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In every organization it is necessary to establish a framework within
which the efforts of employees can be directed in a manner which will
advance both the objectives of the organization and the interests of
the individual.
Simply stated, all employees need to know where they
stand with their employer and what is expected of them. Personnel
policies that are improperly formulated or administered, or that fail
to keep employees informed concerning all areas of management policy,
create
misunderstanding,
mistrust,
and
inefficiency.
Properly
formulated
and
admiqistered personnel policies create a working
environment conducive to productivity and personal job satisfaction.
With the continuing growth of our County, it has become necessary to be
more
formal
in administering personnel policy~
This has been
necessitated by the increasing number of personnel employed. The need
has also been created by the expanding number of employee benefits
provided by the County and by the increasing role of the Federal and
State governments in regulating the personnel function.
This manual has . been prepared as a guide and reference for members of
management at all levels of supervisory responsibility. It expresses
the policies of the county in the area of employer-employee relations.
Any policy, however properly formulated, is only as good as its
implementation, and the key to the implementation of policy is the
supervisor who is responsible for and in direct contact with each group
of employees.
You are the individuals who must translate these ideas
and principles into action, and it is upon you that we depend for the
successful
development
of
a
productive and harmonious working
environment for our employees. Accordingly, I request that each of you
thoroughly familiarize yourself with the contents of this Manual, in
order that all personnel policies of the county may be administered
faiFly and effectively.

JAMEs E. cHANDLER
~
,,r ;e:=_______
~=z::,-4::
DATE---+,
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POLICY:

This Policy Manual is a compilation of policies, practices, and
procedures which have been developed in our c�unty. Designed as a
communication
tool
for
managers
and supervisors, it offers a
standardized approach for the administration of policies and thereby is
intended to reduce difficulties which might arise from unwritten
policy, inconsistent policy, or lack of proper communications.
COMMENT:

�The Personnel Director shall be responsible for custody and
distribution of copies of the Policy Manual.
Each department and
division head will be issued one copy of the Manual. Department and
division heads shall request from the Personnel Director a sufficient
number of additional copies for distribution to each exempt supervisor
in their units. Each.division head shall maintain one copy in an area
available to employees.
2..:.,__The Manuals are County property and are assigned to the job
position and not to the individual. Upon termination of employment
each department and division head or supervisor shall return the Manual
to the Personnel Director for reassignment to his/her replacement.
2.:..._Any department or division head may recommend a change in policy to
the Personnel Director.
Likewise, matters not covered by the Manual
shall be brought to the attention of the Personnel Director, in order
that new policy may be formulated if necessary.
h_All changes and new policy additions to the Manual must be
authorized by the County Administrator and issued by the Personnel
Director.
A general announcement of policy changes to all employees
will not be · made until two days after distribution to supervisors and
department heads .
.2..!,._Should any employee approach his/her supervisor with a question
concerning
a policy contained in the Manual, the supervisor is
encouraged to show the employee the written policy involved, and to
attempt to answer any questions concerning the policy.
Matters
involving the interpretation of a policy shall be referred to the
Personnel Director for resolution.
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~ A s used in the Manual:
lL.. The words "shall" or "will" are to be construed as mandatory, and
the -word "may" as permissive;
~

The masculine gender shall be construed to include the feminine
gender;

~

"Supervisor" means an individual with the authority to assign,
direct, and _review the work of two or more subordinates; and

d. "Immediate family" means the employee's spouse, brother, sister,
parent, children, father-in-law, mother-in-law, and grandparent.

L__The terms of any collective bargaining agreements between the
County and any of its employees supersede any conflicting statements in
this Manual. However, the policies contained in this Manual will apply
to those employees
agreements.
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POLICY:

It is the policy of the County that the work of all employees shall be
assigned,
directed, and reviewed by supervisory personnel.
Each
employee will ordinarily have only one supervisor to whom he/she is
responsible.
COMMENT:

1...:__The supervisor is the link between management and norunanagement
employees.
He/she communicates to the employees under his/her
supervision the goals and policies of management, and communicates to
management the attitudes, suggesti ons, and co~plaints of employees.
h__Effective supervision depends primarily on the ability of
supervisors to get employees to do what they want them to do --- with
enthusiasm.
More supervisors fail for lack of ability to deal with
people than for lack of technical skills. Supervisory techniques such
as the following are frequently utilized by successful supervisors:
~

They treat their employees as individuals;

h

They give recognition for good performance as well as correcting
mistakes;

~

When changes are necessary, they explain in advance and ask for
suggestions;

~

They recommend good employees for promotion even if it means losing
them;

~

They show their i ntegrity by admitting mistakes instead of shifting
the blame to others;

.L.. They are impartial and let their employees know the reasons for any
decisions that might be interpreted as unfair;
~

They communicate a desire for good performan~e by setting
performance goals and standards for their employees; and

h.:.. They develop a feeling of teamwork among their employees.
_3_._It is the responsibility of each supervisor to ensure that the
goals· regarding work output established by management are achieved, and
that the personnel polic i es.established by this Manual are implemented.
Included in the latter category of responsibilities are the f ollowing:
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L. Training employees in specific job duties and recommending special
training outside the County as needed;

!2.:.. Keeping employees fully informed on all factors relating to their
work assignments, work progress, and opportunities for advancement;
£..:.. Evaluating the performance of probationary employees, regular

employees, and employees who are being terminated;

sh. Recommending promotions, transfers, and termination of employees;
~

Scheduling vacations and lunch and rest breaks;

L.. Approv~ng reimbursement of employee expenses, if any;
SL.. Controlling absenteeism and tardiness, and approving requests for

time off;

h.:.. Verifying employee time records and requesting overtime when
necessary, through the chain-of-command;

.L.. Recommending, through the chain-of-command, the hiring of
additional personnel or the elimination of any job;

h.

Protecting the safety and health of employees and reporting
injuries;

}L_

Maintaining neat and orderly work areas; and

h Ensuring that all rules and regulations are observed by employees.
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SUBJECT

PERSONNEL DIRECTOR

POLICY:
It is the policy of the county that the Personnel Director is a staff
member reporting to the County Administrator. The Personnel Director
acts as a consultant to top management by providing professional
expertise in planning the County's personnel policies, and he/she
provides staff assistance to supervisors and department and division
heads in carrying out these personnel policies.
COMMENT:
.L,__The Personnel Director is head of the Personnel Department and as

such is responsible
Department.

for

staffing

and

organizing

the

work

of the

h__Included among the responsibilities of the Personnel Director are
the following:
~

Formulating general personnel policies, including organization
planning;

!.h Development and i mplementation of all policies relating to equal
employment opportunity;
£..:.. Recruiting, scr eening, interviewing, test i ng, and orient ation of

new employees;
~

Coordinating the placement, transfer, promotion, and termination of
employees;

sL..

Wage and Salary administration for exempt and nonexempt employees;

.L.. Adminis~ration of employee benefit plans and programs, and
disclosure of information concerning benefits to employees;
~

Implementing the discipl i nary and grievance procedures;

~

Maintaining a safe and healthful work environment for all
employees; and

h

Maintaining personnel records and evaluating personnel programs and
policies.
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POLICY:
It is the policy of the County to announce to all employees the
fundamental principles and mutual rights and obligations comprising the
relationship of employment between the County and its personnel.

COMMENT:
1.
In its continuing effort to implement fair and effective personnel
policies and practices, the County pledges:
sL.

To e.m ploy people on the basis of their qualifications and with
assurance of equal opportunity regardless of race, religion, color,
sex, age*, national origin, marital status, or physical handicap;

h

To provide salaries and benefits which bear a fair and reason·able
relationship to the work performed;

£..:..

To establish hours of work;

~

To maintain safe and healthful working conditions;

~

To place employees
abilities;

h

To provide systematic training for those whose needs, capabilities,
and desires warrant such training;

~

To welcome constructive suggestions which relate to the methods,
procedures, working conditions, and the nature of the work
performed;

in the kind of work best suited to

their

h..:.. To establish procedures for employees to discuss freely any matter
of interest or concern with their immediate supervisors or
department/division heads; and

h
2.

To permit each employee as much discretion and responsibility as is
consistent with a well-coordinated and effective operation.
The County expects all employees:

~

To give a productive day's work to the best of their abilities and
skills;

h

To arrive at their work sites and begin work on time;

byu~

* Upon reaching age 7 5, an employee I s group 1 i fe insurance coverage will
be reduced
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~

To demonstrate a considerate, friendly, and constructive attitude
toward co-workers; and

~

To adhere to the policies adopted by the County.

3.
The County retains the right to exercise customary managerial
functions including the right:
~

To assign, supervise, discipline, and/or dismiss employees;

h

To determine and change starting times, quitting times, and shifts;

~

To transfer employees within departments or into other departments
and other classifications;

s;h,

To determine and change the size of and qualifications of the work
force;

~

To establish, change, and abolish its policies, practices, rules,
and regulations, upon notice to all employees .

.L. To determine and change methods by which its operations are carried
out; and
~

To assign duties to employees in accordance with the County's needs
and requirements and to carry out all ordinary administrative
functions.
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Betty Davis
Code Eng. Ofc.

Blue Bowli ng
Code Enf. Ofc.

Prepared By:
Personnel Dept.
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INOIAN RIVER COONTY
UTILITY SERVICES DEPARTMENT

I

Terry Pinto
Director-Utility Services

I

I

I

Harry Asher
Ass•t Di r -Utilities

,-

I

I

Ernestine Williams
Project Co· ord

H.
H

Cindy 'Jhite
Franchise Co·ord.

-

I

I

Sherry Poplin
Secretory III

. . . -. --

.

--

.-

Carlita Harvey
Secretary II

Ron Brooks
Hgr ·Solid Waste Ops.

Robert G111ter
SWO Tax Co·ord.
Vacant
Secretary 111
Denise Churchwell
Secretary 11

-

--

Leon Young
Supv.·D ist rib. Collect.

H
I

Lori Kowalski
Supv.-Acctng. Clerical

I

Vivi an Wil Ii ams
carol Besancon
Holly Taylor
Michele Fendley
Account Clerk !l's

I

Roland HcNeal
Sup't·Solid Waste

I

David Baita- F'man/Refuse
Damy Colvin·F' manlfl.Ops

Sam Rohlfing
Co·ord, Recyc.& Spec.Proj
Vacant
Hgr.·Util. Ops & Eng

I
8.0'Keefe·Super.WaterProd
T .southard·SuperWater(WW)
R.Renda ·Super.Util.Maint.
S.Doscher·Proj.Engineer
W.HcCain-P roject Engineer
D.Burton·Util.lnsp./Chief
J.Lang· Fld.lnsp.HazWaste

'
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Pers01Y1el Department
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INDIAN RIVER COUHTY
EMERGENCY MANAGEMENT SERVICES DEPT.

Doug M. Wright
Dir· Emer.Mg'ment Services

....-

Donna Cepps
Acbi n. Sec. I

Dr. Roger Nicosia
Medical Director

--

-

Nancy Errett
Achin. Sec. II

Charlotte Heichlinger
Secretary I

I
John King
Deputy Dir.-Emer.Mg' ment

Jt1111es Judge
El\'lf!r.

Medical Svs.-ALS
Super.·Medics

Paramedic Shift Leaders

- - - - ·---·-- - Linda Johnston
George Dawson
Steve Adamson
Lloyd Parker

--

I
Nathan McCollun
Animal Conti. Ofc. II

I

Chris Vernon
Actnl n. Sec. I

I

Co·ord
Liasion/Law Enforce.
Liasion/Dlv.·Forestry
Cormunic. Mg'ment
Liasion/Amateur Radio
Liasion/Red Cross
EOC Fells & Sebas.
SARA/Title 111/Haz.Mats .

Emer. E911

Ruth Lym-Clerk 11
R.Hollenbeck·Anim.Cntl .Of
Debbie House·Ani m.Cntl.Of
Liasion/HI.Jllane Society

Fellsmere VAS
SC Fire Dis. EMS
IR Shores EMS
Li as ion· Humana & IR Mem.
NC Fi re Dis. EMS

.
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Persomel Department
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INDIAN RIVER COONTY
GENERAL SERVICES DEPARTMENT
(Page 1 of 3)

H. T. Dean, Jr.
Director-General Services

....

Ellen Hayth
Aan.Ass't II
I

.
.

Lynn \Iii liams
Sup't·Bldg/Grnds

Lym \lalsh
Dir·N.Co . Conm.Lfbrary

Steve Futch
Mgr-Agr i .Ext.

Claire Nichols
Soil Conservat.

Don Cureton
Probat.Ofc.11

Mary Powell
Dir·Hain Library

D0111iniclc: Mascola
Mgr-Purchasing

.
.

Vincent McCann
Vets. Ser.Ofc.11

Guy Decker
Housing/Rental.

Cynthia Krupp
Law Librarian

Kathy Strickland
Cen.Serv.Clk.111

Prepared by:
Pers01V1el Department
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INDIAN RIVER COUNTY
GENERAL SERVICES DEPARTMENT - CONTINUED
(Page 2 of 3,)

H. Dean;Jr.
(Continuatfon•Gen.Serv.)

I

I

Don Cureton
Prob.Ofer.II

Steve Futch
Mgr .Agrl .Ext

-

D. Pinkerton
Secretary 11

- cnty.Ext.Agent
J. Wakefield

'-

Joan Benson
Secretary I

~

-

....

Sonja Galanis
Prob.Ofer. I

John Krupp
Prob. Ofer. I

I

I

I
Guy Decker

Dom. Mascola
Mgr.Purchasing

'-

-

Betty Oller
Acc'tCllc.11

Duane Swan
Porch.Spec

....

-

Comle Stevens
Secretary II

-

Bonnie Rohant
Secretary II

K. Str ickland
Censer c lie. I II

Hous/Rental

-

Ramona Peterson
Achin. Sec. I

I

Joan Newbauer
Achi n. Sec. I

- switchboard Ops.

Mae Keller
Rent/ProgHgr

~

Dor i s Guertin
Clerk I

Ken Davis
RentAstSpec

Lois Taylor
RentAstTech

Sharon Griffith
Cleric I

Prepared by:
Personne l Dept .
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INDIAN RIVER Ca.JNTY
GENERAL SERVICES DEPARTMENT • CONTINUED
(Page 3 of 3)

H. Deen, Jr.
(Continuation·Gen.serv.)

Lym Williams
S'-4'' t · Bldg/Gds

-

Lym Walsh
Dfr-N.Co.COITfT1.Library

Ruth Errett
Secrehry I

--

S.Wolstenholme
Librarian

Rex Myers

Claire Nichols
Soi I Conserva.

f-

Achin.

~

B &G F'man

Nancy Hanmons

Mary Powell
Di r- Main Library

Vincent Mccann
Vets.Serv.Ofcr

....

....

Sec. I

Barry Kroll
Conserv.Tech.

~

Virginia Lloyd
Librarian II

Leota Peterson
Librarian Ill

--

Cynthia ICrupp
Law Librarian

Cathy Bel 1
Sec. I

H. Toussaint
Vetservofcr.

Charles Lessa
VetServOfcr.

Prepared by:
Persomel Dept.
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INOIAN RIVER COUNTY

GOLF caJRSE (SANORI DGE) & IRC FAIR
Robert K0111&rinetz
Dlr·Golf Cse./lRC fair

-

Tracy Qufnlan
Head Cook/Housekeepi09

Bar~ra Morgan

Food Ser. Worker

Vicki \lagner
Secretary Ill

I

Scott Call'f')bell
Sup't Grouods

..

I
Henry Vroman
Mgr.·Golf Pro Shop

I

I

..

I

I

Vacant
Ass•t Sup't/Grounds

I

Hark Camnarene
Ass•t Golf Pro II/ Mech.

I-

...

Linda Reisman
Ass•t Golf Pro

Frank Barrett
Starter

...

Rangers
Stanley Knight
Wil l iam Davidson
Ed Dfmany
LN Relford

...

Gretchen Gray
Pro Shop Attendant

Bob Bourguignon
Driving Range Att 1 dt

Mike Chuhaloff
Cart Attendant II

...

.,

Cart Attendant I
Greg Horn
Eric Mitchell
Stan Mrozek
Matt HcNul ty
Roy Artllp

Prepared by;
PersOMel Department
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INOIAN RIVER COUNTY
PERSONNEL DEPARTMENT

Jack Price
Director-Personnel

I

Elizebeth Jordan
Manager-Risk

Wendy Wianam
Persomel Rep,

Tom BisaH lon
Personnel Ass•t

Linda Tyner
Clerk I

'1ibir, DcKr,"\~~ Ir
IIPP PH.Ir'

Insurance Clerk

Roger Moore
Safety Coordinator

Ann Rankin
Enployee Benefits

Prepared by:
PersOJTiel Department
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INDJAN RlVER COUNTY
WELFARE DEPARTMENT

Joyce Jotinston
Director·Melfare

....

Sandy Elmore
Clerk II

Vernita Shephard
Case Worker

Prepared by:
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INDIAN RIVER COUNTY
YOJTH GUIDANCE DEPT.

Rite Dion

Director -Youth Guidance

-

Mona McCarthy
Secretary 11

Holly Steil
Aanin. Ass't 1

Prepared by:
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JNDIAN RIVt:R COUNTY
SOUTH INDIAN RIVER COUNTY FIRE DISTRICT
ORGANIZATIONAL CHART

Gary C. Wheeler-Chairman
Carolyn IC. Eggert-V.Chrm.
Richard N. Bird
Margaret C. Bowman
Don C. Scurlock, Jr.

James Chandler
SIRCFD Fire Aaninistrator
Doug Wright
SIRCFD Deputy fire Aanin.
John Allen
Fire Chief

Dina Plourde
Amin. Sec. II

-

Sandy Snodgrass Secretary I

Arthur Zyskowski
Training Officer

i--

Henry Losey
ion Ch i ef

Bata l

Roger Harrington
Fire Captain

SECTION
ADMINISTRATIVE
POLICY
MANUAL

Paul Ledford

f-1-

Delivery Person

Gunter Kuehn
Fire Inspector

-

Robert Hunt

Fire Inspector

1--

Daniel Dietz
Fi re I nspec:tor

i--

F. R. /ilcNeal
Battalion Chief

Otis Hunanes, Jr.

Gerald Resch
Fire Captain

Ernest Mccloud
Fire Captain

NUMBER

PERSONNEL
SUBJECT

ORGANIZATION CHARTS - BCC

AM-106

Jeffrey Diggs
Fire Inspector

Battalion Chief

DATE EFFECTIVE

08-15-89
PAGE
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INOIAN RIVER COONTY
NORTH INDIAN RIVER COONTY FIRE DISTRICT
ORGANIZATIONAL CHART

Gary c. Wheeler-Chairman
Carolyn K. Eggert·V.Chnn.
Richard N. Bird
Margaret c. Bowman
Don c. Scurlock, Jr.

James Chandler
HIRCFD Fire Aaninistrator

Doug Uright
NIRCFD Deputy Fire Ad'nin.
Mike Grice
NIRCFD Fire Inspector

Sebastian VFD
Roseland VFD
- Vero Lks.Estates VFD
Fellsmere VFD
Uabasso VFO
Fire Investigation

Prepared by:
Personnel Dept.
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Equal Employment
Opportunity
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POLICY:
It is the policy of the County to provide equal opportunity in employment to all employees,
applicants for employment and contractors. No person shall be discriminated against in
employment because of such individual's race, religion, color, sex, age, marital status, national
origin, disability, genetics or any other status protected by federal, state or local law.
COMMENT:
1.
This policy applies to all terms, conditions, and privileges of employment including
hiring, probation, training and development, promotion, transfer, compensation, benefits,
educational assistahce, layoff and recall, social and recreational programs, termination and
retirement.
2.
The County is an equal opportunity employer and is committed to an active Equal
Employment Opportunity Program (EEOP). The objective of an EEOP is to ensure
nondiscrimination in employment and, wherever possible, to actively recruit and include for
consideration for employment minorities, women and the disabled.
3.
The Human Resources Manager has been appointed Equal Employment Opportunity
Officer for the County and will be responsible for formulating, implementing, coordinating and
monitoring all efforts in the area of equal employment opportunity.
4.
Any communication from an employee, applicant for employment, contractor, a
government agency or an attorney concerning any equal employment opportunity matter shall
be referred to the Human Resources Manager.
5.
While overall authority for implementing and carrying out this policy is assigned to the
Human Resources Manager, an effective equal employment opportunity program cannot be
achieved without the support of supervisory personnel at all levels. Supervisors and
department heads should understand that their work performance is being evaluated on the
basis of their equal employment efforts and results.

BCC CHAIRMAN

~
Bob Solan.
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AM-201.2

SUBJECT
Discrimination and/or
Harassment

EFFECTIVE DATE
01-22-10
PAGE
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POLICY:
Indian River County is committed to providing a workplace that is non-discriminatory and
affords equal treatment to all. The County believes that discrimination, harassment, and/or
retaliation in any form constitute misconduct that undermines the integrity of the employment
relationship. Therefore, the County prohibits discrimination and/or harassment that is sexual,
racial , or religious in nature or is related to anyone's gender, national origin, age, disability, or
any other basis protected by federal , state, or local law. This policy applies to all County
employees and to all individuals who may have contact with any County employee.
COMMENT:

1.
All administrative and supervisory personnel are expected to abide by the County's
commitment to equal opportunity and treatment under the law and to ensure that this policy is
fully implemented and enforced .
2.

Employees shall not engage in conduct which violates this policy at any time.

3.
Harassment or discriminatory conduct can be any verbal or physical conduct that
belittles or otherwise shows hostility or aversion toward an individual or group based upon that
individual's or group's sex, race, religion, gender, national origin, age, disability, or any other
basis protected by federal, state, or local law and that for a reasonable person:
a.
b.

c.

Has the effect of creating an intimidating, hostile, or offensive work environment;
or
Has the effect of unreasonably interfering with an individual's work performance;
or
Otherwise adversely affects an individual's terms and conditions of employment.

4.
Examples of harassment that violate this policy include, but are not limited to, epithets,
slurs, jokes, negative stereotyping, or other acts which are threatening , intimidating, or hostile
in nature, that relate to a protected class, or any display of written or graphic material such as
photographs or cartoons that belittles or shows hostility or aversion toward an individual or
group because of the same.
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MANUAL
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Personnel

NUMBER
AM-201.2

SUBJECT
Discrimination and/or
Harassment

EFFECTIVE DATE
01-22-10
PAGE
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5.
Sexual harassment that violates this policy includes abusive treatment of an employee,
which would not occur but for the person's gender, when:
a.
b.
c.

Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment; or
Submission to such conduct by an individual is used as the basis for employment
decisions affecting the individual; or
Such conduct has the effect of unreasonably interfering with an individual's work
performance or creating an intimidating or offensive work environment.

Examples of conduct which may violate this policy and constitute sexual harassment
include, but are not limited to, the following:
a.
b.
c.
d.
e.
f.
g.
h.

i.

Unwelcome sexual advances , flirtations, or propositions.
Actual or implied demands for sexual favors in exchange for favorable treatment
or continued employment.
Unwelcome jokes or remarks of a sexually oriented nature.
Verbal abuse of a sexual nature.
Unwelcome commentary about an individual's body, sexual prowess,
attractiveness, or sexual deficiency.
Any display in the workplace of sexually suggestive objects, pictures, posters, or
reading material.
A coerced sexual act or assault.
Uninvited physical contact of a sexual nature such as pinching, grabbing, patting ,
or brushing against another person.
Uninvited leering, whistling, or gestures of a sexual nature.

6.
Any employee who believes that he/she has been subjected to any form of harassment
and/or discrimination should report that conduct promptly to his/her immediate supervisor,
another member of management, or a manager-level employee in the Human Resources
Department. Employees are not required to approach the person who is harassing and/or
discriminating against them, and they may bypass any offending member of management.
7.
Department directors, managers, and supervisors are responsible for bringing any
allegations or concerns related to discrimination or harassment to the immediate attention of
the Human Resources Director.
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8.
The Human Resources Director will be responsible for evaluating all complaints under
this policy and making the determination on whether or not an internal investigation is
warranted . In cases where such an investigation is determined to be warranted, the Human
Resources Director or his/her designee will conduct an investigation. Interviews, allegations,
statements, and identities will be kept confidential to the extent possible and allowed by law.
However, the County will not allow the goal of confidentiality to be a deterrent to an effective
investigation. A timely resolution of each complaint will be reached and communicated to the
employee.
9.
All employees who are questioned during the course of an investigation are obligated to
cooperate in a full and honest manner. Retaliation of any kind against employees, who, in
good faith , report harassment and/or discrimination or assist in investigating such complaints is
prohibited. If an emp!oyee believes he/she has been subjected to any form of retaliation, the
employee should report that conduct promptly to his/her immediate supervisor, another
member of management, or a manager-level employee in Human Resources. Employees are
not required to approach the person who is retaliating against them, and they may bypass any
offending member of management. Employees who refuse to cooperate in an internal
investigation or who intentionally give false information at any point within an investigation will
be subject to disciplinary action , up to and including termination.
10.
Any employee who is found after appropriate investigation to have violated this policy
will be subject to disciplinary action, up to and including termination.

DATE

1

·-a '7- 10

ADMINISTRATIVE
POLICY
MANUAL

DATE EFFECTIVE

NUMBER
AM-201.3

SECTION

PERSONNEL

02-01-90
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EMPLOYMENT ADVERTISING
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POLICY:
It is the policy of the County to advertise open positions internally
to facilitate employee growth and development. When appropriate, open
positions
will
be
advertised through other government offices,
newspapers, trade publications and other periodicals.
COMMENT:
~Positions are considered open when an approved employment
authorization form is received in the Personnel Department.
_2_._0pen positions will be posted for existing County employees by
utilizing the bulletin _b oards placed throughout County facilities for
general purposes.
_3_._Internal notices of open positions shall be duplicated and sent to
the local Job Service office.
h_Commerci~l advertising of open positions may be purchased in
newspapers ·,
trade
publications, magazines, newsletters and other
periodicals.
Such advertisements will be placed by the Personnel
Department.
Design and wording advice will be solicited from the
departments with the open positions.
fL.. Any commercial advertising

shall include Indian
statement as an Equal Opportunity Employer .

~

Commercial advertising
Department .

shall

~ I t shall be the responsibility
communicate
with candidates who
advertising.
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AMERICANS WITH DISABILITIES ACT

DATE EFFECTIVE
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PAGE
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POLICY:
It is the policy of the County to comply with the Americans With
Disabilities Act (ADA) of 1990 .
COMMENT:

k_The county Administrator shal l be respons ~ble for the appointment of
the County's ADA Coordinator to oversee all compliance activities.
2.
The County will provide public notices and information to all
interested persons relative to the County's compliance with the federal
law.
k,_The following policy elements shall s 'e rve as guides for the County's
day to day compliance with the ADA:
~The County will not exclude any i ndividual from any of its programs,
activities, or services unless the inclusion results in a fundamental
alteration of the program, activity, or service of if the inclusion
results in an undue financial or administrative burden.
!h,_The county will furnish appropriate auxiliary aids and services to
disabled indivi duals at no cost to the disab l ed individual when requested
for public meetings, programs, and services. The method of securing these
aids and services will be through the ADA Coordinator with at least forty
eight hours of advance notice.
£.:_The Department of Emergency Services and Division of Buildings and
Grounds are responsible for evacuating disabled and non-disabled
individuals from the County Administration Bui lding during emergency
situations. Designated county staff members are responsible for assisting
disabled and non-disabled individuals from each of the other County
facilities during emergency situations.
In the event that disabled
individuals have special needs and cannot be evacuated immediately, the
911 Center should be contacted and an emergency worker will be summoned
to assist in moving the individua l to a safe area.
sL,_The County will continue to review County sponsored literature to
ensure that disabled individuals are portrayed fairly and with dignity.
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~ I f County staff members believe that a requested action to
accommodate a disabled individual would fundamentally alter the nature of
the County program, activity, or service, or would result in an undue
financial or administrative burden, the County may not be r equired to take
such action.
However, the burden of proving such hardship is on the
County. In that case, the County Administrator will review the requested
action and make a written determination. This written determination could
be appealed to the Board o f County Commissioners for a final decision
without further right to admini strative appeal .
..L__Individuals with mobility impairments will have access to public
meetings either personally with general assistance provided by county
staff members or by other methods.
~County staff wil l conti nue to review its employment practices as
embodied in the Administrative Policy Manual to ensure that the current
practices comp l y with ADA requirements.
In addition, if an employee
requests a reasonable accommodation to a disability, that request will
begin with the immed i ate supervisor.
If that supervisor cannot
satisfactorily res olve the request, the request wi l l be forwarded to the
appropriate department head.
If the department head, after consulting
with the
Personnel
Department and the ADA Coordinator,
cannot
satisfactorily reso l ve the request, the requesting employee may file a
formal complaint using the established complaint resolution procedure.
See the unit GRIEVANCE PROCEDURE, AM-904.1.
!h..._All new facilities or part of a facil i ty, or the alteration of
existing facilities begun after January 26, 1992 must conform. to ADA
requ i rements.
~County staff will continue to hold periodi c training workshops for
its employees concerning ADA related topics to keep employees up to date
on ADA requirements and interpretations.
L.,_The County will not deny former drug users participation in County
programs, activities, or services.
However, the County may deny
participation to individuals who are currently engaged in illegal drug
use.
&_All of the County policies and programs that are inconsistent with
the ADA and identified in the self-evaluation plan wil l be corrected
immediately with remedial action.
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AMERICANS WITH DISABILITIES ACT

~The County shall remain committed to the Transition Plan approved by
the Board of County Commissioners September 15, 1992 with implementation
including the identification of all structural changes needed to existing
County owned facilities to achieve accessibility for the disabled.
Elements and guides for that Transition Plan include the following:
~ I f the County believes ,that a proposed structural change would
fundamentally alter the nature of the County service, program or activity,
or would result in an undue financial or administrative burden, the County
may not be required to make such structural change. However, the burden
of proving such hardship is on the County.
!k_All County facilities are divided into public oriented and non-public
oriented categories.
The County's sign shop, voting. machine warehouse,
Road
and
Bridge
Division
storage
buildings,
offices,
and
restrooms/showers, Sheriff's Office's garage storage building compound,
Fleet Management, and all water/sewer facilities were determined to be
non-public oriented facilities and therefore not included in the
transition plan.
However, the accessibility of these buildings will
continue to be monitored and addressed on a case by case basis when an
employee requests a reasonable accommodation to a disability.
All
remaining county facilities were determined to be public oriented and
evaluated for ADA compliance.
Q.:_All of the structural changes identified in the transition plan will
be completed by January 26, 1995.
5.
The complaint resolution procedure for handling general public
complaints associated with this law is maintained in the unit DISABILITIES
ACT-PUBLIC COMPLAINTS, AM-607.1.
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POLICY:
Indian River County does not condone workplace violence, or the threat of violence, by any of
its employees, customers, the general public, and/or anyone who conducts business with the
County. It is the intent of the County to provide an environment free from violence, threats of
violence, harassment, intimidation, and other disruptive behavior.
COMMENT:
1.
Violence or the threat of violence, by or against any employee of Indian River County or
other person, is unacceptable and will subject the perpetrator to disciplinary action, up to and
including termination and possible criminal charges.
The County will work with law
enforcement to aid in the prosecution of anyone within or outside of the organization who
commits or threatens violence against an employee or employees.
2.
Possession, use, or threat of use of a deadly weapon, including a firearm, ammunition,
explosive device, illegal knife, bow and arrow, or other weapon, is not permitted while on duty,
on County property, or in a County vehicle, except as specifically authorized by the County or
as provided by law.
3.
Each incident of violence or threat of violent behavior, whether committed by another
employee or an outside individual such as a customer, vendor, or citizen, must be reported
immediately to the appropriate management authority (supervisor or Department Director) or
directly to the Human Resources Director.
4.
Any employee who acts in good faith by reporting real or implied threats or violent
behavior will not be subject to any form of retaliation or harassment.
5.
If it is determined through an investigation that an employee made false or malicious
reports of threats or violent behavior, the employee will be subject to disciplinary action, up to
and including termination.
6.
Any employee who is found after an investigation to have violated this policy will be
subject to disciplinary action, up to and including termination.
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POLICY:
It is the policy of the County to be an equal opportunity employer and to hire individuals solely
upon the basis of their qualifications for the job for which they have applied . Every effort is
made to hire/promote employees into positions which make the best use of their abilities and in
which they will be able to achieve personal satisfaction. Nepotism will not be practiced or
tolerated in employment decisions. In no event shall the hiring of an employee be considered
as creating a contractual relationship between the employee and the County unless a written
contract is executed by the parties.
The County Administrator and County Attorney shall have the sole power of appointment of
subordinate positions unless that power is delegated as is their option.
Classifications of positions will be established by Human Resources through position
evaluation. Positions shall be authorized through the annual budget process for each
department. The County Administrator retains the right to reclassify, transfer, promote,
demote, freeze, eliminate and/or create positions as necessary to efficiently run the day-to-day
operations of the County.
Adherence to the authorized staffing levels shall be monitored through the use of a "Position
Control List." Establishment and maintenance of this list is the responsibility of the Human
Resources Department.
Final departmental authority for candidate selection rests with the appropriate department
head. Decisions relative to job grade, wage level and qualifications will be shared between
Human Resources and the department head, conforming to policy guidelines. Reimbursement
for specific interview and relocation costs may be provided to certain exempt hires at the
discretion of the County Administrator or County Attorney. Expense reimbursement is subject
to the provisions of Section 112.061 Florida Statutes.
COMMENT:

1.
A position shall be considered open when an approved employment requisition is
received in Human Resources.
2.
Department heads seeking to add/replace employees in budgeted positions will send an
employment requisition to the Office of Management and Budget for review and approval.
Budget will compare the data with the Position Control List to verify that the position was
authorized. Additional positions authorized by the County Administrator during the fiscal year
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shall be added to the Position Control List by Human Resources after receiving approval from
Budget.
3.
When the approved employment requisition is received in Human Resources, the
following process shall be initiated:
a.
Human Resources will post the position internally for a minimum of 5 working
days in accordance with the applicable collective bargaining agreement provisions. The
position requirements will be based on the approved job description. The position may be
posted externally as well. If additional advertising is necessary, it shall be initiated by Human
Resources in accordance with the policy and AM-201.3 "Employment Advertising." The
County will not pay any employment agency fees for unsolicited referrals of individuals to fill
job openings.
b.
All qualified current employees may apply for an open position. Internal
applicants may be considered with external applicants and the position will be filled on the
basis of qualifications and experience.
c.
Human Resources will review applications based upon the minimum
qualifications and experience requirements in the position description for the open position.
Qualified applications will be forwarded to the appropriate hiring manager for review and
consideration.
Veteran's preference will be provided to all qualified veteran applicants in
accordance with applicable laws.
d.
To aid in the process of selecting the most qualified applicant for the position, the
County may require job related skills tests/assessments as a part of the recruitment process.
All testing/assessments must be job related. Departments utilizing skills tests/assessments
need to review and obtain approval of the tests/assessments from Human Resources prior to
administering the testing. At a minimum, the selection process will consist of job related
interview questions that will assist the hiring manager in determining the qualifications and
experience of the applicant. Human Resources will provide guidance to the hiring manager to
develop job related interview questions and testing/assessments.
e.
When the hiring manager has reviewed all referred applications, he/she should
schedule and conduct interviews with the candidates whose education, training, qualifications
and experience appear best suited for the position. All qualified veteran applicants will be
granted an interview and provided preference at each step of the recruitment process. Internal
applicants meeting the minimum qualifications will also be granted an interview. As many
interviews as the supervisor deems necessary will be conducted.
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f.
When a candidate is recommended to fill the vacant position, the hiring manager
will submit the recommendation for approval to the department head. The hiring manager will
also update the applicant information to reflect candidates who were interviewed and not
selected or who were not selected for interview. If a non-veteran applicant is determined to be
more qualified than a veteran 's preference applicant, the hiring manager will need to provide
justification for the hiring decision to the Human Resources Director who will review the hiring
recommendation for appropriateness. All hiring recommendations must be approved by the
Human Resources Director prior to a conditional offer of employment. Compensation will be in
accordance with AM-304.1 "PAY PROGRESSION SYSTEM". Human Resources will make all
offers of employment and will prepare and process the appropriate employment paperwork.
g.
Human Resources will notify applicants when a position has been filled using the
notification process via the applicant tracking system.
h.
Reference checks will be performed by the hiring department and/or the Human
Resources Department for all positions.
i.
College degrees, professional licenses, and other required certifications/licenses,
including driver licenses, will be verified by the Human Resources Department.

j.
A criminal/civil check will be performed for all positions by the Human Resources
Department through the Indian River County Court records and , where applicable, the Florida
Department of Law Enforcement. Additional background checks including a credit check may
be required as authorized by the County Administrator or County Attorney as appropriate.
k.
positions.

