ordinance.
ection 2. Chapter 34 of the Code of Ordinances of the City of
Pembroke Pines, Florida ("Code") is hereby amended to provide for the City of Pembroke
Pines officially codifying Sections 34.90 through 34.94 subchapter entitled "Drug Free
Workplace" revising Sections 34.90, 34.91, and 34.92 as set forth below:

DRUG FREE WORK PLACE

SE N 34.89 - ICY STATEM

City of Pem e Pi "City") is commi 1o provide a safe wor
environme ri loyees, our uni tety. Substan
ab i tional blem which impai and ety of
employees, promotes crime, and harms our community, The City is
addressing this problem by instituti rug_free w lace m.

ubstance abuse is a lex, yet treatable disease e ulti

thi jcyistob € OUr res for individual privacy with our to
ke fe, pr tive drug fr vironment. r [ntention is to prevent
and ubstance abus e would li encoura wh

d use alc ek held in overcomin ir pr ._The Ci

i subs to_be an u nd r-pr jve wo
practice.
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. 1248

The City’s icy is jn accordance with the Florida d free_workplace

program as provided in Section 440.102, Florida Statutes and Rule 38F-

.001, Florida Administrative .

To ensure 3 work place free from the influence of illegal drugs and alcohol
gbuse, the following policy has been established.

¢ is t lic the City that an employee found with the presence of
hol or jllegal in hi stem, i ssession of, usi sellj
rading, or offerin ale illegal dru r alco ring workin

may be subject to disciplinary action up to and including terminatjon. (City

0onso tivities which include the servige of alcoholic beverages

are not included in this provision).

loyee reporting for work visibly impaired is unable to proper
formn required duties and will not be allowed to wo If possible, t
supervisor should first seek another supervisor’s opinion of the employees
atus, n the rvisor should consult privately wit e i
he o ation, o rule an ble at may_have b aus

prescription drugs,

If. in the opinion of the supervisor, the employee is considered impaired,
t ee shoul t ho fier ting by a ical facilit
by taxi or other safe transportation alternative, depending on the
determination of the observed impairment, accompanied by the supervisor
or another employee, if necessary. An impaired employee should not be
allowed tQ drive. The prescribed test direction form shall be completed by
the supervisor.

Prescription drugs prescribed by the employee’s physician may be taken
during working hours. employee shall notify the supervisor if the use
of properly prescribed drugs will affect the employee’s work performance.
Abuse of prescription drugs will not be tolerated,

1t js the responsibility of the City’s supervisors to counsel with an employee
whenever they see changes in perfonmance that syggest an_employee

roblem. ¢ supevisor may _suggest that the employee voluntarily seek
help from the Employee Assistance Program ("EAP") or decide that the
severity of the observed problem is such that a formal referral to the EAP
should be made.
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. _1248

SECTION 34.90 - DEFINITIONS

A.

B.

10

©

e

=
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ALCOHOL means ethyl alcohol (¢thanol) and includes distilled
spirits, wine, malt beverages, and intoxicating liquors,

HOL - an emplo be determined to be u
the influence of hol if the employee's n tie

aj e lo th ; ton of or the |

LEGAL G ea ny dru whi
obtaj which all inable but be
tai or which is bei sed in nner or fo

alcoho hetami ca jnoi cocaine
encvclidine P llucinogens hetic n ics, designe
S, Or e ite of sta listed
LEGAL DRUG meaps prescribed drugs and over the counter drugs
which hav i nd ing use ely fo
urpose for which t were ib manuf:
J PPLICANT means a person who has applie sition
with t ity and n offered employment conditi upon

successfully passing a drug test.
EMPLOYEE mea individual who wor. the City on 11-

basis and receives ¢ e ion.
T m an ical, bi jcal, o
ins en fysi e f determini e pre.
an illegal dru its metabolites, including alco

mmnm_mummb_@llﬁumt_h@i_m&
or

reath, saliva em e
INITIAL DR ning procedure o lood
and yrine or gmplgxg S gng job ggphcams fo; ;h_c_ pr §§ nce of
alcohol and illegal drugs in r ith t
Workplace Pro; nd appro e F ida min t' e
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PROPOSED ORDINANCE NO. 97-44 REVISION NO, 1

ORDINANCE NO, 1248

Vi to or W ed as
Alcobol 005 G%
Amphetamipes 1,000 NG/ML
Cannabinoids _100 NG/ML
Cocaine _300 NG/ML
Phencyclidine _25 NG/ML
Methaqualone _300 NG/ML
Opiates 300 NG/ML
Barbiturates _300 NG/ML
Benzodiazepines _300 NG/ML

Methadone _300 NG/ML

Propoxvphepe 300 NG/ML

1 Cco N means a second test of
specimens identified as positive on an initial test in
accordance with the Florida Drug Free Workplace Program

appropriate i ini ive Rules. All leve

gqual 1o or exceeding the following shall be reported as
Alcohol 005 G%
Cannabinoids _ 15 NG/ML
Cocajne 150 NG/ML
Phencyclidi _25 N&
Methaqualone 150 NG/ML
Opiates 300 NG/ML
Barbiturates 150 NG/ML
Benzodiazepines 150 NG/ML
Synthetic Narcotics:

Methadone _150 NG/ML

Propoxyphene _150 NG/ML

K. DRUG G (6) Y
SPECIMENS for drug festing will be collected, handled,
majntained d tested in rdance with the Florida Drug-Free
Workplace Program and the appropriate Administrative Rules.
Urine will be used for the injtial and confirmatjon tests for all d
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PROPOSED ORDINANCE NO, 97-44

ORDINANCE NO. 1048

except alcoho]. Blood will be used for the initial and confirmation
tests for alcohol.

SIT1 ONF ED TEST FOR CONFIRMATIO! T

means a second procedure which confirms a positive result from an
initjal drug test,

MED L W C RO ans ic
hysician with wledpe rescripti rugs, pharma
toxicology of drugs, who is responsible for receiving and reviewing
all itivi nfirmed_test results and who is responsible
contacting all individualg who test positive in a confirmatiop test t
inquire _about_possible medications which could have caused a

positive result.

P CRIPTIO R _NON-PR RIPTION DICATION
means a drug or medication obtained pursuant to a prescription as

defin Section 893.02, Florida Statutes, or a medication that is
authorized pursuant to a federal or law for general distribution
and use without a prescription in the treatment of human discases,
ailments, or injuries.

REASONABLE SUSPICION D TEST m

testing based on a belief that an employee is using or has used drugs
in_violation of this policy drawn _fro ific _objective a
ocumented facts and reasonable jnferences drawn from tho, c
in light o erience.  Among other things, such facts an

inferences may be based upon:

[40)] ervable phepomena while at work, such as direct observation of
drug use or of hysical symptoms or_manifestations of bein,

under the in C a drug.

(2)  Abnormal conduct or erratic behavior while at work or a significant

eterjoration of work _performa either or both of which are
cognized ms _of alcohol or d abuse and which are not

adequately explained by the employee or are not related to the

employee’s working conditions.

(3) A report of drug use, provided by a reliable and credibje source,

which been independent! te di 0

be used).
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. _ 1248

Evidence that an employee has tampered with a drug test during his
employment with the current employer.

Information that an employee has caused, or contributed to, an
accident while at work.

premises or while operating a_vehicle, machinery, or equipment of
the City,

ns a ti -or product of the human b including blood.
uripe, saliva, hair, capable or revealing the presence of alcohol and/or
jllegal drugs or their metabolites.
TION 34,91 - NERAL PROCE S

TYPES OF TESTING

In _order to maintain a drug and alcohol free work

enviropment, the City will test for the presence of algohol

and drugs in the following circumstances:

(1) B_APPLICANTS: All job applicants who have been offered

ition of loyment are required to take a d nd alcohol test.

{(2) REASONABLE SUSPICION: All employees who are determjned
to_be under reasonable suspicion of dru alcohol use (as defined
herein), are required to take a drug and alcohol test.

(3) FITNESS FOR DUTY; All employees who arg subject to a routine
fitness for dut ical inatj are uired to take a dru
and alcohol test as part of their medical examination.

()] LOW-UP: All emplovees who have been refe a
employee assistance program or rehabilitation program by the City
for drug and/or alcohol abuse are required to d and alcohol

s on_a quarterl mi-annual, or annual basis for two (2) vears
after retupping 1o work,

[63] POST ACCIDENT OR INJURY: Emplovees who are involved in
a iob related accident or incident, and appear to be contributo

Words in struelethrough type are deletions from existing law;
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. _ 1248

which results or might have resulted in bodily injury or property
loss or damage.

CONSE N REF A DRUG TEST

n emplovee w 0 submit to a drug test wi subject jo
discipline, up to and including termipation, An emplo wh

refuses to submit to a drug test also will forfeit his eligibility for al}
worker’s compensation medical and indemnity benefits,

A licant wh refuses to submit to 2 dru will no
hired. _

C. ACTIONS F N | TES

Th

may _institu isciplinary action, u includin

termination, for any employee who has a positive, confirmed drug

test.

=

fid

CONFIDENTIALITY

ity of records concerning dru wi

excent to the extent necessary to comply thh this poh;x All

tion, reports, memos, and drug test r A4

otherwise. received by the City through the drug testing program
will be kept confidential as provided by law.

h

e Program, labo i lcohol

rehabilitation programs who receive or have access to information

ggncgrmng drug tes; results shall keep all mformanon confidential. No

suc will be rel ased v writte
0 1 e j T h relea
is compelled by a court pur; an a r_this section. o
where deemed a ri a professional or occupational licensi a
in a_related disciplinary proceeding.

The City will maintain records concerning drug testing separate and apart
from an employee’s or job applicant’s perso ile. jon n dry
testing resu il not be released in iminal hearing.
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO.1248

REPORTING OF USE OF MEDICATION

Emplovees” and job_applicants _may confidentially report the use of
iption or non-prescription medication both be nd after havin

dru ._A form for reporting medication use is attach

NOTICE OF COMMON MEDICATIONS

A list of the most common medications, by brand name or common name,
s _applicable well a hemical name, which ma or_affect

drugp _test is attached. Employees and job applicants should review this list
prior to submitting to a drug test.

MEDICATION INFORMATION
An employee or_job applicant may consult with the testing laboratory for

technic information _regardin. rescripti nd non-prescription
medication.

YEE ANCE PR M
Refer to the lo ssistance P olicy for the n: add

and 1clephone number of the current provider.

QOther resources availab 2

1 800 - 356-9996  AL-Anon

1 800 - 527-5344 American Council of Alcoholism Helpline
1 800 - COCAINE Cocaine Hotline
1 800 - NCA-CALL Nationa] Council on

ho
1 800 - 662-HELP Narional Institute on Drug Abuse Hotling
1 800 - 843-4971 Nationa] Institute on Drug Abuse Hotling

DRUG BE TED

rugs will ted foll
(1 Icohol, including distille irits, wine, male beverages, and
intoxicatipg liquors.

2)  Amphetamines

Words in struek-threugh type are deletions from existing law;
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. 12418
(3) =~ Cannabinoids
4) Cocaine
(&3] Phencyclidine (PCP)
{6) lucinogens
(1)  Methaqualope
(8)  Opiates
(9)  Barbiturates
(10) Be iazepines
(11) Synthetic Narcotics
(12) Designer Drugs
(13) A metabolite of any substance listed herein.
A Ljst of drugs by b mes or common names is a ed.
The Cut off levels fo Iti itive initial and ¢confi jon tests
are set forth in paragraph II. 9. and 10,
J. CHALLENGE OF TEST RESULTS
a An employee or a job jcant_ who_recejves a jitive con test
1t may contest or_explain the result in writing withi 5) days o
receipt of notification of a positive confirmed test result.
2 lanation or_challen e oyee or job applicant is
unsatisfactory to the Cij e City within 15 d receipt will
vide 3 wni e ion as to w e _em or_job appli :
e ion is ungatisfactory, and a copy of the report of positive confirme
test results.
3 n_emplo further c nge the f the test i

competent jurisdiction or, if the drug test was administered due to a

CODING:  Words in struele-through type are deletions from existing law;
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PROPOSED ORDINANCE NO. 9744  REVISION NO. 1
ORDINANCE NO, 1248

workplace injury, by filing a clajm for benefits with a judge of
com tion_claims ant to Chapte Florida Statutes.

If an emplovee or job applicant contests dru t results, he must noti

the laboratory.