Pre-employment physicals and/or drug testing may be required for certain

I.
The County Attorney will apply this policy to the hiring of personnel within the
respective office.
m.
Human Resources will verify eligibility to work in the United States utilizing the EVerify system.
4.
Relocation assistance up to $5,000 may be provided as approved by the County
Administrator or County Attorney, as ai-,propriate, who will consider staffs recommendation,
the relocation distance, the subject employee's level in the organization, and the competitive
necessity of the relocation assistance to consummate the acceptance of the job offer.
Reimbursement for relocation costs applies only to costs specifically authorized in advance by
County Administrator or County Attorney. Payment will be contingent upon whether the
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expenses are documented with legible dated receipts clearly indicating the service/goods
provided, to the satisfaction of the County.
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POLICY:
In accordance with good business practices and sound judgment, it is the policy of the County to
avoid the hiring of relatives unless doing so would be in the best interests of the County. This
policy may not be strictly enforced for temporary or seasonal positions.
COMMENT:
1.
Responsibility for the administration of this policy shall rest with the Human Resources
Director or his designee.
2.
Relatives are individuals related to employees as grandfather, grandmother, grandson,
granddaughter, father, mother, son, daughter, brother, sister, uncle, aunt, first cousin , nephew,
niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half brother,
or half sister. On the County employment application, candidates are asked to identify any
relative currently employed by the County. Failure to identify relatives will result in rejection of
the candidate's employment application or, if already hired, in termination of employment.
3.
Approval from the County Administrator or County Attorney, whichever County officer is at
the head of their chain of command , will be required before an applicant who has a relative
currently working for the County will be considered for employment. Under no circumstances will
an applicant be hired if such employment would:
a.

Create either a direct or indirect supervisor/subordinate relationship with a family
member, or

b.

Create either an actual conflict or morale problem, or the appearance of a conflict
or morale problem.

4.
Approval from the County Administrator or County Attorney, whichever County officer is at
the head of their chain of command , will be required for an employee to be transferred or
promoted to any position within the County where the individual would come into contact on a
regular basis with a relative currently working for the County.
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County employees who marry, become members of the same household, or have a
close personal relationship which can reasonab ly be perceived as potentially compromising
their ability to function independently may continue employment as long as there is not
5.

a.

A direct or indirect supervisor/subordinate relationship between the employees;
or

b.

An actual conflict or morale problem, or the appearance of a conflict or morale
problem.

6.
Should one of the above situations occur, the County Will assist the affected employees
in their efforts to find a suitable position within the County to which one of them may transfer.
If accommodations of this nature are not feasible , the employees will be permitted to determine
which of them will resign.
7.
Employees with relatives working at the County are to refrain from participating in or
attempting to influence those decisions that might affect a relative's salary, classification,
employment, benefits, or any other job-related action. Disciplinary action will be taken against
employees who participate in this type of activity.
8.
Employees with relatives who apply for employment with the County are to refrain from
participating in or attempting to influence the hiring process of the relative. Disciplinary action
will be taken against employees who participate in this type of activity, and the relative's
employment application may be rejected as a result of the interference.
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POLICY:
In accordance with the Board of County Commissioners' action taken at the May 18, 201 O
regular Commission meeting, it is the policy of Indian River County to hire the following
positions on an annual contract basis: Ass istant County Administrator, Deputy County
Attorney, and Assistant County Attorney. This policy applies only to individuals hired in such
positions on or after May 18, 201 O; the policy shall not apply to individuals employed in such
positions prior to May 18, 2010.
COMMENT:

1.

Responsibility for the administration of this policy shall rest with the County Attorney and
the County Administrator.

2.

The contract shall contain the following terms:
a.
b.
c.
d.

e.

One year term without automatic renewal;
Salary to be determined by the County Attorney or County Administrator;
Same benefits as provided to other County employees per the Admin istrative
Manual;
"At will" employment status which may be terminated with or without cause upon
60 days notice (policies relating to Disciplinary Procedure and Offenses/
Disciplinary Pattern shall not apply); and
No severance benefits.

3.

Notwithstanding the above, the County Administrator shall have the right to hire an
Assistant County Administrator as a regu lar, non-contract employee, at his/her
discretion.

4.

No exceptions may be made to this Policy without Board approval.

ALAN S. POLAC
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POLICY:

It is the policy of the County to provide orientation programs for new
employees and to conduct/support training programs as deemed appropriate.
COMMENT:
..L___The Personnel Department is responsible for the overall development
and coordination of the orientation program and for implementing the
portions that cover County history, policies, benefits and new employee
files and documentation. Each supervisor is responsible for orientation
as it applies to introducing the new employee to the specific job and
department and may select a co-worker to serve as a sponsor to facilitate
the new employee's transition.
~Department management may approve employee participation in continuing
education and/or training programs when such instruction is deemed
beneficial or considered necessary for satisfactory job performance. In
some cases, employees may be required to enroll in and complete such
programs satisfactorily. Each and every training unit must be approved
in wr iting in advance by the employee's department head. The County will
only reimburse job related training that has also received departmental
approval.
h_The County may sponsor or conduct special programs when deemed
appropriate for individuals or groups of employees for general topics such
as management training and development, safety and health, special issues
training, and application of laws and regulations.
h._As a general rule, training will be restricted to that which -will keep
current or enhance employee's skills in their present position and
responsibilities.
The county does not sponsor developmental programs
which qualify the employee for a career change.
L__Employees may receive certificates of completion for successfully
finishing County approved or sponsored training and educational programs.
The Personnel Department will document such completions by adding the
certificates to the employee's personnel file.
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POLICY:
It is the policy of the County that applicants to whom a conditional offer
of employment has been extended and present employees may be required to
submit to medical tests or examinations when management feels such actions
are necessary for the safe or effic i ent operation of the organization.
COMMENT:
.L._Successful applicants for employment may be required as a condition
of employment to pass a medical examination to establish both their
fitness to perform the jobs for which they have applied and their fitness
to do so without endangering the health and safety of themselves or
others. If management has determined that examinations are appropriate
to a particular position, all applicants for the job to whom a conditional
offer of employment has been made are to be examined. Care will be used
to avoid the appearance of discriminatory use of this provision.
The
decisions will be job related and justified by business necessity.
~Employees may be required to have a medical examination on other
occasions when the examination is job-related and consistent with business
necessity.
Such occasions may arise when there is the potential for
exposure to toxic or unhealthful situations, when the employee is being
considered for transfer or· promotion, or when there is a question
concerning the employee's ability to perform his duties or the job he is
being considered for.
h_Medical examinations required by the County will be paid for by the
County and must be performed by a physician or licensed medical facility
designated or approved by the County. Such examinations are the property
of the County and are to be treated as confidential pursuant to Florida
Statute 112.08(7) and held in separately identified files.
However,
records of specific examinations, if required by law or regulation or
warranted by appropriate business practice, wil l be made available to the
employee, persons designated and authorized by the employee, public
agencies, relevant insurance companies, or the employee's doctor.
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,L__Employees who need to use prescribed drugs or narcotics while at work,
which may impair their ability to perform their job safely and
effectively, must report this requirement to their supervisor. Depending
on the circumstances, employees may be reassigned, forbidden to perform
certain tasks, or even not allowed to work if they are judged not able to
perform their jobs safely and properly while taking prescribed drugs or
narcotics .
.2.,i_The county reserves the right to require acceptable confirmation of
the nature and extent of any illness or injury that requires an.employee
to be absent from scheduled work.
Employees returning from a medical
leave or a prolonged absence caused by health problems may be required to
provide a doctor's certification of their ability to perform their regular
work satisfactorily without endangering themselves or their fellow
employees. See units SICK LEAVE, AM-702.1 and LEAVE OF ABSENCE, AM-703.1.
.2..!,__The County reserves the right to require a second medical opinion
regarding an employee's absence because of illness or injury or regarding
a doctor's certification of an employee's ability to return to work. Any
such second opinion will be paid for by the county.
~Employees who become ill on the job or suffer any work-connected
inJury, no matter how minor, are to report the situation to their
supervisor for appropriate treatment, action and recording of the matter •
.§..:._The Personnel Department is responsible for developing/administering
programs concerning employee health and safety.
~The County will not discriminate against persons with disabilities in
matters of discharge, pursuant to the requirements of the Americans With
Disabilities Act. See the unit AMERICANS WITH DISABILITIES ACT, AM201.4
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POLICY:
It is the policy of the County to provide current employees the opportunity to apply for promotional
opportunities for higher-level positions. To fill vacancies above the entry level, management will
consider current employees with the necessary qualifications and skills. It is the policy of the
County to grant an interview to current employees who have completed the application process
and who meet the minimum qualifications for a vacant position. External candidates may also
be considered.
COMMENT:
1. Employees are encouraged to seek advancement opportunities and to obtain promotion
and career guidance from their supervisor, department head, and/or the Human Resources
Department.
2. An employee's basic eligibility for promotion will be determined by the requirements of the
position. In addition, the employee must have both a satisfactory performance record and no
adverse disciplinary actions during the preceding twelve-month period. Probationary
employees may also be considered.
3. Job openings will be posted on the County's job website and may also be posted on worksite
bulletin boards for work groups who do not have computer access. All employees, excluding
temporary employees, may apply for the vacant position during the period the position is open.
Employees are encouraged to fully complete the application to reflect relevant qualifications and
work history.
4. Employees along with external applicants will be considered in accordance with the
established policy in the unit HIRING, AM-202.1. Pay provisions will be according to the unit
PAY PROGRESSION SYSTEM, AM-304.1.
5. Current employee candidates for promotion may be screened and selected on the basis of
attendance and work records, performance appraisals and job-related qualifications including
in some instances, aptitude tests. Seniority will be considered if two or more candidates are
judged to be equally qualified based on merit, work record, and other qualifications. Having
candidates with essentially similar profiles provides the County with a special opportunity to
review minority and protected category candidates with a view toward attainment of the
Affirmative Action Plan goals.
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POLI CY:

It is the policy of the County to establish working hours as required by
work load and production flow, citizen service needs, and the efficient
management of personnel .
COMMENT:

h_The normal workweek is Friday through Thursday, beginning at 12:01 AM
on Friday and ending at 12:00 Midnight on Thursday, and consists of either
forty (40) hours or thirty-seven and one-half (37.5) hours. Certain fire
fighters and emergency medical services employees will work a non standard
schedule.
~The normal workday shal l cons ist of either eight (8) or seven and cnehalf- (7 1/2) consecutive hours of work with an unpaid meal period. The
schedule of hours for employees shall be determined by the department,
division, or office to which they are assigned.
Employees shall be
informed of their daily schedule of hours of work, including meal periods,
if any, and of any changes deemed necessary by the county.
~Lunch for all County employees shall be established as either a sixty
(60) minute or th i rty (30) minute period during which the employee
performs no duties related to the job function.
~The duration and time of lunch shall be scheduled by each supervisor,
near the mid-point of the employee•~ work day, with appropriate regard for
the work load.
5.
Breaks shall be established as a short period of rest scheduled by
each supervisor, near the mid-point of the first and last half of the
employee 1 s wor~ day .
.§.:._Both lunch periods and breaks may be scheduled on a staggered basis.
7.
Employees may be required to work overtime whenever it is deemed
necessary by their department head. • Overtime shall be assigned by a
supervisor in the particular job for which overtime is required. · No
employee shall be permitted to work overtime without the prior approval
of the supervisor and department head.
~Employees represented by a labor union shall follow the provisions of
the labor agreement negotiated between the County and the respective
union.
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PQLICY :

It is the poli9y fof the County to allow it~ employees to engage in outside
work or hold other jobs, subject to certain restrictions outlined' below.

COMMENT:
,L__The county requires that employees• activities and conduct away from
the job must not conflict with or compromise its interests, or adversely
affect job performance and the ability to fulfill all responsibilities to
the County. (See unit CONFLICTS OF INTEREST AM-806.1.). This prohibition
also extends to the unauthorized use of any County tools or equipment and
the unauthorized use or application of any confidential information or
techniques.
In addition, employees are not to solicit or conduct any
outside business during paid_working time.

2.
Outside employment will not be considered a n excuse for poor job
performance, absenteeism, tardiness, leaving early, or refusal to work
overtime or different hours.
If outside work activi ty does cause or
contribute to job-related problems, discipl inary action up to and
including termination may be instituted .
.h,_Particular care should be
employee's efficiency.

used

if the

outside work

reduces

the

h_Employees who have accepted outside empl oyment are not eligibie for
paid sick leave when the absence is used to work on the outsi de job.
Fraudulent use of s i ck leave will be cause for disciplinary actiQn.
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POLICY:
It is the policy of the county to use temporary, part-time, or student
employees.
COMMENT:
~

A temporary employee is one who is hired either part-time or fulltime for a specific period of time which shall not exceed six calendar
months. The six month period shall include any portion of the beginning
and ending months as if they were full months. A permanent employee is
one who is hired either part-time or full-time for a period of time
exceeding six calendar months, viewing the six month period as including
any portion of the beginning month as if it was a full month.
A part-time employee is one who typically works less than the
normal number of hours for the unit in which he is employed, either 37.5
hours or 40.0 hours per week .

~

..L..... student positions are filled on a temporary basis and may be either
part-time or full-time for a specific period of time which may exceed
six months. In order to remain in a student position, the employee must
be enrolled in a full-time - educational program. Employees in student
positions are not eligible for fringe benefits.

Temporary and part-time employees are hired through the process
described in the unit HIRING, AM-202.1 •

i.:___

Temporary employees are not eligible for fringe benefits.
Permanent part-time employees are eligible for pro-rata accrual of
vacation, sick leave (but not sick incentive payments), retirement
credits and holidays, depending upon their hours worked.
Permanent
part-time employees hired on or after June 22, 2001, are not eligible
for vacation leave, sick leave, or holiday benefits.
Permanent parttime employees who typically work thirty or more hours per week are
viewed as full-time for health plan purposes and receive that benefit
under the same guidelines as full-time permanent employees.

.2...:__

An employee whose status changes from temporary to permanent will
be considered as hired on the date of the change of status for purposes
of longevity. An employee whose status changes from part-time permanent
to full-time permanent will be considered as hired on the date the parttime permanent employment relations was begun. Vacation and sick leave
accrual will begin following the completion of a full calendar month as
a full-time employee.

~
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POLICY:
It is the policy of the County that, if it must reduce employment, layoffs and recall from layoff will be
conducted consistent with County requirements and in accordance with the procedures set forth
below.
COMMENT:
1.

Management reserves the right to alter the layoff procedure in order to assure the highest
level and quality of service to the public, including, but not limited to, the consideration of past
disciplinary actions, attendance records, and performance appraisals.

2.

Subject to Comment 1 above, within affected work sections (subgroups of Divisions)
employees are to be selected for layoff in the following order:
a. Employees on "employment probation" as new hires or due to disciplinary problems are to be
laid off first;
b. Temporary and part-time employees are to be laid off next;
c. Full-time permanent employees are to be laid off based on their length of service.

3.

Exempt and managerial employees within the Divisions and Departments are to be selected
for layoff in the following order:
a. Employees whose work generally is of a routine or repetitive nature and does not regularly
require the exercise of judgment are to be subject to the same layoff procedures set forth for
unit employees, in 2. above.
b. All other exempt and managerial employees are to be selected based on evaluation of the
following criteria:
i.

Demonstrated current and past performance;

ii.

Promotion potential and transferability of skills to other positions within the
Department; and

iii.

Length of service with the County.
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4.

The County shall give the employee to be laid off written notice of the action to be taken prior
to the effective date. During the final two weeks the supervisor will be particularly flexible
regarding employee absences which are required as part of a job search. The employee may
use vacation leave or unpaid leave for these absences.

5.

Selection for layoff shall be a joint determination by the department head and Human
Resources Director. Decisions shall be reviewed and approved by the County Administrator
for those operations subordinate to him, ano by the County Attorney for those positions
subordinate to him.

6.

A laid-off employee shall be paid for all accrued vacation and sick leave as if he were
voluntarily quitting.

7.

A laid-off employee shall be eligible for conversion of employee health care benefits at his
expense.

8.

The County will not object to the payment of Unemployment Compensation benefits claimed
by a laid-off County employee.

9.

Laid-off employees remain eligible for recall into positions previously held with the County or
for which they are qualified for a period equivalent to time in service, but not exceeding 12
months, provided that any employee so recalled shall be subject to passing a typical preemployment screening at the discretion of the County.

10.

No continuous service benefits of any kind shall accrue during the layoff period.

11.

The final pay for laid-off employees will be prepared for distribution on the next normally
scheduled pay date following the termination date. Prior to receiving final monies due, all
records, books, assets, uniforms, keys, tools, and other items of County property in the
employee's custody shall be returned to the department. Any outstanding debts incurred by
an employee which are due the County shall be deducted from the employee's final
paycheck.

12.

An employee who refuses a formal recall offer to a position the County deems the employee
is qualified to perform will surrender his/her rights for further consideration.
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POLICY:
It is the policy of the County to terminate employment because of an
employee's resignation, discharge for cause, death, retirement, lay off
or end of temporary employment.
Discharge can result from employee
misconduct or unsatisfactory job performance.
Employees are free to
resign at any time.
COMMENT:
.L__Employees are expected to give written notice of their intention to
resign. Failure to give written notice may result in ineligibility for
re-employment. The following guidelines are suggested:
~Supervisory and managerial employees should give four weeks notice.
~Ex~mpt nonmanagement employees should give three weeks notice.
~All other employees are expected to give two weeks notice.
1...-.._Acceptable behavior and disciplinary processes for termination for
poor performance are provided in the units BEHAVIOR OF EMPLOYEES, AM-801.1
and DISCIPLINARY PROCEDURE, AM-807.1 .
.k..__Procedures governing termination due to lay off
unit LAYOFF AND RECALL, AM-211.1 .

are provided

in the

.!.,__Voluntary terminations should be processed to Personnel as soon as the
decision is made known by the employee. Personnel will prepare to counsel
the employee relative to insurance conversion privileges and other pay and
benefits matters.
Employees who are absent from work for three
consecutive work days without being excused or giving proper notice of
their absence will be considered as having voluntarily quit •
.2...!,_The Personnel Department will arrange to have the final pay for
terminated employees prepared for distribution on the next normally
scheduled pay date following the termination date. It can be mailed if
the employee requests same in writing.
Otherwise, final pay should be
picked up in the Personnel office by the employee or someone who has
written authorization to do so. Final pay will be ready on the last work
day for those retiring employees who are vested in the retirement plan.
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L,__Preparation of final pay will consider the return by the employee of
all county property in their possession including, but not limited to,
uniforms, County identification cards, keys, and Emergency Services photo
badges. If any County property in the employee's possession has been lost
or damaged, the cost of replacing or repairing it shall be deducted from
the final pay check in accordance with applicable federal and state laws.
7.
county property (see 6.
above), will be returned to the issuing
department or division representative who will then notify Personnel of
its return.
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POLICY:
It is the policy of the County to pay wages and salaries which are competitive with rates being
paid for like jobs by other employers in the recruiting area. See the unit, JOB EVALUATION,
AM-303.1 . Measurement of the equity of wage ranges and the need for general pay increases
will be conducted as needed and will include an analysis of area pay plans, cost of living
trends, turnover, internal equity, and/or funds available. Probationary and pay progression
increases for individual employees are based primarily upon satisfactory performance and not
necessarily given on the basis of length of service alone. See the unit, PAY PROGRESSION
SYSTEM, AM-304.1. Payrolls will be generated biweekly through the Human Resources
Department.
1.
The Human Resources Department has been appointed to review all wages and
salaries on a continuing basis on behalf of the County Administrator and County Attorney. It is
the responsibility of the Human Resources Department to recommend changes necessary to
keep the system equitable and competitive. To the extent that wage increases are based upon
performance, management employees are responsible for assuring that pay rates reflect that
performance.
2.
Policies regarding changes of all types are matters within the County's sole discretion
and may be unilaterally modified or revoked at any time, to the extent permitted by law.
3.

Payroll Periods
a.

The Human Resources Department will generate a payroll for distribution every
other Friday. The pay period shall begin at 12:00 A.M. every other Friday and
end at 11 :59 P.M. on Thursday, two weeks later. Paychecks are distributed on
Friday, the day following the end of the payroll period.

b.

If a normal payday occurs on a scheduled holiday, all steps in the payroll process
will be advanced to permit distribution of checks on the working day prior to the
holiday.

c.

Every payday, employees will be provided a statement detailing gross pay,
deductions and net pay.
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4.
Pay plan headings shall be maintained by the Human Resources Department. They will
be arranged into classes which include:
A= Administrative
E = Exempt
N = Nonexempt (37.5 hour work week)
L = Represented Labor & Trades (part-time and 40 hour work week)
M = Represented Labor & Trades (37 .5 hour work week)
S = Unrepresented Labor & Trades (40 hour work week)
X, Z, OF and FS = nonstandard work weeks. (They apply to certain fire and emergency
medical services positions).
Classification information which will be maintained in the Human Resources
Department:
a.
b.
c.
d.
e.
f.

Listing of each job title in each classification pay grade
Minimum and maximum pay for each pay grade.
Job numbers for each job in the classification.
Position descriptions for each classification.
Job Description Questionnaire for each classification.
Current copy of Position Control Report (drawn from administration data base;
lists data on each position authorized by the Board of County Commissioners).

5.
Call back pay shall be paid to nonexempt employees called back to work during off-duty
hours. Call back is work due to an emergency or other urgent situation during off-duty hours.
This pay shall be two hours of pay or the actual time worked, whichever is greater, for an
employee called back to a work site during off-duty hours. This time shall be considered as
time worked for computing overtime. The call back of any employee requires the prior
approval of the department head or designee.
6.
Standby assignments must be authorized by the department or division head. This
assignment is made when it is necessary that an employee be available for work due to an
urgent situation during off-duty time. For employees on standby status, one hour of pay at
time and one-half will be paid for each regular work day and an additional hour of pay at time
and one-half on each non-work day and holidays. Standby hours shall be in addition to time
worked.
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7.
Temporary assignment pay shall only be utilized in those instances when a position has
been vacated due to resignation, retirement, termination, or long-term illness and another
employee must perform the duties of the vacated position. Under no circumstances should an
employee receive temporary assignment pay for filling in while another employee is on
vacation or is out on a short-term basis (30 days or less) for other reasons. In order for
employees to receive temporary assignment pay, they shall perform the duties of a higher
classification. In addition, approval must be received from the department head and the
Human Resources Department prior to the reassignment. The request for approval shall
include the position the employee is being temporarily assigned to and why, the date the
employee will start performing the duties of the other position, the date the employee should
start receiving temporary assignment pay and the expected duration of the temporary
assignment. Employees shall receive a 5% pay raise for serving in a temporary assignment
unless a higher amount is approved by the County Administrator.
8.
Crew Leader premium must be authorized by the department/division head. This
assignment is made when it is necessary that a nonexempt employee is required to function as
acting supervisor. An employee will be paid an additional half hour at time and one half for
each day he is designated as crew leader.
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POLICY:
It is the policy of the County to ensure exempt supervisors, below the level of division
manager, are available to respond to after-hours issues that may require direction, guidance,
and/or on-site response by the supervisor. Such a policy will help maintain critical utility, public
works and traffic engineering services in order to ensure an efficient and effective response
and allocation of resources which manages after hours' incidents/events that may affect the
safety and health of the residents of Indian River County. Typical incidents/events include
wastewater/water main breaks, utility plant operations issues, traffic control device
malfunctions and knockdowns, road and bridge safety issues, street lighting, public buildings,
etc.

ELIGIBILITY:
This policy applies to exempt supervisory employees below the level of division manager who
are assigned on-call duties as approved in writing by the Department Director and fulfill the oncall responsibilities outlined below. The Department Director has the sole discretion in
approving exempt supervisory on-call assignments. This policy does not apply to non-exempt
employees.

ON-CALL RESPONSIBILITIES:
Supervisory employees below the level of division manager serving in an on-call
capacity shall perform the following duties, including but not limited to:
• promptly responding to after-hours calls.
• assessing the situation and providing guidance and direction on the appropriate
response including directing personnel, identifying equipment needs, coordinating with
appropriate agencies and notifying appropriate individuals, and responding on -site when
needed. Department Directors and Division Managers will establish which type of
events mandate an on-site response.
• limiting travel while on-call to be available to respond on site within one (1) hour in
Indian River County.
• being in a state of readiness to respond and not be impaired or under the influence of
any controlled substance to include medication or alcohol.
• complying with administrative policies and safety regulations.

•

other duties as may be required to manage the incident/event

COMPENSATION:
In recognition of the above, exempt supervisory employees who are assigned and serve in an
on-call capacity shall receive flat rate compensation of $35 for each weekday serving on-call,
and $70 for each weekend day or holiday.
OTHER CONSIDERATIONS:
Exempt employees who respond on-site and work more than sixteen (16) hours within any
twenty-four (24) hour period may be required to take a minimum eight (8) hour rest period prior
to returning to work. Electronic notification must be made to the Division Manager as soon as
possible if this occurs and the employee is unable to report to work at the beginning of the next
regular work day.
Divisions may establish procedures, which are not in conflict with this policy, necessary to
maintain an efficient and effective response to after-hours calls. This policy may be amended
as necessary.
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It is the policy of the County not to work employees beyond the regularly scheduled
work week unless conditions warrant. This policy will be governed by applicable Fair
Labor Standards Act regulations for Public and Public Safety employees.
1. All full-time employees normally work a standard number of hours each week, as
described in unit HOURS OF WORK, AM-208.1. The standard number of hours
are determined based on the position type and budgeted hours.
2. Management may schedule overtime beyond the standard budgeted work week
hours when it is in the best interest of the County and is the most practical and
economical way of meeting workloads or deadlines. An employee must receive
prior approval from the supervisor prior to working additional hours. Employees
are not authorized to work additional hours without prior approval.
3. Employees will be required to work overtime when requested by management
unless excused by management. The County will attempt to provide advance
notice of the need to work overtime. There may be instances where advance
notice cannot be provided. Employees may volunteer to work overtime and
should communicate that interest to their supervisors. Overtime will only be
scheduled for those employees fully qualified to perform the work required. All
other factors being the same, seniority may be used as a selection factor. In
most work units, efforts will be made to equalize overtime among employees
who are similarly classified.
4. Employees who are subject to the minimum wage and overtime provisions of the
Fair Labor Standards Act are referred to as "nonexempt," meaning not exempt
from that law. Those who are "nonexempt" are eligible for overtime pay at one
and one-half times their pay rate for hours worked beyond (40) forty in one week.
Non-exempt employees whose standard number of hours each week is less than
(40) forty, will receive straight time for overtime hours worked that are excess of
the standard hours and do not exceed (40) forty hours in one week. Non-exempt
employees are classified in the "L", "M", "N", and "S" groups as discussed in the
unit PAYROLL/SALARY ADMINIST RATION, AM-301 .1. Employees who are
"exempt" are not eligible for overtime pay and these employees are classified in
the "A" and "E" groups in the salary administration unit. During a declared
emergency, additional compensation may be paid to "exempt" employees , as
approved by the County Administrator, at a rate not to exceed the employee's
hourly salary as used for the purpose of payroll calculations as identified in
number 8 below.
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5. When computing overtime compensation, vacation, holidays, bereavement leave,
jury duty, paid emergency leave during a declared emergency, and military
leave shall be considered as time worked. Other absences from work while on
pay status, such as sick leave, will not be counted as time worked for overtime
computation.
6. Compensatory time shall not be used as compensation for overtime.
7. During a declared emergency, if non-union employees are relieved of duty and
provided paid emergency leave (ex. hurricane leave), any non-union employee
who is required to complete their shift will be paid for the remainder of their
normally scheduled shift at two times their regular rate of pay. If an employee
works part of their normal shift, the non-working hours that fall within their normal
work schedule will be paid as emergency leave and the working hours will be
paid at two times their regular rate of pay. Time that extends beyond the normal
shift will be paid at time and one-half. Other absences from work while on paid
leave to include sick leave will be counted as time worked for overtime
computation. This will only apply to the work week in which paid emergency leave
is granted. Subsequent work weeks, will return to the overtime compensation
criteria identified above.
8. During a declared emergency, "exempt" employees who are assigned to work
when other "exempt" employees are relieved of duty and provided paid
emergency leave, are eligible to receive additional compensation for hours
worked to include hours worked beyond a normal work schedule. Compensation
will be in addition to the employee's normal salary and will be calculated based
on the additional hours worked at a rate of pay equal to the employee's hourly
salary as used for the purpose of payroll calculations. The County Administrator
will identify the beginning and ending dates that exempt employees will be
eligible for additional compensation. Exempt employees will be required to
document their time and work performed on the required forms.
JASON E. BROWN _________________________________ DATE: ____________
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POLICY:
It is the policy of the County that the job performance of each employee
should be evaluated periodically by the employee's supervisor.
COMMENT:
.L..__Performance appraisals should be completed on the following occasions:
~At the end of six months of employnient (employment probation). See
the unit PROBATION, AM-205.1.
~six months after a promotion (promotion probation).
See the unit
PROBATION, AM-205.1.
£.:_Prior to the annual Pay Progression increase (annual review). See
the unit PAY PROGRESSION SYSTEM, AM-304.1.
~Whenever management feels it appropriate, such as at time of
termination, transfer to a new department, or after disciplinary action.
h_Personnel will send each department head a notice of performance
appraisals being due for that department. This will occur at least one
month before the appraisals are due for completion. Performance Appraisal
blank forms are available from Personnel.
~Pay progression increases for which empioyees are eligible will not
be effected unless the performance appraisal is completed.
,L__If a performance appraisal has been completed within one month prior
to 1.a. or l.b. above for another purpose, a new appraisal need not be
completed. It may be completed if the supervisor wishes to do so.
~Between scheduled performance appraisals, supervisors should discuss
with employees on an informal basis any performance issues that warrant
attention and should keep records of any significant incidents.
h__In evaluating employees, supervisors should consider such factors as
the experience and training of the employee, the position description, and
the employee's attainment of previously set goals. Other factors that
normally should be considered include knowledge of the job, quantity and
quality of work, promptness in completing assignments, cooperation,
initiative, reliability, attendance, judgement, conduct, and acceptance
of responsibility.
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L..._The supervisor's written appraisal of job performance should include
justification for any pay increase and recommendations for improvement.
Recommendations for improvement do not necessarily indicate poor
performance but could serve as a guide to help the employee become an even
better performer.
L_Supervisors may attach pages to the appraisal to allow for expanded
discussion of comments. Employees may also attach pages if the allotted
space for "Employee Comments" is inadequate.
Any pages attached become
a part of the permanent employee file and must be signed by both the
supervisor and the employee.
NOTE: The comment spaces on the performance appraisal form are intended
for comments relative to the employee 1 s performance and the employee's
reaction, if any, to the appraisal.
The spaces are not appropriate for
sharing opinions about elements of the employment relationship, such as
pay rates, management structure, or government in general.
~The performance appraisal should be reviewed during a private,
uninterrupted meeting between the supervisor and the employee.
This
should include a candid exchange between the two, with the target being
a common understanding of the performance rating and how the two can work
to achieve the service obligations of their group to their clients.
~The appraisal form will be signed by the supervisor, division head,
employee, and department head after which it is sent to the Personnel
Director.
It is due in the Personnel Department before the pay
anniversary date, so the pay change, if any, will be timely.
Any pay
change will be effective on the first day of the first full pay period
following the pay anniversary date. The Personnel Director will sign the
appraisal form and initiate the paperwork required to effect any pay
change resulting from the appraisal.
1hEmployees who feel their appraisal is unfair may seek relief through
informal discussions with their management and/or through use of the
grievance procedure in unit GRIEVANCE PROCEDURE, AM-904.1.
~Employees will always receive a copy of their completed appraisals and
the "Personnel Action Report" (PAR) form used to effect record changes.
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POLICY:
It is the policy of the County to evaluate jobs in order to establish a consistent basis for
measuring and ranking the relative worth of each job.
COMMENTS:
1.
The Human Resources Department is responsible for developing and administering the
job evaluation function.
2.
Job evaluation shall be used to help establish and update classifications and grades of
work for the purpose of equitable pay. See unit PAYROLUSALARY ADMINISTRATION , AM-

301.1.
3.
Written job descriptions shall be prepared for each position in the County. Each job will
be evaluated and ranked using a standardized rating system that measures the job content
and/or worth of the job. A parallel exercise will verify its value in the external marketplace as
well as the internal equity of the position placement relative to other County positions.
4.
A salary range is assigned to each grade or classification and provides for a spread
from a minimum to a maximum rate. Employee compensation within any pay grade or
classification is based on such factors as merit, length of service, experience, individual
productivity, and external market factors.
5.
Evaluation of a specific position may be initiated by request from a department head or
from employees at lower levels, through the chain of command. To initiate a job evaluation,
the department head will send a request for same, by memo, to the Human Resources
Director. Typical reasons for conducting evaluations are:
a.
b.
c.