RIGHT ER COLL G G AG
Emplovees € COV under a collective b ining agreement
between Cli flecti aining unit hav
right le a grievance ding discipline impose the Cij

a result of a viplation of this

N 34.92 - ICY RE( ME

[8(8) 0) LOYMENT

The City will conduct pre-employment screening examinatis igned t
revent hiring individuals who use S,

(1) To determine the syitability of loyees to work for the City the
following pre-employment conditions are gstablished:

{a) All job applicants will be tested prior to employment for
drug use and alcohol use, Any job offer which a job
applicant receive fro City is inge n
successfully completing a required physical examination.
(2) Any job applicant w S subjnit ¢t coho! testi
art of re-cmployment testi rocess will be refused
employment.
Q) ny iob applicant who tests positive for drygs or alco ill be
re lo t at that time
(4)  Confideptiality will be maintain uant to this
()] City wil] not discrimi nst applications for loyment
f a fd or alcohol. It is the cuyrrent
abuse s cohol that i ill not tolerate.
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PROPOSED ORDINANCE NO. 9744

ORDINANCE NO. 1248

CURRENT _EMPLOYEE DRUG AND ALCOHOL _ABUSE
SCREENING

City will maintain screening practice identi loyees w
il drug or_abuse alco Ii condi f continued
emplo for all emplo 0_submit_to screening under

1lowi ions:

() RE A ICION: All emplovees who are determined
to be under reasonable suspicion of d or_alcohol u 3¢l
herei re required t d alcohol test.

(7)) FORD ; All employees who are subject tQ a routi
itness for d dical inations are required to take a d
and alcohol test as part ir medical examinatio

3) K W-UP: All employees who hav ne _ref
employee assistance program or rebabilitation program by the City

for drug and/or alcohol a are require e d alcoho
1ests on q qu mi-; r annual _basis for tw ars

after returning to work.
(4) POST ACCIDENT OR INJURY: Employees who are involved in

a_job_relat ident or incident, and a r trib
which results or_might hav. ed | ily inju ro
loss or damage.
EMPLOYE ISTANCE PRO
T j intains an employee assis rOgr: AP) whi ides
help to employees and their families who suffer from alcohol or drug abuse,
(Refer to EAP Policy)
Itj sponsibility of each employee to seek assistance before S
alcohol lead to disciplinary problems.
[9))] nc violation of this poli C bsequent_use of the
employeg assistance program, on a voluntary basis, will not affect
e detetmination o ropriate discipli action.
@) An_employee’s decision 10 si rom_the Emplo
Assi e Progr. on_a_volunta agis_prior_to incid

Words in strecle-theough type are deletions from existing law;
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. _ 312438

warranting disciplinary action will not be used as the basis for
disciplinary action or in any disciplinary proceeding.

On _the other hand, using the P will not be efense to t

imposition of disciplinary action where fact oviding violation o
his_polj a tained outside of the P. rdingly. the
urpose and practices of this policy and the EAP are not in conflict

but are distinctly separate in their applications.
[€)) Through the EAP, the City will provide appropriate assessment,

referral to treatme nd treatment of d and ohol abu
subject to the provisions of the City's health insura . Such

o ma ranted leave with a_conditional re tg wo
depending on successful completion of the agreed upon appropriate
treatment regimen and in accordance with the career services rules
and regulations and any departmental rules and regulations.

4) U successful letion_of ru d/or alcohol treatmen

program an employee may be released to resume work but will be
subject to drug testing on a_ random, perjodic basis, at least

uarterl or at least two years thereafter as a conditiop of
continuved employment.

(5) n_individual's participation in th ram will n ade pa
of an ords, and will remain confidential exce 1
xtent neces to comply with this policy. Medijcal and insurance
r s, | will eserved in the same idential e
as all other medical records and be retained in a sgparate file as
provided by law, -

MANAGEMENT’S RESPONSIBILITY

Supervisors are responsible for implementing the d and alcohol free

work licy. Itis the ibility o supervisors to observe the
on_the job a_precautio aipst _upstable

upreliable behavior which could threaten the safety and well-being of

employees and co ity.

(1)  Supervisors are re: ible for maintaining a safe work epvironment
etermining empl s fitness for duty.

Words in struck-through type arc deletions from existing law;
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. _1248

(2) In the event a_supervisor has a reasonable suspicion that an
mployee may be affected by drugs or alcohol, the employee must
be sent for drug testing. A form for reporting the reason(s) for drug
testing is attached.

3) In a]] cases when an emplovee is being removed from duty fi
esting, the supervisor should notify his superior at the earliest

possible time.
E S NSIBILI
) It is eac ) h ibjlity to be fit for du reporti
fi or 10 j is supervisor i i iptio
n- cription medication whic a i ance.
(2 Intheeventane ee abserves behavi ich raise ubt as
to bilj f a co-worker rk in a safe, reliable, and
trustworth' r, the employe i vior to hi
supervisor.
3) Employees who voluntarily enter a drug or alcohol treatment and/or
ilitati t the requ insi e Cit
a_condition of contipued employment, enter a drug or alcohol
tment Jor rehabilitation program are requi 4 ici
and complete recommended treatment. Any empl wh
ad alcohol tre t ilitati rogram wijll be
responsible for payment of the treatment /of_pr If t
empl ails mply with the treatment and/or the program, the
loyee will subjec disciplipe, u nd i i
termination,
L REVIEW OFFICER’S ("MRO" PO L
(1) The MRO will review all info ion fro sti in
the event of a positiv lrme: . The will review
infi jon from emplovee or job appli egardi

medication or other relevant medical information set forth in the
form submitted prior to drug testing.

(22 The MRO may request that the testin laborato vi
quantification of test results.
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(3) The MRO will provide his interpretation of positive, confirmed test

(40 The MRO wil] assist employe¢’s in an employee assis{ance program,

PROPOSED ORDINANCE NQ. 97-44

ORDINANCE NO. _1248

results to the personnel director.

monitor such employee’ ress and completi
treatment program.

SECTION 34.93

LIST OF DRUGS BY DE OR C N
: Le——
DRUGS T OR C N NA
OPIUM DOVER’S POWDER, PAREGORIC
PAREPECTOLIN
0 INE ORPHIN C SYRUP
CODEINE TYLENOL WITH CODEINE,
EMPIRIN COMPOUND WITH
ODEIN BITUS A
HEROIN D ORP HORSE
SMACK
HYDROMORPHIME DILAUDID
MEPERIDINE (PETHIDINE) DEMEROL PERGAN
METHADONE DOLOPHINE, METHADONE,
METHADOSE
OTHER NARCOTICS LAAM. LERITINE, NUMORPHAN,
PERCODAN, TUSSIONEX,
FENTANYL, DARVON, TALWIN,
LOMOTIL
DEPRESSANTS
CHIORAL HYDRATE NOCTEC, SOMNOS
BARBITURATES PHENOBARBITAL, TUINAL,
AMVTAL NEMB CO
LOTUSATE
CODING: Words in struek-theough type are deletions from existing law;
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ORDINANCE NO. _ 1248

BENZODIAZEPINES ATAVAN, A CLO
DALMAN LIB
XANAX, SERAX NE
YALL VERSTRAN, HA N
PAXIPAM, RESTORIL

METHAQUALONE QUAALUDE

GLUTETHIMIDE DORIDEN

OTHER DEPRESSANTS EQUANIL TOWN, NOLUDAR
PL VALMID

STI S

COCAINE KE KE, SNOW. C K

ETAMINES BIP E. DELC

DESOXYN DEXEDRENE,
METIATRIC

PHENMETRAZINE PRELUDIN

METHYLPHENIDATE RITALIN

OTHER STIMULANTS ADIP BACARA CY
DIDREX, IONAMIN NE
S SANO TENUA
TEPANIL, VORANIL

LLUCIN NS

LSD ACID, MIC T

MESCALINE AND PEYOTE MESC, BUTTONS CTUS

AMPHETAMINE VARIANT 2,5-DMA, PMA, STP A, MD
TMA D

CYCLIDINE PCP. AN UST, HOG

P YCLIDINE ANALOGS

PCE, PCP P

OTHER HALLUCINOGENS

BU NINE, IBOGAINE, DMT
DET YN

CANNABIS

CODING:
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MARIJUANA POT GOLD, GRA
REEFER, SINSEMOLLA. THAI
STICKS
T NNABINOL THC
HASHISH HASH
S OIL HASH OIL
SECTION 34.94
R D PRESC 1 R
R AFFE DR TEST
ALCOHOL
All liguid medications containing ethyl alcohol (etha . Please read label for alco

content. As an example, vick’s nyquil is 25% (50 PROQF) ethyl alcohol, comtrex is 20%

(40 PROOF), contact severe cold formula night strength is 25 % (50 PROOF) and listerine
9

is 26.9% (55 PROQF).
AMPHETAMINES
Qbetrol, bib
CANNABINOIDS
Marinol (dronabinol, THC)
COCAINE
Cocai C
PHENCYCLIDINE
Not legal by prescription
METHAQUALONE
Not legal by prescription

ical Solution

CODING:
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PROPOSED ORDINANCE NO. 97-44

ORDINANCE NO. __1248

OPIATES

Paregor:c narcncgm ! dgnngggl. PG. momh : r_\glenol Wl[h codelne, emg:rm with
cme APAP wi in C tu

nov, v vahisti i i i - in_an

roxanol (morphine sulfate), percodan, vicidin

BARBITURATES

phenobarbiral, winal, amytal, nembutal, seconal, lotusate, fiorinal, fioricet, esgic, butiso],
mebaril, butabarbital, butabital, phrenilin, triad

BENZODIAZEPHINES

Atavan, azene, clonopin, dalmane, di libriu anax X, t valium
verstran, halcion. paxipam, restorial, centrax

METHADONE

Dolophine, methadose
PROPO H

Darvocet, darvon N, dolene

Section 3.  Codification.

It is the intention of the City Commission of the City of Pembroke Pines, that the
provisions of this Ordinance shall become and be made a part of the Code of Ordinances
of the City of Pembroke Pines, Florida, and that the Sections of this Ordinance may be
renumbered, re-lettered and the word "Ordinance” may be changed to "Section", "Article”
or such other word or phrase in order to accomplish such intention.

Section 4.  Conflicting Ordinances.

All prior ordinances or resolutions or pars thereof in conflict herewith are to the

extent of said conflict, hereby determined to be of no force and effect.
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Section S.  Severability.

If any section, sentence, clause, or phrase of this Ordinance is held to be invalid
or unconstitutional by any court of competent jurisdiction, then said holding shall in no
way affect the validity of the remaining portions of this Ordinance.

Sectign 6.  Effective Date.

This Ordinance shall become effective immediately.

PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF

PEMBROKE PINES, FLORIDA, ON THE FIRST READING, THIS 10 DAY OF
DECEMBER , 1997,

PASSED ADOPTED BY THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA, ON THE SECOND AND FINAL READING, THIS

_7_DAY OF _ JANUARY » 199%. 8.

CITY OF PEMBROKE PINES, FLORIDA

o Ll

ATTBST: ) MAYOR ALEX G. FEKETE
5/ L
/," ~r,. 2 4-/ ../'Iu .\ ) L// FEKETE AYE
EILEEN M. TESH, CITY CLERK
ARMSTRONG ___AYE
Proposed by commission
FIORENDINO AYE
I HEREBY CERTIFY THAT I have approved
the of this Ordipance. ORTIS AYE
Iy, —/(/2 UL, 1)7/78 THIBAULT AYE

STEVEN L. JOSJAY, CITY ATTORNEY
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THE CITY OF PEMBROKE PINES
FORM FOR REPORTING THE USE OF PRESCRIPTION OR
NON- PRESCRIPTION MEDICATION

NAME:

DATE:

PRESCRIPTION MEDICATION:

NON-PRESCRIPTION MEDICATION

SIGNATURE:

PRINT NAME:

SOCIAL SECURITY NUMBER:
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PROPOSED ORDINANCE NO. 2002-04

ORDINANCE NO. __ 1399

AN ORDINANCE OF THE CITY OF PEMBROKE PINES,
FLORIDA AMENDING CHAPTER 34 OF THE CODE OF
ORDINANCES OF THE CITY OF PEMBROKE PINES BY
REVISING THAT PART ENTITLED “DRUG AND ALCOHOL
POLICY FOR SAFETY SENSITIVE EMPLOYEES”;
SPECIFICALLY ADOPTING A REVISED DRUG AND
ALCOHOL POLICY IN ACCORDANCE WITH NEW
REGULATIONS PROVIDED IN 49 CODE OF FEDERAL
REGULATIONS PART 655; AMENDING SECTION 34.95 AND
CREATING SECTIONS 34.96 THROUGH 34.105, INCLUSIVE,
CODIFYING THE DRUG AND ALCOHOL POLICY WITHIN
THE CITY'S CODE OF ORDINANCES; PROVIDING FOR
CODIFICATION; PROVIDING FOR CONFLICT; PROVIDING
FOR SEVERABILITY; PROVIDING FOR AN EFFECTIVE
DATE.

WHEREAS, on January 17, 1996, the City Commission of the City of
Pembroke Pines passed and adopted Ordinance No. 1148 establishing a policy entitled
"Drug and Alcohol Policy for Safety Sensitive Employees” (“Drug and Alcohol
Policy”) as mandated by the United States Department of Transportation and the
Federal Transit Administration; and

WHEREAS, on June 19, 1996, the City Commission passed and adopted
Ordinance No. 1168 amending the job classifications to which this Policy applied; and

WHEREAS, in accordance with new regulations provided in 49 Code of
Federal Regulations Part 655 certain additional revisions to the Policy are required; and

WHEREAS, the City Commission of the City of Pembroke Pines has

determined that it is in the best interests of the residents of the City of Pembroke Pines
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PROPOSED ORDINANCE NO. 2002-04

ORDINANCE NO. 1399

to approve and adopt the revised Drug and Alcohol Policy for Safety Sensitive
Employees as provided herein,;

NOW, THEREFORE, BE IT ORDAINED BY THE CITY COMMISSION
OF THE CITY OF PEMBROKE PINES, FLORIDA THAT:

SECTION 1. The foregoing “WHEREAS” clauses are hereby ratified as being
true and correct and incorporated herein by this reference. All exhibits attached hereto
are hereby incorporated as though fully set forth herein.

SECTION 2. The City Commission of the City of Pembroke Pines hereby
amends Chapter 34, Section 34.95 of the Code of Ordinances of the City of Pembroke
Pines, Florida, entitied “Drug and Alcohol Policy for Safety Sensitive Employees" as

follows:

DRUG AND ALCOHOL POLICY FOR SAFETY
SENSITIVE EMPLOYEES
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of thi i hall be i ributed rrent _safety-sen 'tive transit
mpl ivi ulletin i n-lin

ans!_msucd to each new safety- WHWDAE_QLLEQ__M
orientation procedure,

ministration regulati

CODING:  Words in strike-through type are deletions from existing law;
Words in underlined type are additions.

Page 4 of 20

JFK :sks 02/08/02
760185.PP\ORD 2002\2002-04 (Revising Drug & Alcohol Policy).doo




VO~ WVhH WN -

PROPOSED ORDINANCE NO. 2002-04

ORDINANCE NO. 1399

A n r, th 1
‘and f an ce):

1. 1 ntal pr C

2._____Odor of alcohol on breath,

3. Slurred speech.

4 i i il

5 lowed reaction

6 1 r I

7., Dependency (up to ten percent (10%) of people who drink

118G UDOT)

1. 24000 people will die on the highway due to the legally-
i ired driver.
2. 12,000 more will dic on the highway due to an alcohol-affected
driver.
3. 15,800 will die in non-highway accident.
4. 30,000 will die due to alcohol-caused liver damage.
ill di ] -i brain di icide.
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000 die due ol-r nditions o
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1 may also call a substance abuse "hotline ica
il on i -356-9996; Nati i Al -

. National Coul Alcoholism and Drug Dependence, 800-N
L: Alc i 00-870-3795; ited f _Brow
County, 954-467-6333; or any state or local substance abuse clearinghouse.

34.97 APP

9. Recreation Laborer
10, Recreation Supervisor
igl Even rdi
12. ion r/H uj
13. Painter
4. i iali
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removed from duty. Any safety-sensitive employee who is reasonably

suspected of be

while on duty,
All safety-sensitive employees will be subject to urine drug testing and breath
Icohol testi any ti hile on -gensiti mpl who

: ut va '_ 'q.=. '-=_1_: jon, as . as 8 verbal declarati
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i violati

TESTING FOR PROHIBITED SUBSTANCES
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requir - m i rior
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If ity of P

Post-accident testing also must be conducted if any non-fatal
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ficer (MRQO

JFK :sks 02/08/02

orpret and evaluate an individual's confirmed positive drug

All test results for prohibited drugs must be verified by a Medical Review
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calibration testing, and specific certification and training standards,

C and v A SO ) S h '1 i d
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eturn-to-duty drug and aiconQ! (est, and ag

CODING:  Words in strike-through type are deletions from existing law;
Words in underlined type are additions.

Page 15 of 20

JFK:sks 02/08/02
760185.PP\ORD 2002\2002-04 (Ravising Drug & Alcohol Policy).doc




O 00 ~I W b W

PROPOSED ORDINANCE NO. 2002-04

ORDINANCE NO. __ 1399

ays or | loye 11 be ine if
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ORDINANCE NO. _1399

SECTION 3. The City Commission of the City of Pembroke Pines hereby

amends Chapter 34, Section 34.95 of the Code of Ordinances of the City of Pembroke

Pines, Florida, entitled “Drug and Alcohol Policy for Safety Sensitive Employees" to

include a revised Drug and Alcohol Policy, attached hereto as Exhibit “A” and shall

be incorporated into Section 34.95 as Exhibit “A” referenced therein. Copies of the

Drug and Alcohol Policy will be kept by the City Clerk and available for inspection.
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SECTION 4. It is the intention of the City Commission of the City of
Pembroke Pines that the provisions of this Ordinance shall become and be made a part
of the Code of Ordinances of the City of Pembroke Pines, Florida. The Sections of this
ordinance may be renumbered, re-lettered and the word "Ordinance” may be changed
to "Section”, "Article" or such other word or phrase in order to accomplish such
intention.

SECTION 5. All Ordinances or parts of Ordinances, Resolutions or parts of
Resolutions in conflict herewith be and the same are hereby repealed to the extent of
such conflict.

SECTION 6. If any clause, section, or other part or application of this
Ordinance shall be held by any court of competent jurisdiction to be unconstitutional or
invalid, such unconstitutional or invalid part or application shall be considered as
eliminated and so not effecting the validity of the remaining portions or applications
remaining in full force and effect.

SECTION 7. This Ordinance shall become effective immediately upon passage

and adoption.
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PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF

PEMBROKE PINES, FLORIDA, ON THE FIRST READING, THIS 20 DAY
OF FEBRUARY , 2002,

PASSED ADOPTED BY THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA, ON THE SECOND AND FINAL READING,

THIS 29 DAY OF MARCH , 2002.

L CITY OF PEMBROKE PINES,
IR B FLORIDA

e BV:WMM
ATTESJ> .~ . YOR ALEX'G. FEKETE

FEKETE AYE

ARMSTRONG AYE

FIORENDINO AYE
i / KATZ AYE
3 o/eL-

OFYICE OF ITY ATTORNEY ORTIS AYE
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Aetna Resources For Living™

Employee Assistance Program

To access services:
1-800-865-3200

resourcesforliving.com
Username: Pembroke Pines FL
Password: eap

Emotional well-being support Ja,

You can call us 24 hours a day for in-the-moment
emotional well-being support. You can also access up to 5
counseling sessions per issue each year.

Visit with a counselor face to face, online with televideo or
get in-the-moment support by phone. Services are free
and confidential. We're always here to help with a wide
range of issues including:

78 03 963 1-ARFL A (8/17) “

City of Pembroke Pines FL

Aetna Resources For Living is an employer sponsored
program, available at no cost to you and all members of
your household. That includes dependent children up to
age 26, whether or not they live at home.

Services are confidential and available 24 hours a day,
7 days a week.

- Relationship support * Anxiety

* Stress management * Substance misuse and

* Work/life balance more

- Family issues * Self-esteem and personal

- Grief and loss development

* Depression

na®
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CITY OF PEMBROKE PINES
EMPLOYEE ASSISTANCE PROGRAM POLICY

PURPOSE:

The City Commission and the City of Pembroke Pines recognize that personal and health
problems can adversely affect the quality of life of its employees.

These problems may include emotional and mental illnesses, family and marital stress,
abuse of alcohol and drugs and many others.

Employees whose job performance problems are not related to lack of skills and who do
not respond satisfactorily to the usual disciplinary procedures are usually in need of the
attention from professionals. With proper treatment, many troubled employees can be
restored to a satisfactory level of job performance. However, if the underlying problems
or illnesses are ignored, they may worsen with time.

In an effort to provide assistance to our employees, the City of Pembroke Pines offers an
Employee Assistance Program (EAP) for the employees and their dependents as part of
its employee services. The EAP provides confidential assessment, referral and counseling
at no cost to employees whose personal or health problems are interfering with their job
performance.

PROGRAM INFORMATION:

1. CONFIDENTIALITY is the basis of the program and is assured. No information
regarding the nature of an employee's use of the program will be made available
to management or will in any way be reflected in the personnel files.

2. Participation in the EAP will not affect an employee's future career advancement
or employment, nor will it protect an employee from disciplinary action if
substandard job performance continues.

3. The EAP may be used in conjunction with DISCIPLINE and is not a substitute for
discipline.

4, The EAP can be accessed by an employee through self-referral or a referral by a
SUpErvisor.

5. If a referral to a provider outside the EAP is necessary, costs may be covered by
the employee's medical insurance benefits1 if not, the costs of such outside
services are the employee's responsibility.




I1I.

THE REFERRAL PROCESS:

The EAP program can be accessed by any full- time permanent employee or eligible
dependent in the following ways:

1.

SELF REFERRAL

The employee or eligible dependent contacts the EAP directly. TOTAL
CONFIDENTIALITY IS ASSURED. No one from the City will receive any

notice of the visits or any reports.
SUPERVISORY REFERRAL

It is the responsibility of the City's supervisors to appropriately confront an
employee wherever they observe changes in performance that suggest a problem.
The supervisor may suggest that the employee voluntarily seek help (informal
referral) from the City's EAP, or decide that the complexity of the observed
problem is such that an involuntary referral to the EAP should be made (formal
referral).

A INFORMAL REFERRAL

1. In order to provide the employee with a means of receiving help
with problems that become apparent1 either through knowledge or
observation, the supervisor can inform the employee of the benefits
provided by the EAP and give the name of the service and the
telephone number.

2. When appropriate, the supervisor should contact and inform the
EAP counselor of the informal referral and the circumstances
leading to such referral.

3. Informal referrals can take place at any time in the disciplinary

process, or if an employee confides in the supervisor that he/she is
having problems of a personal nature.

Ak X NOTE kX

IN AN INFORMAL REFERRAL THE COUNSELOR WILL NOT REVEAL TO THE
SUPERVISOR WHETHER THE EMPLOYEE USED THE SERVICE OR DIVULGE
ANY INFORMATION ABOUT THE VISIT.




B. FORMAL REFERRAL

Through a formal referral, the supervisor directs the employee to make use of the
EAP. Failure to use the EAP may result in a recommendation for disciplinary
action up to and including termination.

In a formal referral:

i, The supervisor or any other manager designated by the City should
contact the EAP provider to discuss the referral prior to the visit.

2. The EAP provider will request the employee to sign a waiver allowing the
provider to call the supervisor or designee to advise whether the employee
saw the provider and followed recommendations.

XARKk NOTE xikXk
NO OTHER DETAILED INFORMATION IS REVEALED TO THE SUPERVISOR.
In extreme circumstances, where termination can occur, the supervisor may opt to give the
employee another opportunity to improve performance by a formal referral to the EAP. In these
cases, the employee may be asked to sign an acknowledgement letter indicating that failure to go

to the EAP and follow recommendations will result in termination.

Supervisors should not attempt to diagnose the nature of the employee's problem. However, they
should be alert to changes in behavior such as:

. Absenteeism

' Chronic lateness

. Personality change

. Decline in work quality

. Unusual behavior that may signal a problem

IV. LEAVE OF ABSENCE

The rules as stated in the Career Service System Rules and Regulations and/or applicable
bargaining agreement will apply to any request for a leave without pay.
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CITY OF PEMBROKE PINES

EQUAL EMPLOYMENT OPPORTUNITY POLICY

1. STATEMENT OF POLICY

Equal Employment Opportunity
The City of Pembroke Pines is an Equal Employment Opportunity employer.

The City does not discriminate against any person in hiring, recruitment, examination,
appointment, training, promotion, salary increases, retention or any other personnel action
because of political or religious opinions, or affiliations, or because of race, color, creed, sex, age,
disability, national origin, marital status, veteran status, sexual orientation/gender identity, or any
other protected class.

Individuals with disabilities will be given full consideration for employment in all departments and
agencies. Physical standards will be fair, reasonable and adapted to the realistic requirements of
the job. Such standards will be based on complete, factual information regarding working
conditions, hazards and essential physical requirements of each job.

The City values and promotes diversity in its workplace. Diversity refers to human differences that
exist in the workplace, including those based on culture, ethnicity, gender, and age. The City
believes that promoting diversity plays an important role in attracting the widest pool of qualified
applicants, fostering greater innovation and creativity, and enhancing our communication and
relationships with customers and the community. The City is committed to enhancing our
diversity and demonstrating that commitment to our employees, customers, and community. The
City promotes diversity by developing policies, programs, and procedures that foster a work
environment in which differences are respected and all employees are treated fairly.

Reasonable accommodations are modifications to applicants' or employees' work environment or
schedule that allow them to perform the essential functions of the job they seek or hold unless
the accommodations create undue hardship for the City. The City is committed to providing
reasonable accommodation to qualified individuals. Requests for reasonable accommodation may
be made by contacting the Human Resources Department.

ﬁdﬂa J A{_—@ | /Boﬂq

Charles F. Dodge Date
City Manager
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2. INTRODUCTION

The Equal Employment Opportunity Program is the City of Pembroke Pines method of documenting
and formulating its commitment to Equal Employment Opportunity and provides a benchmark for
measuring its effectiveness. It is an integral part of the Human Resources management system
including, but not limited to, the City’s Collective Bargaining Agreements. The Plan precludes
preferential treatment and a quota system to solely increase minority or female representation.