Establishment of a new position .
Significant change in a position's duties or requirements.
Belief that a position is improperly graded.

All changes from evaluations will be approved by the County Administrator or County
Attorney, as applicable.
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6.
When a current position is re-eva luated, it must be acknowledged that it may result in a
downgrade of the position.
7.
Appeals of an evaluation decision may be pursued through the grievance procedure in
the un it GRIEVANCE PROCEDURE, AM-904.1.
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POLICY:
It is the policy of the County to provide a pay progression system for all permanent employees
which insures eligibility for pay increases based upon performance. This progression system
includes increase mechanisms such as employment probation, promotion probation and pay
progression increases. These will be coordinated with other increase events such as
promotions and general wage increases. Resources will be budgeted during the annual
process for this pay progression system. Responsibility for administration of the system rests
with the Human Resources Department.
COMMENTS :

1.
Hiring rate - The base of the respective pay grade for a position shall be considered the
normal starting rate for new employees. Offers can be extended up to 10% above the grade
base with agreement between Human Resources and the department head based upon
candidate experience and training, availability of qualified candidates and the prevailing
recruiting area pay rates for the skills required. Care will be used to assess the impact of
hiring above grade base as it relates to the existing work force in the unit or classification.
Offers more than 10% above grade base must be authorized by the County Administrator or
County Attorney or their designee. (Refer to "HIRING" policy AM-202 .1).
2.
Employment probation - The employment probationary period shall extend a minimum
of six months from the date of hire/transfer into a permanent position. An employment
probationary pay increase of 3% to 5% may be provided at the end of the probationary period .
In no case shall this occur earlier than six months from date of hire/transfer. The percentage
increase applicable is a function of the Performance Appraisal completed by the immediate
supervisor. The increase and appraisal paperwork will be signed by the department head and
Human Resources Director. (Refer to "PROBATION" policy AM-205.1).

3.

Promotion probation - Promotion of an employee into a higher job grade normally
results in a pay increase of 5% or to the base of the new grade, whichever is greater. Six
months from the effective date of the promotion the employee will be eligible for a promotion
probation increase of 3% to 5% based on a Performance Appraisal completed by the
immediate supervisor. Guidelines parallel those in 2. Employment probation preceding this
paragraph . (Also refer to "PROBATION" policy AM-205.1 and "PROMOTION" policy AM207.1).
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4.
General wage increase - Consideration shall be given to a general wage increase for all
permanent employees which is typically effective at the first pay period of the fiscal year.
Authorization from the Board of County Commissioners is required in order to implement a
general wage increase. General increases are given to all eligible employees on a common
date and have no influence on the pay anniversary date.
5.
Pay progression increase - Employees are eligible for a progression pay increase
yearly on an individual pay anniversary date. This date is the actual or adjusted date of hire. It
shall be "adjusted" by the application of other increases in pay except for general increases,
which have no effect on pay anniversary date. For example, if an employee receives an
employment probation pay increase, the pay anniversary date is set one year from the date of
that increase. When an employee is promoted and receives a promotion probation increase
six months later, the pay anniversary date is set one year from that date. When an employee
receives a pay progression increase (on the pay anniversary date) , a new pay anniversary
date is set one year from that date. Approval of a pay progression increase is contingent upon
satisfactory performance. Decisions relative to pay progression may be appealed by the
affected employee, through his/her chain of command, up to the County Administrator or
County Attorney, or their designee, as appropriate . Any appeal decision by these officials shall
be final , within the authority of this policy.
6.
All pay increases, with the exception of the general wage increase, will be effective on
the pay anniversary date if that date starts a pay period. If not, they will be effective on the first
pay period start date following the employee's pay anniversary date. Under no circumstances
will the effective date be advanced
7.
Red circle rates - These are pay rates which are at or above the grade maximum for a
position. In no event shall an employee be given an increase which places his/her earnings
above the grade maximum. This restriction applies to all forms of pay increases.
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Purpose

It is the intent of this policy to provide Indian River County employees a comprehensive
reference for uniform interpretation of payment or reimbursement for travel expenses incurred
in conjunction with official County business. This policy is applicable to all Board of County
Commissioner employees and Board members. The County will follow F.S. 112.061 for
purposes of travel. In the event of any conflict, Florida Statutes will govern. Any future
changes to F.S. 112.061 will be automatically incorporated into this policy.
It is the policy of the County to pay applicable expenses of employees, County
Commissioners, and candidates for executive and professional positions when the travel is
necessary or beneficial to the County and the expenses are incurred in the pursuit of County
business. County employees are often required to travel when conducting County business.
The benefits of this travel fall in the areas of training, maintaining knowledge base on existing
or new government regulations , exchanging ideas, or accomplishing a certain task and/or
solving a particular problem on behalf of the County.
All such travel will be reviewed and approved based on the following criteria outlined in F.S.
112.061(7):
(1) The nature of the business.
(2) The most efficient and economical means of travel (considering time of the traveler,
impact on the productivity of the traveler, cost of transportation and subsistence
allowances).
(3) The number of persons making the trip and the amount of equipment or material to
be transported.
(4) All travel arrangements should be made in a usually traveled route.
All travel must be pre-approved, based on the approval chain identified in the table on the
following page.
Employee and Board Member Responsibilities

An employee or Board member traveling on official business is expected to exercise the same
care in incurring expenses that a prudent person would exercise if traveling on personal
business and expending personal funds. When making reservations, employees should
ensure they are speaking directly to a hotel representative rather than a third party booking
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agent to avoid incurring sales tax. Excess costs, circuitous routes, luxury accommodations,
and services unnecessary or unjustified in the performance of official business are not
acceptable under this standard. Employees and Board members will be responsible for
unauthorized costs and any additional expenses incurred for personal preference or
convenience. Employees and Board members are expected to be in attendance at all
meetings to which they are traveling. Willful violations of this policy may result in disciplinary
action, up to and including dismissal from County employment. Due to the necessity for travel,
the following regulations (in accordance with Section 112.061, Florida Statutes) have been
formulated to provide consistency in submitting and processing travel requests and to establish
proper accounting procedures for travel.
Definitions

As used in this policy, the following terms shall have the meanings indicated:
Designated Representatives - Approval to incur payment of business related travel
expenses will be granted as noted in the table below. Out of state travel requests must be
approved by the County Administrator.
Traveler

Approval
Request

of

County
Commissioner

Board
of
Commissioners

County
Commission Staff

Immediate Supervisor

County
Administrator

Board
of
Commissioners

County The County Administrator submits
travel requests as separate agenda
items, which are approved by the
entire Board during an advertised
County Commission meeting.

County Attorney

Board

County The County Attorney submits travel

of

Travel Process

County Commissioners
submit
travel
requests as separate agenda items,
which are approved by the entire
Board during an advertised County
Commission meeting.
Travel Request form
submitted to supervisor.
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Commissioners

requests as separate agenda items,
which are approved by the entire
Board during an advertised County
Commission meeting.

County
Attorney County Attorney
Staff Members

Travel Request form request
submitted to County Attorney.

Assistant County County Administrator
Administrator and

Travel Request form request
submitted to County Administrator.

Department Heads
Departmental Staff

Department Heads

Travel Classifications -

Travel Request form request
submitted to Department Head.

Travel shall be classified as follows:

(1) Class A Travel: Continuous travel of 24 hours or more away from the official
headquarters.
(2) Class B Travel: Continuous travel of less than 24 hours, which involves
overnight absence from official headquarters or a same day travel that is
substantially longer than an ordinary days work schedule (10 or more hours away
from official headquarters).
(3) Class C Travel: Travel for short or day trips where the traveler is not away
from his/her official headquarters overnight and travel time does not substantially
exceed an ordinary day's work schedule.
OFFICIAL HEADQUARTERS.- The official headquarters of an officer or
employee assigned to an office shall be the city or town in which the office is
located except that:
(4)

(a) The official headquarters of a person located in the field shall be
the city or town nearest to the area where the majority of the person's
work is performed, or such other city, town, or area as may be
designated by the agency head provided that in all cases such
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designation must be in the best interests of the agency and not for the
convenience of the person.
(5) Lodging: For purposes of reimbursement rates and methods of calculation, per
diem and subsistence allowances are provided as follows:
(a) All travelers shall be allowed for subsistence when traveling to a
convention or conference or when traveling within or outside the state
in order ·to conduct bona fide state business, which convention,
conference, or business serves a direct and lawful public purpose with
relation to the public agency served by the person attending such
meeting or conducting such business, either of the following for each
day of such travel at the option of the traveler:
1.

Eighty dollars per diem as delineated in F.S. 112.061; or

2. If actual expenses exceed $80, the amounts permitted for subsistence as
outlined in the Meal Allowance section of this policy, plus actual expenses for
lodging at a single-occupancy rate to be substantiated by paid bills.

Lodging Allowance:
(1) Actual cost of lodging at a single occupancy rate or full cost for lodging at the
designated seminar or conference designation.
(2) Generally, the least expensive hotel choice is selected. Exceptions are made
only with Department Director's approval.
(3) If the selected hotel is not the "host" hotel, reasonable transportation
expenses to event will be considered (i.e., taxi/rental car/shuttle) if not
provided by the event sponsor.
(4) A County credit card or County check and sales tax exemption certificate
should be presented for payment at any Florida hotel. Sales taxes will not be
reimbursed to the traveler should he/she pay with personal credit card,
personal check or cash. Please note that the current practice of most hotels
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requires receipt of a check two weeks in advance of the hotel stay and will
require advance planning on part of the traveler.
(5) Employees are not required to share hotel rooms with other employees.
However, employees may opt to share a room to defray travel expenses, if all
employees consent to sharing a room.
(6) Only hotel rooms and business related expenses are reimbursed by the
County. Personal expenses incurred at a hotel (personal phone calls,
movies, room service, etc.) are the responsibility of the traveler.
Meal Allowance:

(1) Meal Compensation Rate: The meal compensation rate (i.e., subsistence
rate) is in accordance with Florida Statutes 112.061(5)(b) and 112.061(6)(8) as
detailed below:
(a) Breakfast: when travel begins before 6:00 a.m. and extends beyond 8:00
a.m.; the current subsistence rate ($6) as delineated in F.S. 112.061.
(b) Lunch: when travel begins before 12:00 noon and extends beyond 2:00 p.m.;
the current subsistence rate ($11) as delineated in F.S. 112.061 .
(c) Dinner: when travel begins before 6:00 p.m. and extends beyond 8:00 p.m. or
when travel occurs during nighttime hours due to special assignment; the current
subsistence rate ($19) as delineated in F.S. 112.061 .
(d) If meals are included in registration fees, standard allowances must be
reduced using the meal allowance amounts noted above. No reimbursement will
be made for any meal (includes continental breakfast) or lodging included in a
convention, conference, or class registration fee paid by the County. Generally,
subsistence reimbursements are not provided for travel confined to Vero Beach
or immediate vicinity (within County).
(e) Meal functions sponsored by organizations such as professional associations
will be paid based on support (receipt) documentation.
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(f) Actual meal costs will be reimbursed for any employee who must follow

a-

medically prescribed diet.
Approval of Travel Expenses:

(1) All travel that is expected to result in reimbursement of eligible expenses must
be pre-approved by the designated representative and authorized in writing
on the appropriate travel request and/or voucher reimbursement form. A
copy of the program or agenda of the convention, conference, etc. outlining
registration fee, meals, lodging shall be attached to the travel authorization
request.
(2) This shall apply to out of County travel for both regular business and
professional development.
(3) All travel must be approved in advance by the appropriate approver of travel
requests in accordance with the table on page 2 of this policy. In emergency
situations, the travel approver may give verbal approval to travel, which must
be followed by proper authorization procedures upon return from that travel.
Out of state travel must be approved by the County Administrator.
(4) No reimbursement is given for personal expenses incurred while on travel
(i.e., personal phone calls/faxes, personal purchases, adding on personal
travel days to business travel days, travel for anyone other than the
authorized traveler, hotel/airline/rental car upgrades).
Travel Advance Policy:

(1) Advances for anticipated travel expenses should be requested at least one
week prior to the expected departure. The Finance department requires that
expenses be submitted on Friday for release the following Friday. To avoid
unnecessary paperwork, it is suggested that advances not be obtained for less
than.$50.
(2) Travel advances will be limited to the costs of registration fees, hotel
reservations or any other expenses that must be pre-paid . Meals, mileage, tolls
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or other incidental travel expenses will be reimbursed upon submission of travel
voucher.
(3) Travel advances will not be granted unless sufficient funds are available in

the appropriate cost center or the Department Director submits a budget line item
transfer/amendment in accordance with the County's financial procedures.
(4) Any unused advances must be repaid (cash, money order, or personal check
from the traveler) within 30 days and submitted with the final expense report.
Direct payments to an organization, business or vendor for registration, meals,
materials, travel, and the like will not be considered travel advances.
Use of County Vehicles:
A County-owned vehicle, if available, may be used for travel if usage time is not
prohibitive. Any employee driving a County vehicle must have first completed the
defensive driving course offered through Risk Management, as required by the County's
insurance policy.
Use of Privately Owned Vehicles: A requesting party may use his own personal
vehicle for travel and be reimbursed as follows:
A traveler using a private vehicle shall be entitled to a mileage allowance at a
rate of 44.5 cents per mile, as delineated in F.S. 112.061. The point of origin to
the point of destination is the basis for the mileage reimbursement and should be
supported by documentation from a map or routing software such as Mapquest.
Reimbursements for expenditures related to the operation, maintenance, and
ownership of a vehicle shall not be allowed when privately owned vehicles are
used on public business.
Employees who receive a vehicle allowance will not be eligible to receive
mileage reimbursement for travel within Indian River County.
Lodging and meal reimbursement will be allowed during the trip that otherwise
would have been made by air carrier.
Private vehicle owners will be responsible for all insurance on their vehicles.
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Car Rental

Car rental will be approved if:
•
•
•

The hotel or seminar sponsor provides no regular shuttle.
The hotel is isolated from any amenities (restaurants, taxis);
Taxi service is not a better option.

However, if the above criteria are not met, the Department Director will decide if
a rental car is needed based on the following:
• Cost and availability of parking the rental car;
• Car rental fees versus taxi fares, considering the distance and the
number of trips to the seminar;
• Availability of taxi services.

Use of Commercial Airlines:

(1) Travel by commercial airlines may be authorized in cases where use of
commercial airlines is of advantage to the County. Air travel will be scheduled
at coach (most economical class) rates. Pre-planning should be used to take
advantage of various airline discount special rates.
(2) Only airline tickets for authorized County travel requirements may be charged
to Indian River County. All airline travel shall be substantiated by a receipt.
(3) The County will pay for one checked bag per week of travel for each traveler
(roundtrip).

Special Procedures:

(1) When driving to an approved business meeting, conference or seminar
outside the Indian River County area, but within the State of Florida, meal
allowances will be allowed for normal meals in accordance with F.S. 112.061 .
(2) When reimbursement for lodging and meals is to be provided by other
agencies (government or non-government), employees may be paid at the
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reimbursed rate if it exceeds the County's rate, subject to submittal of appropriate
documentation. Prior to trip approval, the requisite travel request forms must be
submitted to the Budget Office to ensure funding availability.
Inclusions and Exclusions as to Authorized Expenses:

In addition to meals and lodging, the following actual expenses incurred as a
necessary part of approved travel may be claimed with submission of receipts or
documentation:
(1) Registration fees .
(2) Reasonable commercial transportation cost actually paid by the traveler
to/from commercial transportation terminals and place of lodging and to/from
places of business.
(3) Parking fees.
(4) Mileage for approved use of private vehicle.
(5) Rental car cost, including sales tax if paid for out of state travel.
(6) Fuel and emergency repairs for County-owned vehicles.
(7) Road, bridge, or tunnel toll charges or ferry fares.
(8) Air fare, if reimbursement is requested with receipt.
(9) One checked bag per week of travel with the airline.
Reporting Expenditure:

(1) After returning from the trip, a travel voucher is required and must include
receipts for all expenses incurred; the travel voucher must be completed by the
employee and submitted within 30 days to the Budget Department.
Administrative Hardship:

(1) If any of these provisions create undue administrative hardship on any of the
departments involved, the County Administrator may grant exceptions within the
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limitations contained in Section 112.061 , Florida Statutes, based on written
requests.
Spouses:

(1) When the spouse accompanies the employee, the spouse's expenses will not
be reimbursed. The employee will pay the difference between single and
double accommodations and all other expenses including transportation,
meals, etc.

Fraudulent Travel Claims:

Section 112.061 (10), Florida Statutes, classifies fraudulent travel claims as a
misdemeanor of the second degree. The· penalties prescribed in Sections
775.082 and 775.083, Florida Statutes, are a term of imprisonment not to exceed
60 days and/or a fine not to exceed $500. In addition, the traveler shall be civilly
liable for the amount of the overpayment, and subject to discipline up to and
including termination.
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POLICY:
It is the policy of the County to provide its employees with a comprehensive benefits program.
The Human Resources Director is responsible for reviewing the benefits program and making
necessary recommendations to maintain a competitive and cost effective benefits package. The
County reserves the right to modify, amend, or terminate any component of the benefits program
(consistent with applicable statutes) as it applies to all current. former, and retired employees.
COMMENT:
1. All benefits provided by the County are described in documents which are maintained in
Human Resources Department. The Human Resources Department administers
County's benefits program, either directly or through third parties. These benefits
available to eligible employees as indicated in this unit and in the listed units of
Administrative Manual related to the individual components.

the
the
are
the

2. Summary listing of primary benefits and information sources:
a) Vacation Leave - See the unit VACATION LEAVE, AM-502.1
b) Sick Leave - See the unit SICK LEAVE, AM-702.1
c) Sick Incentive - See the unit SICK LEAVE, AM-702.1.
d) Holidays - See the unit HOLIDAYS, AM-503.1.
e) Administrative Leave - See the unit SHORT-TERM ABSENCES, AM-702.3.

f) Health Insurance - The County provides health insurance for employees who are
budgeted to work 30 hours or more per week. Insurance is effective the first of the month
following 60 days from the date of hire or from the date of an employee is placed into an
eligible position. Dependent coverage is available. The cost of insurance is shared
between the employee and the County.
g) Flexible Spending Account - The County provides employees the opportunity to defer
income on a pre-tax basis to a Health Care FSA and/or a Dependent Care FSA. An FSA
allows employees to set aside money from their paycheck for reimbursement of out of
pocket health care and day care expenses that they regularly pay.
h) Basic Life Insurance - Basic term life insurance is provided for regular employees who
are budgeted to work 30 hours or more per week. The benefit amount is 1x the annual
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salary rounded up to the next $1 ,000 up to a maximum amount. Life insurance is effective
the first of the month following 60 days from the date of hire or from the date an employee
is placed into an eligible position. The cost for basic life insurance is paid by the County.
Employees covered under this basic term life insurance will have included in their wages
a "value" for the insurance coverage in excess of $50,000 per applicable Internal Revenue
Service Codes. Employees may purchase additional life insurance during defined
enrollment periods subject to the terms and conditions of the policy. Dependent life
insurance is also available for the spouse and children of the eligible employee subject to
the terms and conditions of the policy. Additional and dependent life insurance is paid by
the employee.
i)

Optional Insurance - Includes, but is not limited to, short term disability, long term
disability, dental insurance, cancer, hospital confinement, accident coverage and others
which may be purchased at the employee's cost.

j) Retirement - The County participates in the Florida Retirement System. Both the County
and the employee contribute to the retirement plan as established by the Florida Statute.
Employees may obtain additional information regarding retirement benefits from the
MyFRS website at https://www.myfrs.com/. Retirement Specialists and Financial
Planning is also available through the Florida Retirement System at no cost to the
employee.
k) Deferred Compensation - This is an optional program that is available through payroll
deduction and provides employees the opportunity to defer income on a pre-tax basis to
a retirement account. This plan is administered in accordance with Internal Revenue
Service Code 457 and other applicable laws.
I)

Employee Assistance Program - The County provides a comprehensive Employee
Assistance Program for covered employees and family members. The program offers
access to licensed mental health professionals through a confidential program.
Employees and family members will have access to confidential assistance regarding a
variety of life issues including but not limited to workplace issues, stress, legal and
financial concerns, family and/or marriage issues, dependent care, grief and
bereavement, anxiety, and substance abuse. The program is free and confidential.

Information regarding these benefits is
Resources.

vailable on the County's website under Human

JASON E. BROWN _ ___.___+--t---='--~, c . _ _ - - - - - -DATE

~I~

~

~

* tioRW~ *

ADMINISTRATIVE
POLICY
MANUAL

SECTION

NUMBER

EFFECTIVE DATE

HUMAN
RESOURCES
SUBJECT

AM-502.1

2/1/2022
PAGE

VACATION LEAVE

1 of 3

POLICY:
It is the policy of the County to provide vacation leave with pay to employees in regularly established
positions in accordance with the guidelines established below.
COMMENT:

1.

Full-time employees will accrue paid vacation leave based on the number of budgeted hours
in their work week according to the following schedule:
ACCRUAL RATES
37.5 Hour Week
40.0 Hour Week
Days Per
Hrs/Yr
Hrs/Mo
Hrs/Yr
Hrs/Mo
Year
Service
75.0
6.25
80.0
6.67
10
1 yrto 4 yrs 12 months
82.5
6.88
88.0
7.34
5 yrs to 5 yrs 12 months
11
7.50
8.00
6 yrs to 6 yrs 12 months
12
90.0
96.0
7 yrs to 7 yrs 12 months
13
97.5
8.13
104.0
8.67
9.34
8 yrs to 8 yrs 12 months
14
105.0
8.75
112.0
9 yrs to 9 yrs 12 months
15
112.5
9.38
120.0
10.00
120.0
10.00
10.67
10 yrs to 10 yrs 12 months
16
128.0
17
127.5
10.63
136.0
11.34
11 yrs to 11 yrs 12 months
18
135.0
11.25
144.0
12.00
12 yrs to 12 yrs 12 months
142.5
11.88
12.67
19
152.0
13 yrs to 13 yrs 12 months
150.0
12.50
160.0
13.34
14 yrs (max accrual rate)
20

2.

When establishing the accrual rates as reflected above, service credit will be considered for
prior governmental service to include local, state, or federal service inclusive of prior active
duty military service. Service credit will be awarded , on a year for year basis, for individuals
who possess five (5) or more years' prior service in a full-time position. Prior service credit
will be granted to non-union employees who submit a letter of verification of prior service at
time of hire or, if employed prior to February 1, 2022, submit a letter of verification of prior
service by April 1, 2022. The letter of verification needs to be on official letter head or other
recognized governmental document. The service credit will be capped at up to five additional
days for a maximum total accrual of 15 days per year. After service credit is applied , the
annual progression in the accrual table will continue up to the maximum accrual rate identified
above, not to exceed 20 days per year.

3.

Part-time employees are entitled to vacation accrual on a pro-rata basis. Part-time
employees hired on or after June 22, 2001 , and temporary employees are not eligible to
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accrue vacation leave.
4.

New employees may use vacation after it is accrued. No employee may use vacation leave in
advance of it being accrued. Accrued vacation is credited after the end of each month, and is
added to the employees' account on or after the first of the following month. In order to
accrue vacation for that month, an employee must be employed for the full month and work at
least one-half of the budgeted hours in the month or be in a paid leave status. Donated sick
leave and approved administrative leave with pay are excluded from the accrual calculation.

5.

Authorized vacation hours shall be counted as time worked for the purpose of computing
overtime pay eligibility.

6.

Employees hired prior to October 1, 2011, will earn vacation monthly, in hourly increments,
and may carry over unused vacation from year to year up to a maximum of 75 days. Any
vacation time accrued over 75 days during the calendar year must be used by December 31
of that calendar year. On January 1 vacation balances exceeding 75 days will be rolled back
to the 75-day maximum. Employees hired on or after October 1, 2011 , will earn vacation
monthly, in hourly increments, and may carry over unused vacation from year to year up to a
maximum of 30 days. Any vacation time accrued over 30 days during the calendar year must
be used by December 31 of that calendar year. On January 1 vacation balances exceeding
30 days will be rolled back to the 30-day maximum.

7.

Vacation leave may be taken after approval by the manager or supervisor. Employees are
encouraged to take their vacation in increments of five working days or more. It may be
requested in increments as small as one hour.

8.

Employees shall not be paid for earned vacation leave in lieu of taking the leave, except upon
termination of employment. In no event will an employee be paid for more than 75 days (if
hired prior to October 1, 2011) or 30 days (if hired on or after October 1, 2011) of vacation
leave upon termination of employment. Earned vacation leave for employees who die while
in County employment shall be paid to the same beneficiary as is designated for the life
insurance benefit.

9.

When a County observed holiday falls within an authorized vacation leave period, that time
shall be charge~ as holiday pay, and vacation leave will not be charged.

10.

Vacation leave will always be paid at the employee's pay level at the time the vacation is
used.
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POLICY:
It is the policy of the County to observe holidays each year on a schedule determined by the County
Administrator. For each observed holiday, employees will receive an average day's wage as holiday
pay.
COMMENT:
1. A schedule of holidays to be observed during each calendar year will be published by the
Human Resources Department.
2. Employees will receive holiday pay regardless of whether they are regu larly scheduled to
work on that day. An average day's wage is defined as an employee's scheduled bi-weekly
pay divided by ten days. Employees normally scheduled to work on the day of the week the
holiday is being observed shall receive holiday pay for the number of hours they are normally
scheduled to work, even if that is more or less than an average day's wage.
3. Temporary employees, employees on unpaid leave of absence, employees on layoff, and
part-time employees hired on or after June 22, 2001 , are not eligible for holiday pay.
4. To receive holiday-pay, an employee must be in an "active pay status" on the scheduled
work days immediately preceding and immediately following the day on which the holiday is
observed.
5.

A holiday that occurs on a Saturday or Sunday may be observed on either the preceding
Friday or following Monday.

6.

Holidays which occur during an employee's annual leave or medical leave will be paid as
holiday pay and shall not be charged against such annual leave or medical leave.

7. The County reserves the right to schedule work on an observed holiday in order to maintain
essential services to the public. This work schedule will be approved by the department
head in advance.
8.

Any work performed on an observed holiday by a nonexempt employee will be paid at time
and one-half rate, and these hours will not be included when counting toward a 40- hour
work week for overtime purposes.

Replaces AM-503.1 effective 10/01/02
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Holiday pay will be counted as time worked for overtime calculations.

10. This policy does not apply to employees working a "112" hour schedule bi-weekly.
11. The Personal Day (I) must be used in accordance with departmental vacation policies and
must be scheduled and used by the employee within each fiscal year. A Personal Day not
scheduled and used each fiscal year will be lost and not carried over or paid out in any
fashion. The purpose of this Personal Day off is so employees may schedule time off (in
advance) for a day that may be of importance to them on an individual basis. This Personal
Day shall only be denied as a result of serious operational needs.
12. The holidays which shall be observed under this policy are:
a. New Year's Day
b. Martin Luther King Day
C.

Good Friday

d. Memorial Day
e. Independence Day
f.

Labor Day

g. Veteran's Day
h. Thanksgiving Day
i.

Day After Thanksgiving

j.

Day Before Christmas

k.

Christmas Day

I.

Personal Day

Date

'1(&/It

----'---+
,---

Replaces AM-503.1 effect,

10/01/02

ADMINISTRATIVE
POLICY
MANUAL

SECTION
Personnel

NUMBER
AM-504.1

SUBJECT
Administration and Allocation
of Cost of Group Insurance

EFFECTIVE DATE
01-01 -17
PAGE
1 OF 2

POLICY:

Indian River County Board of County Commissioners (BOCC) has established a
comprehensive benefit program for eligible employees, retirees, and COBRA continuants.
This program is extended to eligible employees, retirees, and COBRA continuants of Indian
River County constitutional to include the Sheriffs Office, Tax Collector, Property Appraiser,
Supervisor of Elections and Clerk of the Court. The benefits include but are not limited to:
•
•
•
•

Group health insurance (self-funded plan)
Group life insurance (basic, dependent child, spouse, and supplemental)
Employee Assistance Program
COBRA Administration

Stop loss and administrative fees are a component of the group health insurance plan.
Indian River County BOCC Human Resources is responsible for administering the benefits
program, coordinating with the constitutional offices, reviewing utilization and plan design,
coordinating the receipt of bids and proposals, administering service agreements, and making
recommendations.
The cost of benefits is allocated to the appropriate office. Each constitutional office is
responsible for the payment of premiums for eligible employees, retirees, and COBRA
continuants enrolled in the benefits program.
The Indian River County BOCC Human Resource Department will provide each constitutional
office with the monthly cost for benefits and the constitutional offices wi ll implement necessary
procedures to collect premiums from employees, retirees and COBRA continuants and remit
premium payments to the BOCC by the 10th of each month. Premiums are paid a month in
advance.
The BOCC Human Resources Department will develop administrative self-billing procedures
for the payment of premium and applicable fees in coordination with the Office of Management
and Budget and the participating constitutional offices to assist in prompt payment and
allocation of payments to the appropriate funds.

Benefit Enrollment, Compliance, and Recordkeeping
Indian River County BOCC Human Resources Department is responsible for ensuring that
benefits are provided to eligible employees, retirees and COBRA continuants of the BOCC, in
accordance with the provisions of the Section 125 plan adopted by the Board of County
Commissioners and the individual benefit plan provisions.
BOCC Human Resources has the responsibility for enrollment, compliance, and recordkeeping
for employees, retirees and COBRA continuants of the BOCC and for implementing and
coordinating enrollment and payment procedures with the constitional offices.
Additionally, the BOCC Human Resources Department provides guidance and support to the
constitutional offices concerning the administration of the benefit program for eligible
constitutional office employees.
Indian River County (IRC) constitutional offices are responsible for ensuring that benefits are
provided in accordance with the provisions of the Section 125 plan adopted by the Board of
County Commissioners and the plan provisions of each benefit. The Human Resource
function for each constitutional office carries the responsibility for enrollment, compliance, and
recordkeeping for their respective employees and retirees and for the prompt payment of
premiums and fees.
Each constitutional office maintains employee records and is responsible for providing
employees with benefit enrollment information 1) at the time of hire or transfer into a benefit
eligible position, 2) annually during the annual open enrollment and 3) following a life event
reported to the employer in accordance with the provisions of the Section 125 plan.
Enrollment for eligible employees electing health insurance and life insurance will be provided
to the third party administrator within the first 30 days of becoming benefit eligible. Late
enrollment will not be permitted outside of the initial eligibility period or within 30 days of a
qualifying life event.
Retiree health and life insurance benefit continuation is coordinated between the constitutional
offices, the BOCC Human Resources Department, the Florida Retirement System, and the
third party administrator.
Questions related to enrollment, compliance and recordkeeping may be directed to the BOCC
Human Resources Department.

n, County Administrator

NUMBER

SECTION
ADMINISTRATIVE
POLICY
MANUAL

PERSONNEL

.

AM-601.1

SUBJECT
DRUGS, NARCOTICS, AND ALCOHOL

DATE EFFECTIVE
06-08-93
PAGE
1 OF 2

=-

POLICY:
It is the policy of the County to maintain a work place that is free from
the effects of drug and alcohol use. This policy shall be interpreted,
construed and implemented to be consistent with the requirements of the
Federal Drug-Free Workplace Act.
COMMENT:

L_The Federal Drug-Free Workplace Act is applicable to all employees of
the County who are performing work pursuant to a federal grant •
.a.:.......All covered employees will be provided a published statement
notifying the covered employees that the unlawful manufacture,
distribution, dispensation, possession or use of a controlled substance
is prohibited in County workplaces, and that violations of this
prohibition will result in disciplinary personnel action against such
employee up to and including termination, or the employee will be required
to satisfactorily participate in a drug abuse assistance or rehabilitation
program approved for such purposes by a federal, state, or local health,
law enforcement, or other appropriate agency.
~Each covered County employee is hereby notified that it is a
condition of employment in a federal grant that the employee will abide
by the terms of this statement and will notify the County of any criminal
drug statute conviction for a violation occurring in the workplace, no
later than five days after such conviction.
h_,The County will establish a
employees about:

drug-free

awareness

program to

inform

.a.:.......The dangers of drug use in the workplace:
~The County's policy of maintaining a drug-free workplace;
£..i_Drug counseling programs which are available;
~Rehabilitation programs which are available;
~Programs available to assist employees;
L..__Penalties which will be imposed upon employees for drug use
violations including:
discipline up to and including termination, or
satisfactory participation in a drug abuse assistance or rehabilitation
program approved for such purposes by a federal, state, or local health,
law enforcement, or other appropriate agency.
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,h_Other units in the Administrative Policy Manual which are
reviewed for additional information in this context include:

to

be

iL,_BEHAVIOR OF EMPLOYEES, AM-801.1. This unit states the prohibitions
against drug use.
b. DISCIPLINARY PROCEDURE, AM-807.1. This unit provides for the normal
progressive disciplinary steps to be skipped,
thereby permitting
termination of an employee upon a first occurrence, for a "group three
offense".

~OFFENSES/DISCIPLINARY PATTERN, AM-807.2.
use as a "group three offense".