The plan shall apply to all City employees.
Its primary objectives are:
1. To eliminate arbitrary, unnecessary and artificial practices that have an adverse impact based
upon any protected class by examining personnel policies and practices and ensuring that

policies and practices are nondiscriminatory.

2. To engage in outreach efforts to ensure that women, minorities, disabled individuals and
veterans participate in all employment opportunities for which they are qualified.

3. To promote harmonious employee relations by providing training regarding personnel policies
and fair employment practices to supervisory employees, increasing employee awareness and
acceptance of race/cultural, sex and disability differences among employees, and prohibiting

unlawful harassment of employees in the work place.

4. To look to having a workforce that is fairly representative of the relevant labor market for all
classes of positions within the City, while selecting the best qualified candidate for position.

5. To provide opportunities for promotions for all employees.

3. EQUAL EMPLOYMENT OPPORTUNITY POLICY

The City of Pembroke Pines is an Equal Opportunity Employer and prohibits discrimination and
harassment because of gender, race, color, religion, national origin, age, disabilities (except where
such factor is a bona fide occupational qualification or required by Federal and State Laws), marital
status, sexual orientation/gender identity and veteran status. This policy shall be applied in all aspects
of personnel hiring, appointment, training, promotion, retention or any other actions and operations.

The Reason for this Policy:

The purpose of this policy is to reaffirm the City’s position regarding equal opportunity in all matters
as well as operate in a manner that is consistent in the spirit and intent of all applicable laws.
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The Type of Conduct Covered by this Policy:

The following is not inclusive, however represents examples of verbal and nonverbal conduct
that are discriminatory and harassing:

A. Referring to a person in a derogatory way regarding his/her religion, ethnic group, color, race,
disabilities, sexual orientation, etc.

B. Telling racial, gender, ethnic, religious, etc. jokes and/or stories
C. Asking unwelcome personal questions about ethnic, racial, gender, religious, etc. issues

D. Displaying visuals that may be degrading to an employee’s gender, ethnicity, race, religion,
disabilities, etc.

Violation of this Policy

Violations of this policy will not be permitted. Any employee or supervisor who violates this policy will
be subject to disciplinary action up to and including termination.

Procedure:

It is a violation of the City policy for any employee to engage in any act or behavior that has been
found to be discriminatory or harassing due to gender, race, color, religion, national origin, age,
disabilities, marital status, sexual orientation, gender identity, or veteran status. Employees should
promptly report an incident of discrimination or harassment directly to their supervisor or the Human
Resources Director. All related incidents will be investigated.

This policy further prohibits any form of retaliation against any employee for bringing up a concern
that may be discriminatory or harassing and/or assisting in an investigation related to discrimination

or harassment.

Filing a Discrimination/Harassment Complaint:

The City’s primary objective in handling complaints is to reach resolution of all EEO concerns through
its administrative processes. There are two (2) methods for filing a complaint under this policy:
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A. INFORMAL PROCESS

When an employee perceives an incident to be discriminatory for the reasons aforementioned, the
employee may choose to have an informal discussion with his/her supervisor or the Department
Director to attempt to resolve the situation at the departmental level. However, choosing this
procedure does not preclude an employee from initiating a formal complaint.

Informal complaints shall be reviewed at the departmental level. A report outlining the facts of the
situation and corrective action implemented, if any, shall be submitted by the Human Resources
Department in all cases.

B. FORMAL PROCESS

Once an employee decides to formally file a complaint, he/she must complete and submit a written
complaint to the Department Director or the Human Resources Director.

The City will investigate all complaints filed by employees in a timely and reasonable manner. The
information regarding the complaint and investigation shall be maintained in confidence to the

extent allowed by the law.

An administrative finding report will be completed, including recommendation to the City Manager
within thirty (30) days from receipt of the written complaint by the Human Resources Department.
The outcome of the investigation and corrective actions, if any, will be forwarded by the Director of
Human Resources to the employee who has filed the complaint as well as the individual against
whom the complaint was filed. The Human Resources Director may assign the investigation to
another party and/or the Threat Management Committee.

The City shall seek to resolve all complaints uniformly. In the event an employee is not satisfied with
the City’s decision, the employee has the right to appeal within ten (10) working days of receipt of the
finding report. A request for an appeal hearing must be made in writing. An appeal hearing before the
City Manager or designee shall be held in less than thirty (30) days from the date of receipt of appeal
request. The City Manager’s decision on such matter shall be final and conclusive.

4. Elements of the Plan

1. Race/Ethnic Identification

The concept of race as used by the Equal Employment Opportunity Commission does not denote
clear-cut scientific definitions of anthropological origins. For the purposes of this plan an employee
may be included in the group to which he or she appears to belong, identifies with, or is regarded in
the community as belonging. However, no person should be counted in more than one race/ethnic

category.

For the purpose of this Equal Employment Opportunity Program, the following race/ethnic categories
will be used:
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The category “White” (not of Hispanic origin): All persons having origins in any
of the original people of Europe, North Africa, or the Middle East. This category
is also referred to as “Caucasian”.

The category “African American” (not of Hispanic origin): All persons having
origins in any of the Black racial groups of Africa.

The category “Hispanic”: All persons of Mexican, Puerto Rican, Cuban, Central
or South American, or other Spanish culture or origin, regardless of race.

The category “Asian or Pacific Islanders”: All persons having origins in any of
the original people of the Far East, Southeast Asia, the Indian Subcontinent, or
the Pacific Islands. This area includes, for example, China, Japan, Korea, the
Philippine Islands, and Samoa.

The category “American Indian or Alaskan Native”: All persons having origins in

any of the original people of North America, and who maintain cultural
identification through tribal affiliation or community recognition.

2. Top Level Support

The City of Pembroke Pines affirms its commitment to provide equal employment opportunity for all
current and prospective employees of the City.

The City Manager or his/her designee shall be responsible for administering the City’s EEO program
and provide leadership to:

A.

Ensure equal opportunity in all personnel policies, practices, written and/or

implications that discriminate on the basis of race, color, gender, religion, national origin, age,
handicap, sexual orientation, and marital status.

Communicate the City’s position on EEO.

Appoint a staff member with sufficient authority and resources to carry out and

Implement the provisions of the Equal Employment Opportunity.

3. Assignment of Responsibilities to Administer the Plan

All administrative personnel are bound by the provisions of Federal, State, and local
Legislation/Laws to make personnel decisions without regard to race, color, religion, gender,
national origin, sexual orientation, age, handicap, or marital status.
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B. All department heads will assist with the following:

1. Having regular discussions with superiors and subordinates to address adherence to the EEO
Policy whenever necessary.

2. Provide assistance to the Human Resource Department to report progress within their
respective areas, as requested.

4. Dissemination of Equal Employment Opportunity Policy Program

The EEO Policy will be disseminated as outlined below:

A. Internal Disseminations

1. The policy statement and non-discrimination posters will be posted and
displayed in areas available to employees and applicants for employment in the City as well as
on the City’s website and or other digital means of communication.

2. All employees will have access to the policy statement.

3. All elective, executiVe, management and supervisory personnel will have access to the Equal
Employment Opportunity document and amendments as stated above.

4, Include non-discrimination clauses in union agreements, and review contractual provisions to
ensure that union agreements are non-discriminatory, as permitted in good faith

negotiations.

B. External Dissemination

We will notify all recruitment sources, representatives, minority, female, disabled and news media of
our EEO policies and encourage them to actively recruit and refer minorities, women and the disabled
to assist us in achieving our objectives.

Communicate to prospective employees the existence and contents of our Equal Employment
Opportunity Program and policies.
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5. Implementing the Equal Employment Opportunity Program

ACTIONS:

Objective 1:

To eliminate arbitrary, unnecessary practices that have an adverse impact based upon race, color,
religion, sex, national origin, age, disability, marital status, and veteran status.

A.

Review and ensure that the City hiring practices do not directly or indirectly
identify, limit or discriminate against any individuals unless bona fide
occupational qualifications require such limitations.

Develop guidelines to foster consistency and uniformity in the processes for
recruitment, hiring, selection, promotion, transfer and training City employees.

Objective 2:

To engage in outreach efforts to ensure that women, minorities, disabled individuals and veterans
participate in all employment opportunities for which they are qualified.

A.

Develop specific recruitment efforts aimed at women, minorities, disabled
individuals and veterans in collaboration with the organization.

Seek the input and involvement from women, minorities, disabled individuals
and veterans in all appropriate aspects of employment.

Announce all externally advertised job opportunities to community organizations whose
constituents are women, minorities, disabled individuals and veterans via the City’s website.

Ensure that announcements, advertisements, pamphlets, brochures and other related
information publicize the City’s commitment.

Objective 3:

To promote harmonious employee relations through increased employee awareness and
acceptance of race, sex, disability and cuitural differences among employees.

A.

Conduct training programs as necessary.
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Objective 4:

Utilize a comprehensive approach to ensure that Equal Employment Opportunity Program is an
integral part of the City of Pembroke Pines.

A. Ensure that union agreements and programs are consistent with the EEO Program.

6. Program Evaluation

Records:

Review personnel actions (such as new hire, promotions, etc.) are reviewed as necessary to ensure
the EEO Program is implemented.

/QM J \/’bo/\q

CITY MANAGER DATE

%M o/

Ty ATTORN DATE

{00279810.1 1956-9900381} 8



\'(.& JOIN US — PROGRESS al‘j/'
& &

WITH U
- N

CITY OF PEMBROKE PINES
FAMILY MEDICAL LEAVE POLICY

59







N

10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27

5"

Proposed Resolutiori No. 93-R~77

RESOLUTION NO. _ 2222
A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA,| AMENDING THE CAREER SERVICE
SYSTEM RULES AND REGULATIONS TO INCLUDE A FAMILY AND
MEDICAL LEAVE POLICY IN ACCORDANCE WITH THE FAMILY AND
MEDICAL LEAVE ACT OF 1993, AS SET FORTH IN ATTACHED
EXHIBIT “A"; PROVIDING [FOR CONFLICTS; PROVIDING FOR
SEVERABILITY; AND PROVIIDING FOR AN EFFECTIVE DATE.
WHEREAS, earlier this yeasr President Clinton signed into law
the Family and Medical Leave Act of 1993 (P.L. 103-3),
hereinafter referred to as the "Act" or "FMLA"; and
WHEREAS, the City 1s covered under the Act and is subject to
its provisions which requires the City to post certain notices
and to provide written guidance to employees concerning their
rights under the Act; and
WHEREAS, the City Commisdion of the City of Pembroke Pines,
Florida, desires to comply with the reguirements of the Act and
deems it to be in the best interest of the citizens and residents
of the City to amend the pfareer Service System Rules and
Regulations to adopt a Family and Medical Leave Policy;
NOW, THEREFORE, BE IT.RESOLVED BY THE CITY COMMISSION OF THE
CITY OF PEMBROKE PINES, FLORIDA,. THAT:
Section 1. The foregding "WHEREAS!" clauses are true and
correct and are hereby ratified and confirmed by the City
Commission.
Section 2. The City's Career Service System Rules and
Regulations are hereby amended to include the Family and Medical
Leave Policy attached hereto ay Exhibit “A" and by this reference

%ade a part hereof.

£11e¥760185k: 9377
12-23-93 Page 1 of 2
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30
31

Proposed ResolutiongNo. 93~R-77
RESOLUTION: NO. __ 2222

Section 3. All resolﬁtions or parts of resolufions in
conflict herewith are hereby repealed to the extent of such
conflict.

Section 4. If any clause, section, other part or
application of this Resolution is held by any court of competent
jurisdiction to be unconstitutional or invaiid, in part or
application, ‘it shall not affect the validity of the remaining
portions or applications of this Resolution.

Section 5. This Resiolution shall become effective
immediately upon its passage and adoption.

PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF PEMBROKE

'PINES, FLORIDA, THIS _19 DAY OF _JANUARY , 1993,

FLANAGAN _AYE
CITY CLERK" _

- THIBAULT AYE
Proposed by Commission ARMSTRONG AYE
LEG NOTE.

‘ FEKETE AYE
I HEREBY CERTIFY that I
hate approved the form .
of| this resolution and NELSON AYE
WA[LVE THE REQUIREMENT
F NSTRUCT.

>

1
STEVEN L.\ JOSIAS
CITY ATTORNEY

f1ile#760185k:93r77
12-23-03 Page 2 of 2



CITY OF PEMBROKE PINES
FAMTILY AND MEDICAL LEAVE

THE FEDERAL GOVERNMENT'S FAMILY ANﬂEMEDICAL LEAVE ACT OF 1993 (FMLA
AN ACT) IS EFFECTIVE ON AUGUST 5, 1993 FOR ELIGIBLE EMPLOYEES. THE
ACT WILL BECOME EFFECTIVE FOR BARGAINING UNIT MEMBERS ON FEBRUARY
5, 1994, OR SOONER IF A CONTRACT EXPIRES.

PREVAILING LAW

NEITHER THE FAMILY AND MEDICAL LEAVE ACT OR THIS POLICY
IMPLEMENTING THE ACT, SUPERSEDE THE PROVISIONS OF ANY STATE OR
LOCAL LAW, OR COLLECTIVE BARGAINING AGREEMENT PROVIDING GREATER
FAMILY AND MEDICAL LEAVE RIGHTS.