This unit establishes drug

L_Each County employee will be given a copy of the statement described

in Comment .L._

~The County will notify the granting agency within ten days after
receiving a notice of conviction from a covered employee or some other
actual notice of such conviction.
_6_._The County will make a good faith effort to continue to maintain a
drug-free workplace through implementation of the above provisions.
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POLICY:
It is the policy of the County to recognize the right of its employees to work in an environment
free of tobacco smoke . Therefore, the County has established a Smoke Free Workplace
Policy. The County also recognizes the rights of employees who choose to smoke or to use
tobacco products to make personal decisions without interference, as long as these decisions
do not interfere with the rights of other employees. The County's Fire Service is smoke-free
and the collective bargaining agreement stipulates that identified bargaining unit personnel
remain tobacco free both on and off duty.
COMMENT:
Smoking is strictly prohibited in County owned or leased buildings, including offices, hallways,
waiting rooms, restrooms, lunch rooms, elevators, and meeting rooms, among other areas
prohibited by section 386.203, Florida Statutes, and in County vehicles (leased or owned).
Smoking includes the use of e-cigarettes.
Employees who choose to smoke may do so during designated breaks only in designated
smoking areas outside of County buildings or at least twenty-five (25) feet away from County
worksites, building entrances, and storage areas of flammable substances. If employees are
provided breaks, employees who chose to smoke will be provided the same breaks and will
not be provided additional breaks. Individuals who choose to smoke or use tobacco products
are responsible for ensuring that cigarette butts and other byproducts are properly disposed of
and do not become litter.
Directors, managers, and supervisors are responsible for implementation of this policy in each
work area and all employees are expected to adhere to this policy. Current employees will be
notified of this policy upon approval by the County. New hires will be notified during new hire
orientation. Employees who are found in violation of this policy are subject to progressive
disciplinary action with a first offense being considered a Group One Offense (refer to AM807 .1 - OFFENSES/DISCIPLINARY PATTERN).
Free resources are available for employees who are considering quitting tobacco. Please visit
http://tobaccofreeflorida.com for more information. Information is also available through your

_j\f1

health care provider.
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POLICY:
It is the policy of the County to encourage its employees to safeguard
their personal property while at work.
COMMENT:
1.
Employees
are expected to exercise reasonable care to safeguard
personal items of value brought to work. such items should never be left
unattended or in plain view. The County does not assume responsibility
for the loss or theft of personal belongings, and employees are advised
not to carry unnecessary amounts of cash or other valuables with them when
they come to work.
2..:__Articles of personal property found on County premises should be first
reported to the supervisor so it can be documented. Then, efforts should
be made to determine the owner and return the property to the owner.
Inquiries regarding lost or found property should be reported to Personnel
or the Risk Management Division.
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POLICY:
It is the policy of the County to prohibit solicitation and distribution on its premises by
nonemployees except that nonemployees making solicitation or distribution of materials of a
political nature may distribute materials or solicit signatures for petitions in a non-disruptive
manner on County property but not within County buildings, or at non-public fora, such as the
Sandridge Golf Club, the County Shooting Range, North County Aquatic Center and the Gifford
Aquatic Center, which are not traditionally used as a forum for public communication. Employee
solicitation and distribution of materials may only take place as outlined below.
COMMENT:
1.
Solicitation on County premises shall not be allowed as a general rule because it interferes
with the normal operations of the organization, is detrimental to discipline and efficiency on the
part of employees, is potentially annoying to customers/clients, and may pose a threat to security.
Any authorized solicitation which is found to interfere with the normal working operations of
County government shall cease upon such a determination made by the County Administrator.
2.
The Board of County Commissioners authorizes general fund drives by a limited number
of charitable organizations.
Managers and employees may volunteer to assist these
organizations by conducting their drives. Other organizations shall be approved/disapproved by
the County Administrator or County Attorney for solicitation within their own subordinate groups
only. Each employee may decide whether or not to contribute. There will be no discrimination
against employees because of their willingness or unwillingness to participate.
3.
Employees, including the County Administrator, County Attorney, Assistant County
Administrator, and County Commissioners, are permitted to engage in solicitations or
distributions of literature for any group or organization, including charitable organizations, only in
accordance with the following restrictions.
a.
b.

c.
d.

The sale of merchandise is prohibited on County premises.
Solicitation and distribution of literature are prohibited during the time either the
employee making the solicitations or distributions, or the targeted employee is on
duty. The term "on duty" does not include an employee's authorized lunch or rest
periods or other time when the employee is not required to be working.
Distributions of material dealing with solicitation or distribution of
literature/information are prohibited in work areas at all times. This includes
distribution of information using the County's email system.
The distribution of literature in such a manner as to cause litter on County property
is prohibited.
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4.
Nonemployees are prohibited from soliciting funds or signatures, conducting
membership drives, distributing literature or gifts, offering to sell merchandise or services, or
engaging in any other solicitation or similar activity.
5.
The County maintains bulletin boards to communicate County information to employees
and to post notices required by law. These bulletin boards are for the posting of County
information and notices only, and only persons designated by the Human Resources Manager
may place notices on or take down material from the bulletin boards.
6.
The County mail system is not intended for processing advertising or sales materials to
employees unless the goods or services are related to the performance of their work duties.
Materials received in the mail facility which are questionable will be challenged and the target
employee may be asked to have the mailings stopped.
7.
The County's email system is for County business purposes only and solicitation or
distribution using the County's email system is prohibited unless authorized by the Board of
County Commissioners, County Administrator or County Attorney as provided in #2 of this
policy.
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POLICY:

It is the policy of the County to provide parking facilities, when
practical, for the benefit and convenience of its employees and the
public.
COMMENT:
L.___The County will provide parking for employees. Special areas will be
designated for employee parking. Areas specified for public parking are
not to be used by employees.
~The County supports car pooling as a community service and as a
convenience and financial benefit for employees. Employees interested in
forming or joining a car pool will be assisted by Personnel in that
regard.
L_Employees are expected to observe the established parking regulations.
The parking lots are part of the County premises; therefore, applicable
County policies and rules on Standards of Conduct pertain to employees and
their vehicles while on the lots.
4.
Employees who use the County parking lots do so at their own risk.
The County assumes no responsibility for any damage to, or theft of, any
vehicle or personal property left in the vehicle while on the County
parking lots or County premises.
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POLICY :
It is the policy of the county to comply with the AJD.ericans With
Disabilities Act (ADA) of 1990. Members of the general public will be
provided with an opportunity to present their complaints regarding ADA
and
appeal
decisions
by management through a formal complaint
resolution procedure.
All complaints received will be resolved fairly
and promptly.
Individuals currently employed by Indian River county
may pursue complaints through policy AM-904.1 (Grievance Procedure} .
COMMENT:

1.
If a member of the general public believes that they have been
discriminated against on the basis of a disability by the County, that
person or his authorized representative may submit a written complaint
to the County's ADA Coordinator at 1840 25th Street, Vero Beach,
Florida 32960.
The written complaint must include the following four
items:
1)
the name and address of the individual or authorized representative
filing the complaint;
2)
a detailed description of the County's
alleged discriminatory action including the nature and date of the
alleged violation;
3)
a signature of the complainant or the
authorized representative;
4)
a description or identification (by
name,
if possible)
of alleged victims of discrimination if the
complaint is filed on behalf of a class of individuals. The written
complaint must also be submitted within 180 days from the date of the
alleged discrimination unless a good cause for the delay can be
demonstrated to the ADA Coordinator.
After the · complaint has been received, the ADA Coordinator will review
the complaint (including consultation with the Director within whose
scope of responsibility the alleged violation or condition occurred)
and attempt to resolve it promptly and equitably. The Coordinator will
respond to the complainant in writing within ten business days from the
date the complaint was received by the Coordinator, with the action to
be taken.
2.
If the complaint cannot be resolved to the satisfaction of the
complainant by the ADA Coordinator, the complainant may forward the
written complaint to the County's ADA Compliance Committee at 1840 25th
Street,
Vero Beach, Florida 32960 within five business days of
receiving the Coordinator's written response.
This informal County
committee is composed of the ADA Coordinator, Personnel Director,
Deputy County Attorney, Building and Grounds Superintendent, Building
Department Director, and a member of the disabled community, or their
designees.
The Committee will review the complaint and attempt to
resolve · it promptly and equitably. The Committee will respond to the
complainant in writing within ten business days from the date the
complaint was received by the Committee, with the action to be taken.
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3.
If the complaint cannot be resolved to the satisfaction of the
complainant by the ADA compliance Committee, the complainant may
forward the written complaint to the County Administrator at 1840 25th
street,
Vero Beach, Florida 32960 within five business days of
receiving
the
Compliance
Committee's
written
response.
The
Administrator will review the complaint and attempt to resolve it
promptly
and equitably.
The Administrator will respond to the
complainant in writing within ten business days from the date the
complaint was received by the Administrator with the action to be
taken.
4.
If the complaint cannot be resolved to the satisfaction of the
complainant by the County Administrator, the complainant may forward
the written complaint to the County Administrator's office at 1840 25th
Street,
Vero Beach, Florida 32960 within five business days of
receiving
the
County
Administrator's
written
response.
The
Administrator will place the complaint on the next available Board of
County Commissioners' agenda. After the Board hears the complaint, the
Board
will
make
the
final decision without further right . to
administrative appeal.
5.
A record of the complaint and the action taken at each step will be
maintained as the official record in the ADA Coordinator's office.
6.
A complaint not advanced to the next higher step within the
specified time limits shall be deemed permanently withdrawn and as
having been resolved on the basis of the decision most rec.e ntly given.
Failure on the part of the County's representative to respond within
the specified time limit will entitle the complainant to proceed to the
next step.
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POLICY:
It is the policy of the County to requ.:..re the users of all
conference or meeting rooms in the County's Administration
Buildings A & B to reserve and obtain approva l for the use of
any such room{s) in advance of any actual use occurring .
It is
further the policy of the County that such use of conference or
meeting
rooms
shall
only be used for
Board of
County
Commissioner
{Board)
functions
and for
the Constitutional
Officers of Indian River County unless approved by the Board on
a case-by-case basis .
COMMID T :
1.
There are several conference or meeting rooms which have
been made available for use by various Board department staff
and Constitutional Officers.
Many of the rooms have various
audiovisual equipment installed to enhance the use of the rooms
and presentations made therein.
2.
Any use of the audiovisual equipment should only be by
staff that know how to use such equipment .
If anyone desires
aid in using the audiovisual equipment , they should contact the
General Services Department or Computer Services fo r guidance .
3.
The use of these conference or meeting rooms by Board users
or Constitutional Officers shall be permitted by reserving the
use of the applicable room through procedures established by the
County Administrator or his designee .
4.
The conference or meeting rooms shall only be used by Board
staff, Constitutional Officers, Board committees or agencies as
necessary for the conducting of o f ficial Indian River County
business unless approved by the Board on a case-by-case basis .
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POLICY:
Employees of the County are expected to report for work on time, in the appropriate attire, and
in a state of readiness to work when scheduled to work or when required to work overtime by
the supervisor. Supervisors are responsible for scheduling staffing so that delivery of services
are maintained.
COMMENT:
1. Because of the impact of unplanned tardiness and absences on the delivery of services,
unauthorized or excessive absences, excessive tardiness, or leaving work without
authorization will result in disciplinary action, up to and including dismissal. See unit
DISCIPLINARY PROCEDURE, AM-807.1 . Departments may establish attendance
standards necessary to maintain effective and efficient operations. The standards will
be communicated to employees and disciplinary action applied consistently.
2. Supervisors are responsible for establishing and communicating the starting and ending
work time to employees. Work schedules may be changed based on the staffing needs
of the Department/Division. Whenever possible advance notice will be provided to
employees. Break times (if applicable) must be approved by the supervisor.
Employees are expected to be engaged in the performance of their job duties during all
scheduled work time. Supervisors are responsible for documenting all absences,
tardiness, or leaving early.
3. Employees should notify their supervisor as far in advance as possible whenever they
are unable to report work , know they will be late, or must leave early. At a minimum,
notification must be made prior to the start of the employees shift for unplanned
absences. Employees are required to notify the supervisor of the reason for the
absence and provide an expected return to work date so that attendance records are
maintained correctly and staffing arrangement may be made. If the supervisor is
unavailable, the employee is expected to provide the information to the division
timekeeper.
4. Paid leave will only be provided when approved in accordance with the type of leave
being requested. If an employees does not timely report the absence and receive
approval, paid leave may be denied and the absence considered unauthorized.
Documentation to support the type of leave being requested may be required.
5. Employees who have approved FMLA leave certified by Human Resources are required
to notify their supervisor if the absence is for an FMLA qualifying reason. Absences for
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approved FMLA do not count toward excessive absenteeism standards. Use of paid
leave for FMLA absences is in accordance with the applicable leave policies.
6. Employees who report for work under any of the following circumstances will not be
permitted to work and will be sent home. Depending upon the circumstances, this time
may be considered unapproved leave and the employee may be subject to disciplinary
action.
•
•
•

Reporting to work without proper equipment
Reporting to work in improper attire
Reporting to work in a condition deemed not fit for work

7. Employees are required to work their assigned schedule and may not alter the work
schedule without receiving advance approval from their supervisor. Employees are not
authorized or permitted to work prior to or after their scheduled start and stop times or to
work through lunch for the purpose of making up lost time because of tardiness,
authorized absence, or any other reason without prior approval of the supervisor.
Employees are not permitted to work more than their scheduled work hours without
prior approval of their supervisor.
8. If an employee is tardy or absent without prior approval (unplanned absence), the
employee is required to provide an explanation of the circumstances surrounding their
tard iness or absence. The supervisor should record this information and take
appropriate action if there is a pattern of excessive tardiness or unplanned absences.
9. If an employee is absent from work for three consecutive work days without approval,
the employee will be considered to have abandoned their position and it will be
considered a voluntarily resignation. The employee will be provided notice of the
separation mailed to their address on record. The notice will contain their rights of
appeal.
~
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POLICY:

Indian River County complies with the Fair Labor Standards Act (FLSA) and has established
policies and procedures regarding Attendance and Punctuality - AM-701.1, Hours of Work
AM-208.1, Overtime -AM-301.3 , On Call/Standby Assignment-AM-301.2, Holidays - AM503.1, Vacation-AM-502.1, and Sick leave -AM-702.1, Family and Medical Leave -AM702.2, Short Term Absences - AM-702.3, and Leave of Absence-AM-703.1. Collective
bargaining agreements for union represented employee groups also contain applicable pay
and time off provisions.
Employees of the County are expected to accurately report time worked and request time off
from work in accordance with applicable policies and procedures. Employees are expected to
work the established work schedule or be on approved leave. Overtime may be required as
authorized by management and no employee is authorized to work beyond their assigned work
schedule without approval. The Human Resources Department has the responsibility for
processing payroll and maintaining payroll records. To accomplish this, Human Resources
may utilize technology and implement policies and procedures to facilitate the reporting of
hours worked and time-off requests. Employees, Timekeepers, Supervisors, Managers,
Directors, and Human Resources staff have a key role in the accurate processing of payroll.
Establishing Work Schedules and Meal Periods

The County has established a variety of work schedules necessary for the delivery of County
services. The work schedule of a full-time position (budgeted at 37.5 or 40 hours per work
week) will typically include either a 30 minute or 1 hour uncompensated meal period where the
employee is completely relieved of duty for their meal period. Non-exempt (hourly) employees
are prohibited from working through the meal period without prior supervisory approval. If an
employee is not relieved of duty, the meal period must be canceled (full or ½) and the
employee must be paid for the time worked. Employees are prohibited from working through
the meal period without compensation. An employee cannot agree to work without
compensation. Hourly employees who have a scheduled meal period (30 minutes or 1 hour)
will have the meal period automatically deducted from their work hours. Part-time employee
work schedules may not include a meal period depending on the length of the shift. Certain
full-time positions, based on operational necessity, are not relieved of duty for an unpaid lunch
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period and will be compensated for their full shift. Modifications to a work schedule or to a meal
period may only be made with supervisor approval.

Directors are responsible for
1. Operational oversight of Department and Division staffing and timekeeping in
compliance with County policies, collective bargaining agreements, state, federal, and
local laws.
2. Managing direct reports in accordance with this policy.
Supervisors and Managers are responsible for
1. Assigning work schedules and making necessary updates to work schedules in the
timekeeping system. If authorized, the division timekeeper may update work schedules.
2. Reviewing timesheets of direct reports for accuracy and compliance with timekeeping
procedures.
3. Reviewing time off requests of direct reports for approval in accordance with staffing
requirements.
4. Scheduling meal periods to maintain staffing coverage (if applicable).
5. Reviewing and approving change requests (corrections/missed punches/lunch
cancellation).
6. Scheduling on call/standby assignments.
7. Notifying Human Resources when an employee is absent for 3 or more consecutive
days (other than approved vacation leave).
8. Managing attendance and punctuality within established standards and guidelines and
taking corrective action in a consistent manner.
9. Discussing attendance and timekeeping concerns with Human Resources.
Non-Exempt (Hourly) Employees are responsible for
1. Working the assigned shift and complying with established policies and procedures.
2. Requesting time off in accordance with established policies and procedures using the
electronic approval process (if applicable).
3. Clocking in to work at either an assigned computer workstation, time clock using a
County issued proximity badge, using a mobile application, or other method established
by the County.
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4. Reviewing the timesheet to ensure it accurately reflects all hours worked and reporting
errors or missed punches to the supervisor or division timekeeper.
5. Taking the assigned meal period or requesting supervisory approval to "cancel" the
meal period for the day if the employee was not permitted to take a lunch break.
6. Maintaining issued proximity badges and reporting lost or damaged badges to Human
Resources for replacement. Repeated loss or damage may result in the employee
being responsible for the cost of replacement.
7. If applicable, allocating hours worked on specific projects.
Exempt (Salaried) Employees are responsible for
1. Reporting to work unless on approved leave.
2. Requesting time off in accordance with established policies and procedures utilizing the
electronic approval process (if applicable).
3. Reviewing the timesheet to ensure it accurately reflects absences from work and
reporting errors to the division timekeeper, supervisor or Human Resources.
4. Maintaining issued proximity badges and reporting lost or damaged badges to Human
Resources for replacement. Repeated loss or damage may result in the employee
being responsible for the cost of replacement.
5. If applicable, allocating hours worked on specific projects.
Timekeepers are responsible for
1. Being familiar with and applying pay rules consistently.
2. Reviewing timesheets for missed punches and notifying supervisor of missed punches
requiring correction.
3. Entering the hours worked and additional pay accurately and reporting errors or
concerns immediately to Human Resources.
4. Receiving supervisory approval to make time sheet corrections and only making
changes/corrections to employee time sheets that have been authorized by a
supervisor.
5. Identifying issues that impact the timekeeping process and working with management
and Human Resources for resolution.

Timekeeping Violations
1. It is a violation to clock another employee in or out of work.
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2. It is a violation for a non-exempt (hourly) employee to work through lunch without prior
approval. This includes an employee eating lunch at their desk. Employees must be
completely relieved of duty during the unpaid lunch period or be compensated.
3. It is a violation for a non-exempt (hourly) employee to clock in to work early without prior
supervisory approval. Early clock in is defined as clocking in more than seven (7)
minutes before the start of your shift.
4. It is a violation for a non-exempt (hourly) employee to clock out of work late without prior
supervisory approval. Late clock out is defined as clocking out more than seven (7)
minutes after the end of your shift.
5. It is a violation to be reported as working when you are not actively at work.
6. It is a violation to perform work for the County without compensation. All work time
must be reported and paid in accordance with local, state, and federal laws.
Enforcement
Altering, falsifying, or tampering with time records or recording time on another employee's
time record may result in disciplinary action, up to and including dismissal from employment.
Failing to clock in or out of work (missed punches), clocking in early or clocking out late without
approval, or working through a meal period without prior approval may result in disciplinary
action. Repeated violations may result in progressive disciplinary action, up to and including
dismissal from employment.
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POLICY:
It is the policy of the County to permit employees to be absent from work due to non-work related
sickness or injury. In order to help regular employees maintain their income during these
absences, the County will provide compensation according to the guidelines below.
COMMENT:
1.
Sick Leave wi ll accrue for all regular fu ll-time and regular part-time employees beginning
with the completion of their first full calendar month of employment. Full-time employees will
accrue one day per month and part-time employees' accrual will be on a pro- rata basis. Part
time employees hired on or after June 22 , 2001 , will not accrue sick leave.
2.
New employees' sick leave is available for use as it is earned. To receive compensation
while absent on medical leave the employee shall notify the immediate supervisor prior to or as
soon as possible after the period of absence begins. The supervisor may request a physician's
certification of the need for the absence. In every case, a person using more than five
consecutive work days' sick leave will present certification of need for the absence and clearance
to return to work from a licensed medical provider. Failure to present such certification may
prevent the employee from being allowed to return to work or may resu lt in no pay for the period
of absence.
3.

Sick Leave may be charged in increments of one-half hour minimum.

4.

Sick Leave may be applied for the following purposes:
a.

Personal injury or illness not connected with the job, except that it may be used for
the first seven calendar days of a work con nected absence as detailed in the unit
PAYROLL/SALARY ADMINISTRATION, AM-301.1, item 11. It may also be used
beyond the seventh day to supplement Workers' Compensation benefits until the
sick leave balance is reduced to 240 hours, at which time the employee may
supplement Workers' Compensation benefits with vacation leave. Once all vacation
is used, up to half the employee's remaining sick leave balance may be used for
this purpose.

b.

Medical, dental, optical or chiropractic treatment/examination.

c.

Exposure to a contagious disease which would endanger others (as determined by
a physician).

d.

Illness of a family member, defined as parent, child, sibling, spouse, stepchild,
stepparent, stepsibling, grandparent, parent-in-law, child-in-law, sibling-in-law, and
legal guardian.
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5.
Authorized sick hours shall not be counted as time worked for the purpose of
computing overtime pay eligibility.
6.

Maximum Accruals:
a.

For regular full-time employees hired on or after October 1, 2011 , sick leave
accruals will not exceed thirty days at any time. At the end of December of each
year, any sick leave hours over the thirty (30) day maximum will be converted to
vacation hours using the following formula:
.50 x hours over max = Number of hours to be converted to vacation hours
The converted hours will be added to the vacation accrual bank after the annual
vacation reduction.

b.

Regular full-time employees hired prior to October 1, 2011, whose accrual banks
are in excess of thirty days will remain eligible for a sick leave incentive as follows:
Sick Leave Incentive Payment will be provided for full time employees as an
incentive to avoid sick leave abuse.
i. At the close of each anniversary year (based upon the hire date), Regular
full time employees will be compensated for one-half of all sick leave
days accumulated over thirty. The days that are compensated for
through this plan will be deducted from the employee's total sick leave
accumulation and paid at straight time rate.
ii. When regular full time employees reach the maximum accumulation of
sixty days, they will receive, at the end of their anniversary year,
compensation for all additional hours earned over this maximum. The
hours that are compensated for will be deducted from the employees'
total accumulation and paid at straight time rate.
iii. At promotion , an employee promoted into the position of Battalion Chief
or Assistant Chief with a sick leave balance in excess of thirty days if
hired on or after October 1, 2011, or in excess of sixty days if hired prior
to October 1, 2011, wi ll have their sick leave balance adjusted to either
thirty or sixty days, respectively upon promotion.
In addition, the
employee will be credited with additional sick leave accruals for each
month beyond their anniversary month until the month of promotion. The
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difference between the pre-promotion sick leave balance and the
adjusted sick leave balance will be paid to the employee at their pre
promotion hourly rate of pay. The employee will remain eligible for sick
leave payments identified under i. and ii. as noted above.
7.
Regular full-time employees hired on or after October 1, 2011 , with ten or more years of
service with the County shall be paid one-half of all unused sick leave, to a maximum of one
hundred twenty hours, upon retirement or death. Regular full time employees hired prior to
October 1, 2011, with ten or more years of service with the County shall be paid one-half of all
unused sick leave, to a maximum of two hundred forty hours, upon retirement, termination of
employment for other than invo luntary separation, or death. Note that employees being laid off
shall have the option of leaving sick leave on account for up to one year. Employees leaving
County employment having less than ten years' service shall not be paid for unused sick leave.
8.
Regular full-time employees in the position of Fire Battalion Chief, Assistant Chief, or
Fire Chief shall be paid for all unused sick leave upon retirement or death up to thirty days for
employees hired on or after October 1, 2011 , or up to sixty days for employees hired prior to
October 1, 2011 . There shall be no payment of sick leave for termination of employment to
include voluntary separation.
~
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SICK LEAVE DONATION FORM

I, (employee printed name)

Employee Number:___________

request and authorize ________________ hours of my sick leave balance be donated to:
Printed Name:___________________________________ Employee Number________________
I understand that this sick leave will be deducted from my current balance and that I will not be able
to use those hours or to receive money for them through the sick incentive program. Employees
who donate their sick leave cannot reduce their sick leave balance to less than two weeks (75
hours for a 37.5-hour week, 80 hours for a 40-hour week, and 112 hours for a 56-hour week).

___________________________________
Donating Employee's Signature

___________________________
Date

-----------------------------------------------------------------------------------------------------------------------------------TO BE COMPLETED BY HUMAN RESOURCES DEPARTMENT
Adjustment in sick leave hours made on ___________________________
(Date)
Initial sick leave balance:
Minus hours donated:
Donor's new balance:

hours
-

hours
hours

Note: After completing this form, please forward it to your department/division’s Payroll Representative who will
submit the form to Human Resources.
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POLICY:
The Family and Medical Leave Act of 1993 (FMLA) is a federal law that provides eligible
employees with job protected leave when they need to take leave for specified family and
medical reasons. It is the policy of Indian River County to comply with the provisions of
FMLA by granting eligible employees leave for the reasons outlined below. Leave in
accordance with FMLA is paid if the employee has sufficient sick or vacation leave
balance or unpaid if all leave balances have been depleted. Use of paid leave must
comply with applicable use of leave policies. Family and Medical Leave will run
concurrently with an employee's paid leave time or other form of unpaid leave for
absences permitted under FMLA and consistent with County policies.
It is the responsibility of every employee to read and understand this Policy. Questions
should be referred to the Human Resources Department. In the event of a conflict
between this Policy and the FMLA or the applicable FMLA regulation, the FMLA or FMLA
regulations will govern.
CIRCUMSTANCES THAT QUALIFY FOR FMLA:
For eligible employees, up to 12 workweeks of FMLA leave is available for one or
more of the following purposes:
•
•
•

•

The birth of a son or daughter or placement of a son or daughter with the employee
for adoption or foster care, and to bond with the newborn or newly-placed child;
To care for a spouse, son, daughter, or parent who has a serious health condition ,
including incapacity due to pregnancy and for prenatal medical care;
For a serious health condition that makes the employee unable to perform the
essential function of his or her job, including incapacity due to pregnancy and for
prenatal medical care; or
For any qualifying exigency arising out of the fact that a spouse, son, daughter, or
parent is a military member on covered active duty or call to covered active duty
status.

WHAT IS A SERIOUS HEALTH CONDITION?
A serious health condition is an illness, injury, impairment, or physical or mental condition
that involves inpatient care or continuing treatment by a health care provider. The FMLA
does not apply to routine medical examinations, such as a physical, or to common medical
conditions, such as an upset stomach, unless complications develop.

l.'.:'~"'1VE-Rc
~
0~

~
,.(

fiOR\\)~

ADMINISTRATIVE
POLICY
MANUAL

*

SECTION
HUMAN
RESOURCES
SUBJECT

NUMBER

EFFECTIVE DATE

AM-702.2

7/11/2017
PAGE

FAMILY AND MEDICAL
LEAVE (FMLA)

2 of 7

WHAT IS INCAPACITY?
For all conditions "incapacity" means inability to work, including being unable to perform
any one of the essential functions of the employee's position, or inability to attend school,
or perform other regular daily activities due to the serious health condition , treatment of
the serious health condition , or recovery from the serious health condition.
QUALIFYING EXIGENCY LEAVE:
When the employee's spouse, son or daughter (of any age), or parent is a member of the
Armed Forces (including the National Guard and Reserves) is on covered active duty or
has been notified of an impending call or order to covered active duty, the eligible
employee may take qualifying exigency leave under FMLA for the following exigencies:
a) Short notice deployment (7 or fewer days' notice);
b) To make financial and legal arrangements to address the military member's
absence;
c) To attend counseling when the need arises from the covered active duty or call to
covered active duty status of the military member;
d) To attend military events and related activities;
e) To spend up to 15 calendar days with the military member who is on rest and
recuperation leave;
f) For childcare and related activities for the military member's child while the
member is on covered active duty;
g) To attend post-deployment activities within 990 days of the end of the military
member's covered active duty or to attend to issues arising from the death of a
military member while on covered active duty;
h) Parental care activities for the military member's parent who is incapable of selfcare; and
i) Any other event the employee and the employer agree is a qualifying exigency.
The 12-month period is measured on a "forward " basis. Leave tracked on this basis is
measured forward from the date any FMLA leave first commences.
LEAVE FOR COVERED SERVICEMEMBER CARE:
Eligible employees may take up to 26 workweeks of leave in a single 12-month period to
care for a covered servicemember with a serious injury or illness if the employee is the
spouse, son, daughter, parent or next of kin of the servicemember who is:
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•

A Current Servicemember: A current member of the Armed Forces, including a
member of the U.S. National Guard or Reserves, who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disability retired list for a serious injury or illness; or

•

A Veteran: A covered servicemember who is undergoing medical treatment,
recuperation , or therapy for a serious injury or illness, and who was discharged
within the previous five years before the employee takes military caregiver leave
to care for the veteran.

Next of kin is the servicemember's nearest blood relative, other than the service
member's spouse, parent, son, or daughter; unless the service member designates in
writing another blood relative as his or her nearest blood relative for purposes of military
caregiver leave under the FMLA.
A SERIOUS ILLNESS OR
SERVICEMEMBER CARE IS:

INJURY

FOR

PURPOSES

OF

COVERED

•

For a Current Servicemember: An injury or illness that was incurred by the
servicemember in the line of duty on active duty that may render the service
member medically unfit to perform the duties of his or her office, grade, rank or
rating. A serious injury or illness may also result from the aggravation or a preexisting condition in the line of duty on active duty.

•

For a Veteran: An injury or illness that was incurred in the line of duty when the
veteran was on active duty in the Armed Forces, including any injury or illness that
resulted from the aggravation of a preexisting condition in the line of duty on active
duty. The injury or illness may manifest itself during active duty or may develop
after the service member becomes a veteran.

An eligible employee is limited to a combined total of 26 workweeks of leave for any
FMLA-qualifying reasons during the "single 12 month period" measured forward from the
date an employee first takes leave for covered service member care and ends 12 months
later regardless of the 12 month period established for other types of FMLA leave. Once
an employee exhausts his or her 26 workweek entitlement, he or she may not take any
additional FMLA leave for any reason until the "single 12 month-period" ends.
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ELIGIBILITY FOR FMLA AND SERVICEMEMBER CARE LEAVE:
Employees are eligible for FMLA leave if they:
1) have a cumulative (not necessarily continuous) 12 months of prior service within a
period of 7 years, and
2) have worked at least 1250 hours during the 12 months immediately preceding the
date on which the FMLA leave would begin.
USE OF INTERMITTENT LEAVE:
Under certain circumstances, leave may be taken on an intermittent or reduced schedule
basis. An employee is permitted to take intermittent or reduced schedule FMLA leave
when there is a medical need for such leave for an employee's own serious health
condition , to care for a spouse, parent, son or daughter with a serious health condition ,
or to care for a covered servicemember with a serious injury or illness. An employee is
also entitled to use intermittent or reduced schedule FMLA leave for qualifying exigencies.
An employee may request, but is not entitled to take intermittent FMLA leave for the birth
and care of a newborn child or for the placement with the employee of a child for adoption
or foster care; however, such leave is at the discretion of the Department Director and
Human Resources Director.
If an employee needs FMLA leave intermittently or on a reduced schedule for planned
medical treatment for their own serious health condition or for that of a qualifying family
member, the employee must make a reasonable effort to schedule the treatment so as to
not unduly disrupt the employer's operations.
An employee may be temporarily transferred to an alternative position that better
accommodates a recurring period of leave provided the pay and benefits are equivalent
to those the employee had in the prior position. Once the need for intermittent or reduced
schedule leave ends, the employee must be restored to the same or equivalent job as the
job that the employee left when the leave started.
EMPLOYED SPOUSES:
Eligible spouses working for Indian River County are limited to a combined total of 12
workweeks of leave in a 12-month period to share for the following FMLA-qualifying
reasons:
• The birth of a son or daughter or bonding with the newborn child,

ADMINISTRATIVE
POLICY
MANUAL

SECTION
HUMAN
RESOURCES
SUBJECT

NUMBER

EFFECTIVE DATE

AM-702.2

7/11/2017
PAGE

FAMILY AND MEDICAL
LEAVE (FMLA)

•
•

5 of 7

The placement of a son or daughter with the employee for adoption or foster care,
and bonding with the newly-placed child, and
The care of a parent with a serious health condition.