DEFINITIONS
ELIGIBLE EMPLOYEE'S

EMPLOYEES OF THE CITY WHO HAVE WORKED FOR THE CITY FOR AT LEAST 12
MONTHS AND HAVE WORKED AT LEAST 1,250 HOURS DURING THAT TIME MAY BE
ENTITLED TO A TOTAL OF 12 WEEKS OF !UNPAID MEDICAL LEAVE DURING ANY
12 MONTH PERIOD, COMMENCING FROM/ THE FIRST DATE OF THE LEAVE
PERIOD, WHEN LEAVE IS TAKEN FOR ONE: OR MORE OF THE CIRCUMSTANCES AS
STATED UNDER LEAVE ENTITLEMENT.' INCLUDES REY EMPLOYEE'S, AS
HEREAFTER DEFINED, EXCEPT WHERE EXPRESSLY EXCLUDED.

KEY EMPLOYEE'S

MEANS SALARIED EMPLOYEES WHO ARE AMONG THE HIGHEST PAID 10% OF ALL
EMPILOYEES.

FAMILY MEMBER

FAMILY MEMBER INCLUDES SPOUSE, PARENTS , SON AND DAUGHTER. THE TERM
SPOUSE MEANS CURRENT HUSBAND OR WIFE AS RECOGNIZED UNDER STATE LAW
FOR PURPOSES OF MARRIAGE, INCLUDING COMMON LAW MARRIAGE IN STATES
WHERE IT IS RECOGNIZED. THE TERM PARENT MEANS THE BIOLOGICAL PARENT
OR INDIVIDUAL WHO STANDS OR STOOD IN LOCO PARENTIS (IN THE PLACE OF
A PARENT) TO AN EMPLOYEE WHEN THE EMPLOYEE WAS A CHILD. THIS TERM
DOES NOT INCLUDE PARENTS "IN LAW". THE TERMS SON OR DAUGHTER MEANS
BIOLOGICAL, ADOPTED, OR FOSTER CHILD A STEPCHILD, A LEGAL WARD, OR
A CHILD OF A PERSON STANDING IN LOZO PARENTIS, WHO IS EITHER UNDER
AGE 18, OR AGE 18, OR OLDER AND INCAPABLE OF SELF CARE BECAUSE OF
A MENTAL OR PHYSICAL DISABILITY.



LEAVE ENTITLEMENT

ELIGIBLE EMPLOYEES MAY BE ENTITLED #O FMLA LEAVE WHEN SUCH LEAVE IS
TAKEN FOR ONE OR MORE OF THE FOLLOWING CIRCUMSTANCES:

1. THE BIRTH OF A CHILD OF AN EMPLOYEE AND TO CARE FOR THE CHILD;

2. THE PLACEMENT OF A CHILD WITH AN EMPLOYEE FOR ADOPTION OR
FOSTER CARE. FOSTER CARE REQUIRES STATE ACTION.

3. TO CARE FOR THE SPOUSE, CHILD:; OR PARENT OF AN EMPLOYEE, BUT
NOT A PARENT "IN LAW", IF THE FAMILY MEMBER HAS A SERIOUS
HEALTH CONDITION; OR '

4. THE EMPIOYEE IS UNABLE TO 'PERFORM THE FUNCTIONS OF THE
POSITION, BECAUSE OF THE ﬁMPLOYEE'S OWN SERIOUS HEALTH
CONDITION.

SPOUSES EMPLOYED BY THE CITY ARE FOINTLY ENTITLED TO A COMBINED
TOTAL OF 12 WEEKS OF FAMILY LEAVE FOR THE BIRTH, ADOPTION OR FOSTER
CARE OF A CHILD OR FOR THE CARE QF A CHILD OR PARENT WHO HAS A
SERIOUS HEALTH CONDITION.

THE EMPLOYEE'S ENTITLEMENT TO LEAWE FOR BIRTH, ADOPTION OR FOSTER
CARE, EXPIRES AT THE END OF THE 12 MONTH PERIOD BEGINNING ON THE
DATE OF THE BIRTH OR I'LACEMENT.

A SERIOUS HEALTH CONDITION IS.Aﬁ ILLNESS, INJURY, IMPAIRMENT,
PHYSICAL OR MENTAL CONDITION THAT INVOLVES:

1. INCAPACITY OR TREATMENT CONNECTED WITH INPATIENT CARE AT A
HOSPITAL, HOSPICE OR RESIDENTIAL MEDICAL CARE FACILITY
INVOLVING AN OVERNIGHT STAY.

2. INCAPACITY REQUIRING ABSENCE @F THREE CALENDAR DAYS FROM WORK
THAT INVOLVES CONTINUING TREATMENT OR SUPERVISION OF A HEALTH
CARE PROVIDER.

3. CONTINUING TREATMENT BY A HEALTH CARE PROVIDER FOR A CHRONIC
LONG TERM HEALTH CONDITION THAT IF NOT TREATED WOULD LIKELY
RESULT IN A PERIOD OF INCAPACITY OF MORE THAN 3 CALENDAR DAYS.

AN EMPLOYEE REQUESTING UNPAID FMLA LEAVE SHALL EXPLAIN, IN WRITING,

TO THE PERSONNEL DIRECTOR THE REASDNS FOR THE NEED FOR SUCH LEAVE.
THE EMPLOYEE SHALL GIVE, WHEN FORESEEABLE 30 DAYS ADVANCE NOTICE
OF THE NEED FOR FMLA LEAVE. ﬂHE CITY MAY REQUEST AS MUCH
SUBSTANTIATING DOCUMENTATION FRAM THE EMPLOYEE AS IT FEELS
NECESSARY TO MAKE A DETERMINATION AS TO WHETHER THE REASON FOR THE
REQUEST QUALIFIES UNDER THE ACT. :THE PERSONNEL DIRECTOR AND THE
DEPARTMENT DIRECTOR, AFTER CARHFUL REVIEW, SHALL FORWARD A
RECOMMENDATION TO THE CITY MANAGER.
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A CERTIFICATE OF PHYSICIAN OR PRPE‘CTITIONER FORM WH-380 SHALL BE
REQUIRED FROM A QUALIFIED HEALTH : CARE PROVIDER FOR ANY MEDICAL
REASON CITED BY THE EMPLOYEE. THE CITY MAY NOT REQUEST ADDITIONAL
INFORMATION FROM SUCH PROVIDER BUT MAY REQUIRE THE EMPLOYEE TO
OBTAIN, AT THE CITY'S EXPENSE, A !SECOND OPINION. THE CITY SHALL
DESIGNATE THE HEALTH CARE PROVIDER:TC FURNISH SUCH SECOND OPINION.
IF THE TWO OPINIONS CONFLICT, THE CITY MAY REQUIRE THE EMPLOYEE, AT
THE CITY'S EXPENSE, TO OBTAIN CERTj:FICA’I‘ION FROM A MUTUALLY AGREED
UPON THIRD HEALTH CARE PROVIDER WHO'S OPINION WILL BE FINAL.

INTERMITTENT OR REDUCED BCHEDULE IHEAVE

WHEN MEDICALLY NECESSARY, INTERMITTENT OR REDUCED SCHEDULE LEAVE
MAY BE TAKEN DUE TO AN EMPLOYEES DWN SERIOUS HEALTH CONDITION OR
THAT OF A FAMILY MEMBER.

INTERMITTENT OR REDUCED SCHEDULE LEAVE IS NOT AVAILABLE FOR THE
BIRTH OR PLACEMENT OF A CHILD.

PLANNED MEDICAL TREATMENT ARE REQUIRED TO PRODUCE CERTIFICATION
OUTLINING THE DATES ON WHICH TREATMENT IS EXPECTED AND THE DURATION
OF THE TREATMENT. EMPLOYEES ARE {EXPECTED TO MAKE A REASONABLE
EFFORT, SUBJECT TO THE HEALTH CARE PROVIDER'S APPROVAL, TO SCHEDULE
TREATMENT SO .AS TO NOT UNDULY BISRUPT THE CITY'S OPERATIONS.
EMPLOYEES ARE REQUIRED. TO GIVE T CITY, THROUGH THE PERSONNEL
DEPARTMENT, THIRTY (30) DAYS NOTICE OR AS MUCH NOTICE AS IS
PRACTICABLE OF THEIR INTENTIONS.

EMPLOYEES SEEKING INTERMITTENT OR§‘EDUCED SCHEDULE LEAVE BASED ON

IN THE EVENT AN EMPLOYEE REQUESTS INTERMITTENT OR REDUCED SCHEDULE
LEAVE DUE TO A FAMILY MEMBER'S OR THE EMPLOYEE'S OWN SERIOUS HEALTH
CONDITION, THE CITY MAY ELECT TO TEMPORARILY TRANSFER THE EMPLOYEE
TO AN AVAILABLE ALTERNATIVE POSETION, WITH EQUIVALENT PAY AND
BENEFITS, FOR WHICH THE EMPLOYEE Is QUALIFIED AND WHICH BETTER
ACCOMMODA’I.‘ES THE CITY'S NEEDS AND 'T‘HAT OF THE EMPLOYEE.

NOTICE FROM ELIGIBLE AND KEY EMPLOYEES

A MINIMUM OF THIRTY (30) DAYS A:VANCE NOTICE OF AN EMPLOYEE'S
INTENT TO TAKE LEAVE IS REQUIRED WHEN IT IS FORESEEABLE DUE TO:

1. THE EXPECTED BIRTH OF A CHILD.
2. THE EXPECTED PLACEMENT OF A CHILD FOR ADOPTION OR FOSTER CARE.

3. PLANNED MEDICAL TREATMENT FOR A CHILD, SPOUSE OR PARENT WITH
A SERIOUS HEALTH CONDITION.

4. PLANNED MEDICAL TREATMENT IN:THE CASE OF THE EMPIOYEE'S OWN
SERIOUS HEALTH CONDITION



IF LEAVE HAS TO BEGIN IN LESS THAN /;THIRTY (30) DAYS AS A RESULT OF
ONE OF THE ABOVE REFERENCED CIRCUMSTANCES, THE EMPLOYEE MUST
PROVIDE THE CITY, THROUGH ITS PERYONNEL DEPARTMENT, WITH AS MUCH
ADVANCE NOTICE AS IS PRACTICABLE, °

NOTICE MUST BE PROVIDED, IN WRITING TO THE PERSONNEL DEPARTMENT OF
THE CITY. IN THE EVENT NOTICE IS NO& GIVEN IN THESE CIRCUMSTANCES,

THE EMPLOYEE WILL BE CONSIDERED TO:ﬁAVE TAKEN "UNAUTHORIZED LEAVE"
AND WILL BE SUBJECT TO APPROPRIATE DISCIPLINARY ACTION AS SET FORTH.
IN THE CITY'S CAREER SERVICE RULES: AND REGULATIONS.

NOTICE FROM CITY TO KEY EMPLOYEES

THE CITY SHALL NOTIFY A KEY EMPﬂbYEE BEFORE LEAVE IS TAKEN IF
ECONOMIC INJURY IS FORESEEN AT THE: TIME.

CERTIFICATION

WHEN LEAVE IS REQUESTED BASED ON A FAMILY MEMBER'S OR EMPLOYEE'S
OWN SERIOUS HEALTH CONDITION, THE EMPLOYEE MUST PROVIDE, IN
WRITING, A MEDICAL CERTIFICATE STATING THE CONDITION AND THE NEED
FOR LEAVE FROM THE EMPLOYEE'S dR FAMILY MEMBERS HEALTH CARE
PROVIDER WITHIN TEN (10) DAYS OF THE WRITTEN REQUEST FOR LEAVE. THE
CERTIFICATE MUST CONTAIN THE FOLLOWING:

1. THE DATE THE SERIOUS HEALTH CONDITION BEGAN.
2. THE PROBABLE DURATION OF THE TONDITION.

3. THE APPROPRIATE MEDICAL FACT$ REGARDING THE CONDITION WHICH
ARE WITHIN THE KNOWLEDGE OF THE HEALTH CARE PROVIDER.

4. WHEN THE REQUEST FOR LEAVE IS BASED UPON THE NEED TO CARE FOR
A CHILD, SPOUSE OR PARENT, A STATEMENT THAT THE EMPLOYEE IS
NEEDED TO PROVIDE THE CARE AMD AN ESTIMATE OF THE AMOUNT OF
TIME THAT THE NEED WILL CONTINUE.

5. WHEN LEAVE IS BASED UPON THE, EMPLOYEE'S OWN 'SERIOUS HEALTH
CONDITION, A STATEMENT THAT EMPLOYEE IS UNABLE TO PERFORM THE
FUNCTIONS OF HIS OR HER JOB.

6. WHEN INTERMITTENT OR REDUCED 'SCHEDULE LEAVE IS REQUESTED FOR
PLANNED MEDICAL TREATMENT, A STATEMENT FROM THE HEALTH CARE
PROVIDER STATING THAT THE LEAVE IS MEDICALLY NECESSARY, THE
DATES THE TREATMENT IS EXPECTED TO BE GIVEN AND THE DURATION
OF THE TREATMENT.