Eligible spouses are also limited to a combined total of 26 workweeks in a single 12month period to care for a covered service member with a serious injury or illness if each
spouse is a parent, spouse, son or daughter, or next of kin of the service member. The
limitation applies to a combination of military caregiver leave and leave for the other
qualifying reasons above. The limitations do not apply to employees who are not legally
married or to siblings or other relatives who are working together.
PROVIDING NOTICE OF THE NEED FOR LEAVE:
Unless extenuating circumstances exist, an employee must provide at least 30 days
advance written notice to the Human Resources Department before FMLA leave is to
begin. The failure to do so may cause delay or denial of leave.
If the need for leave is unforeseeable, the employee must provide notice as soon as
practicable. For unforeseen leave, the employee must follow the normal procedure for
contacting the supervisor to report an absence.
Employees generally will be notified by the Human Resources Department of your
eligibility to take FMLA within 5 business days of receipt of a FMLA leave request. An
employee will be notified if ineligible.
PROVIDING EVIDENCE OF THE NEEDS FOR LEAVE:
In most cases, the employee will be required to provide information to support the need
for the FMLA leave. The required certification and supporting documentation will be
based on the type of leave being requested. Certification forms and other requested
documentation must be returned to the Human Resources Department within 15 days of
the request (absent extenuating circumstances). Confidential information is maintained
by the Human Resources Department. If the certification or supporting documentation is
not sufficient, the employee will be notified and provided an opportunity to provide
additional information.
DESIGNATION OF THE LEAVE:
After the certification form and/or supporting documentation has been reviewed by the
Human Resources Department, the employee will be notified in writing whether the leave
requested is FMLA covered.
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SUBSTITUTION OF PAID LEAVE:
If the reason for the leave is covered by the County's sick or vacation leave policies and
the employee has available leave balances, the employee is required to use accrued sick
and vacation leave if applicable while taking FMLA leave (unless on workers
compensation or County sponsored disability benefit). Once paid leave is exhausted, the
employee will go on an unpaid leave for the remainder of the FMLA leave period.
Qualifying absences, whether paid leave and unpaid leave, cou nt toward the 12 or 26
workweek limit. FMLA leave designation is based on an FMLA qualified reason for the
leave, and is not determined by paid or unpaid leave status.
FMLA WHILE ON WORKERS COMPENSATION OR OTHER COUNTY SPONSORED
DISABILITY BENEFIT
Leave taken while receiving a County sponsored disability benefit (AFLAC) or leave due
to a workers compensation absence will be counted as FMLA leave if it meets the above
criteria for a serious health condition. This leave would run concurrently with FMLA leave,
and the employee will not be required to use paid sick or vacation leave while the
employee is receiving disability pay or wage loss through workers compensation. The
employee may elect to supplement his pay up to his normal wages (combined total), with
eligible sick or vacation leave if sufficient leave balances are available.
BENEFITS DURING FMLA LEAVE
Health care benefits will be maintained during FMLA leave. The employee must continue
to pay the employee's share of premiums whether on paid or unpaid leave. If an
employee falls more than 30 days behind in insurance payment, coverage may be
canceled. In addition, if an employee fails to return to work at the expiration of the FMLA
leave, under certain conditions, the County may recover any premiums it paid on the
employee's behalf in order to maintain coverage.
STATUS AND INTENT TO RETURN TO WORK FROM FMLA LEAVE
Consistent with other types of leave and absences from work, the employee on FMLA
leave may be required to report periodically on the employee's status and intent to return
to work.
RETURN FROM LEAVE
At the conclusion of the FMLA leave period, the employee will be restored to the same or
equivalent position held prior to the FMLA leave, unless the employee would not have
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otherwise been employed at the time of reinstatement (e.g., due to an intervening
reduction in force or discharge for misconduct or poor performance). The County
reserves the right not to rehire a "key" employee if rehire would cause substantial
economic harm to its business. Key employees are generally those in the top 10% of
compensation.
RETURN TO WORK FITNESS FOR DUTY CERTIFICATION
An employee who takes leave for his own serious health condition will be required, as a
condition of return to work, to obtain and provide certification that the employee is able to
perform the essential functions of his job and identify if there are any work restrictions.
The cost of the Fitness-for-Duty Certification is paid by the employee. The County may
delay or deny restoration to employment if a Fitness-for-Duty Certification is not provided.
The County will request a Fitness-for-Duty Certification for leave taken on an intermittent
or reduced-leave schedule basis, if reasonable safety concerns exist regarding the
employee's ability to perform his duties based on the serious health condition for which
the employee took leave.
TAKING MORE THAN ALLOWED LEAVE
If an employee is unable to return to work after the FMLA leave ends, the employee may
request a leave of absence consistent with County policy AM-703.1 LEAVE OF
ABSENCE. This written request needs to be submitted prior to the expiration of the FMLA
leave. The decision to approve the leave will be based on the likelihood of the employee's
return to the position held prior to taking leave. Eligible employees with a disability may
request alternate placement into an available vacant position for which they qualify if they
are able to perform the essential functions of that position. If an employee is unable to
return to work within a reasonable time frame, the employee may be dismissed from
employment.
~~
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POLICY:
It is the policy of the County to recognize employees' need to be absent from work and to
provide either continued wages during such absences or to permit justified absences to occur
without discipline to the employee.
COMMENTS:
Each category of absence will be discussed separately in this section. Generally, short-term
absence will be defined as two weeks or less in duration. Leaves of absence for longer terms
may be approved and will be considered individually by management. See the unit LEAVE OF
ABSENCE WITHOUT PAY, AM-703.1.
1. Bereavement Leave
a. This benefit is available for full-time employees.
b. Three working days may be given off with pay upon the death of a member of the
immediate family (defined for this benefit as parents and step-parents, spouse,
children and step-children, grandmother, grandfather, grandchild, brother, sister,
step-sister, step-brother, mother-in-law, father-in-law, son-in-law, daughter-inlaw, sister-in-law, brother-in-law, or legal guardian of the employee). Non-union
employees working a "112" hour schedule will be eligible for up to two shifts of
leave with pay.
c. Bereavement Leave will be authorized in minimum one-half day increments and
will be paid at the employee's current pay rate.
d. Employees requesting bereavement leave will be required to complete the
appropriate request form and/or provide supporting documentation.
e. If additional time off work is needed, vacation or sick leave may be utilized, or
time off without pay can be arranged if justified.
2. Jury Duty
a. Employees subpoenaed for Jury Duty shall receive regular pay for the hours
missed from work. They are expected to submit a copy of their subpoena which
shall become a part of the time and attendance records. Also, they will turn in
their Jury Duty pay stub and a personal check for the amount of the Jury Duty

~

e

~

• ti:oRW~ •

ADMINISTRATIVE
POLICY
MANUAL

SECTION
Human
Resources

NUMBER

EFFECTIVE DATE

AM-702.3

2/1/2022

SUBJECT
Short-Term Absences

PAGE
2 of 2

pay, excluding mileage pay. It should be made payable to "IRC Board of County
Commissioners," and sent to the Human Resources Department.
b. Employees are expected to stay in touch with their supervisors relative to their
court duty and County work schedules to minimize interference with their jobs. If
there are three or more hours of the work day prior to reporting for or being
released from jury duty, the employee will be expected to be at work.
3. Witness Duty
a. Employees attending court during their normal working hours as a witness on
behalf of a public jurisdiction or as a result of their public employment shall
receive pay.
b. Employees subpoenaed as witnesses (other than as in a. above) during a
criminal or civil trial will not be paid but may charge vacation.
NOTE Employees who are plaintiffs or defendants in personal litigation not related to
their public employment are not eligible for regular pay. Vacation time may be used .
4. Administrative Leave
Administrative Leave is provided for employees who are exempt from the overtime
provisions of the Fair Labor Standards Act. They will be provided four paid work days
off per calendar year. Such leave must be approved by the employee's department
head or the County Administrator or County Attorney for employees who report directly
to them.
5. Refer to the Florida Statutes for Military Leave.
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POLICY:
It is the policy of the· County to grant employees extended unpaid leave of absence from the
County under certain circumstances. Except as otherwise provided, the decision to grant a
leave of absence is a matter of administrative discretion and may only be approved by the
County Administrator or County Attorney or their designees. For policy with regard to
absences of short duration, see units ATTENDANCE AND PUNCTUALITY, AM-701.1 and
SHORT TERM ABSENCES, AM-702.3.
COMMENT:

·1.
Employees are eligible for unpaid leave of absence for causes generally beyond the
control of the employee and when other types of leave afforded by the County do not apply or
have been exhausted (e.g., sick and vacation leave, workers' compensation leave, military
leave, FMLA leave, etc.). Employees may be granted a personal leave of absence to attend to
personal matters in cases in which the County determines that an extended period of time
away from the job will be in the best interests of the employee and the County. The duration of
each leave of absence shall be determined by the County.
2.
When possible, requests for a leave of absence or any extension of a leave of absence
should be submitted in writing to the employee's department head thirty days prior to
commencement of the leave period. The department head will discuss the request with the
Human Resources Manager. Requests recommended for approval by the department head
and the Human Resources Manager will be submitted to the County Administrator or the
County Attorney for final authorization.
3.
Employees returning from a leave of absence will be reinstated to their same job or one
of similar status and pay provided the County's circumstances have not changed to the extent
that it would be impossible or unreasonable to provide reinstatement. If the same job or one of
similar status and pay is not available, reinstatement may be deferred until a position is
available, and the employee may be granted a preference in recall.
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4.
Employees who are unable to report for work because of arrest and incarceration may
be placed on a leave of absence provided that it is requested during the first three working
days of the incarceration. If the employee is freed on bail, a decision will be made by the
employee's department head and the Human Resources Manager as to whether to allow the
resumption of active employment pending disposition of the charges. They shall determine
whether reinstatement would be consistent with the County's needs and requirements. If the
decision is to not allow resumption of active employment pending disposition of the charges, a
"pre-suspension" hearing will be set, at which the employee will be advised of the reasons for
the suspension and would have the opportunity to refute the underlying premises for the
suspension and argue for immediate reinstatement. This element of employee "due process"
shall generally parallel the protection provided in the unit DISCIPLINARY PROCEDURE, AM807.1.
5.
An employee who fails to return to work at the conclusion of an approved leave of
absence will be considered as having voluntarily quit.
6.
The County's health care plan will be extended until the end of the month in wh ich the
leave of absence began . After that point, the employee can keep the plan only by paying the
full premium amount (employee and employer share) prior to the first of each month.
7.
No continuous service benefits will accrue during an unpaid leave.
vacation, sick leave and retirement credits.
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In order to provide a source of income to employees who have an off the job illness or injury
and require an extended absence from work, it is the policy of the County to permit employees
to donate their accrued sick leave to and receive sick leave donations from other employees
subject to the following provisions.
1.

Only regular, full-time employees are eligible to donate sick leave and to receive sick
leave donations. Employees must be on leave for a qualifying Family and Medical
Leave Act or COVID-19 related reason or be authorized to receive donations for
approved intermittent leave for a regimen of care related to their own serious medical
condition under Family and Medical Leave Act as approved by the County
Administrator or County Attorney, if applicable.

2.

All requests for sick leave donations must be submitted for approval through the
department head to the Human Resources Department using the attached "Sick Leave
Donations Request Form."
Employees must provide the Human Resources
Department with a completed "Certification of Health Care Provider" form (available in
Human Resources) before a request for sick leave donations will be considered. This
medical certification will be placed in the employee's medical file.

3.

Requests for sick leave donation may be initiated when it is expected an employee will
exhaust their accrued vacation and sick leave due to an extended or an ongoing
intermittent absence from work related to a regimen of treatment. Employees must first
exhaust their own sick and vacation leave in order to receive sick leave donations.

4.

Employees are not eligible to receive sick leave donations in order to care for an ill or
injured family member.

5.

Employees who are absent due to an elective procedure unrelated to a serious or
prolonged illness or injury are not eligible to receive sick leave donations.

6.

Employees who have been disciplined within the previous 12 months for chronically
being absent from work or for abusing sick leave are not eligible to receive sick leave
donations. The discipline must be documented in the employee's personnel file in the
Human Resources Department.

7.

Employees who are injured in an accident caused by their use of alcohol, controlled
substances, illegal drugs, or reckless behavior are not eligible to receive sick leave
donations.
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8.

Employees are not eligible to receive sick leave donations in order to supplement
workers' compensation benefits.

9.

Employees who donate their sick leave cannot reduce their sick leave balance to less
than two weeks (75 hours for a 37.5-hour week, 80 hours for a 40-hour week, and 112
hours for a 56-hour week).

10. Employees who have given written notice of their intent to retire or resign are not
eligible to donate sick leave.
11. Sick leave may only be donated in hourly increments and will be credited on an hourfor-hour basis.
12. Donations are credited to the recipient's sick leave account on an as-needed basis
during the biweekly payroll process. Unused sick leave donations will be returned to
the donors.
13. Absences from work utilizing donated sick leave will also count towards the recipient's
annual leave entitlement under the Family and Medical Leave Act as long as the
recipient's medical condition satisfies the Family and Medical Leave Act's definition of
"serious health condition."
14. Generally, the sick leave donation process terminates upon the employee's return to
work, and any future need for sick leave donations will require submitting another
written request to the department head. Such approval will be solely at the discretion
of management's authority, based on business needs, and meet the criteria
established under this policy.
15. Employees who are able to continue working and who will be absent from work
intermittently for a regimen of care related to their own serious medical condition under
Family and Medical Leave Act may receive sick leave donations while on intermittent
leave subject to prior approval by the County Administrator, County Attorney, if
applicable, or designee. Medical certification of the duration of the regimen of care
must be submitted to Human Resources as a part of the medical certification process.
The employee must first exhaust their accrued vacation and sick leave before
receiving sick leave donations. Routine intermittent absences from work related to
chronic conditions do not qualify for sick leave donation.
16. An eligible employee may receive up to 8 weeks of donated sick leave (based on
budgeted hours) within the twelve-month span beginning the first day of the donation
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period. However, the total paid leave absence including the employees own accrued
sick and vacation leave as well as donated sick leave may not exceed 12 weeks
unless approved in advance by the County Administrator or County Attorney, if
applicable. Such approval will be solely at the discretion of management's authority
based on business needs.
17. Any employee who falsifies information; deliberately prolongs a medical leave under
this program; attempts to buy, sell, or coerce individuals into donating hours; or
abuses this program will be subject to disciplinary action, up to and including
termination.
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SICK LEAVE DONATIONS REQUEST FORM

Name of Employee: _ _ _ _ _ _ _ _ _ _ _Dept/Division: _ _ _ _ __ _ __
Position Title:

- - - -- - -- - - - - - - - -- -- - - -- - - - -

Date Absence Began or Will Begin: _ _ __ __ __ __
Expected Date of Return: _ _ __ _ __
*Specify duration of treatment regimen for intermittent absences (Ex: 1 day per week for 12
weeks):

Authorized by Department Head: _ __ _ _ _ _ _ _ __ __ Date _ _ _ __
**********
To be completed by Human Resources
Has the employee provided the Human Resources Department with a completed "Certification
of Health Care Provider" form? (Requests for sick leave donations cannot be processed until
Human Resources has this information.) _ Yes _ _No
Based on the Sick Leave Donations Policy, is the employee eligible to receive sick leave
donations? _ _Yes _ _No If no, state reason:

Human Resources Director

Date

*Donations for Intermittent Leave Must Have Approval by County Administrator:

Signature

Date
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POLICY:

It is the policy of the County that certain rules and regulations
regarding employee behavior are necessary for the efficient operation of
the County and for the benefit and safety of all employees. Conduct that
interferes with operations, discredits the County, or is offensive to
fellow employees, business associates or the public will not be tolerated.
COMMENT:
1.
Employees are expected at all times to conduct themselves in a
positive manner so as to promote the best interests of the County. such
conduct includes:

h._Reporting to work punctually as scheduled and being at the proper
work station, ready for work, at the assigned starting time. See the unit
ATTENDANCE AND PUNCTUALITY, AM-701.1.
~Giving proper advance notice whenever unable to work or report on
time. See the unit ATTENDANCE AND PUNCTQALITY, AM-701.1.
~Complying with all county safety regulations.

See the section RISK

MANAGEMENT, AM-1000.l thru AM-1000.11.

~Wearing clothing appropriate for the work being performed.
unit PERSONAL APPEARANCE AM-802.1.

See the

~Treating all business associates, fellow employees and the public in
a courteous manner. see the unit CUSTOMER RELATIONS AM-804.1.
k.._Refraining from behavior or conduct deemed offensive or undesirable
by a reasonable and prudent supervisor, or which is contrary to the
County's best interests.
~Performing assigned tasks efficiently and in accord with established
quality standards .
lL_Reporting to management suspicious, unethical, or illegal conduct by
fellow employees, business associates or the public.
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A..!__The following conduct is prohibited and will subject the individual
involved to disciplinary action, up to and including termination. see the
unit DISCIPLINARY PROCEDURE, AM-807.1.
£.!._Reporting to work under the influence of alcoholic beverages and/or
illegal drugs and narcotics or the use, sale, dispensing, or possession
of alcoholic beverages and/or illegal drugs and narcotics on county
pr,emises.
~Using profanity or abusive language.
~Possessing firearms or other weapons on County property.
!L.,_Being insubordinate or refusing to follow management 1 s instructions
concerning a job related matter.
L,_Fighting or assault on a fellow employee, business associate or
member of the public.
k_Stealing, destroying, defacing,
another employee's property.

or misusing County property or

~Gambling on County property.
h.:__Falsifying or altering any county record or report, such as an
application for employment, a medical report, a work record, a time
record, an absentee report, or shipping and receiving records.
i.
Threatening or intimidating management,
supervisors,
employees, business associates or members of the public.

fellow

h_Becorning involved in horseplay, pranks, or practical jokes.
~Unauthorized sleeping on the job.
h._Failing to wear assigned safety equipment or failing to abide by
safety rules and policies.
IL.,_Wearing improper attire or having inappropriate personal appearance.
See the unit PERSONAL APPEARANCE OF EMPLOYEES, AM-802.1.
n..:._Engaging in any form of sexual harassment.
Q..:_Violation of the County's policies on solicitation or distribution.
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POLICY :

It is the policy of the County that each employee's dress, grooming, and
personal hygiene should be appropriate to the work situation.
COMMENT:

.L.__Employees are expected at all times to present a professional,
business-like image to fellow workers, business associates and the public.
Favorable personal appearance, like proper maintenance of work areas, is
an ongoing requirement of employment with the County. Radical departures
from conventional dress or personal grooming and hygiene standards are not
permitted.
~The personal appearance of office workers and any employees who have
regular contact with the public, other than the labor and trades
categories, is to be governed by the following standards:
s.-_Employees are expected to dress is a manner that is normally
acceptable in similar environments. The wearing of suggestive attire or
of dungarees, jeans, sandals, T-shirts and similar items of casual attire
is not permitted in an office environment as they do not present a
busine ss-like appear ance.
They may be appropriate to other wori/
situations such as in recreation or field work crews.
!2.:...._Hair should be clean, combed, and neatly trimmed or arranged.
Shaggy, unkempt hair is not permissible regardless of length.
Q.:_Sideburns, moustaches, and beards should be neatly trimmed.
3.
The personal appearance of employees who do not regularly meet the
public is to be governed by the requirements of safety and comfort, but
should still be as neat and business-like as working conditions permit.
~Any employee who does not meet the standards of this policy will be
required to take corrective action, which may include leaving the
premises. Any work time missed because of failure to comply with this
policy will not be compensated, and repeated violations of this policy
will be cause for disciplinary action.
See the unit, DISCIPLINARY
PROCEDURES, AM-807.1.
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POLICY:
It is the pol i cy of the County to require employees to meet and discharge
their financial obligations in a timely manner.

COMMENT:
~Employees should manage their personal finances so that they do not
adversely impact job performance or the County's image in the community.
The failure of employees to meet financial obligations may impose an
administrative and financial burden on the County in terms of extra
bookkeeping and the need to respond to or comply with court processes.

2. The Personnel Department/Payroll Unit is the appropriate group to
rece i ve a writ of garnishment or attachment, a notice of levy by any
taxing authority, or any other similar order requiring payment of a
portion of an employee's compensation to someone other than the employee.
The Personnel Department is to notify the affected employee i mmediately
and then deduct the required amount from the employee's earnings.
The
amount deducted, however, should not exceed that permitted by law.
L__No employee will be termi nated because of the fact that his earnings
h a ve b e en subjected to garnishment for one indebtedness.
However,
repeated garnishments for more than one indebtedness may result in
discipline,
up
to
and
including terminat i on,
depending on the
circumstances of the case and any restrictions under state statute.
L._The County will not deny employment to, or terminate the employment
of, any person sol e l y because that person has filed a petition for
bankruptcy.
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POLICY;

It is the policy of the County to be customer/public and service oriented
and to require employees to treat the customers/public in a courteous and
respectful manner at all times.
COMMENT:

~Employees must understand that the customers/public comes first. All
employees have an obligation to represent the County in a positive fashion
and to make the customers/public feel as comfortabl e as possible in
dealing with the organization.
_2 _._Employees with customer/public contact are exp~cted to know the
County's services and to learn the operational structure. Such empl oyees
should attempt to educate the customers/public about the use of the
County's services and should seek improved ways to serve them.
_3_._Employees are encouraged to report recurring customer/public related
problems to their supervisor and/or make suggestions for changes in County
policies or operating procedures to solve problems.
h,_Employees should be prepared to listen carefully to customer inquiries
and complaints and then deal with them in a responsive, professional
manner. If a controversy arises, the employee should attempt to explain
the County policy or procedure in a clear and respectful manner. If the
customer/public becomes unreasonable or abusive and the employee cannot
resolve- the problem, the customer should be- referred to the employee's
supervisor .
.2...!..__Employees should be particularly careful to exercise courtesy and
thoughtfulness in using the telephone. A positive telephone contact with
a customer/public can enhance goodwill while a negative experience can
destroy a valuable positive relationship. The following procedures should
be observed whenever possible:
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sL..._When answering the telephone, use a pleasant tone of voice, give the
name of the department, and identify yourself;
lh_If the person with whom the caller wishes to speak is on another
line, ask the caller if they want to be placed on hold, or ask if you or
another employee could perhaps be of assistance;
~ I f the caller has been placed on hold, carefully monitor the holding
period and offer to have the call returned if the person with whom they
wish to speak is not available within a reasonable time;
g_._When a caller leaves a name, number, or message, make sure it is
recorded correctly and given promptly to the appropriate individual;
~When using the telephone, all employees should take and place their
own calls unless departmental protocol has been established otherwise.
~Most of the County's customers/public speak English as their primary
language.
Therefore, it is required that employees speak English when
dealing with customers. This rule does not apply, however, in situations
where the customer's/public's primary language is one other than English
and the employee is also conversant in the other language.
In such a
special s1.-tuation, the County I s services could be more appropriately
discussed in the other language.
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Indian River County Ordinance 94-21
Indian River County Ordinance 95-02

.L_This Code of Ethics is in addition to the requirements of Chapter 112,
Florida Statutes. Where there is a conflict between Chapter 112, F. S. and
this code the more stringent requirement shall apply.
_2_._This code shall apply to county commissioners and county employees.

The term "person" includes commissioners and county employees. Written
requests for interpretative rulings concerning the applicability of this
code may be submitted to the county attorney for written reply.
~Information concerning any incident or situation in which it appears
that a board appointed county employee or county commissioner may have
engaged in conduct contrary to this code should be forwarded by complaint
affidavit to the state attorney for the Nineteenth Judicial District for
his investigation and appropriate action.
4.
A person shall avoid any action, whether
prohibited by this section, which might result in:

a)
b)
c)

or

not

specifically

using public office for private gain;
giving preferential treatment to any person; or
making a government decision outside official channels.

_5_._(a) Except as provided in paragraph (b) and (c) of this subsection,
a person shall not solicit or accept, directly or indirectly, any gift,
gratu i ty, favor, entertainment, loan, or any other thing of monetary
value, from anyone who:
1) has, or is seeking to obtain,
financial relations with the county;

contractual

or

other business

or

2) conducts operation or activities that are regulated by the county; or
3) has interests that may be substantially affected by the performance or
nonperformance of the person's official duty; or
4) is in any way attempting to affect the person's official actions at the
county.

is offering anything of monetary value,
including food and
refreshments, to an employee because of the person's official position.

5)
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5.
(b)
The prohibitions enumerated in paragraph (a) and (c) of this
section do not apply in the situations enume~ated below:
1) Where obvious family (such as those between the parents, children, or
spouse of the person) or other personal relationships make it clear that
it is those relationships rather than the business of the persons
concerned which are the motivating factors.
2) Food and refreshments:
Under Chapter 112, F.S., the word "gift" is
defined to exclude "Food or beverage consumed at a single sitting or
event". Pursuant to Section 112. 326, F. S. , it is the purpose of this code
to require more stringent county disclosure requirements than provided for
in Chapter 112, F.S. Therefore, and notwithstanding any other section to
the contrary, county commissioners, and county employees may accept food
or beverage consumed at a single sitting or event only if the cost for
said food or beverage does not exceed the Chapter 112, F.S., rate for the
appropriate per diem allowance for said meal.
If, under circumstances
beyond the control of the donee, the cost exceeds the per diem rate then
within five (5) working days of the acceptance, the donee shall file a
written disclosure statement with the executive aide to the commission on
In addition, food or beverage may be
a form provided by said aide.
accepted when (i) offered free in the course of a meeting or other group
function not connected with an inspection or investigation, at which
attendance is desirable because it will assist the person in performing
his or her official duties; or (ii) provided to all panelists or speakers
when a person is participating as a panelist or speaker in a program,
seminar or educational conference.
3) Loans may be obtained from banks or other financial institutions on
customary terms to finance proper and usual activities of persons such as
home mortgage loans.
4) Unsolicited advertising or promotional material such as pens, pencils,
note pads, calendars and other items of nominal intrinsic value may be
accepted, as well as job related literature.
5) Gifts given for participation in a program, seminar or educational
conference may be accepted only when such gifts are ( i) of nominal
intrinsic value (ii) in the nature of a remembrance traditional to the
particular sponsoring entity and (iii) provided to all participants in the
program.

SECTION
ADMINISTRATIVE
POLICY
MANUAL

=

PERSONNEL

NUMBER

AM-806 . 1

SUBJECT

CONFLICTS OF INTEREST ETHICS CODE

DATE EFFECTIVE

01-24-95
PAGE

OF

6) Contributions or expenditures reported pursuant to Chapter 106, F.S.,
campaign-related personal services provided without compensation by
individuals volunteering their time, or any other contribution or
expenditure by a political party.
NOTE: Exclusions 7) through 11) were added 1-24-95 by Ordinance 95-02.

7) Awards of nominal value, plaques and dinners given by a civic or
business organization to honor individual or groups for meritorious
service, acts of heroism, and similar conduct.
8) Local outings offered to all county employees or with prior approval
of the Board of County Commissioners, units of county employees.
9) Acceptance of invitations given by organizations as a ceremonial
gesture with prior approval of the Board of County Commissioners needed
for events outside the county.
10) Discounts and other inducements offered by various theme parks and
ot her entertainment interests for all county or state employees.
11) Free flu shots offered to all county employees.
~ ( c ) A person shall not solicit a contribution from another person for
a gift to an official superior, make a donation as a gift to an official
superior, or accept a gift from a person receiving less pay than himself.
However, this paragraph does not prohibit a voluntary gift of nominal
value or donation in a nominal amount made on a special occasion such as
marriage, illness, or retirement.
b _ No county employee may engage in outside employment or other outside

activity, with or without compensation, which is in conflict with or
otherwise not compatible with the full an.d proper discharge of his duties
and responsibilit i es to Indian River County.
Incompatibl e activities
include but are not limited to:
l} a cceptance of a fee, compensation, gift, payment of expenses, or any
other thing of monetary value i n circumstances in which acceptance may
result in a conflict of interest situation; or
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2}
outside employment which tends to impair his mental or physical
capacity to perform his duties and responsibilities in an acceptable
manner; or
3)
outside employment or activities
(excluding the publication of
articles) which reasonably might be regarded as official actions of the
county or which might bring discredit upon the county.
7.
It shall be the duty of each commissioner, board appointed county
employee, department head and professional staff member to become familiar
with the code of ethics for public officers and employees.

•. 112.24
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(c) If the rate ol pay for an employee of an agency
of the state on temporary assignment or on leave of
absence is less than the rate of pay he would have
received had he continued in his regular position. such
employee is entitled lo receive supplemental pay from
the sending party in an amount equal to such difference .
(d) Any employee who participates in an exchange
under the terms of this section who suffers disability or
death as a result of personal injury arising out of and in
the course of an exchange , or sustained in performance
of duties in connection therewith, shall be trealed. for
the purposes of the sending party's employee compen •
sation program, as an employee who sustained injury in
the performance of duty. but shall not receive benefits
under such program for any period for which he is en ti·
tied to, and elects to receive . similar benefits under the
receiving party's employee compensation prograrrl.
(e) A sending party in this state may, in accordance
with the travel regulations of such party, pay the travel
expenses of an employee who is assigned to a receiving
party on either detail or leave basis, but shall not pay the
travel expenses of such an employee incurred in connection with his work assignments at the receiving
party. If the assignment or detail wlll exceed 8 months,
travel expenses may include expenses to transport
immediate lamily , household goods. and personal
effects to and from the location of the receiving party .
If the period of assignment is 3 months or less, the send ing party may pay a per diem allowance to the employee
on assignment or detail.
(4)(a) When any agency, municipality, or political
subdivision of this state acts as a receiving party, an
employee of the sending party who is assigned under
authority of this section may be given appointments by
the receiving party covering the periods of such assignments, with compensation to be paid from the receiving
party's funds, or without compensation. or be considered to be on detail lo the receiving party.
(b) Appointments ol persons so assigned may be
made without regard to the laws or regulations governing the selection of employees of the receiving party.
· (c) During the period of an assignment, the
employee who is detailed to the receiving party shall not
by virtue of such detail be considered an employee of
the receiving party, except as provided in paragraph (d),
nor shall he be paid a wage or salary by the receiving
party. The supervision of an employee during the period
of the detail may be governed by agreement between
lhe sending party and the receiving party. A detail of an
employee to a state agency may be made with or without reimbursement to the sending party by the receiving
party for the pay and benefits, or a part thereof, of the
employee during the period of the detail.
(d) If the sendin'g party ol an employee assigned to
an agency, municipality, or political subdivision of this
state tails to continue making the employer's contribution to the retirement, life Insurance. and heallh benetit
plans for that employee, the receiving party of this state
may make the employer's contribution covering the
period of the assignment or any part thereof.
(e) Any employee ot a sending party assigned in this
stale who suffers disability or death as a result ot personal injury arising out of and in the course of such
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assignment . or sustained in the perlo,mance of duties
in connection therewith, shall be treated tor the purpose
of the receiving party's employee compensation program, as an employee who has sustained injury in lhe
performance ol duty , but shall not receive benefits
under such program for any period for which he elects
to receive slmilar benefits as an employee under the
sending party's employee compensation program.
(I) A receiving party in this stale may, in accordance
with the travel regulations of such party, pay travel
expenses of persons assigned thereto during the period
of such assignments on the same basis as if they were
-regular employees of the receiving party.
(5) An agency may enter into agreements with private institutions of higher education in this state as the
sending or receiving party as specified in subsections
(3) and (4).
Hlstofy.-s 149. ell. 79- 190. s I. ch ~ - 1. s 2. ch 88 557. ~ I. ch 89 -315. 1
19, ch 89- 367. s <tJ. ch 92 -219. s SS. ch 92-326

PART Ill
CODE OF ETHICS FOR
PUBLIC OFFICERS AND EMPLOYEES
112.313
112.3173

112.3187

112.3189
112.31895
112.3215

Standards of conduct lor public officers
and employees of agencies.
Felonies involving breach of public trust
and other specified olfenses by public
ollicers and employees : forfeiture of
retirement benefits.
Adverse action against employee for disclosing information ol specified nature
prohibited; employee remedy and relief.
Investigative procedures upon receipt of
whistle-blower information.
Investigative procedures in response lo
prohibited personnel aclions.
Executive branch lobbyists ; registration
and reporting: investigation by commission.