THIS CERTIFICATION WILL BE TREATED AS A CONFIDENTIAL MEDICAL RECORD
AND THE INFORMATION WILL BE DISCLASED ONLY AS REQUIRED BY LAW.



USE OF PAID LEAVE - DESIGNATION OF PAID LEAVE AS FMLA LEAVE

EMPLOYEES WHO ARE GRANTED FMLA LEAVE ARE REQUIRED TO USE ALL
ACCRUED PAID LEAVE, VACATION, SICK; PERSONAL DAYS AND COMPENSATION
TIME, PRIOR TO FMLA LEAVE WITHOUT PAY. SUCH ACCRUED TIME SHALL BE
INCLUDED IN THE TOTAL OF THE MAXIMUM LEAVE IN THE DESIGNATED YEAR.

CONTINUATION OF BENEFITS

THE CITY SHALL CONTINUE GROUP HEALTH PLAN COVERAGE FOR EMPLOYEES ON
FMLA LEAVE FOR THE DURATION OF THE ELIGIBLE EMPLOYEE'S LEAVE.
COVERAGE SHALL BE PROVIDED ON THE SAME LEVEL AND UNDER THE SAME
CONDITIONS THAT COVERAGE WOULD HAVE BEEN PROVIDED IF NO LEAVE HAD
BEEN TAKEN. AN EMPLOYEE ON FMLA LEAVE WITHOUT PAY SHALL PAY ANY
DEPENDENT COVERAGE AND OTHER PREMIUMS NORMALLY PAID. SUCH PAYMENT
IS DUE IN THE PERSONNEL DEPARTMENT BY THE 25TH OF EACH MONTH.

IN THE EVENT AN EMPLOYEE FAILS TO RETURN TO WORK AFTER THE PERIOD
OF LEAVE EXPIRES, THE CITY MAY REQOVER ANY PREMIUMS THE CITY PAID
FOR COVERAGE DURING THE LEAVE PERIOD. SUCH RECOVERY CAN BE TAKEN
FROM ANY BENEFITS OR WAGES OWED.BY THE CITY TO THE EMPLOYEE.

SHOULD THE EMPLOYEE FAIL TO RETURN DUE TO THE FOLLOWING
CIRCUMSTANCES THE CITY WILL NOT ATTEMPT TO RECOVER SUCH PREMIUMS:

1. CONTINUATION, REOCCURRENCE OR ONSET OF AN EMPLOYEES OWN
S8ERIOUS HEALTH CONDITION OF A THAT OF A FAMILY MEMBER;
2. DUE TO OTHER CIRCUMSTANCES BFVOND THE CONTROL OF THE EMPLOYEE

THE EMPLOYEE IS REQUIRED TO PROVIDE THE PERSONNEL DEPARTMENT WITH
WRITTEN CERTIFICATION, FROM THE EMELOYEE'S OR FAMILY MEMBERS HEALTH
CARE PROVIDER, SUBSTANTIATING 1 AND/OR 2 ABOVE. FAILURE TO RETURN
WITHIN 30 CALENDAR DAYS OF THE AGREED UPON DATE AND PROVIDE THE
ABOVE CERTIFICATION MAY RESULT IN TERMINATION AND THE CITY MAY
RECOVER PREMIUMS PAID.

RECERTIFICATION

AN EMPLOYEE WHO HAS TAKEN LEAVE BECAUSE OF THE EMPLOYEE'S OWN
SERIOUS HEALTH CONDITION OR THAT OF A FAMILY MEMBER IS REQUIRED BY
THE CITY TO OBTAIN SUBSEQUENT WRITTEN RECERTIFICATION OF THAT
MEDICAL CONDITION EVERY FIVE (5) WEEKS DURING THE DURATION OF THE
CONDITION. IN ADDITION, EMPLOYEES' ON FMLA LEAVE ARE REQUIRED TO
REPORT EVERY 2 WEEKS, IN WRITING, ON THEIR STATUS AND THE INTENTION
OF THE EMPLOYEE TO RETURN TO WORK. FAILURE TO REPORT AS STATED
ABOVE MAY SUBJECT THE EMPLOYEE TO DISCIPLINARY ACTION FOR UNEXCUSED
ABSENCES.



REINSTATEMENT

ELIGIBLE EMPLOYEES OTHER THAN KEY EMPLOYBES, WHO COMPLY WITH ALL
PROVISIONS OF THIS POLICY AND WHO RETURN FROM FMLA LEAVE WILL BE
RETURNED TO THE JOB POSITION HELD K PRIOR TO THE LEAVE, OR MAY BE
PLACED, AT THE DISCRETION OF THE dITY, IN AN EQUIVALENT POSITION
WITH EQUIVALENT BENEFITS, PAY AND OTHER TERMS AND CONDITIONS OF
EMPLOYMENT. IF AN EMPLOYEE IS NO LONGER QUALIFIED FOR A POSITION
BECAUSE OF FAILURE TO RENEW A I%)CENSE OR ATTEND A CILASS THE
EMPLOYEE WILL BE AFFORDED A REASONABLE OPPORTUNITY TO FULFILL THE
REQUIRED CONDITIONS.

THE CITY MAY DENY RESTORATION TO A XEY EMPLOYEE IF:

1. DENIAL IS NECESSARY TO PREVENT "SUBSTANTIAL AND GRIEVOUS
ECONOMIC INJURY" TO THE EMPLOYER'S BUSINESS; AND

2. THE CITY NOTIFIES EMPLOYEE OF; ITS INTENT TO DENY RESTORATION
ON THAT BASIS AT THE TIME THE CITY DETERMINES THAT SUCH
"INJURY" WOULD OCCUR AND AFT®R BEING NOTIFIED, THE EMPLOYEE
ELECTS NOT TO RETURN. THE C}TY SHALL NOT DENY THE EMPLOYEE
THE OPPORTUNITY TO TAKE LEAVE;(I.E., MUST NOTIFY THE EMPLOYEE
AFTER THE LEAVE IS REQUESTED BUT BEFORE THE LEAVE IS TAKEN, IF
ECONOMIC INJURY IS FORESEEN A1 THAT TIME) AND, IF THE EMPLOYEE
ALREADY IS ON LEAVE WHEN THE NOTICE IS GIVEN, THE CITY SHALL
GIVE THE EMPLOYEE AN OPPORTUNITY TO RETURN TO WORK. .

WHILE ON LEAVE ELIGIBLE EMPLOYEES WILL RETAIN ALL ACCRUED BENEFITS.
AN EMPLOYEE WILL NOT ACCRUE ANY ADDITIONAL BENEFITS DURING FMLA
LEAVE (E.G. VACATION, LONGEVITY, SENIORITY, SICK ETC.). REINSTATED
EMPLOYEES ARE NOT ENTITLED TO ANY RIGHT, BENEFIT OR POSITION OF
EMPLOYMENT OTHER THAN ANY TO WHICW THEY WOULD HAVE BEEN ENTITLED
HAD THEY NOT TAKEN THE LEAVE.

PRIOR TO REINSTATEMENT AN EMPLOYEE WHOSE LEAVE WAS BASED ON THE
EMPLOYEE'S OWN SERIOUS HEALTH COND#TION IS REQUIRED TC PROVIDE, IN
WRITING, TO THE PERSONNEL DEPARTMENT A CERTIFICATION FROM THE
EMPLOYEE'S HEALTH CARE PROVIDER THAT THE EMPLOYEE IS ABLE TO RETURN
TO WORK.
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CHARTER SCHOOLS & EARLY LEARNING CENTERS

DISCLAIMER - SAFETY PROGRAM POLICY

The following Articles from the City of Pembroke Pines Safety Program Policy
(Ordinance 1131) do not apply to Charter School & Early Learning Center employees.

Articles: 5,6,7,8,9,10,11,17,18,21,22
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PROPOSED ORDINANCE NO. 95-34
ORDINANCE NO. 1131

AN ORDINANCE OF THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA, AMENDING THE ATTACHMENT TO
SECTION 33.30 OF THE CODE OF ORDINANCES OF THE CITY OF
PEMBROKE PINES, FLORIDA, TC AMEND THE "SAFETY PROGRAM"
TO COMPLY WITH RULE 38I-74.001 OF THE DEPARTMENT OF
LABOR AND EMPLOYMENT SECURITY; PROVIDING FOR

CONFLICTS; PROVIDING FOR SEVERABILITY; PROVIDING FOR
AN EFFECTIVE DATE.

BE IT ORDAINED BY THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA, THAT:

Section 1. The attachment to Section 30.30 of the Code
of Ordinances of the City of Pembroke Pines, Florida, ("Code"®)
is amended to read as set forth in Exhibit "A" attachéd hereto
and by this reference made a part hereof.

Section 2. If any clause, section, Or other part or
application of this Ordinance shall be held by any court of
competent jurisdiction to be unconstitutional or invalid, such
unconstitutional or invalid part or application shall be
considered as eliminated and sc not effecting the validity of
the remaining portions or applications remaining in full foxce
and effect.

Section 3. All Ordinances or parts of Ordinances,
Resolutions or parts of Resolutions in conflict herewith be and

the same are hereby repealed to the extent of such conflict.

CODING: Words in struek-threugh type are deletion from
existing law;
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PROPOSED ORDINANCE NO. 95-34
ORDINANCE NO. _ 1131
Section 4. This Ordinance shall become effective as
provided by law.
PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF

PEMBRORE PINES, FLORIDA, ON THE FIRST READING, THIS _2 DAY OF
AUGUST , 1995,

PASSED ADOPTED BY THE CITY COMMISSION OF THE CITY OF PEMBROKE
PINES, FLORIDA, ON THE SECOND AND FINAL READING, THIS _20Q DAY OF
SEPTEMBER , 1995,

CITY OF PE OKE EBJINES, FLORIDA

ILE M. T
CITY CLERK

ARMSTRONG NAY

Proposed by commission FIORENDINO, AYE

RUBINSTEIN___ AYE

I HEREBY CERTIFY that I
sd the form THIBAULT AYE

flance.
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Proposed Ordinance No. 95-34
EXHIBIT "AY

SAFETY PROGRAM
CITY OF PEMBROKE PINES

ARTICLE ¥ 1
OBJECTIVE

The objective of this Program is to obtain the highest possible
degree of accident free operation in order that the best interxests
of the employees and the City may be served.

ARTICLE ++ 2
AUTHORIZATION OF SAFETY PROGRAM

Upon approval of the Safety Program by the City Eeumedl

issji it shall become effective immediately upon pagsage and
adoption of the enabling ordinance, and it shall then become the
responsibility of each department head to see that the plan is
followed.

ARTICLE FIF 3

Accidents do not "just happen" - they are caused. Accidents are
the results of faulty planning or operation. Unsafe acts and/or
unsafe conditions do not automatically correct themselves.
Therefore, a safety control program is essential. Safety is a part
of efficiency and must be made a part of every activity and phase
of operations.

ARTICLE I¥ 4
PURPOSE

The purpose of the Safety Program is to establish within the City’s
departments, safety procedures for both the administrators and the
employees. By establishing and teaching safety procedures,
everyone will become aware of and correct unsafe conditions and
practices.

ARTICLE ¥ §

ORGANIZATION
There shall be Safety-Committee a Safety Review Board composed of
the department heads of all departments of the City. Baehk
ﬂe9aEHWHH?—4Eﬂd—“H*Lk—iﬁmﬁ*&b—*b—saﬁﬁﬁrﬁGH?Qf¥%&0¥——itﬂm——ﬁhe
depamtment- Each department head shall request volunteers from
he department to gerve as Safe Supervisors and represent the

¥:\woxrk\760185.pp\95.343AF.EXH
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Proposed Ordinance No. 95-34
EXHIBIT "A"

. There shall be prepared a

department on the Safety Committee
Safety Manual which shall be distributed to all employees of the

City. There shall be anheeidentReview Beoard g Safety Committee.
ARTICLE ¥E §
Safety-Cemmittee SAFETY REVIEW BOARD RESPONSIBILITIES
The Safety—Commitiee Safety Review Boaxd shall:

A. Review & Make Determinations as Follows;

1. Review monthly., all job related personal injuries
or property damage.

2. Determine if the employee’s actions contributed to
the injury.

3. Determine if unsafe conditions existed that caused
the employee’s injury.

4. Review the findings of the Aceident—Review—Beard
Safety Committee on employee‘s vehicular accidents.

B. Appeal & Hearings
1. Upon the &emmittee Board making a determination

which is adverse to the employee, the Committee
Board shall motify the employee in writing of their
determination and of his/her right to request a
hearing before the Safety-Cemmitteer Safety
Review Board,

2. Hearings before the Cemmittee Board shall be conducted
informally in accordance with the procedures established
by the Cemmittee Board and shall not be bound by formal
rules of evidence.

3. All parties, including the Gemmitteer Boaxd, shall
have the opportunity to call witnesses, produce
books, recorda, documents oxr other materials, and
to present evidence pertinent to the hearing.
Furthermore, each party shall have the opportunity
to ask questions and cross examine witnesses.

C. Determinations & Recommendations

1.

At the conclusion of each hearing the Cemmittee

k:\work\760185.pp\9S.348AF .EXH
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Proposed Ordinance No. 95-34
EXHIBIT "A"“

Board shall communicate to the employee its
determination orally and direct the secretary to
tranemit its recommendations to the City Manager.

2, Make recommendations to the City Manager and/or the
individual department head pertaining to safety
procedures of unsafe conditions.

3. Recommend action to be taken if any employee is
found to be negligent or contributory to personal
aceidents or vehicular accidents or property
damage.

4. Recommend standards for safety eguipment for use by
employees.

General Responsibilities

1. Help plan safety program activities and conduct
safety training. :

2. Train employee in safe work methods and advise of
any hazards in their assigned jobs.

3. Schedule regular departmental safety meetings for a
review of safety practices discussion to maintain
interest and awareness of safety on the job.

: 3 cd e CityCounedl

c il Ay P )
54. Establish standards for job safety and driver
performance.
6——Fosue—safaty—ecexrtificates—te—all-employces—whe—are
aceident—freefor the—yearr
ARTICLE V¥ 7
SU, ESPO! ITI

The Safety Supervisors shall:

1.

2.

Be responsible to inspect their department’s work area(s)
and equipment and report and have corrected any existing
hazardous conditions.

Investigate all injurles and accidents within their

k:\work\760185.pp\95.34SAF_EXH
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Proposed Ordinance No. 95-34
EXHIBIT “A"

department and make a full written report to the
department head which will be submitted to the Bafety

Committee~ Safety Review Board.

3. Help plan and conduct safety program activities within
their departments.

4. Report to the department head any unsafe equipment or
conditions whether within the department or in another
department.

5. Help train employees in safety working habits.

6. Suggest corrective measures with the department.

ARTICLE VIIE 8
ACCIDENT REVIEW-BOBRD s___C.__._LuQMB_o_s;_MAFETY OMMITTE

3. Review all job related vehicular accidents.
4. Determine the fault and responsibility of said accident.
5. Determine the preventability of each accident.

6. Forward their findings to the Safety €Cemmittee Review
Board along with theilr recommended action to be taken.

k:\work\760185.pp\95.34SAF.EXH
8/09/95
Page 4 of 13



Proposed Ordinance No. 95-34
EXHIBIT "A"

] ARTICLE ¥X 2
G P LITIES

General responsibilities are as follows:

X:\work\760185.pp\95.34SAF.EXH
8/09/95
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Proposed Ordinance No. 95-34
EXHIBIT "A"

Management - Department Head shall:

A.

B.

C.

D.

F.

Request a volunteer to serve as
safety supervisor who will help administer the
Safety Program.

Provide example, leadership and direction.
Conduct periodic safety inspections.
Enforce safety rules.

Insure that all accidents are investigated and
reported.

Insure that preventative and correction action is
taken.

Safety Supervisorxs shall:

A.

B.

C.

D.

Promote pafety awareness.

Investigate thoroughly the causes of all accidents
and report to the department head.

See . that all accidents are reported promptly
regardless of nature.

Advise all employees the policy for the violation
of safety rules.

Employee shall:

A.

B.

Follow all safety rules and regulations.

Report to your immediate supervisor and/ox
department head any and all unsafe conditions
within the department or in another department.
Keep work areas orderly and clean.

Use e—safe—menmer all tools and equipment— in a
gafe wanner,

Report all accldents immediately to supervisor

and/or department head. If injured, get medical
treatment.

k:\work\76018S.pp\95.34SAF.EXH
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Proposed Oxdinance No. 95-34
EXHIBIT "A"

Operate only the equipment authorized and only the
equipment in which you have been instructed.

Wear protective equipment issued and dress safely.
Do not engage in "horse-play."

Obey all safety rules and practices.

Take an active part in the Safety Program.

Offer suggestions for safety ilmprovement.

ARTICLE ¥ 10
VERICL BILITIES

Vghicular accidents are probably the most costly accident to the
City and the employees. Therefore, this article is being presented
in a supplementary manner.

The general responsibilities are:

1.

Management - Department Head shall:

A.
B.

c.

D.

E.

F.

Provide leadership, example, and direction.
Establish driver training programs.

Routinely inspect the driver’s licenses and driving
records of those employees using City vehicles.

Periodically ride with a driver for the evaluation
of his driving performance.

Acquaint all drivers with rules and regulations of
vehicle operations.

See that all rules and regulations are enforced and
followed.

safety Supervisors shall:

A,

Investigate all vehicle accidents and report
findings in writing to the department head.

Be alert to observe unsafe driving practices and

' see to immedlate correction.

X:\work\760185.pp\95.34SAF.EXH
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The

once each month.

Proposed Ordinance No. 95-34
EXHIBIT "“A"

C. Asgist in the administering of the Safety Program.

Employees shall:

A. Inspect the vehicle they are assigned on a daily
basis before driving. Any defects are to be
reported immediately to the department head and/or
supervisor.

B. Insure any City vehicles used by employese shall be

parked in such a manner as not to require that they
must back up to exit a parked position, whenever
possible or practicable.

c. Report any defects occurring during the operation
immediately to the supervisor and/or department
head.

D. Ingpect the vehicle they are assigned on a daily

basis at end of work shift and report any defects
immediately to the supervisor and/or department
head.

E. Fill out driver’'s accident report form if involved
in an accident.

F. Practice safe driving habits.
ARTICLE #¥ 11

GARETY—COMMIRTER SAFETY REVIEW BOARD MEETINGS
i Safety Review Board shall meet no less than
Safety Review Board meetings

shall be for the following purposes:

1.

4.

To review and discuss accident. reports and determine if
the ewmployee 1is nonchargeable or chargeable for the
accident.

To conduct hearings as more particularly described in
Article VI hereof.

Evaluate all hazards and make recommendations to the City
Manager for corrections for the safety of the employees.

Recommend safety rules and regulations to the City
Manager to be presented to the &iky —Coeuneil City

k:\work\760185.pp\95.34SAF EXH
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Proposed Ordinance No. 95-34
EXHIBIT "A"

Commisgion for apprdval and final adoption.

5. Assist in planning seminare to stimulate and maintain the
interest of the employees in the Safety Program,

6. Discuss violations of the Safety rules, unsafe working
conditions, unsafe work practices, use of hazardous
equipment and make recommendations regarding same.

7. Report to the City Manager the discussions of the Safety
Cemmittee Safety Review Board and theilr findings.

8. Recommend to the City Manager any disciplinary action
which should be taken by the City Manager.

ARTICLE ¥FF 12
DEPARTMENTAL SAFETY MEETINGS

Bach department head will be responsible for conducting short,
periodic safety meetings within their department. The meetings
will be held on a regular work day and should not last more than
fifteen to twenty minutes. The following should be presented to
the employees:

1. Advise of all accidents within the department which
resulted in personal injury or damage to property.

2. Discuss violations, of safety rules, unsafe working
conditions, and unsafe work practices.

3. Remind the employees of the City’s position and standing
on safety.

ARTICLE XEIE 13
SAFETY INSPECTIONS

Periodic inspections of work areas will be conducted by the
department head and safety supervisor for any potential accident
areas. This will enable corrections to be made before an accident
occurs and will also encourage the employees to maintain employees
safer clean working areas, which will further insure all employees
safety. All findings will be reported in writing to the City
Manager and the Bafety-Committee Safety Review Board along with
recommendations for any needed corrections.

k:\work\760185.pp\95.34SAF.EXH
a/09/95
Page 9 of 13



Proposed Ordinance No. 95-34
EXHIBIT "A"

ARTICLE XI¥ 14
C TIGATIONS

It shall be the responsibility of the Safety Supervisor of each
department to investigate every accident in their respective
department where personal injury to an employee involves medical
treatment and/or lost time, the report shall be completed and
submitted no later than twenty-four (24) hours after the time of
the accident. ’

ARTICLE ¥¥& 15
SAFETY TRAINING

Safety training on a continual basis is the key to a successful
safety program. The safety training shall include the following:

1. The safety supervisor for each department shall conduct
a safety orientation interview with each new employee.

2. Defensive driving courses shall be conducted during the
year and mandatory attendance required.

3. First aid classes shall be conducted during the year with
mandatory attendance required.

4. Periodic safety films shall be shown with mandatory
attendance required.

ARTICLE %VI+ 16
PROMOT CAMP.

Appropriate safety signs and posters should be supplied and
displayed in the applicable locations.

k:\work\760185.pp\95.34SAF.EXH
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Proposed Ordinance No. 95-34
EXHIBIT "A"

Where possible, safety bulletin boards should be provided for each
department and all matters pertaining to safety will be posted.

ARTICLE ¥VEEE 17
DISCIPLINARY ACTION
When it is found that an employee, by his own record and/or
actions, has willfully disregarded the safety rules and regulations
and disregarded his own personal safety and/or the safety of
others, there shall be a hearing conducted by the

Safety Review Board and recommendations made. to the City Manager
for disciplinary action against the employee.

‘ARTICLE ¥VII: 18
VEHICULAR ACCIDENTS

REPQRTING PROCEDURE
Any accident, regardless of how minor, involving City motor vehicle
equipment sghall be reported as a vehicular accident. Such

accidents may or may not involve other vehicles or property. If a
City vehicle causes perscnal injury it should be reported as a
vehicle accident. If a City employee is injured, it should also be
reported as a vehicular accident,

All employees operating City motor vehicles, regardless of type,
shall be instructed that City vehicles are not to be moved after
they are involved in an accident regardless to location or how
minor the accident may be until the Police Department has arrived
on-the scene and given permission for the vehicle to be moved.

All vehicular accidents are to be reported to the Poclice Department
immediately.

All vehicular accidents are to be reported to the department head
immediately.

City employees should never make any statements or admit liability

k:\work\760185.pp\95.34SAF.EXH
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Proposed Ordinance No. 95-34
EXHIBIT "An"

to any party involved in the accident. This determination shall be
made by the insurance company.

It is required that a police agency fill out an accident report.

Repairs for property damage may be undertaken only after the
accident has been properly reported except in' cases involving
emergency repairs such as water lines, sewer lines, fire hydrants,
traffic lights, etc.

ARTICLE X% 19
EMPLOYEE ACCIDENTS
REPORTING PROCEDURE

All accidents in which a City employee is injured while on the job
shall be reported as an employee injury.

Employees First Report of Injury Forms must be completed and
submitted within twenty-four (24) hours following the accident, or
sooner.

All injuries to City employees shall be reported immediately to the
employee’s department head and/or supervisor.

A written report by the safety supervisor of the employee’'s
department shall be made within forty-eight (48) hours following
the accident or sooner.

ARTICLE ¥XE 20
OTHER ACCIDENTS

REPORTING PROCEDURE

Any accident not involving a City employee or City vehicle ox
property are to be reported immediately. These are usually
accidents whereby someone. is injured while on City property. The
cooperation of every City employee is needed to insure proper
reporting of these accidents which are usually the most difficult
ones on which to obtain information. All City employees should be
instructed to report these accidents immediately to theix
department head or supervisor since these types of accidents
usually result in claims being filed against the City.

k:\work\7601685.pp\95.345AF . BEXH
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Proposed Ordinance No. 95-34
EXHIBIT "A"

ARTICLE ¥%FE 21
INCENTIVES

To determine the value of good safety practices and habits, the
City of Pembroke Pines awards one day a year to any employee having
no industrial or vehicular accidents or to those who are found non-
chargeable or negligent for an accident or injury.

ARTICLE XXIIT 22
GUIDELINES FOR
DISCI Al N

First preventable accident or injury within a one-year
progressive period - loss of the year’s safety day.

Second preventable accident or injury within a one-year
progressive period - suspension of one (1) to ten (10)
days without pay.

Third preventable accident or injury within a one-year
progressive period - suspension of two (2) to fifteen
(15) days without pay.

Due to extenuating and extraordinary circumstances, the
safety supervisor and/or the Safety—Committee Safety
Review Board, may recommend that an accident or injury be
deemed preventable with no disciplinary action to be
taken.

The department head may order that a City employee who
has demonstrated poor driving abilities or habits shall
not be allowed to operate any City vehicle or motor
equipment.

A higher penalty may be recommended by the 3afety
superviaor and/or the

Board due to related circumstances. Such factors as
gross negligence or the severity of the accident shall be
taken into consideration. Said penalty, if necessary,
could be a recommendation for termination of employment.

k:\work\760185.pp\95.34SAF.EXH
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Proposed Resolution No. 91-R-42

RESOLUTION NO. 2030

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA; AMENDING THE CAREER SERVICE
SYSTEM RULES AND REGULATIONS TO INCLUDE A SEXUAL
HARASSMENT POLICY, AS SET FORTH AND ATTACHED HERETO

IN EXHIBIT “A"; PROVIDING FOR CONFLICTS; PROVIDING

FOR SEVERABILITY; AND PROVIDING FOR AN EFFECTIVE
DATE.