1 112.313 Standerdi of conduct for public offlcen
and employees of agencies. (1) OEFINITION.-As used in this section, unless the
context otherwise requires. the term ·public officer'
includes any person elected or appointed to hold office
in any agency, including any person serving on an advisory body.
(2) SOUCITATION OR ACCEPTANCE OF GIFTS.No public officer. employee of an agency, or candidate
for nomination or election shall solicit or accept anything
of value to the recipient, including a gill , loan, re·ward,
promise of fulure employment , tavo,, or service, based
upon any understanding that the vote, official action. c:r
iudoment of the public officer. employee, or candidate
would be influenced thereby.
(3) DOING BUSINESS WITH ONE 'S AGENCY.-t-.kJ
employee of an agency acling in his olficial capacity as
a purchasing agent , o, public oflicer acting in his offrcial
capacity, shall either directly or indirectly purchase, renl
or lease any realty, goods , or services tor his own
agency trom any business entity of which he or his
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spouse or child is an officer , partner . director. or propri•
etor or In which such otlicer or employee or his spouse
or child , or any combination of lhem, has a material interest. Nor shall a public officer or employee, acting in a private capacity , rent , lease, or sell any really , goods, or
services to his own agency , ii he is a stale officer or
employee, or to any political subdivision or any agency
thereof, if he is serving as an otlicer or employee of that
political subdivision. The foregoing shall not apply lo district offices maintained by legislators when such offices
are localed in the legislator's place of business or when
such offices are on property wholly or partially owned by
lhe legislator. This subsection shall not affect or be construed 10 prohibit contracts entered inlo prior to:
(a) October 1, 1975.
(b) Qualification for elective ollice .
(c} Appointment to public office .
(d) Beginning public employment.
(4) UNAUTHORIZED COMPENSATION. - No public
officer or employee of an agency or his spouse or minor
child shall, al any time, accept any compensation, pay ment , or thing of value when such public officer or
employee knows, or, with the exercise of reasonable
care, should know , that it was given lo influence a vote
0( other action in which the oflicer or employee was
expected to participate in his official capacity.
(5) SALARY AND EXPENSES. -No public oflicer
shall be prohibited from voting on a matter affecting his
salary, expenses , or other compensation as a public officer. as provided by law.
(6) MISUSE OF PUBLIC POSITION.-No public oflicer or employee of an agency shall corruptly use or
attempt to use his official position or any property or
resource which may be within his trust , or perform his
official duties. to secure a special privilege, benefit, or
exemption for himself or others. This section shall not be
construed to conflic t with s. 104.3 1.
(7) CONFLICTING EMPLOYMENT OR CONTRACTUAL RELATIONSHIP.(a} No public oflicer or employee of an agency shall
have or hold any employment or contractual relationship
with any business entity or any agency which is subject
lo the regulation ol , or is doing business with , an agency
of which he is an of1icer or employee, excluding those
O(ganizations and their oflicers who, when acting in their
official capacity, enter into or negotiate a collective bargaining contract with the state or any municipality.
county, or other political subdivision of the state; nor
shall an .officer or employee of an agency have or hold
any employment or contractual relationship that will
create a continuing or frequenlly recurring conflict
between his private interests and the performance of his
public duties or that would impede the lull and faithful
discharge of his public duties.
1. When the agency referred to is that certain kind
of special tax district created by general or special law
and is limited specifically to constructing, maintaining,
managing, and financing improvements in the land area
over which the agency has jurisdiction , or when the
agency has been organized pursuanl to chapter 298,
then employment with, or entering into a contractual
relationship with, such business enlity by a public officer
or employee of such agency shall not be prohibited by
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this subsection or be deemed a conflict per se . How·
ever, conduct by such officer or employee that is prohib·
ited by , or otherwise frustrates the intent of , this section
shalt be deemed a conflict of interest in violation of the
standards of conduct set forth by this section.
2. When the agency referred to is a legislative body
and the regulatory power over the business entity
resides in another agency. or when the regulatory power
which the legislative body exercises over the business
entity or agency is strictly through the enactmenl of laws
or ordinances, then employment or a contractual relationship with such business entity by a public officer or
employee of a legislative body shall not be prohibited by
this subsection or be deemed a conflict.
(b) This subsection shall not prohibit a public officer
or employee fram practicing in a particular profession or
occupation when such practice by persons holding such
public office or employment is required or permitted by
law or ordinance .
(8) DISCLOSURE 0A USE OF CERTAIN INFORMATION.-No public officer or employee of an agency shall
disclose or use information not available to members of
the general public and gained by reason of his official
position for his personal gain or benelit or for the personal gain or benefit of any other person or business
entity .
(9) POSTEMPLOYMENT RESTRICTIONS; STANDARDS OF CONDUCT FOR LEGISLATORS AND LEGISLATIVE EMPLOYEES .(a)l . It is the intent of the Legislature to implement
by statule the provisions ol s. 8(e), Art. II of the State
Constitution relating to legislators, statewide elected
ollicials, and designated public employees.
2. As used in this paragraph:
a. "Employee· means:
(I) Any person employed in the executive branch of
governmenl holding a position in the Senior Management Service as defined in s. 110.402 or any person
holding a position in the Selected Exempt Service as
defined in s. 110.602 or any person having authority over
policy or procurement employed by the Department of
the Lottery.
(II) The Auditor General, the Sergeant at Arms and
Secretary of the Senate, and the Sergeant at Arms and
Clerk ol the House of Representatives.
(Ill) The executive director of the Advisory Council on
lntergqvernmental Relations and the executive director
and d~puty executive director of the Commission on
Ethics.
(IV) An executive director. staff director, or deputy
staff director_of each joint committee, standing committee, or select committee of the Legislature; an executive
director, staff director, executive assistant , analyst , or
attorney of the Office of the President ol the Senate, the
Olfice of the Speaker of the House of Aepresentahves,
the Senate Majority Party Office, Senate Minority Party
Office, House Majority Party Office, or House Minority
Party Oftice ; or any person, hired on a contractual basis,
having the power normally conferred upon such persons, by whatever tille .
(V) Any person having the power normally conferred
upon the positions referenced in this subsubparagraph .
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for the purposes of collective bargaining . Nothing in this
section shall be construed to prohibit such ordinance .
(14) ADDITIONAL EXEMPTION. -No elected public
officer shall be held in violation of subsection (7) If the
officer maintains an employment relationship with an
entity which is currently a tax- exempt organization
under s. 501(c) of the Internal Revenue Code and which
contracts with or otherwise enters into a business relationship with the officer"s agency and:
(a) The officer's employment is not directly or Indirectly compensated as a result of such contract or business relationship;
(b) The officer has in no way participated in the
agency's decision to contract or to enter into the business relationship with his employer, whether by participating in discussion at the meeting, by communte:ating
with officers or employees of the agency, or otherwise ;
and
(c) The officer abstains from voting on any matter
which may come before the agency involving the offi.
cer 's employer, publicly states to the assembly the
nature of his interest in the matter from which he is
abstaining, and files a written memorandum as provided
ins. 112.3143.
HlnMy.---1. 3, Ch. 87-4111; 1. 2, ch. 89-335: ... 10, 35, Ch. 89-106: • · 3. eh.
74-177; IS . 4 , 11. Ch. 75-208: I . 1, ch. 77-174; 1. I, Ch. 77-349; I , 4, ch . 82-98; ■ .
2. ch, 83-28; 1 . 8. Ch . 83 -282; ■. 14,eh . 85-«>: ■. 12. ch. 116-145; 1. I, ch. 118-358:
e. I, ch. 88--408; 1. 3, Ch. 90-502: 1 . 3, Ch. 91-86: I , 4, ch. 91-292.
1Note.-Sectlon 20, Ch. 90-502, prOYlde■ Ihle the r-.ctmenl by I . 3, Ch. 90-502,
·epplies to 1N gtftl, honofarill. or honof1ri11111 •~pen... received or paid oo or aller
January 1, 1991, unln■ received purwuant to ■n agr""""t entered into prior to 1h11
date. In which 8\IIIJII the law In effect et the time the agreement wu entlfed Into
9h11 ■ pptf. A1Pf Nlp0f1 1h11 Is required wllh 1e■pecl lo • conlllbutlon given bef01e
Jenuery I. 1991. must be made IICCOl'dlng to the requirement• appllcable Ihereto.·

1 112.3135

Re1trlct1on on employment of relatives.-

( 1) In this section, unless the context otherwise
requires:
(a) "Agency" means:
1. A state agency. except an Institution under the
jurisdiction of the Division of Universities of the Department of Education;
2. An office, agency, or other establishment in the
legislative branch;
3. An office, agency, or other establishment in the
Judicial branch:
4. A county;
5. A city; and
6.
Any other political subdivision of the state .
except a district school board or community college district.
(b) "Public officlar means an officer, including a
member of the Legislature, the Governor, and a member
of the Cablnet, or an employee of an agency in whom
is vested the authority by law, rute , or regulation, or to
whom the authority has been delegated, to appoint,
employ, promote, or advance individuals or to recommend individuals for appointment, employment, promotion, or advancement in connection with employment in
an agency.
(c) "Relative,· for purposes of this section only, with
respect to a public official, means an individual who Is
related to the public official as father, mother; son,
daughter, brother, sister, uncle , aunt, first cousin.
nephew, niece, husband, wife, father-in- law, motherin-law, son-In-law, daughter-in-law. brother-In-law,
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sister- in- law, stepfather. stepmother, stepson , stepdaughter, stepbrother, stepsister , half brother. or hall
sister.
(2)(a) . A public official may not appoint , employ, promote, or advance. or advocate for appointment. employment, promotion . or advancement, in or to a position In
the agency in which he is serving or over which he exercises jurisdiction or control any individual who is a relative of the public official. An individual may not be
appointed, employed, promoted. or advanced in or to a
position in an agency if such appointment, employment.
promotion, or advancement has been advocated by a
public official, serving in or exercising jurisdiction or control over the agency, who is a relative of the individual.
(b) Mere approval of budgets shall not be sufficient
to constitute "jurisdiction or control" for the purposes ol
this section .
(3) An agency may prescribe regulations authorizing
the temporary employment, in the event of an emergency as defined in s. 252.34(2). of individuals whose
employment would be otherwise prohibited by this section.
(4) Legislators' relatives may be employed as pages
or messengers during legislative sessions .
Hl■lory.-n. I, 2. 3, ch. 69-341 ; .. . 15, 35. ch . 69-108: s . 70. Ch. 72-221; s. l.
ch. 83- 334; ■. 1, Ch. 89-67; 11 . 4, ch. 90- 502.
1Nota.- Secllon 20, ch . 90-502, prCNlcles thal the amendmenl by • · 4, ch. 90-502.
applie1 to 111 gllla, honof.,ill, 01 honor11lurn ellJ)lnees recei\lecl or peid on 01 Ill•
January 1. 1991 , unle911 received pursuent to an 11greetT11nt 1n1er41d Into prior to 11111
dele, in which 1119111 the i.w In etlect 111 the time lhe egretmenl was entered inlo
llhd apply . Arty reporl lllll la 19Qllired with f911)1CI to I conlribu Hon given btlort
January 1, 1991 , must be made ICCOlding to lhe ,~emenls epplicebte lherel.a.'
Nate.-FOfmtr s . ! 16.111 .
0

112.3143 Voting confflcts.(1) As used in this section:
(a) "Public officer" Includes any person elected or
appointed to hold office in any agency. including any
person serving on an advisory body.
(b) "Relative· means any father, mother, son, daughter, husband, wife, father-in-law, mother-in-law, sonin-law, or daughter- in- law.
(2) No state public officer is prohibited from voting
in his official capacity on any matter. However. any state
public officer voting in his official capacity upon any
measure which would inure to his special private gain;
which he knows would inure to the special private gain
of any principal by whom he is retained or to the parent
organization or subsidiary of a corporate principal by
which he Is retained; or which he knows would inure to
the special private gain of a relative or business associate of the public officer shall, within 15 days after the
vote occurs, disclose the nature of his interest as a public record in a memorandum filed with the person
responsible for recording the minutes of the meeting.
who shall incorporate the memorandum in the minutes.
(3)(a) No county, municipal, or olher local public officer shall vote in his official capacity upon any measure
which would inure to his special private gain; which he
knows would inure to the special private gain of any principal by whom he is retained or to the parent organization or subsidiary of a corporate principal by which he
ts retained, other than an agency as defined In s.
112.312(2); or which he knows would inure to the special
private gain of a relative or business associate of the
public officer. Such public officer shall, prior to the vote
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being taken, publicly state to the assembly the nature
of his interest in the matter from which he is abstaining
from voting and, within 15 days after the vote occurs,
disclose the nature of his interest as a public record in
a memorandum filed with the person responsible for
recording the minutes ot the meeting, who shall incorporate the memorandum in the minutes.
(b) However, a commissioner of a community redevelopment agency created or designated pursuant to s.
t63.356 or s. 163.357, or an officer of an independent
special tax district elected on a one-acre, one-vote
basis, is not prohibited from voting, when voting in said
capacity.
(4) No appointed public officer shall participate in
any matter which would inure to his special private gain;
which he knows would inure lo the special private gain
ot any principal by whom he is retained or to the parent
organization or subsidiary of a corporate principal by
which he is retained; or which he knows would inure to
the special private gain of a relative or business associate of the public o1ficer, without first disclosing the
nature of his interest in the matter.
(a) Such disclosure , indicating the nature of the conflict, shall be made in a written memorandum filed with
lhe person responsible for recording the minutes of the
meeting, prior to the meeting in which consideration of
the matter will take place, and shall be inCOfporated inlo
the minutes. Any such memorandum shall become a
public record upon filing , shall immediately be provided
to the other members of the agency, and shall be read
publicly at the next meeting held subsequent to the filing
of this written memorandum.
(b) In the event that disclosure has not been made
prior lo the meeting or that any conflict is unknown prior
to the meeting, the disclosure shall be made orally at the
meeting when it becomes known that a conflict exists.
A written memorandum disclosing the nature of the conflict shall then be filed within 15 days after the oral disclosure with the person responsible for recording the
mif:lules of the meeting and shall be incorporated into
the minutes of the meeting at which the oral disclosure
~as made. Any such memorandum shall become a pub•
he record upon filing, shall immediately be provided to
t_
he other members of the agency, and shall be read publicly at the next meeting held subsequent to the filing of
this written memorandum.
(c) For purposes of this subsection, the term "participate· means any attempt to influence the decision by
oral or written communication , whether made by the officer or at his direction.
(5) Whenever a public officer or former public otticer
is being considered for appointment or reappointment
to public office, the apJ?0inting body shall consider the
numbe_r and nature _of the memoranda of conflict previously filed under this section by said otticer.

85

S, :,1:,!

1, .

6. ch. 75- 2Ui; 1 . 2, ch. 84-318; s. 1, Ch. 84-357: 1 . 2. ch. 86-148; a.

112.3144 Full and public disclosure of financial
interests.(1) No person who is required, pursuant to s . 8, Art.
Uof the State Constitution, to file a full and public disclosure of his financial interests and who has filed a lull and
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public disclosure of his financial interests for any calendar or fiscal year shall be required to tile a statement of
financial interests pursuant to s. 112.3145(2) and (3) for
the same year or for any part thereof notwithstanding
any requirement of _this part, except that a candidate for
oUice shall file a copy of his disclosure with the officer
before whom he qualifies.
(2) For purposes of full and public disclosure under
s. 8(a), Ari. II of the State Constitution, the following
items. if not held for investment purposes and if valued
at over $1 ,000 in the aggregate, may be reported in a
lump sum and identified as "household goods and personal effects":
(a) Jewelry;
(b) Collections of stamps, guns, and numismatic
properties;
(c) Art objects;
(d) Household equipment and furnishings;
(e) Clothing;
(f) Other household items; and
(g) Vehicles for personal use.
(3) Forms for compliance with the full and public disclosure requirements of s. 8, Art. II of the State Constitution, and a current list of persons required to file full and
public disclosure by s. 8, Art. II of the State Constitution,
or other state law. shall be provided by the Commission
on Ethics to the Secretary of State, who shall give notice
of disclosure deadlines and delinquencies and distribute forms in the following manner:
(a)1 . Not later than April 1 of each year , the Commission on Ethics shall prepare a current Hst of the
names and addresses of and the offices held by every
person required to file lull and public disclosure aMually
bys. 8, Art. II of the State Constitution, or other state law.
In compiling the list, the commission shall be assisted
by each unit of government in providing at the request
of the commission the name, address, and name of the
office held by each public official within the respective
unit of government.
2. Not later than April 15 o1 each year, the commission shall provide the Secretary of State with the mailing
list.
(b) Not later than 30 days belore July 1 of each year,
the Secretary of State shall mail a copy of the form prescribed for compliance with full and public disclosure
and a notice of the tiling deadline to each person on the
mailing·1list.
(c) Not later than 30 days after July 1 of each year,
the Secretary of State shall determine which persons on
lhe mailing list have failed to file full and public disclosure and shall send delinquency notices by certified mail
to such persons. Each notice shall state that a grace
period is in effect until September 1 of the current year
and that, it the statement is not filed by September 1 of
the curren~ year, the Secretary of State is required by
law to notify the Commission on Ethics of the delinquency.
(d) Not later than 30 days following September 1 of
each year. the Secretary of State shall certify to the
Commission on Ethics a list of the names and addresses
of and the offices held by all persons on the mailing list
who have failed to file timely full and public disclosure.
The certification shall be on a form prescribed by the
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INDIAN RIVER COUNTY. FLORIDA
INTER - OFFICE MEMORANDUM

TO:

DATE:

All Department Heads

May 7, 1993

SUBJECT:

.

FILE:

Interpretation of Policy

'l/1

-a..,-- / C~/..___.-_,_.,...d~

FROM:

mes E. Chandler
County Administrator

Attached is an opinion from
AM-806. 1, Conflict of Interest.

REFERENCES:

the

Deputy

County Attorney regarding Policy

I concur with the Deputy County Attorney's opinion.
At a professional seminar
or conference if a scheduled function or invitation to such a function is extended
equally to all conference participants and doesn't conflict with a main conference
presentation, in my opinion a conflict does not exist.

This opinion, as well as any future policy opinions .. will be made a part of the
Policy Manual for reference.
Some opinions may require a formal change or
clarification of the policy.
JEC/mg
cc:

Board of County Commissioners

...

MAY 1993
INDIAN RIVER COUNTY, FLORIDA

,...,

IIHICEIVl[O

c.n

i,eMTM'"1'

INTER - OFFICE MEMORANDUM

P2fZl1.
TO:

Jack Price - Personnel Director

FROM: JJ'-

William G. Collins II - Deputy County Attorney

DATE:

May 6, 1993

SUBJECT:

April 29th Inquiry on AM 806.1 - Conflicts of Interest/AWWA
Invitation

The purpose of professional seminars · and conferences is to advance those
skills which the employees need to · petter carry out their duties in public
employment. From the information provided, it's hard to tell whether this
would be a violation of our Personnel Rules or not. Since all the programs
put on are in furtherance of the professional enhancement/education
activities that employees are sent to seminars for, it would seem to be
putting form over substance to preclude an employee at a seminar from
attending one of the presentations. The answer might differ if the annual
conference had its own formal program on similar topics and the engineering
firm of Camp Dresser & McKee was simply trying to siphon off attendees for
purposes of promoting its own services. Surely education within the areas
of wastewater technology are "anything of value" within the meaning of
Comment No. 1 of AM 806 .1. However, interpreting this comment in the
light of Florida Statute 112.313(2) states that no employee shall solicit or
accept anything of value to the recipient . . . based upon any understanding
that the judgment of the public employee would be influenced thereby ... ".
I would assume that attendees at professional seminars and conferences do
not go to them with the understanding that they are going to be influenced
in favor of any of the presenters at the conference. This, taken together
with the fact that the whole point of attending professional seminars is to
advance technical skills, it is my opinion that the staff should be permitted
to attend these functions (unless these are in competition with the main
presentations at the conference) .
WGC/nhm
\doca\m•D"Jo\prica

12. doc

UTIL (CAWWAINV.TGP)
DfDIAN RIVER COUNTY
DEPARTMENT OF UTILITY SERVICES
INTEROFFICE MEMORANDUM

DATE:

APRIL 22, 1993

TO:

JAMES E. CHANDLER
COUNTY ADMINISTRATOR

FROM:

TERRANCE G. PINTOAJ
DIRECTOR OF UTIL]ft~

SUBJECT:

' .:. . ..
. ., __::.. "_:_

~

.

AWWA INVITATION

Would any of our staff be permitted to attend the function held at the
AWWA Conference described in the attached invitation?

TGP/c
Attachments

---,.

.

r-·

I

CAMP DRESSER & McKEE INVITES You
TO AnEND OUR PRESENTATIONS AT

',l
\

THE

1993

AWWA ANNUAL CONFERENCE

1.

I

SUNDAY, .hlNI 6 ·
..•.•..•.•.••....•..........
RawWot.'Ova/lly

~5urlac.
Wcnw~Can

M.,nb,v,,.. Do for You1J
William Conlon

Session SS: 8:15 o.m.

I

I
f.

o..;gnoloReYWN

o.mo.i• TNafmMt
SysfWn for 8rigftfon,
Colorodo
John Cevool
Session SS: 12:00 noon
(posler preHntotion)

U,lng OW ,o A.vo«I
1wntlning l'illotl. on
~ Wotw Supply
l'ro;eds

Debbie Mackie
Session 1.4: 11 :30 a.m.

$,..,.,,..

o..if,n of a Rewne
asmo.i6 Tl'Mfrneld SpNm

f«- lns,ftton, Colorodo
John Cevool
Session 23: 3:30 p.m.

,,,, wflWfHW'lf olMem&ran.

Oulnlefflon
William Conlon

Session 23: 4:30 p.m.
WafwPridltfl

Christopher Woodc:oc:k
Session S3: 1: 10 p.m.

s.m,,., a Skeptleol

PuWkonbtw.,_..ln

H~ot.Filtroflon
C)plimaatic,n:,,,.,.,,
Watw T,wcrfment l'lant

C..Sfudy

Michoellofer
Research Division Poster

•.•..•..•.•..•••..••......•.

dwomlum RMtOWII to

Prod.-Po,_..WafW

a1C.amden,New.J«Ny

Robert Dangel
SeJsion 15: 11 :00 a .m.

,.

Kevin Ratliff
Session 31: 10:00 o.m.
WafW Con,- NfNN.:
0-City'•Apfwoodt
Vidor

Pujats

Seuion 32A: 10:00 o.m.
W_,. a.we ,o ,,_ Reuu~:

,,_~.,._-'
, . _ ; ,o lcut-Ttadc:
0-.,.attdConlfrvmon
Craig Von Riper
Session 34: 11 :30 a .m.

hNWOtlw.Approode
lncNcu4N l'lontCopaclty

Wafw Filtration l'larrt

Richard Holw
R"°°rc:h Division Posw
Session: 12:00 noon

Or. Jomes Crook
. Seuion 10: 9:00 a.m.

al'lant&pa,ulon

at&.ar.do, , . . .

~--,1,llhy

How,..,,__

Maintaining Autof1t0Nd
~ Op•Nlfiotd During

John Crumley
Session '4 1: 2:00 p.m.

JohnCevoal
Session S2: 2:30 p.m.

w. Come?
( D u a l ~ Syslenu}

WIDNEsDAY,
JUM: 9
••.•....••...•.......•....•.

Session: 12:00 noon

PweWClfw

ll&toricallletl1e19" ctlw •.•

Flttalior,

Mari.Nowel
Research Division Poster
Stwion: 12:00 noon

Conwion Control In

Smoll WafW
Steven Medlar
Session 21: 2:30 p.m.

,.,_..... wilh Ult.oviolet

NotlonolTretHUM

lap;dMlJdne'olO..,..
Poly,rw,lno..d

~

c:Norine Dkmde ow.,..
fedHHlandina,'Otlwl

Control at th. Olaa WafW
TNOfn-1

Plant-, Lee

CoCJnty,fforido
Vidor Pujols

Research Division Poster
Session: 12:00 noon

ANewH)'draulk
lloccvlall'onl'roceuf'Of"
Watw T,wofr1_,,

Christopher Schulz
Session 44: 4:00 p.m.

J\N 10
.THultsDAY,
.•...••.••..•.....•.....•.•
A n ~ hw Watw

lnfalc•O...,.
Annabelle Kim
Session 48: 11 :30 a.m.
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POLICY:
It is the policy of the County that all employees are expected to comply with the County's standards
of behavior and performance and that any noncompliance with these standards must be remedied .
See also the units BEHAVIOR OF EMPLOYEES, AM-801 .1; OFFENSES/DISCIPLINARY
PATTERN, AM-807 .2; and VEHICLE GUIDELINES, AM-1000.7.
COMMENT:
1.
"Due Process'': This polky recognizes that public employees' expectation of continued
employment is a property right. As such, the employee is entitled to the Due Process elements of
the Fourteenth Amendment to the U.S. Constitution. The employer provides due process in any
suspension or termination action for cause and any appeal process from a suspension or termination
decision for disciplinary reasons.
2.
Under normal circumstances, the County endorses a policy of progressive discipline in which
it attempts to provide employees with notice of deficiencies and an opportunity to improve.
Progressive discipline is a series of steps which provide a systematic approach to address and
correct performance or behavior that fails to meet standards established by the County. The County
retains the right, however, to administer discipline in any manner it sees fit, within legal limits.
3.

The normal application of progressive discipline should be:
a.

Verbal Counseling : When a supervisor determines that an employee's behavior or
performance fails to meet standards established by the County, the supervisor should
discuss such concerns with the employee and recommend a course of action for
improvement. The discussion should include the following interactive process:
1)
2)
3)
4)

5)
6)

Clearly outline the behavioral problem or performance deficiency.
Allow the employee to respond to the concerns.
After considering the employee's response, explain expected conduct or
performance changes.
Establish a reasonable time frame in which improvement can be noted . In
some cases , it is reasonable to expect quick improvement; other times, months
may be more appropriate.
Tell the employee what the consequences will be if the behavior or
performance does not improve.
Ask the employee for a commitment to improve behavior or performance and
follow up with the employee, providing feedback where appropriate.
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Document the corrective action taken and place in the division or department's
employee file .

Written Warning : Absent improvement in performance, or upon recurrence of a minor
violation, the supervisor should discuss the situation with the department head and
Human Resources to reconfirm policy applicability and consistency with administration
of discipline in similar situations. The supervisor will then hold another meeting with
the employee and take the following action:
1)

Issue a written warning to the employee. This warning shall be prepared on a
standard format, discussed with the employee to provide an opportunity to rebut
any error in the reprimand, and then signed by the employee, supervisor,
department head and Human Resources Manager. The employee's signature
acknowledges receipt of the warning but not necessarily agreement with it.

2)

The written warning will be placed in the employee's official personnel file,
which is maintained in the Human Resources Department.

Formal Warning , which may include Suspension Without Pay, Probation, or Demotion:
Absent improvement in performance following a written warning or upon the
occurrence or recurrence of a serious violation , the supervisor should discuss the
situation with the department head and Human Resources to reconfirm policy
applicability and consistency with administration of discipline in similar situations in
other departments. If it is determined that suspension without pay, probation, or
demotion may be appropriate, the department head will conduct a pre-determination
hearing during the employee's normal work hours.
Through this pre-determination hearing, the department head must be satisfied that:
1)

The employee has been given written or oral notice of the grounds for his
suspension , probation , or demotion.

2)

The employee has been advised of the names of witnesses against him ; the
nature of the testimony or evidence against him; and have an opportunity to
cross examine witnesses. The employee will be permitted to call witnesses in
his behalf.
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The employee is given an opportunity, before the department head, to explain
away the perceived misconduct. This step provides an initial check against
error in the disciplinary action .

The department head will convey his/her decision in writing to the employee. If
necessary, the decision will be sent to the employees' latest address on file , by
Certified Mail , within 24 hours of the decision. A copy of the decision will be placed in
the employee's official personnel file , which is maintained in the Human Resources
Department.
d.

Termination: Absent improvement in performance following suspension without pay,
probation, or demotion, or upon the occurrence or recurrence of a serious violation, the
supervisor should discuss the situation with the department head and Human
Resources to reconfirm . policy applicability and consistency with administration of
discipline in similar situations. If it is determined that termination may be appropriate,
the department head will conduct a pre-determination hearing during the employee's
normal work hours and will follow the same procedure that is used for suspension
without pay, probation , or demotion.
1)

The termination effective date shall be the date of the termination decision and
will not be affected by the probability or actual knowledge of an appeal of the
decision .

4.
The progressive disciplinary procedures described in this unit may be applied to an employee
who is experiencing a series of unrelated problems involving job performance and/or behavior. This
can only be accomplished , however, by applying the cumulative disciplinary action provisions
detailed in the unit OFFENSES/DISCIPLINARY PATTERN, AM-807.2.
5.
In cases involving serious misconduct, the supervisor may skip steps in the progressive
discipline process and, if appropriate, recommend tem,ination of the employee upon a first
occurrence. See the unit OFFENSES/DISCIPLINARY ACTION, AM-807 .2, "GROUP THREE
OFFENSES".
6.
Appeals Process: Any non-bargaining unit employee who has been disciplined has access to
the following appeals process: Bargaining unit employees should follow the appeals process
outlined in their respective collective bargaining agreement.
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a.

The employee must submit the appeal in written form to the Human Resources
Department within five working days after notification of the suspension , demotion,
probation , or termination . The appeal must refer to the provision or provisions of law
or County policy, practice, procedure, rule, or regulation alleged to have been violated,
and shall set forth the relevant facts pertaining to the alleged violation, and the remedy
or correction sought.

b.

The County Administrator or his designee shall conduct a hearing within fourteen
working days, unless this period is extended by mutual agreement in writing . The
employee is entitled to Due Process (see Comment .L) and the hearing will be
structured to insure attention to the following elements:

1)

That the employee be advised in writing of the cause or causes for his
suspension, demotion, probation, or termination in sufficient detail to fairly
enable him to show any error that may exist.

2)

That the employee be advised in writing of the names and the nature of the
testimony of witnesses against him.

3)

That within a reasonable time after such advice, he is accorded a meaningful
opportunity to be heard in his own defense.

4)

That the employee be given an opportunity to confront and cross examine his
accusers in the presence of the decision maker.

c.

In the event that the supervisor of the employee is the County Administrator or the
County Attorney, that County officer, as appropriate, or his designee, shall conduct the
pre-determination hearing as well as the appeal hearing.

d.

The decision of the County Administrator or County Attorney, as appropriate, shall be
final and binding on the parties, without further right of appeal.
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POLICY:

It is the policy of the County to recognize degrees of severity of
unacceptable performance and to provide guidance for management to assist
in consistent, effective use of discipline as a teaching tool. See also
units DISCIPLINARY PROCEDURE, AM-807.1 and VEHICLE GUIDELI NES, AM-1000.7 .

COMMENT:
h_Progressive d i scipline shall consist of the following steps:
.sL:....__

.Q..:_

* ~
* ~

Employee Consultation
Written Warning
Formal Warning (up to
Termination

5

days suspension optional)

~Unacceptable performance shall be classified into groups, depending
upon severity, and disciplinary action recommended for each, as follows:
A.
FIRST OFFENSE
SECOND OFFENSE
THIRD OFFENSE
FOURTH OFFENSE

GROUP ONE OFFENSES

*
*

EMPLOYEE CONSULTATION
WRITTEN WARNING
FORMAL WARNING (SUSPENSION OPTIONAL)
TERMINATION'

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

2. Quitting work, wasting time, loitering, or leaving assigned work area
during working hours without permission.
3.
Washing up or changing clothes during working hours without specific
permission unless necessitated by job conditions or requirements.

4.

Taking more than the specified time for meals or rest periods.

5. Demonstrating productivity or workmanship which is not up to required
standards of performance.
6.
Disregarding job duties by loafing or neglecting work during working
hours.

* Note:
For discipline involving suspension or termination, the "Due
Process" protoc·o ls discussed in the unit DISCIPLINARY PROCEDURE, AM-807. 1
will be carefully observed.
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7. Reporting to work or working while unfit for duty, either medical~y,
mentally or physically.
8. Posting unauthorized material on or removing authorized material from
official bulletin boards or County property.
9. Distributing written or printed material of any description on County
premises unless authorized. See the unit SOLICITATION AND DISTRIBUTION,
AM-604.1.

10. Showing discourtesy to persons with whom the employee comes in contact
while in the performance of duties.
11. Violating a safety rule or safety practice.
12. Failing to report an accident or personal injury in which the employee
was involved while on the job.
13. Engaging in horseplay, scuffling, wrestling, throwing things,
malicious mischief, distracting the attention of others, catcalls,
demonstrations on the job or at the work site, or similar types of
disorderly conduct.
14. Creating or contributing to unsafe and unsanitary conditions .
15. Failing to pay just debts due, or failing to make reasonable provision
for the future payment of such debts, thereby causing loss of time and
effort to the County or superiors.
16. Failing to report the loss of a County identification card immediately
to the department head, where applicable.
17. Failing to keep the department and the county notified of proper
address and telephone number, (if any and if listed) «
18. Incompetence or inefficiency in the performance of assigned duties,
after corrective efforts have been tried and failed.
19. Cumulative offenses: If an employee is warned for separate GROUP ONE
OFFENSES and does not respond with the corrective action necessary, he may
be disciplined as if there were repeated violations of a single offense.
For example, if an employee is warned two times for GROUP ONE OFFENSES,
once for offense #2 and separately for offense #5 and there is no
correction, then he may be disciplined with a WRITTEN WARNING.
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B. GROUP TWO OFFENSES
FIRST OFFENSE
SECOND OFFENSE

* FORMAL WARNING (SUSPENSION OPTIONAL)

*

TERMINATION

1.
Threatening, intimidating, coercing or interfering with f~llow
employees or supervisors at any time, including using abusive language.
2. Leaving assigned post at the end of the scheduled shift without being
relieved by the supervisor or the relieving _ employee on the incoming
shift, for those units operating on a continuing multiple shift basis.
3. Neglecting to comply with requirements set forth in departmental rules
and standards of conduct.
4. Engaging in gambling, lottery or any other game of chance at County
work stations at any time.
5. Making or publishing false, vicious or malicious statements concerning
any employee, supervisor, the county or its operations if done in a manner
that interferes with County operations.
6.

Being absent without permission or leave.

7.

Provoking or instigating a fight or fighting on County property.

8.
Negligent conduct whic~ affects the safety of County personnel,
equipment, tools or property.
9.
Failing to respond to or report to _ the supervisor a request for
information or receipt of a subpoena or other legal document from a law
firm or an attorney for a matter relating to county business.
10. Vending, soliciting, or collecting contributions for any purpose
whatsoever at any time on County premises, unless authorized.
11. Knowingly harboring a serious communicable disease which may endanger
other employees.
12. Habitually failing to punch one's own timecard, where applicable.
"Habitually" is considered occurring three times in a ninety day period.

*

Note:
For discipline involving suspension or termination, the "Due
Process" protocols discussed in the unit DISCIPLINARY PROCEDURE, AM-807.1
will be carefully observed.
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Habitually reporting to work late.
"Habitually"
occurring three times in a ninety day period.

13.

14. Chronically being absent from work.
times in a ninety day period.

4 0

is considered

"Chronically" is considered three

15. Cumulative offenses: If an employee is warned for separate GROUP TWO
OFFENSES and does not respond with the corrective action necessary, he may
be disciplined as if there were repeated violations of a single offense.
For example, if an employee is warned two times for GROUP TWO OFFENSES,
once for offense #2 and sepa·r ately for offense #5 and there is no
correction, then he may be disciplined with TERMINATION*
C. GROUP

FIRST OFFENSE

1.

THREE OFFENSES
* UP TO TERMINATION

Wanton or willful neglect in performing assigned duties.

2. Deliberately misusing, destroying, or damaging any County property or
the property of ari employee.
3. Receiving from any person, or participating 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 of expectation of receiving a favor
or better treatment than that accorded other persons.
.. .•r - '

4.
Unauthorized use of county equipment or performing work c.9r· using
County materials on other than County projects. This applies also to the
use of any County vehicle for any purpose other than County business.
5. Knowingly punching the timecard of another employee, having one's own
timecard punched by another employee, or unauthorized altering of a
timecard, where applicable.
6.
Falsifying personnel or County records, including employment
applications, accident records, work records, purchase orders, time
sheets, or any other report, record, or application.

* Note: For discipline involving suspension or termination, the "Due
Process" protocols discussed in the unit DISCIPLINARY PROCEDURE, AM-807.1
will be carefully observed.
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7.
Insubordination by refusing to perform work assigned, or to comply
with written or verbal instructions of a supervisor.
8.
Unauthorized use or display of firearms, explosives or weapons on
County property.
9. Theft or removal from County locations without proper authorization
of any county property or property of any employee.
10. Unlawful conduct, either on or off the job, which would tend to affect
the employee's relationship to the job or fellow workers, or negatively
reflect on the reputation of County government.
!

11. Being absent from duty for a period of three consecutive working days
without proper authorization.
12. Failing to return from an authorized leave of abs.ence .
13. Permitting another person to use an employee's identification card,
using another person's card, or altering an identification card.
14. Use, abuse, or possess non-medicinal drugs or alcohol while on duty;
or reporting for work under the influence of alcohol or non-medicinal
drugs.
15. Using or attempting to use bribery to secure an advantage in any
manner from County government.
16. Being convicted of a felony, of a misdemeanor of the first degree as
defined by Florida Statutes, or any violation involving moral turpitude.
17. Concerted curtailment, restriction of production or interference with
work in or about the County•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.
18. Sleeping during duty hours, unless otherwise authorized.
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POLICY:

It is the policy of the County to maintain personnel records for
applicants, employees, and past employees in order to document employment
related decisions, evaluate and assess policies, and comply with
government recordkeeping and reporting requirements.
COMMENT:

1. The County strives to balance its need to obtain, use, and retain
employment information with each individual's right to privacy. To this
end, it attempts to restrict the personnel information maintained to that
which is necessary for the conduct of its business or which is required
by federal, state or local law.
2.
The Personnel Department is responsible for overseeing the
recordkeeping for all personnel information and will specify what
information should be collected and how it should be stored and secured.
~Employees have a responsibility to make sure their personnel records
are up to date and should notify the Personnel Department in writing of
any changes in at least the following:
s..:.,_Legal name
Q.i_Address
£.:_Telephone number
~Marital status (for- benefits and tax withholding purposes only)
~Number of dependents
.L..,_Addresses and telephone numbers of dependents and spouse or former
spouse (for insurance purposes only)
9...i,__Beneficiary designations for any of the County's insurance,
disability, pension, and optional benefit plans
!h__Persons to be notified in case of emergency
In addition, employees who have a change in the number of dependents or
marital status must complete a new fonn W-4 for income tax withholding
purposes within ten days of the change, if the change results in a
decrease in the number of dependents .
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4. Employees may inspect their own personnel records and may copy, but
not remove, documents in the file. Such an inspection must be requested
in advance and will be scheduled at a mutually convenient time. A charge
may be made for copies of records made by the employee.
~Employees who feel that any file material is incomplete, inaccurate,
or irrelevant may submit a written request to the Personnel Department
that the files be revised accordingly. If such a request is not granted,
the employee may place a written statement of disagreement in the file and
pursue the matter further using the grievance procedure. See the unit
GRIEVANCE PROCEDURE, AM-904.1.
6.
Employees are to refer all requests from outside the County for
personnel information concerning applicants, employees, and past employees
to the Personnel Department.
The Personnel Department normally will
release all information except certain medical data to which access is
limited by law.
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POLICY :
_1_._ All County materials that are to be d i scarded as trash, junk, or
scrap shall be considered to be a colllllllnodity capable of generating revenue
for the County and therefore must be disposed of in accordance with this
policy.
_2_. _ All such materials are to be taken to the landfill or the
recycling/collection centers or placed in containers at l ocations
designated for the purpose of recycling or waste disposal.
Once such materi als are deposited, no one shall remove them from
County property, trash receptac l es, or recycling/collection centers,
except in the performance of an employee's assigned duties.