WHEREAS, the City of Pembroke Pines is strongly opposed
to sexual harassment in the work place; anad

WHEREAS, the City Commission of the City of Pembroke
Pines deems it to be in the beat interest of citizens and
residents of Pembroke Pines to amend thé Career Service System
Rules and Regulations to adopt a Sexual Harassment Policy.
NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF
THE CITY OF PEMBROKE PINES, FLORIDA, THAT:

Saction 1. The foregoing "WHEREAS" clauses are true
and correct and are hereby ratified and confirmed by the City
Commission.

Section 2. The Career Service System Rules and
Regulations are amended to include a Sexual Harassment Policy
as set forth and attached hereto in Exhibit "A".

Section 3. All resolutions or parts of resolutions in
conflict herewith are hercby repealed to the extent of such
conflict.

Section 4. If any clause, section, other part or
application of this Resolution is held by any court of
competent jurisdiction to be unconstitutional or invalid, in
part or application, it shall not affect the validity of the
remaining portions or applications of this Resolution.

Section 5. This Resolution shall become effective

immediately upon its passage and adoption.
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Proposed Resolution No. 91~R-42

RESOLUTION NO.__ 2030

PASSED AND ADOPTED BY THE CITY COMMISSION OF THE CITY OF
PEMBROKE PINES, FLORIDA, THIS 19th DAY OF June ’
1991.

ROKE , FLORIDA

CHARLES W. FLANAGAN,

FLANAGAN AYE

N H.'T
CITY CLERK - .- BOSARGE AYE

WO O o N A W N

“n

Proposed by Commission ARMSTRONG AYE

(=)
o

LEG, NOTE FEKETE ; AYE

[
[

I HEREBY CERTIFY that I THIBAULT AYE
have approved the form
t
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N
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CITY ATTORNEY 06/12/91
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$1604.11 Sexual harassment.

(a) Harassment on the basis of sex is
a violation of sectlon 703 of title VII.!
Unwelcome sexual advances, requests
for sexual favors, and other verbal or
physical conduct of a sexual nature
co. stitute sexual harassment when (1)
sub..nission to such' conduct is made
either explicitly or implicitly a term or
condition of an Individual's employ-
ment, (22 submission to or rejection of
such cond:ct by an Individual is used
as the basis for employment decisions
affecting siichx Individual, or (3) such
conduct has the purpose or effect of
unreasonably {nterfering with an indi-
vidual's work pertfosrmance or creating
an Intimidating, hostile, or offensive
working environment'.
(b) In determining whether alleged
.conduct constitutes s©xual harass-
ment. the Commission wii, look at the

record as a whole and at the totality
of the circumstances, such as the
nature of the sexual advances and the
context {n which the alleged Incidents
occurred. The determination of the le-
gality of a particular action will be
made from the facts, on a case by case
basfs.

(c) Applying general title VII princi-
ples, an employer, employment
agency, joint apprenticeship commit-
tee or labor organization (hereinafter
collectively referred to as “employer’)
is responsible for its acts and those of
its agents and supervisory employees
with respect to sexual harassment re-
gardless of whether the specific acts
complained of were authorized or even
forbidden by the employer and.regard-
less of whether the .employer knew or
should have known of their occur-
rence. The Commission will examine
the circumstances of the particular
employment relationship and the job
junctions performed by the individual
in determining whether an Individual
acts In either a supervisory or agency
capacity.

(d) With respect to conduct between
fellow employees, an employer Is re-
sponsible for acts of sexual harass-
ment in the workplace where the em-
ployer (or Its agents or supervisory
employees) knows or should have
known of the conduct, unless it can
show that it took Immedijate and ap-
propriate corrective action.

(e) An employer may also be respon-
sible for the acts of non-employees,
with respect to sexual harassment of
employees in the workplace, where the
employer (or its agents or supervisory
employees) knows or should have
known of the conduet and fails to take
immediate and appropriate corrective
action. In reviewing these cases the
Commission will consider the extent of
the employer's control and any other
legal responsibility which the employ-
er may have with respect to the con-
duct of such non-employees.

(f) Preventlon is the best tool for the
elimination of sexual harassment. An
employer should take all steps neces-
sary to prevent sexual harassment
from occurring, such as affirmatively
ralsing the subject, expressing strong
disapproval, developing appropriate
sanctions, informing employees of

Pi. 1604, App.

their right to raise and how to ralse
the issue of harassment under title
VII, and developing methods to sensi-
tize all concerned.

(g) Other related practices: Where
employment opportunities or benetlt'a
are granted because of an individual's
submission to the employer's sexual
advances or requests for sexual favors,
the employer may be held liable for
unlawful sex discrimination against
other persons who were qualified for
but denied that employment opportu-
nity or benefit.

(Title VIL Pub. L. 88-352, 78 Stat. 253 (42
U.S.C. 2000e el 3¢q.))

(45 PR 74671, Nov. 10, 19801

‘The principles involved here continue to
apply to race, color, religion or national
origin.







CITY OF PEMBROKE PINES

OVERVIEW OF SEXIUAL HARASSMENT LAW

Title VII of the 1964 Civil Rights Act as amended requires that
men and women must be treated equally in all job matters. In
other words, discrimination in employment (such as hiring,
firing, pay, promotion, benefits) based on sex is illegal.  This
law is enforced by the Equal Employment Opportunity Commission

(EEOC), which is a federal agency.

on November 10, 1980, thée new EEOC Guidelines on sexual
harassment became effective. These amended Guidelines reaffirmed
EEOC’s position that sexual harassment is a form of sex
discrimination and therefore is an "unlawful employment practice"
under Title VII of the Civil Rights Act. In short, sexual

harassment is illegal.

Equal Employment Oppertunity Commission’s Amended Guidelines on

Sgxual Earassment,
(For the purpose of the following discussion, the term
"Guidelines" refers specifically to 1604.11 of the Commission’s

Amended Guidelines on Discrimination Because of Sex)

The Guidelines establish the criteria for determining when
unwelcome sexual conduct, whether verbal or physical, constitutes
sexual harassment and defines the circumstances under which an
employer is liable for such conduct. The provisions of each of
the seven sections of the Guidelines are examined in the

following section.

1. Section 1604.11(a) The first section of the Guidelines

states that harassment on the basis of sex is a violation of
703 of Title VII. Sexual harassment is sex discrimination.
This section states that unwelcome sexual advances, regquests
for sexual favors, and other verbal or physical conduct of a
sexual nature constitute sexual harassment when any one of

the following three criteria is met:

ubmission to Such Conduct is Made Bither E citly or

A, 8 ion h i ither Expli Y
Implicitly a Term or Condition of an Individual’s
Employment.

Example: If a laborer complains to the foreman that
the workers on the job direct sexually suggestive
remarks and gestures to the laborer and the foreman
tells the laborer that such conduct is to be expected
as part of the job, then submission to the sexually

harassing conduct is made an explicit term or condition

of employment.
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Because submission to such sexual conduct is an additicnal temm
or condition of employment, one not imposed on employees of the
opposite sex, it is sex discrimination and, specifically, sexual

harassment.

B. submission to or Rejection of S8uch Conduct by an
Individual is Used as the Basis for Employment
Decisions Affecting S8uch dividu

Example: If an employee’s promotion depends on his or
her granting certain sexual favors and the promotion is

denied because the employee refuses to do so, then the
employee is the victim of sexual harassment. The same
result is reached if the employee does submit and

consequently receives the promotion.

Basing any employment decision on whether the affected individual
submits to or rejects unwelcome sexual conduct is sexua)

harassment.

C. S8uch Conduct H the osSe or ect of Unreasonad
W

Interfering With an Individual’s Work Performance or
Creating an Intimidating, Hostile, or Offensive Work
Bnvironment.

xa e: If certain employees make sexual remarks,
jokes, or gestures in the presence of or directed
towaird other employees, that conduct may make the work
atmosphere intimidating or threatening for the other

employees.

In the example, the objectionable conduct may not be such that
submission to it constitutes a term or condition of employment,
and submission to or rejection of the conduct may not be the
basis of an employment decision. Nonetheless, the conduct is
sexual harassment. It unreasonably interferes with an employee’s
work performance or creates a negative work environment.

2. Section 1604.11(> This section recognizes that an action
which is sexual harassment in one set of circumstances may,

in another context, not be.

Example: A secretary works for two supervisors, and each
invites the secretary on repeated but separate occasions to
go out for a drink or dinner after work. The first
supervisor indicates that the secretary’s job depends on the
secretary having a sexual relationship with the supervisor,

and the secretary considers the invitation to be unwelcome
and does not accept it. However, she gladly accepts the
invitations of the second supervisor, with whom the
secretary ‘has an outside social relationship unrelated to
their business relationship in the office. The first action

may be sexual harassment while the second is not.
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Submission to a specific form of sexual conduct may be an
unlawful condition of continued employment in one case. In
another case, similar submission may be part of a voluntary
personal relationship having no employment consequences.

3. Section 1604.11(c) This section imposes strict liability on
the employer for sexual harassment committed by it, its

agents, or supervisory employees.  The strict liability
standard applied here is in keeping .with Title VII
principles and the general standard =34 employer
responsibility for acts of agents and supervisors.

An employer is responsible for harassment by its supervisory
personnel whether or not it knew about the actions, and whether

or not it approved or disapproved of such behavior.

4. Section 1604.12(d) This section defines an employer’s
liability for sexual harassment of an employee by a fellow

worker. This section provides that the employer |is
responsible for the unlawful conduct where the employer, or
its agents, or its supervisory emplovees knew or should have
known of the conduct, unless the employer can show that it
took immediate and appropriate corrective action. In
contrast to the provisions of the preceding section holding
an employer strictly liable for sexual harassment committed
by it, its agents, or supervisory employees, this section
does not impose strict liability on the employer for co-
worker sexual harassment.

5. Section 1504.11(e) This section provides that an employer
may alsc be responsible for the sexual harassment of an

employee by a non-employee, when the harassment occurs in
the line of work and where the employer knows or should have
known about it and fails to take immediate and appropriate

action.

Example: An employer contracted to have the office
duplicating machine serviced, which was frequently
necessary. The employee who was responsible for operating
the machine dreaded service calls because the service
representative who repaired and maintained the machine made
sexual advances toward the employee whenever the service
representative was in the office and the employee found the
service representative’s unwelcome behavior increasingly
disturbing. When the service representative told the
employee that the service representative would be unable to
make a rush repair unless the employee "cooperated" by going
out with the service representative, the employee complained
to the supervisor. The employer may be responsible in such
circumstances if he/she failed to take corrective measures
within their control once the employer knew or had reason to

know of the sexual harassment.
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ection 160 1 This section emphasizes the Commission’s
position that the best means of eliminating sexual
harassment is preventing its occurrence. Toward that end,
the section provides that an employer should take all
necessary steps to prevent sexual harassment and suggests
several kinds of action an employer can take, including:
affirmatively raising the subject, expressing strong
disapproval, developing appropriate sanctions, and informing
employees how to pursue their Title VII right to be free

from sexual harassment.

gection 1604.11(g) This section states that an employer may
be liable for unlawful sex discrimination against persons

who were qualified for but denied an employment opportunity
or benefit which was granted to another person because that
individual submitted to the employer’s sexual advances.

peabroke\overview
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Resolution No.

CITY OF PENBROKE PINES
SEXUAL HARASSMENT POLICY

II.

IIIX.

LIC

It is the policy of the City of Pembroke Pines that no
enployea he harassed by another employee or supervisor on
the basis of sex and that no personnel action be taken
affecting an employee (either favorably or unfavorably) on

2030

the basis of conduct that is not related to work

performance. Such conduct may include submitting to sexual
advances, refusing to submit to sexual advances, protesting
sexual overtures, or raising a complaint concerning the
alleged violation of this policy.

THE_REASON FOR THIS POLICY

The purpose of this policy is not to regulate our employee'’s
personal lives or morality. The policy was formulated to
protect our employees - both males and females - against
unsolicited and unwelcomed sexual overtures or conduct,
either physical or verbal. It prohibits employee misconduct
that may upset employee morale and interfere with employee’s
work and efficiency. Some forms of misconduct may even
constitute a violation of equal employment opportunity law.

THE TYPE OF CONDUCT COVERED PY THI@ POLICY

A. Sexual harassment does not refer to occasional
compliments of a socially acceptable nature or
social relationships.

B. The policy prohibits any demand for sexual favors that
is accompanied by a promise of favorable job treatment
or a threat concerning the employee’s employment.

Ca The policy prohibits subtle pressurae for sexual favors,
including implying or threatening that an applicant’s
or employee’s cooperation of a sexual nature (or
refusal thereof) will have any effect on the person’s
employment, job assignment, wages, promotion, or on any
other conditions of employment or future Jjob

opportunities.

D. The policy prohibits behavior that is not welcomed by
the employee and is personally offensive such as, but

not limited to:

1. sexual flirtations, advances, or propositions.

EXHIBIT A
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Iv.

V.

Resolutian No,

Verbal abuse of a sexual nature, sexually related
comments and Joking, graphic, or degrading
comments about an employee’s appearance, or the
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