_3_._

~ Except for those items specif i cally authorized by public notice, no
material shall be removed from trash receptacles, the landfill, or the
recycling/collection centers .

.2......._ Violations of this policy will be considered

an infraction of AM801. 1, paraagraph 2f, Behavior of Employees, Administrative Policy Manual.
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POLICY:

Indian River County provides employees with access to and use of a variety of information
technology resources. These resources are provided to employees in an effort to allow them
to be more efficient, productive, and to have access to information that is necessary for them
to carry out their responsibilities as an employee of the County. Employees are expected and
required to use these information technology resources in a manner consistent with their
position and work responsibilities with the county.
COMMENT:

1.

Definition:
Information Technology Resources: For the purpose of this policy, the County will
define Information Technology Resources as any equipment, hardware, or software that
is assigned and available for employees to use in the course of their employment.
These resources include, but are not limited to, the following: printers, fax machines,
software applications, Internet access, voice mail, e-mail, and personal computers.

2.

General Provisions:
a.

The County's Information Technology Resources are designed for county
business use only. Unacceptable uses of the County's Information Technology
Resources include, but are not limited to, the following:
1)

Unauthorized use.

2)

Illegal purposes.

3)

Transmittal of threatening, abusive, obscene, lewd, profane or harassing
material which suggests any lewd or lascivious act.

4)

Intentionally preventing or attempting to prevent the disclosure of your
identity with the intent to frighten, intimidate, threaten, abuse or harass
another person.

5)

Transmittal of material which is confidential to the County.
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6)

Disruption of network services, such as distributing computer viruses.

7)

Interception or alteration of network packets.

8)

Use of someone else's identity and password or access to information
technology resources without proper authorization.

9)

Attempt to evade, disable, or "crack" passwords and/or other security
provisions of systems on the network.

10)

Reproduction and/or distributing copyrighted materials without appropriate
authorization.

11)

Private commercial ventures, personal gain, religious or political causes or
other non-job-related solicitations.

b.

Employees are to be provided access to County Information Technology
Resources only if authorized by their department head or designee.

c.

The County reserves and intends to exercise its right, as is reasonably
necessary, to search, review, audit, intercept or access an employee's use of the
Information Technology Resources provided to the employee to the extent
allowed by law.

d.

All work products created through the use of Information Technology Resources
are the property of the County. Any material developed, composed, sent or
received, using County provided Information Technology Resources and will
remain the property of the County.

Disciplinary Action:
Any employee found to have violated any of the unacceptable uses outlined in this
policy at any time will be subject to discipline up to and including discharge from
employment with the County.
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Public Records:
a.

Electronic mail (e-mail) messages made or received by County employees in
connection with the transaction of official business are public records.

b.

As a public record, an e-mail message is subject to the statutory restriction on
destruction of public records. Courts now recognize the existence of "transitory"
communication. These transitory communications have only communicative
value which is lost as soon as the communication is received, but they are still
public records. Destruction of this type of record is permitted once the record is
obsolete, superseded or its administrative value is lost. An example of this type
of e-mail message is as follows: "Joe: The meeting has been changed from 2:30
p.m. on the 9th to 3:00 p.m. on the 10th." Destruction is also permitted when
records have lost their legal, fiscal, administrative or historical value.

Social Media Procedure:
a.

The following Social Media Procedure provides guidelines and requirements for
posting Indian River County business related content on non-County owned
Internet sites. These sites are governed by the Terms and Conditions along with
the Privacy Policy as defined on each site. It is the responsibility of each
department director, whose department has a social media site, to ensure staff
adheres to the Terms and Conditions of the social media sites. Social media
sites must be approved by the County Computer Services Division and the
County Administrator. Facebook, Twitter, YouTube, lnstagram, and Nextdoor
are approved sites.

b.

The director of the department requesting the account must request County
Administrator approval, in writing, for the creation of accounts for posting County
content on non-County owned social media sites. The County Computer
Services Division is responsible for account creation and maintaining passwords
and login information for each site. Primary social media sites for Indian River
County will be maintained by the County Computer Services Division.

c.

The name of a site will include Indian River County and the division or program
name. Only official department/division logos are to be used on the site.
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d.

The director of the department creating the account will be responsible for
approving staff members to maintain the site. Approved staff members will use
only those computers approved by the Computer Services Division while within
the County computer network.

e.

The director of the department posting any County content will be responsible for
assuring all information is current, accurate, and appropriate for dissemination to
the public. In all cases, postings must be professional, courteous, and pertain
specifically to official County business and promotion of County programs or
events.

f.

The purpose of these sites is to send information out. Staff will not reply to
comments posted by site visitors, unless the County Administrator approves a
compelling reason for two-way communication. Staff may answer questions
asked in post comments using the private chat feature of the social media site.

g.

Launching a site creates a responsibility for the registering department to be
active in the maintenance of the site. Responsibilities of the site moderator
include:
1) Posting fresh material in a timely fashion to keep site subscribers interested
and engaged.
2) Responding to comments in a timely manner if two-way communication is
enabled.
3) Deleting sites that are dormant.

h.

As with all communications, all public records requirements and laws apply to
these sites. As the County does not own or operate these sites, information
posted or received must be maintained in electronic format by the County
Computer Services Division and shall be available to print upon public records
request, for the applicable retention period, in order to fulfill public information
requests should the site go down or be abolished.

e
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Indian River County reserves the right to remove or hide inappropriate content,
including, but not limited to:
•
•
•
•
•
•
•
•
•

Profane language or content;
Personal attacks;
Sexual content or links to sexual content;
Content that includes unlawful conduct;
Comments that are clearly off topic from the posted topics;
Advertising services, entities, products or solicitations of commerce;
Spam or links to other websites, pages, or accounts;
Information that may compromise the safety or security of the public or public
systems;
Content that defames any person, group, or organization.
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1. Overview
The use of cellular devices is sometimes necessary to conduct County business when other means of
communication are not available. The County's policy is to either provide a County issued cellular
device or pay a cellular device stipend to employees whose job requires them to have access to a
cellular device.

2. Purpose
The purpose of this policy is to set forth criteria and guidelines for establishing eligibility for the
issuance and use of County-issued cellular devices or the payment of a stipend for the use of a
personal cellular device for County business.

3. Scope of Applicability
This policy applies to all County employees who are issued a County-issued device and all non-union
County employees who receive a cellular stipend. Where provisions of this policy conflict with a
collective bargaining agreement or employment agreement, the terms of the collective bargaining
agreement or employment agreement shall prevail.

4. Definitions
A. Cellular Devices are mobile cellular phones, smartphones, and tablets using wireless radio
transmissions to communicate to and from telephones and wireless devices.
B. Cellular Device Stipend is a fixed monthly payment to employees to help defray the cost of
using a non-County issued personal cellular device to conduct County business.

5. Standards and Procedures
5.1 General
The use of the County's telephone landline and assigned computers are the primary modes of
communicating and conducting County business telephonically or electronically. Time spent on
personal cellular calls during work time, as with landline calls, is subject to restrictions put in place
by the appropriate department.
5.2 Eligibility
A. Approval for a stipend or County-issued cellular device must be justified based on a significant
operational need. Simple convenience is not a basis for approval.
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B. To be eligible for a County-issued cellular device or stipend, the following criteria should be
considered:
1. The employee's job function requires the user to be accessible outside of scheduled or
normal business hours;
2. The employee's job function requires the user to be in the field or away from their
assigned office or work area regularly and the use of a cellular device is essential in
carrying out the essential duties of the job;
3. The employee's job function requires regular voice and/or email contact with their
office, outside vendors and/or customers while away from their normal work place;
4. The employee is responsible for critical infrastructure and needs to be immediately
accessible at all times.
C. The Department Director shall determine whether an employee is eligible for a Countyissued
cellular device or a cellular device stipend based upon the employee's job function or duties.
The Department Director shall recommend either the issuance of a County-issued cellular
device or stipend based upon the specific needs and circumstances for each eligible employee.
D. After approval by the Director, the request for stipend (Exhibit A) or cellular device (Exhibit
B) will be forwarded to the Office of Management & Budget for final approval. Approval
must be received in advance of the receipt of the stipend or cellular device. The approved
request will be returned to the Department Director. Approved Cellular Device Stipends must
be submitted to Human Resources/Payroll for payment. Approved Cellular Device Requests
(Exhibit B) must be submitted to the IT Help Desk ticket system for procurement. The Help
Desk ticket must include the general ledger account that will be used to pay for both the phone
and the recurring monthly fee.
E. Each Department Director or designee will periodically, but no less than annually, review the
functions of each position that has been assigned a cellular device or stipend to ensure that the
cellular service is still required for County business.

6. Cellular Device Stipends
The Cellular Device Stipend is designed to provide a taxable allowance to reimburse employees for
the business use of the cellular device. The stipend will not fund the cost or replacement of the device,
and is not intended to pay for the entire monthly bill since the cellular device will also be available
for personal use.
The Cellular Device Stipend applies to non-union employees only. A Cellular Device Stipend for
bargaining unit employees shall be determined through the collective bargaining process.
6.1 Responsibilities

A. Department Directors will be responsible for:
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1. providing the approved cellular stipend device request to Human Resources/Payroll for
payment.
2. ensuring that employees using County-issued cellular devices do not also receive a
stipend;
3. periodically reviewing stipends to determine if stipends should be added or
discontinued; and
4. promptly discontinuing a stipend that does not meet eligibility.
B. Eligible employees who receive a stipend will be responsible for:
1. all costs related to the purchase and usage of the cellular device. These costs include,
but are not limited to; all costs of cellular and-or data service, the purchase of all devices
and accessories, batteries, cases, hands free devices, taxes, insurance, 3rd party
software, overages, termination charges, and future phone replacement. The County
reserves the right to specify certain minimum capabilities of smart phone equipment to
receive smart phone (data) stipend.
2. being accessible by cellular device for business use at all times as required by the
employee's job functions;
3. maintaining an active cellular device account and providing the number, if applicable,
to their supervisor;
4. notifying their supervisor within two (2) working days of inactivation of cellular device
service, change in phone number, or cellular device failure;
5. maintaining cellular device in proper working order.
6. complying with County policies and standards of behavior when utilizing a personal
cell phone to conduct County business.
7. complying with standards of behavior in all work related communications
C. The employee must agree in writing (see Exhibit A attached) to comply, and remain in
continuous compliance with the provisions of this policy.
6.2 Payment of a Stipend
The monthly stipend will not be included in the calculation of an overtime rate. The monthly
stipend will continue until the employee is no longer qualified or employment with the County
is terminated. Stipend payments will be immediately terminated if the employee's qualified
cellular service is inactivated or discontinued. The stipend amounts will be reviewed
periodically and adjusted if deemed necessary and approved by the County Administrator.
Receipt of a stipend pursuant to this policy does not constitute approval for overtime or in any
way effect an employee's assigned hours of work. These matters are governed by other County
policies and agreements.
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6.3 Stipend Amounts
The Stipend Amounts (to be paid bi-weekly) are as follows:
Voice only (no data) stipend:
Voice and data (Smart phone) stipend:

$30/month
$50/ month

7. County Issued Cellular Devices
County issued cellular devices will be limited to job positions as recommended by the Department
Director and approved by the Office of Management & Budget.
7.1 Responsibilities
A. Department Directors or designee will be responsible for:
1. submitting the approved Cellular Device Request to the Help Desk.
2. ensuring that employees using County-issued cellular devices do not also receive a
stipend;
3. periodically evaluating the current list of employees with County-issued cellular
devices to determine if any devices should be added or discontinued;
4. periodically evaluating the cost of service for County-issued cellular device within the
department;
5. promptly discontinuing service for County-issued cellular devices that do not meet
eligibility; and
6. conducting a monthly review of cellular device bills to ensure policy compliance.
B. Eligible Employees will be responsible for:
1. being accessible by cellular device for business use at all times as required by the
employee's job functions;
2. exercising appropriate precautions to prevent theft, loss or damage to the equipment.
3. in the event of lost or stolen equipment, immediately notifying the service provider,
their Department Director, and the police, in cases of theft.
4. utilizing the County issued cellular device in a manner that is consistent with County
policies and standards of behavior.
C. The employee must agree in writing (see Exhibit B attached) to comply, and remain in
continuous compliance with the provisions of this policy.

8. Public Records and Compliance
Records containing County issued or personal cellular device numbers are public records (unless
otherwise exempt or confidential pursuant to Florida Law). When associated with work, the use of
text messaging is typically for the purpose of non-substantive transitory communications. These
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messages have short-term value based upon the content and purpose of the message. Examples of
transitory messages include, but are not limited to, reminders to employees about scheduled meetings
or appointments; and announcements of office events such as holiday parties or group lunches.
Transitory messages are not intended to formalize or perpetuate knowledge and do not set policy,
establish guidelines or procedures, certify a transaction, or become a receipt. Transitory
communications are to be retained until obsolete, superseded, or administrative value is lost.

Work related text messages that are substantive in nature must be retained per the applicable Florida
retention schedule requirements. Questions related to whether a text message is substantive or nonsubstantive should be directed to the County Attorney
8.1 Archiving of Work Related Text Messages
In order to comply with public records retention requirements to archive and retain text
messages, the County has established systems that employees will utilize when communicating
by text. Employees who receive a cellular stipend and use a personal device for work related
messaging, are required to install the County specified application on their device and use only
that application to send/receive work related text messages so that they are properly
archived. Work related text messages may only be sent and received using this application.
Employees who have a County issued cellular device will have the text message archiving
service added to the County issued cellular device to comply with public records retention
requirements. Any questions related to the archiving of text messages should be directed to
Information Systems.
Employees receiving a stipend and using a personal cellular device, may continue to use their
traditional text messaging application for personal text messages and those messages will not
be archived.
8.2 Public Records Requests
In the event that a public records request is made to produce cellular device information
relating to County business, the County will provide the applicable records that have been
archived from either a County issued cellular device or personal cellular device used for
County business. If records exist through a personal cellular device which have not been
archived by the County, it shall be the employee's responsibility to produce any responsive
records.

9. Discipline
All employees must comply with this policy. Employees found in violation of this policy are
subject to disciplinary action up to and including termination.
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EXHIBIT A
INDIAN RIVER COUNTY
N0N-UNION EMPLOYEE CELLULAR DEVICE STIPEND
AUTHORIZATION FORM
Employee Name: __________________________ Department: __________________________
Job Title: ________________________________ Division: _____________________________
Stipend Effective Date: ____________________

□

NEW

CHANGE

□

□

DISCONTINUED

JUSTIFICATION (Check all that apply):
The employee’s job function requires the user to be accessible outside of scheduled or normal
business hours.
The employee’s job function requires the user to be in the field or away from their assigned office
or work area regularly and the use of a cellular device is essential in carrying out the essential duties
of the job.
The employee’s job function requires regular voice and/or email contact with their office, outside
vendors and/or customers while away from their normal work place.
The employee is responsible for critical infrastructure and need to be immediately accessible at all
times.
Stipend: (check one)

□

Voice Only
$30/month

□

Voice and data
$50/month

EMPLOYEE ACKNOWLEDGEMENT: I acknowledge that I have read and understand the County
Cellular Device and Stipend Policy and the expectation that the use of the cellular device will be in
compliance with County policies and standards of behavior.
_________________________________________
Employee Signature

__________________________
Date

I certify that this device is needed for the employee to perform the essential duties of their job.
_________________________________________
Department Head Signature

___________________________
Date

Approved:
__________________________________________
Director, Office of Management & Budget

____________________________
Date

EXHIBIT B
INDIAN RIVER COUNTY
COUNTY-ISSUED CELLULAR DEVICE AUTHORIZATION FORM
Employee Name: __________________________ Department: __________________________
Job Title: ________________________________ Division: _____________________________
Date Required ____________________

□

NEW

□

CHANGE

DISCONTINUED

□

JUSTIFICATION (Check all that apply):
The employee’s job function requires the user to be accessible outside of scheduled or normal
business hours.
The employee’s job function requires the user to be in the field or away from their assigned office
or work area regularly and the use of a cellular device is essential in carrying out the essential duties
of the job.
The employee’s job function requires regular voice and/or email contact with their office, outside
vendors and/or customers while away from their normal work place.
The employee is responsible for critical infrastructure and need to be immediately accessible at all
times.
Device Type: (check one)

□

Wifi Hotspot

□
□

Phone w/ Voice Only

Tablet

□

Phone w/ Voice and Data

□ Phone w/ Voice, Data, and Hotspot

EMPLOYEE ACKNOWLEDGEMENT: I acknowledge that I have read and understand the County
Cellular Device and Stipend Policy and the expectation that the use of the cellular device will be in
compliance with County policies and standards of behavior.
_________________________________________
Employee Signature

____________________________
Date

I certify that this device is needed for the employee to perform the essential duties of their job.
_________________________________________
Department Head Signature

____________________________
Date

Approved:
__________________________________________
Director, Office of Management & Budget

____________________________
Date

Phone Charge Account: _____________________ Recurring Monthly Account: ________________
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POLICY:

It is the policy of the county to encourage employees to bring to the
attention of management the i r complaints about work related situations.
Employees will be provided wi th an opportunity to present their complaints
and appeal decisions by management (except disciplinary) through a formal
complaint and grievance procedure. All complaints or grievances will be
resolved fairly and promptly.
COMMENT:
1.
A grievance may be defined as an employee I s expressed feeling of
dissatisfaction concerning conditions of employment or treatment by
management, supervisors, or other employees.
Examples of actions which
may be causes of grievances include:
£..!._Application of County policies, practices, rules, regulations, a.n d
procedures believed to be to the detriment of an employee.
!h_Treatment considered unfair by
reprisal, harassment or inti midation.

an

employee,

such

as

coercion,

~Alleged discrimination because of race, religion, color, sex, age,
marital status, national or i gin or disabilities •
.9.:-Improper or unfair administration of employee benefits or conditions
of employment such as vacations, fringe benefits, promotions, retirement,
holidays, performance review, salary, or seniority.
_2_._Supervisors are respons i ble for ensuring that the grievance is fully
processed until the employee is satisfied with the decision or until the
employee's right of appeal is exhausted. No employee shall be penalized
for
using
the
County I s
grievance
procedure, , unless
repetitive
unmeritorious grievances are viewed as abuse of the procedure.
3.
Any grievance filed shall systematically follow the grievance
procedure as outlined herein, and shall refer to the provision or
provisions of law or County policy, practice, procedure, rule, or
regulat i on alleged to have been violated, and shall set forth the relevant
facts pertaining to the alleged violation, and the remedy or correcti on
sought.
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GRIEVANCE PROCEDURE

Step One:
The aggrieved employee shall present the grievance, in the format
specified in Comment _3_._, to his/her division head within five working
days after he had knowledge of the grievance, unless good and reasonable
cause is shown for the delay.
For grievances of an ongoing nature the
grievance shall be presented within five days of the most recent incident.
Discussions will be informal for the purpose of settling differences in
the simplest and most direct manner. The division head shall reach a
decision and communicate it in writing to the aggrieved employee within
three working days from the date the grievance was presented. If there is
no division head, proceed directly to Step Tw~.
Step Two:
If the grievance is not settled in Step One, the aggrieved employee,
within three working days of receipt of the written decision, shall
forward to the department head a written grievance i n the format specified
in Comment _3_._ with the written decision of the division head attached.
It shall be dated and signed by the aggrieved employee. The department
head shall meet with the aggrieved employee to determine the facts of the
case.
Any decision rendered by the department head shall be written, dated and
signed.
Within five working days after the receipt of the grievance,
unless the grievance is solved, or unless such time is mutually extended
in writing, the unresolved grievance is then forwarded to the Personnel
Director.
St ep Three :
The grievance, in the format specified in Comment d...!.__, shall be dated and
signed by the aggrieved employee and delivered to the Personnel Director.
The Personnel Director shall meet with the aggrieved employee within ten
working days after receipt of the gri evance, unless such time is mutually
extended in writing. The Personnel Director shall obtain the facts and
forward his recommendations to the County Administrator within five
working days after the meeting, unless this period is extended by mutual
agreement.
The County Administrator shall have seven working days to
consult with any of the parties involved and render a decision in writing
to the employee, unless this period is extended by mutual agreement in
writing.
The decision of the County Administrator shall be final and
binding on the parties, without further right to appeal.
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4.
When a grievance i s presented, the County I s representative shal 1
provide a dated and signed receipt for it at that particular step.
A
grievance not advanced to the higher step within the time limit provided
shal l be deemed permanently withdrawn, and as having been settled on the
basis of the decision most recently given. Failure on the part of the
County's representative to answer within the time limit set forth in any
step will entitle the employee to proceed to the next step.
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POLICY:
The use of grant funds for any partisan political purpose is prohibited.
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POLICY:
staff from time to time responds to inquiries from other government
agencies at the local, state, and federal level without bringing them to
the attention of the Board of county Commissioners. This is a necessary
procedure, in general, because the inquiries are often routine and
numerous.
On occasion, these seemingly routine matters can have far
reaching ramifications.
In these instances, approval by the Board of
County Commissioners is in the public interest.
COMMENT:
~Whenever a County staff employee receives an inquiry from any
government agency which involves the purchase, sale, or lease of land in
Indian River County to any third party, , that information shall be
immediately brought to the attention of the Chairman of the Board of
County Commissioners, the County Administrator, and the County Attorney.
~ I f it is determined that the matter should be considered by the Board
of County Commissioners, the item may be placed on the next agenda, as
an add-on item, if necessary.
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POLICY:
It is the policy of Indian River County to adhere to the requirements of Chapter 406 of the
Florida Statutes and provide dignified burial or cremation to Indian River County indigent
residents or unclaimed bodies. Such service shall be through the use of cremation except
where prohibited by law or regulation; or where a relative has expressed a preference for
burial, Indian River County shall make a reasonable effort to accommodate the request of
the relative as provided within this policy. The coordination of burial and cremation
services shall be handled through the Indian River County Human Services Department.
COMMENT:
1. Human Services shall make reasonable efforts to locate any of the decedent's relatives
and a diligent search will be made to identify assets of the deceased to pay for costs
associated with the final disposition of the body. Unless waived by the Hum.an Services
Director or designee, only the bodies of persons who die in Indian River County shall be
considered to be the responsibility of Indian River County.

2. Unless otherwise directed by the Medical Examiner's Office, all bo4ies, except for
those unidentified, will be cremated. In the absence of a family member, relative or other
designee of the deceased, the County Administrator or his designee is authorized to sign
the approval for cremation. Should relatives of the deceased oppose cremation, they will
be allowed to pay the funeral home directly for the additional cost incurred for burial. The
County cost will be limited to the payment equivalent for cremation.
3. This policy shall limit the amount of financial support that Indian River County will
contribute towards either a burial or cremation. The amount shall not exceed $425.00 for
cremation or $425.00 for burial. In either situation, the liability to Indian River County to
underwrite such expenses shall only be afforded to those individuals who were determined
to be indigent with no funds available to cover the cremation or burial costs. Indian River
Comity Human Services Department will verify eligibility for such County contribution.
4. In cases where burial is elected to be the means of disposition of indigent bodies, any
individual or family shall pay the costs of such burial. with Indian River County
reimbursing its contribution of $425 .00 upon invoice from the participating funeral home.
In addition to the $425.00 contribution, Indian River County shall also provide a burial
site at Winter Beach Cemetery at no costs.

5. The Human Services Department will maintain internal operational procedures for
implementation of this administrative policy and for working with funeral homes, the
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community, other Indian River County departments, st.ate agencies, and other interested
parties.
A.

Medical Examiner's Office: The Medical Examiner' s Office will refer unclaimed
bodies to the designated funeral home according to the procedures established
with the Human Services Director.

B.

Oversight and Records: The Human Services Director will provide oversight for
the fiscal management, operational activities, and program records.

C.

State Anatomical Board: Unclaimed bodies meeting the requirements of the
Anatomical Board of the State of Florida shall be offered to the Anatomical board
as required by Chapter 406, Florida Statutes, and will become the responsibility of
the State Anatomical Board for disposition.

D.

Claiming a Body: Nothing in this policy or in the procedures promulgated
hereunder shall prevent relatives or others from taking responsibility for a body at
anytime.

E.

Veteran of Armed Forces: The County shall determine if the deceased is eligible
for burial in a national cemetery by cont.acting the County Veteran Service office
or the Regional Office of the U.S. Office of Veteran Affairs and if found eligible,
the County shall make arrangements for such burial services in accordance with
the provisions of 38 C.F.R.

F.

Disinterment: Relatives requesting disinterment for a burial authorized by Indian
River County will pay all fees to cover all costs associated with said removal.

G.

Verification of Requests for Services: Upon receipt of a request for assistance
with indigent cremation/burial expenses, the Department of Human Services shall
investigate the request and verify the information accompanying the request. An
investigation of the request for payment may involve assessment of, but not
limited to, the following:
a.
b.

c.
d.
e.
f.
g.
h.

A completed Burial/Cremation Intake Form
Past employers
Past landlords
Schools
Department of Health and Human Services
Department of Veteran Affairs
Social Security Administration
Assets
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1.

Banking institutions

J.

Nursing Homes

k.
1.

Insurance companies
Friends or acquaintances of the deceased

A request for assistance may be initiated by a relative, other individual, an
undertaker, a nursing home or boarding home, a hospital, an institution, or a local
law enforcement agency.
H.

Eligibility: A resident or non-resident, declared to be indigent, is eligible for an
indigent cremation in the event of death in Indian River County. The Department
of Human Services shall request that all hospitals and nursing homes operating in
Indian River County identify non-county residents admitted to the institution, and
in the event of death of the non-county resident, notify the Department of Human
Services. The Division of Human Services shall then transmit a request for
assumption of indigent cremation/burial payment to the county of residence.

I.

Insurance: The County will not accept a case if death benefits from insmance,
donations or other funds are equal to or exceed County indigent cremation/burial
payments.

J.

Inpatient Accounts: If death occurs while the deceased is a patient in a nursing
home, the County shall request that the nursing home notify the Human Services
Department of any funds which may have accumulated in the inpatient account.
The County shall consider such funds in assessing the indigence of the deceased.
If these funds exceed or are equal to County indigent cremation/burial payments,
the County will not accept the case. If the funds are less than or equal to the
eligible costs, the County will pay the difference between the funds available and
the eligible costs.

K.

Other Death Benefits: if the deceased is eligible for any other death benefits,
including, but not limited to, railroad retirement and/or union death benefits, which
exceed or are equal to county indigent cremation/burial payments, the county will
not accept the case.

L.

Reimbursements: The County will file for reimbursement of cremation/burial
expenses from available sources including inpatient accounts, banking institutions
and any other source.

JOSEPH A. BAIRD
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POLICY
It is the policy of the County to prohibit the use of excessive force by law enforcement agencies within
the County against any individuals engaged in nonviolent civil rights demonstrations. Further, it is the
policy of the County to enforce applicable state and local laws against physically barring entrance to, or
exit from, a facility or location that is the subject of such nonviolent civil rights demonstrations within the
County.
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Purpose:
This policy is designed to enable Indian River County to accept volunteers, reduce volunteer
risk and protect the interests of Indian River County, its volunteers, and the community it
serves. This policy also serves to inform supervisors and managers about the County's policy
regarding the procedures for 'recruiting and utilizing volunteers in County departments.

Overview:
The County greatly benefits from the services provided by skilled and motivated volunteers
and encourages involvement by Indian River County citizens. The vofunteer program is
designed to supplement and complement existing staff. The procedures for recruitment,
selection and placement assist the County and the volunteer to establish and maintain a
beneficial relationship.
Defi nition:
Indian River County volunteers are uncompensated individuals who perform services directly
related to the business of Indian River County for their benefit, to support the humanitarian,
charitable or public service activities of the Indian River County volunteer, or to gain
experience in specific endeavors. To qualify as an Indian River County volunteer, an individual
must be willing to provide service according to the procedures in this policy. Volunteers are
individuals who are non-paid, including internship, Bright Futures, International Baccalaureate,
and Advanced Placement programs.
Volunteer Qualifications:
All volunteers must meet the minimum qualifications tor placement into any County related
assignment. The primary qualification for volunteer placement is the ability and suitability to
perform the task on behalf of the County.

L

Age - The minimum age of a County volunteer is 14 years of age. Volunteers
between the ages of 14 - 17 may work as volunteers for a public agency but
must avoid hazardous work as defined by the Department of Labor. These
volunteers should be closely supervised or serve with a parent. The Fair Labor
Standards Act, under the Department of Labor, prohibits anyone under 18 to be
engaged in hazardous work. This includes driving, working with chemicals,
knives, and other hazards.

2.

Background lnvestigation·s - Depending on the nature of the volunteer
assignment and in accordance with federal, state, and local requirements,
volunteers may be subject to criminal packground checks and/or reference
checks. Any Volunteer who has direct contact with minors must obtain clearance

,•
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In advance of the assignment.
3.

The County department utilizing the volunteer absorbs the expenses for the
background check.

4.

Equal Opportunity Policy - For all activities related to the recruitment and
retention of volunteers, the Indian River County Board of County Commissioners
comply with all federal, state, and other applicable laws prohibiting discrimination
based on race, color, religion, sex, sexual orientation, national origin, age , or
disabled status in accordance with County policy.
Individuals requesting
accommodation or accessibility information should contact the Department of
Human Resources regarding their specific request.

5.

Volunteer Service - The County accepts the service of volunteers with the
understanding that such service is at the sole discretion of the County.
Volunteers agree that the County may at any time, for whatever reason, decide
to terminate the volunteer's relationship with the County.

Prohibited Activities:
The use of volunteers working in conjunction with County employees enhances the productivity
and efficiency of services delivered to the community. Volunteer services are generally limited
to humanitarian, charitable or public services. County volunteers are also prohibited from
performing the following activities:
•
•
•
•
•
•

Operating a County vehicle or heavy equipment
Working with turf management chemicals (e.g. fertilizers, insecticides, herbicides)
Working with stored energy (e.g. steam, electricity, hydraulics)
Activity considered inappropriate for any employee
Entering into a contract on behalf of the County
Working with or in proximity with infectious or potentially infectious agents, including
human blood

Recruitment:
The Department of Human Resources will recruit volunteers for various functions and events,
both long-term and short-term commitments, and maintain a roster of interested individuals.
Departments shall contact the Department of Human Resources concerning volunteer needs,
and the recruitment, selection, and placement process will begin. A ·written description of
duties is required for a successful experience and the Department of Human Resources will
work with departments to create the description prior to recruitment efforts. The libraries and
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Recreation Department independently recruit, screen, select, and place volunteers for their
programs. The Department of Human Resources will assist with recruiting and screening as
needed.
Selection Procedure:
,
The volunteer ·applicant contacts the Department of Human Resources directly concerning
volunteer opportunities. The applicant will complete a volunteer application form that will be
processed by the Department of Human Resources. If a volunteer opportunity is available, the
Department of Human Resources will forward the application and volunteer agreement and
release form to the department where the volunteer is seeking to be placed. The department
will contact the volunteer to discuss volunteer opportunities and conduct an interview. If the
applicant is selected, the department will notify the Department of Human Resources to
coordinate any required screening and/or reference checks and to schedule a start date.
Non-Selected Applicants:
If the department chooses not to select the volunteer, it is courteous and professional to call
the applicant and inform them in a positive manner.
Screening:
All County volunteers must successfully complete a background screening prior to placement
(excluding volunteers selected through the Libraries and Recreation Department's process).
This requirement also applies to youth participating . in curriculum-related community service
programs. If there are any costs associated with the necessary screening, the department
utilizing the volunteer will pay those costs. Some volunteer positions may require additional
screening applicable to the duties to be performed. Volunteers who are inactive for 2 years or
more will be required to undergo re-screening.
Placement: ·
Once the volunteer has successfully completed the application, interview, and background
screening, the department is responsible to contact the volunteer to establish their schedule.
Please note that often small details and considerations become routine to 11 regular" employees
and the volunteer may feel out of place . Departments are encouraged to orient the volunteer
to the specific work environment and to find ways to show the County's appreciation.
Monitoring and Recordkeeping:
The appropriate staff member within the department is required to monitor and supervise the
work performed by the volunteer. All hours worked by volunteers must be recorded on a
Volunteer Timesheet by the end of each month. The Volunteer Timesheet shall be forwarded
to the Human Resources Department.
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Risk Management and Insurance:
County volunteers are covered under the County's Workers' Compensation Program in
accordance with Chapter 440, Florida Statutes. In the event that a volunteer reports an injury,
staff should follow the same procedures that apply when an employee reports an injury. The
County's Risk Management office must be notified immediately of an injury or accident.

1.

Volunteers must be trained for the jobs they will perform, including safety aspects.

2.

When personal protection equipment (PPE) is required for the position, the volunteer
must be properly equipped by the department, as well as trained in the use of the
equipment prior to engaging in such work.

3.

Volunteers must not be knowingly exposed to any unnecessary danger or hazards in
the workplace and must not perform any function requiring a license or certification
to do so. ·

4.

The accident, injury, or-occupational illness must have occurred in the_
· course of the
duties of the volunteer's position description.

5.

The volunteer must have Signed in on a valid time sheet documenting that he/she
was volunteering during the time in question.

Additional Information:
Should you have any other questions concerning this policy or its application not addressed in
this document, contact the Department of Human Resources at ph. (772) 226-1456.

Attachments:
Volunteer Request Form
Volunteer Application Form
Volunteer Agreement and Release Form
Volunteer Timesheet

INDIAN RIVER COUNTY VOLUNTEER PROGRAM
Request for Volunteer and Job Description
Instructions: Submit to the Human Resources Department
The purpose of the Job Description is twofold. Not only will it assist Human Resources in
matching the right volunteer to your needs, it will also serve as a guideline for the volunteer to
follow, as well as a tool for future evaluation of the volunteer. Please complete as thoroughly
as possible. If you need assistance in setting up a position, please feel free to call the Human
Resources Department for assistance at 226-1456.

GENERAL INFORMATION:
Department: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Section:

- - - - - - - - -- - - - - - - - -- - - -- - -- - - - Act ua I Work Location:
------------------------Person Who Will Directly Supervise Volunteer: _ __ _ __ _ _ _ _ __ _ _ __
(Name}
(Phone Number/Ext.)
JOB DESCRIPTION:
Duties: {attach an additional page if necessary) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

Skills Necessary (required): _ _ _ _ _ _ _ _ _ _ __ _ __ _ _ _ _ _ _ __

Any special training the volunteer may receive from the department: _ _ _ _ _ _ _ __
Additional Comments:

-------------------------

WORK SCHEDULE:
Proposed Starting Date: _ _ _ _ _ _ _ _ _ _ Ending Date: _ _ _ _ _ _ _ _ __
Total Hours Per Week: _ _ _ _ _ _ _ _ _ Days/Hours Needed: _ _ _ _ _ _ __

Signature of Department Head

Date

:ti

SUBMIT APPLICATION TO:
Human Resources Department
1800 27™ Street
Ve ro Beach, FL 32960

Fax (772) 770-5004

~OR.IQ~

INDIAN RIVER COUNTY
VOLUNTEER APPLICATiON FORM
Position applying for: _ _ _ _ _ _ _ _ _ _ _ _ _ Department: _ _ _ _ _ _ _ _ __
PERSONAL INFORMATION:
Name:
First
Address:

Middle

Last

--------------------------------City/State
Street
Zip Code

Phone number (Hm.) _ _ _ _ _ _ _ (Cell) _ _ _ _ _ _ _ (Emergency) _ _ _ _ _ __
Date of Birth (if under 18): _ _ _ _ _ _ __
Have you worked or volunteered for Indian River County in the past? _Yes

_No

If yes , When? _ _ _ _ _ _ _ VVhich department? _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Have you been convicted of a felony? _Yes _No
Major traffic infraction (moving violation)? _Yes _No

Misdemeanor? _Yes _No

If yes, please explain and give dates ----...-,--=--==----......................................................= ........- - - - - -

EDUCATION HISTORY: (check al! that apply)
_

Master's Degree _

Bachelor's Degree _ Associate's Degree _ H.S. Diploma/GED

Student

Major or course of study? _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Please list professional memberships, certificates, licenses, honors, fellowships , etc._ _ _ _ _ __

REFERENCES:
List two references, other than relatives or former employers, and provide contact information.
Name

-------------Phone No.
------------

Name

----------------

Phone No.

--------------

The statements made by me in this application are true and complete to the best of my knowledge. 1
understand that any willful misstatements or material omission on this application will be considered
sufficient cause to disqualify me for volunteer opportunities with Indian River County.
During such times as I am a participant in the Indian River County Volunteer Program , I agree to assume
full responsibility for such participation and release the County from any damages which I may sustain
thereby. I fully understand that if my services are no longer needed, or my performance is not
acceptable , the County has the right to terminate my services without notice.
Applicant's Signature:_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ __
ParenUGuardian signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date: _ _ _ _ _ __
Telephone: _ _ _ _ _ _ _ _ _ _ __

INDIAN RIVER COUNTY
VOLUNTEER AGREEMENT AND RELEASE FORM
Welcome! We appreciate your interest in becoming a volunteer with Indian River County and
look forward to your contribution to the organization and the public it serves. As a condition
of performing volunteer work for the County, you must sign this volunteer agreement and
release form. If you are under the age of 18, your parent or guardian must also understand
and sign this agreement, and be responsible for all of your actions while you are perfonning
volunteer activities.
As a volunteer with Indian River County, you agree as follows:
•

That you understand you are a representative of the County and, as such, acknowledge
your responsibility to conduct yourself in a professional and courteous manner at all times,
to treat employees and the public with respect and dignity, and to perform your duties to
the best of your abilities;

•

That it is your desire and intention to perform voluntary services for the County without
compensation, remuneration, and without the expectation of future employment;

•

To arrive at your designated work site in time to begin work as scheduled or to contact the
Department designee in advance of your scheduled time if you will be absent;

•

To attend training on County policies as required, and abide by them;

•

To submit to a background check. By signing this agreement, at this time, and until
informed in writing to the contrary, you hereby authorize without reservation, any party or
agency contacted by Indian River County, to furnish any information concerning:
employment, education, driving record, criminal record and/or any other information
relevant to your becoming a volunteer for Indian River County;

•

That you understand and agree that performing volunteer services does not create a
contractual arrangement or employment relationship between you and Indian River
County;

•

To comply with all instructions given by your Department designee, including but not
limited to those instructions related to work safety;

•

That during the course of performing volunteer services and anytime thereafter, you will
hold as confidential all privileged and sensitive information, which you may obtain directly
or indirectly, concerning the County, its customers, volunteers, and employees;

•

That in the event you are injured while performing authorized volunteer services for the
County, you will report the injury immediately to County staff and that it is your
responsibility to file any injury claims with the Risk Management Division ;

•

That the County may revoke its permission to allow you to perform voluntary services for
the County at its sole discretion and for any reason whatsoever.

The undersigned (and his/her legal guardian, if under the age of 18) has read , understands
and voluntarily signs this Agreement, and further agrees that no oral representation,
statements, or inducements apart from the foregoing written agreement have been made.
You hereby declare that to the best of your knowledge the information provided both verbally
and on the volunteer application is complete and accurate, and you understand that
appointment as a volunteer will be contingent upon satisfactory completion of a background
investigation.

Volunteer Applicant's Name (Print) : _ __ _ _ __ _ __ __ Date _ _ __

Volunteer Applicant's Signature: _ _ _ _ _ _ _ _ _ _ _ _ _ _ Date _ _ __

Parent/Guardian's Signature
(If volunteer applicant is under 18 years of age)

'ei®
*
INDIAN RIVER COUNTY VOLU NTEER PROGRAM
Individual Volunteer Monthly Time Log

Instructions: Please complete this form each day that you volunteer. Submit to your
supervisor on the last day of the month . Keep your log in a place where your supervisor
can read ily access it, if necessary.
THANKS FOR VOLUNTEERING!

Name: - - - -- - -- - - - Month: - - - - - - - - Year: - - - - Home Telephone:
Job Title: _ __ _ _ _ _ _ _ _ _ __
Department:
Section:

- -- -- - -- -

DATE:
MM/DDNR

TIME IN

TIME
OUT

TOTAL
HOURS

DATE:
TIMEIN
MM/DDNR

TOTAL HOURS VOLUNTEERED THIS MONTH : -

TIME
OUT

---

Volunteer Signature: _ __ _ _ __ _ _ _ _ _ __ _ __ _
Supervisor Signature: _ _ _ __ __ _ __ _ _ __ __ _

TOTAL
HOURS

m
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POLICY:
It is the policy of the County to provide notary public services to members of the public in
connection with documents relating directly to County business. Such services shall be
provided free of charge, as a public service.
COMMENT:
1. The head of each department which requires notarized documents in connection with
department business shall designate a sufficient number of department employees to hold
current, State of Florida appointments as a notary public ("employee-notary") so that the
department can provide, in a prompt and efficient manner, notary public services to members
of the public in connection with department business. To enhance the overall efficiency of
County operations, an employee-notary assigned to one department (including the County
Attorney's Office) may provide notary public services related to the business of other
departments.
2. In addition to providing notary public services to members of the public, as outlined above,
the employee-notary shall provide notary public services to other County employees in
connection with County business.
3. The employee-notary's appointment as a notary public shall be personal to the employee that is, the employee, and not the County or the department, is appointed notary public. The
employee-notary shall be personally responsible for maintaining his/her appointment, and for
understanding and complying with all applicable State of Florida laws and regulations. The
employee-notary shall also be responsible for maintaining the security of his/her notary seal.
4. The County shall pay for all usual and customary expenses of each designated employeenotary in securing the appointment as a notary public and in providing County related notary
public services. Such expenses shall include the application fee, commission fee, any State
required surcharge, the cost of the State required surety bond and notary public sea! (rubber
stamp type), and renewal fees.
5. The employee-notary shall not notarize his/her own signature, the signature of his/her
spouse, son, daughter, mother or father, or the signature of any person if the employee~notary
has a financial interest in or is a party to the underlying transaction .
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6. The employee-notary may perform notary public services outside of County business hours
and unrelated to County business, and may charge and retain a fee (not exceeding the fees
set by law) for such services; provided, however, such services shall be rendered strictly on a
personal basis and not as a County employee.
7. The employee-notary's notary public seal and commission certificate shall be the personal
property of the employee-notary, notwithstanding that such items were paid for by the County.
If the employee-notary maintained a book or journal of notarial acts undertaken with respect to
County business, the record book or journal shall be available for inspection and copying by
the County at any time while the employee-notary is employed by the County; upon
termination of employment, a copy of the record book or journal (with non-County related
entries redacted, if desired by the employee-notary) shall be left with the County. County
related entries in the record book or journal are public records and must be retained as such in
accordance with the Florida Public Records Act.
8. The County may not request or require the resignation of the employee-notary from the
office of notary public, upon termination of employment.
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MANAGEMENT POLICY STATEMENT:

Through its risk management program, Indian River County strives for
protection against the consequences of accidental losses, for
preservation of its assets and ·p ublic service capabilities, and for
reduction of the total cost of operations through loss prevention. To
the extent possible, it seeks to maintain a work environment. in which
employees as well as the -public can enjoy safety and security in the
course of their daily pursuits.
referenced in the Personnel Secti on of this manual, the key to
success of the program is the supervisor.
It is the supervisor who
identifies the work to be performed by employees, establishes standards
for performance, measures performance based upon those standards,
evaluates performance, and corrects deficiencies while commending good
performance. All of those elements are fundamental to loss control.

As

In this section, the risk management program is outlined. I · encourage
each manager to become familia·r with this Section and to become an
active member of the County's risk managenent team.

James E.

5
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MANAGEMENT POLlCY STATEMENT

=

A MANUAL DESCRIBING A CASUALTY SELF-INSURANCE PROGRAM~ DESCRIBING THE
AND METHOD OF FUNDING THE SELF-INSURANCE PROGRAM AND THE
COVERAGES OFFERED AND RISKS INSURED AGAINST; DESCRIBING CERTAIN OTHER
DUTIES WITH RESPECT TO OTHER PROPERTY AND CASUALTY RISK MANAGEMENT
PROGRAMS.

MANNER

RISK MANAGEMENT PROGRAM

Part 1.

Creation, organization and General Provisions

101 Definitions.
requires:

In this manual, unless the context otherwise

(a) Allocated claims expense means those expenses that are clearly
identifiable ~s having arisen out of or in connection with a particular
claim, occurrence or incident, including but not limited to, attorneys'
fees (other than the compensation of the County's employees), court
costs, private investigation fees, expert witness fees, autopsies,
medical examinations and adjuster fees. Salaries and other expenses of
County employees, overhead and adjusters' fees (other than those fees
chargeable to a specific claim, occurrence or incident) are not to be
included as allocated claims expenses.
Allocated claims expense
includes both expenses paid and the estimated additional unpaid ultimate
cost of these expenses.
(b)
Board
Commissioners.
(c)

means

the

Indian

River

County

Board

of

County

County means Indian River County.

(d)
coverage year means the specific year during which
participation in the public liability program or employee liability
program results in coverage by the Self-Insurance Fund for a protected
party for loss resulting from a specific incident, accident or
occurrence. The first coverage year shall commence on November 1, 1989
and end on September 3 o , 19 9 o.
Each coverage year thereafter shal 1
commence on October 1 and end on the September 30 following .
(e) Division means the Risk Management Division.
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(f) General operating expense means all costs and expenses of the
Division incurred for implementation and administration of this program,
other than pure losses and allocated clai:ms expenses.
(e) Incurred loss means the sum of the pure loss and allocated
claims expenses.

(g) Administrator means the County Administrator.
(h) Participant means the County and its various officers, boards,
departments, divisions and offices, considered together as a single unit
and -dependent taxing or benefit districts.

(i) Premium means the contribution to the self-insurance program
as determined pursuant to s." 120.
(jj

Program means the overall risk management program described in

this manual.
(k) Pure loss means a monetary loss or liability resulting from
occurrence of a contingency insured against in the coverages
provided by the Self-Insurance Fund and includes a claim, a settlement,
a final judgement and an authorization by the Legislature to pay a
claim. Pure loss includes amounts paid for the monetary liability and
the estimated case reserve for future additional unpaid monetary

the

liability.
(1) Risk Manager means the individual designated as Risk Manager .

102 Program created; initial coverages: initial participants.

(a) This manual describes a risk management program for the county
and such other entities qualifying as a political subdivision under
Florida Statute Section 768.28(2) as authorized. The purpose of this
program is to provide the participants with property and casualty risk
management programs. It is the intent of this program to deal only with
those kinds of losses which are generally subject to being insured under
property and casualty insurance or self-insurance programs.
(b) The initial coverages provided by the program are those of the
Public Liability Program (Part 2) and the Employee Liability Program
(Part 3) .
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(c) The County and the South Indian River County Fire District,
North Indian River County Fire District, West Indian River county Fire
District and Solid Waste Disposal District shall be participants in all
of the initial coverages.

103 Self-Insurance FUnd. The Self-Insurance Fund is a permanent
fund to be used to fund the costs and expenses of the self-insurance
program as provided in this part.
There shall be paid into and/or
retained in the fund:
(a)

the premium required determined as provided ins. 120.

(b) those sums due from insurers, service companies or others as
the result o~ cost adjustments to or loss payments under insurance
policies or ancillary service contracts purchased pursuant to s. lll(b)
and (e).
(c) sums received as the result of claims pursuant to s. 116(a)

(d) earning on investments as provided ins. 105.
( e)

manual.

such other sums as may be authorized or required by this

104 Expenses and costs to be paid from fund. The following costs
and expenses, and no others, shall be paid from the Self-Insurance Fund,
in the manner hereafter provided:

(a) Subject to the limitations and manner specified in Part
Part 3, the County shall pay the pure loss incurred.

2

and

(b) Subject to the limitations and manner specified in Part 2 and
Part 3, the allocated claims expense resulting from claims covered by
the self-insurance program.

(c) General operating expenses.
105 Investments; earnings on investments to remain in fund.
The
funds constituting the Self-Insurance Fund shall be invested in the same
manner and subject to the same limitations as other County funds and ~ay
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be commingled with other County funds for this purpose; provided, that
the Director of Management & Budget and the Finance Director shall make
provision for the prompt payment of liquidated claims, settlements and
final judgments payable from the Self-Insurance Fund and shall invest
the
funds therein accordingly.
Earnings on investments of the SelfInsurance Fund shall be credited to and shall remain in the SelfInsurance fund and shall be used only for the purposes of the selfinsurance program.
106 Accounts and records.
Within the Self-Insurance Fund there
shall ·be maintained appropriate data and records to account for the
public liability program, the employee liability program and the overall
self-insurance program, historical loss data and other information
necessary for the accurate and proper development of premiums for the
participants, and operating statements.
107 Risk Manager to implement and consolidate.
The Risk Manager
shall be responsible for implementation and administration of the
program.
The Risk Manager is authorized to promulgate rules for the
proper management and maintenance of the program.
108 Administration of risk management programs. The Risk Manager
shall be responsible for the administration of the property and casualty
risk management programs of the County.
The Risk Manager's
responsibilities shall include:

(a) development and implementation of risk management policies and
standards for the County.
(b) assistance to county departments in their compliance with the
risk management policies and standards.
( c) development of insurance and other risk· m_anagement requirements
to apply to and monitor compliance with the requirements by vendors,
contractors and others dealing with the
County.
(d) such other dut i es under the program as shall be assigned by law
or the Adminis.trator .
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109 Purchase of insurance and ancillary services.

(a)
Inapplicability of Purchasing Ordinance. The provisions of
the County's Purchasing Ordinance shall not be applicable with respect
to procurement of the following claims-related services used in the
processing and settlement of claims by or on behalf of the County:

expense.

(1) medical services
(2) investigative services.
(3) rehabilitative services.
(4) legal services.
(5) other services qualifying as allocated claims

(b) For Self-Insurance Fund.
The Risk Manager may, with Board
approval, on _behalf of . the participants in the Self-Insurance Fund,
purchase such insurance for the coverages provided by the Self-Insurance
Fund as the Risk Manager shall determine to be necessary or appropriate.
The Risk Manager may, with Board approval, on behalf of the
participants, contract with Iirms or individuals for the provision of
ancillary services including independent adjusting, legal, actuarial,
consulting, loss prevention and safety services as the Risk Manager may
deem necessary or appropriate.
The cost of such insurance and/or
services shall be paid by the Self-Insurance Fund.

(c) Co:mmon exposure of County departments. The Risk Manager may,
with Board approval, on behalf of the County, purchase insurance
coverage for exposures common to County departments not covered by the
Self-Insurance Fund, or ancillary services, for which there is a common
need and which are not provided by the Self-Insurance Fund, as the Risk
Manager shall determine to be appropriate. Except upon specific written
authorization by the Risk Manager or as otherwise authorized by this
manual, no County department shall purchase insurance or ancillary
services out of its own appropriations.
(d) Unique exposures of County departments . . The Risk Manager may,
with Board approval, on behalf of the County, purchase such insurance
for exposures un-ique to one or more County departments and not provided
by the Self-Insurance Fund, or ancillary services for which there is a
unique need and which are not provided by the Self-Insurance Fund.

SECTION
ADMIN ISTRATIVE
POLICY.
MANUAL

ISK MANAGEMENT

NUMBER
1000.l

DATE EFFECTIVE
03-06-90
PAGE

AGEMENT POLICY STATEMENT

7 OF 34

110 No assumption of risk of loss. Except as specifically provided
in the Self-Insurance Fund, the purchase of insurance, reinsurance or
services by the Risk Manager shall not in any manner transfer the risk
of loss or liability for uninsured losses, losses under deductibles or
losses in excess of the a:mounts insured to the Risk Manager, th.e
Division or the county.
111 cooperation of county and other entities. The County and other
entities shall cooperate fully with the Administrator, Risk Manager and
Division with respect to the activities undertaken by the Administrator,
Risk Manager and Division pursuant to this manual.
This cooperation
shall include but not be limited to the accumulation of data in the form
required by the Administrator or Risk Manager and allowing the
Administrator, Risk Manager or others such as insurers and service
companies to inspect premises and operations.

112 Reports on program.

( a) The Administrator, through the Risk Manager, shall submit to
the Board annual·l y a report on the program, which shall include:

(1) underwriting information as to the nature of the coverages
accepted for self-insurance and those risks that are transferred to the
insurance market.
(2) the funds appropriated or contributed for the self-insured
coverages and premiums paid for insurance through the insurance market.

(3) the costs of adlll.inistration and operation of the program.
{4) assessments made or premiums charged
reporting period.

or

returned during the

(b) The Administrator shall make available to the Board a complete
claims history including description of loss, amounts paid and reserved
and the cost of all claims handled by the program.
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113 Additional duties of Risk Manager under program.

(a) The Risk Manager shall, on behalf of the Self-Insurance Fund
and its participants, reasonably pursue all legally assertable claims
which the Self-Insurance Fund shall have. The Risk Manager shall, on
behalf of the County, reasonably pursue any legally assertable claim
which the County shall have as the result of damage to tangible property
owned by or for which the County is legally responsible.
(b) The Risk Manager shall have such other duties under the program
as shall be assigned by law or the Administrator.
114 Certain transfers prohibited: interfund transfers.

No monies shall be transferred into or out of the Self-Insurance
Fund except as herein provided.
The Self-Insurance Fund is hereby
declared to be a non-divisional and non-departmental budgeted reserve
fund and the Administrator's transfer power shall extend to the SelfInsurance Fund only to the extent necessary to administer the selfinsurance program.
115 Development of premium.

Not later than June 1, in each year, the Risk Manager shall
determine the premium to be contributed to the Self-Insurance Fund for
the next fiscal year and submit a budget request therefor.
In
establishing the premium, the Risk Manager shall apply sound accounting
and actuarial principles and shall give due consideration to the Board's
operations, payrolls and loss experience. In no event shall the total
premium determined be less than the sum of: (1) a reasonably sound
approximation of the amount of unpaid ultimate incurred loss (net of any
valid and collectible insurance) as of the end of the current fiscal
year on losses which will have occurred on or before the end of the
current fiscal year ( including losses which will not have been reported
on or before the end of the current fiscal year and including a
contingency reserve amount for adverse development of case reserves),
and (2) a reasonably sound estimation of the amount of ultimate incurred
loss (net of any valid and collectible insurance) likely to -result from
claims which will occur in the next fiscal year. Annually, the Risk
Manager shall obtain an actuarial estimate prepared by a Fellow of the
Casualty Actuarial Society (FCAS). In each of the premium established
by the Risk Manager for the next fiscal year shall be equal to or
greater than the amount estimated by the actuary at a 75% co~fidence
level and assuming no discounting of loss reserves.
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Par t 2 . Publi c Liabi l i t y Prog ram

201 Definitions.
requires:

In this part,

unless the context otherwise

(a) Advertising Injury means, if committed or alleged to have been
committed in any advertising, publicity article, broadcast or telecast
and arising out of the participant's advertising activities, injury
resulting from libel, slander, defamation, infringement of copyright,
title or slogan, piracy, unfair competition, idea misappropriation or
invasion of rights of privacy.
(b) Completed Operations Hazard means personal injury or property
damage arising out of operations or reliance upon a representation or
warranty made at any time with respect thereto but only if the personal
injury or pr:operty damage occurs after the operations have been
completed or abandoned by the participant and occurs away from premises
owned by or rented to the participant • . Operations include materials,
parts or equipment furnished in connection therewith. Operations shall
be deemed completed at the earliest of the following times:
(1) when all operations to be performed by or on behalf of the
participant under the contract have been completed,
(2) when all operations to be performed by or on behalf of the
participant at the site of the operations have been completed, or
(J) when the portion of the work out of which the inj ury or
damage arises has been put to its i ntended use by a person other than
another contractor or subcontractor engaged in performing operations for
a principal as a part of the same project.

Operations which may require further service or maintenance
work or correction, repair or replacement because of a defect or
deficiency but wh i ch are otherwise complete shall be deemed completed.
The completed operations hazard does not inclup.e personal injury or
property damage arising out of operations in connection with the
transportation . of property, unless the personal injury or property
damage arises out of a condition in or on a vehicle creat ed by the
loading or unloading thereof or the existence of tools, uninstalled
equipment or abandoned or unused materials.
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(c) Occurrence means:
( 1) as respects personal in Jury and property damage, an
accident, happening or event or a continuous or repeated exposure to
conditions which, from the standpoint of the protected party,
unexpectedly or unintentionally results in personal injury or property
damage.
All exposure to substantially the same general conditions
existing at or emanating from one premises location shall be deemed one
occurrence. Personal injury or property damage resulting from assault
or battery not committed by or at the direction of the protected party
or assault or battery colt\ll'litted by or at the direction of the protected
party but for the purpose of preventing or eliminating danger to person
or property shall be deemed to have resulted from an occurrence.
(2) as respects advertising injury or public official's injury
any actual or alleged act, happening, event, incident, breach, error or
omission.
(d-) Personal injury means bodily injury, disease, death, mental
injury, mental anguish, shock, sickness, or disability; false arrest,
wrongful detention or imprisonment or malicious prosecution; wrongful
-e ntry, wrongful eviction or other invasion or the right of private
occupancy; hwniliation or discrimination; assault and battery not
committed by or at the direction of the protected party but for the
purpose of preventing or eliminating danger to person or property; and
libel, slander, defamation of character or invasion of the right of
privacy.

(e) Public official's injury means injury other than advertising
injury, personal injury or property damage resulting from any actual or
alleged error, misstatement or misleading statement, neglect, breach of
duty, omission, rendering or failure to render services, misfeasance or
any other act done or wrongfully attempted by a participant, an officer,
employee or agent of the participant _while acting within the scope of
his duties as an officer, employee or agent of the participant.
(f) Products hazard means personal injury and property damage
arising out of the participant 1 s products or reliance upon a
representation or warranty made at any time with respect thereto but
only if the personal injury or property damage occurs away from premises
owned by or rented to the participant and after physical possession of
the products has been relinquished to others.
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(g) Property damage means:
(1) Physical injury to or destruction of tangible property,
including the loss of use thereof at any time resulting therefrom, or

( 2) Loss of use of tangible property which has not been
physically injured or destroyed if the loss of use is caused by an
occurrence, including the loss of use thereof at any time resulting
therefrom.
(h) Ultimate net loss means:

(1) all sums which the protected party shall become legally
obligated to pay as damages because of an occurrence covered by the
public liabil_;i.ty program; and
(2)

all

allocated claims expenses sustained by the selfsettlement and
defense of claims, suits, claim relief acts or other proceedings against
the protected party covered by the public liability program, even if any
or all allegations of the claim, suit, claim relief act or proceeding
are groundless ; false or fraudulent; and
insurance program in the investigation, negotiation,

(3) all costs and expenses (including attorneys
f ees) taxed
or assessed against the protected party in a suit or proceeding
involving a cl.aim or claims, against the protected party covered by thepublic liability program, and interest on the amount of any judgment and
before the self-insurance program has paid or tendered that part of the
judgment which does not exceed the limit of the public liability

program's liability thereon; and
{ 4) premiums on appeal bonds required in the suit or proceeding
and prerniUllls on bonds to release attachments in the suit or proceeding

for an amount not in excess of the applicable limit of liability of the
public liability program; and
( 5) reasonable expenses ( other than the compensation of a
participant's employees) incurred by the protected party at the selfinsurance program's request in assisting the self-insurance program in
the investigation or defense of a claim, proceeding or suit.

ADMINISTRATIVE
POLICY
MANUAL

SECTION
RISK MANAGEMENT

NUMBER
AM 1000.1

SUBJECT

MANAGEMENT POLICY STATEMENT

DATE EF.FECTJVE
03-06-90
PAGE
12 OF 34

202 Coverage agreement. Subject to the provisions of this manual,
the Administrator shall pay from the Self-Insurance Fund, on behalf of
the protected party, the ultimate net loss which the protected party
shall become legally obligated to pay, including liability assumed by
a participant under a contract or agreement, because of claims for
damages because of personal injury, property damage, advertising injury
or public official's injury caused by an occurrence. The Administrator
shall have the right and duty to defend claims, suits or other
proceedings against the protected party seeking damages on account of
the personal injury, property damage, advertising injury or public
official's injury even if any of the allegations of the claim, suit or
proceeding are groundless, false or fraudulent, and may make such
investigation and settlement of a claim or suit as the Administrator
deems expedient but the Administrator shall not be obligated to pay a
claim or judgement or to defend a claim, suit or proceeding after the
applicable limit of the self-insurance program's liability has been
exhausted by payment of the ultimate net loss,
203 Protected parties.
Each of the following is a protected party
under the public liability program to the extent set out in subsections
(a)-(e):

(a) for personal injury or property damage which occurs during
participation in the public liability program by the participant or with
respect to advertising injury or public official's injury arising out
of an occurrence during participation in the public liability program
by the participant, the participant and any affiliated or subsidiary
board, authority, committee, independent agency or other organization
(including
newly
constituted
boards,
authorities,
committees,
independent agencies or organizations) of the participant, provided that
such affiliate or subsidiary is either created by the participant or is
one in which controlling interest or membership therein is vested in the
participant.
(b) for personal injury or .property damage which occurs during
participation in the public liability program by :the participant or with
respect to advertisin·g injury or public official's injury arising out
of an occurrence during participation in the public liability program
by a participant, any officer, employee or agent of the participant
whiie acting within the scope of his duties or employment.
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(c) for personal injury or property damage which occurs during
participation in the public liability program by the participant, with
respect to a motor vehicle owned by the participant or hired for use on
behalf of the participant, a person while using the motor vehicle and
anyone legally responsible for the use thereof, if the actual use of the
motor vehicle is with the permission of the parti cipant. With respect
to anyone other than a participant or officer, employee or agent of a
participant, this subsection shall not apply:
(1) to anyone, (including such person's or entity's agents and
employees thereof) operating a motor v~hicle repair shop, public garage,
sales agency, service station or public parking place with respect to
an occurrence arising out of the operation thereof.
(2) with respect to a motor vehicle not owned by a participant,
to the owner thereof or an employee of the owner unless the participant
is obligated by virtue of a contract to cover the person.
(d) for personal injury or property damage which occurs during
·participation in the public liability program by the participant or with
respect to advertising injury or public official's injury arising out
of an occurrence during participation in the public liability program
by the participant, to anyone to whom the participant is obligated by
virtue of a written contract or agreement to provide coverage such as
is afforded by the public liability program but only with respect to
operations by or on behalf of the participant or of facilities of the
participant or used by the participant.
The limit of coverage
applicable to anyone qualifying as a protected party under_ this
subsection (d) shall not exceed the lesser of 1) the limits of insurance
required by the written contract or agreement with the participant, 2)
the limits of coverage set forth in s. 205, or 3) unless the
Administrator has, prior to the occurrence, agreed in writing that the
public l i ability program shall afford higher lim i ts of coverage for such
protected party, the monetary limits of liability which would have been
applicable were the protected party a political subdivision of t he State
subject to the monetary limitations of s. 768 '. 28(5), Flor i da Statutes
or amendments thereto applicable to the occurrence.
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(e) for public official's injury, with respect to liability arising
out of an occurrence during participation in the public liability
program by the participant, in addition to those persons or
organizations otherwise qualifying as a protected party under s. 203,
each of the following persons or organizations is a protected party to
the extent set forth below:
(1) any natural person who is a director, officer or employee
of an employee benefit plan sponsored by the participant while acting
within the scope of his duties as such; and
(2) any other natural person who is a fiduciary of an employee
benefit plan sponsored by a participant other than one acting in the
capacity of a lawyer, accountant, actuary or investment advisor for the
plan~ and
~

(3) any employee benefit plan sponsored by the participant.
204 Excluded occurrences.

The public liability program does not

apply:
(a) to an obligation for which the protected party or any of his
insurers may be held liable under a workers' or unemployment
compensation, disability benefits or similar law; provided, that this
exclusion does not apply to liability of others assumed by a participant
under a · valid contract in being at the time of the occurrence or to the
liability of one participant with respect to liability arising ·out of
injury to the employee of another participant.
(b) to property damage to:
(1) property owned by the protected party.
(2) property rented to, occupied or used by or in the care,
custody or control of the protected party to the extent that the
protected party is under contract to provide insurance therefor.
(c) to the ownership, maintenance, operation, use, loading or
unloading of an aircraft owned by any protected party or chartered
without crew by or on behalf of any protected ~arty.
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{d) to personal inJury, property, advertising injury or public
official's injury· arising out of the discharge, dispersal, release or
escape of smoke, vapors, soot, fumes, acids, alkalies, toxic chemicals,
liquids or gases, waste materials or other irritants, contaminants or
pollutants into or upon land, the atmosphere or a water course or body
of water.
(e) to a final judgment in an action brought against a protected
party who is a natural person based upon a determination that the
protected party acted in bad faith or with malicious purpose or in a
manner exhibiting wanton and willful disregard of human rights, safety
or property; provided, that the protected party shall be protected as
to a claim against him by reason of an alleged action in bad faith or
with malicious purpose or . in a manner exhibiting wanton and willful
disregard of human rights, safety or property unless judgment thereof
adverse to th~ protected party shall establish that the protected party
acted in bad faith or with malicious purpose or in a manner exhibiting
wanton and willful disregard of hUlilan rights, safety or property. The
actions of one protected party shall not be imputed to another protected
party for the purpose of determining the applicability of this
exclusion;

(f) to advertising injury arising out of:

(1) failure to perform a contract.
{2) infringement or misappropriation of a trademark, service
mark or trade name, but this paragraph shall not apply with respect to
titles or slogans.
(3) incorrect description of an article or commodity.
(4) mistake in advertised price.

(g) to liability of a protected party for public official's injury
based upon:
( 1) the protected party' s ga 1n1ng in fact, any personal profit
or advantage to which such party was not legally entitled, or
( 2) a final judgment in any action brought against the
protected party committed active and deliberate 'fraud or dishonesty with
actual dishonest or fraudulent purpose, or
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(3) inverse condemnation, adverse possession or dedication by
adverse use.
(h) to that portion of any claim, demand or cause of action seeking
redress in any form other than monetary damages.

(i) to that portion of any claim, demand or cause of action by an
employee of a protected party against the protected party seeking back
wages.
The act, errqr, omission, or breach of any one protected party
shall not be imputed to any other protected party for the purpose of
determining the applicability of this s. 204.
205 Limits of coverage.

{a} - The coverages afforded by the public liability program shall
be subject to the following limits with respect to the pure loss portion
of the ultimate net -loss:

(l}
With respect to a cause of action against one or more
protected parties for whom the monetary limitations of s. 768.28(5),
Florida Statutes or amendments thereto will be applicable in the absence
of this public liability program, the limit of coverage of this public
1 iabil i ty program with respect to the cause of action against the
protected parties shall be the maximum liability of the protected
parties for the cause of action which would apply in the absence of this·
public liability program.
(2)
If, pursuant to act of the state Legislature, the
protected party is directed to pay an amount in excess of the monetary
l imitations of s. 7 68. 28 ( 5) , Florida Statutes or amendments thereto
otherwise applicable, the limits shall be the sum of the amount
determined by the applicability of the monetary limitations of s.
768.28(5), Florida Statutes or amendments thereto and the additional
amount which the protected party has been directed to pay by the State
Legislature.

(b) With respect to a cause of action which is not subject to s.
768. 28 (5), Florida statues, including but not limited to federal
actions, and regardless of the nUIDber of protected parties under the
public liability program or the number of persons who sustain personal
injury ,
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property damage or advertising 1.nJury, coverage under the
public
liability program is limited to one million dollars for each occurrence.

(c) For the purpose of this section, the pure loss resulting from
a series of related acts, happenings, events, incidents, errors or
omissions shall be deemed to be the result of a single
occurrence.
There is no limit to the number of occurrences during a
given coverage year of the public liability program for which claims may
be made.

206 Non-waiver of immunities.
(a) The purpose of the public liability program is to provide a
funding mechanism for liability claims against the participants and
other protected parties. The public liability program is not intended
to waive immupities or defenses which might otherwise be available to
the participants or protected parties.
(b) The public liability program shall not satisfy any personal
liability of officers, employees or agents of the State of Florida or
its subdivisions (including the County) to the extent such persons
can.n ot be held personally liable under s. 768.28(9), Florida Statutes
or amendments thereto or other applicable legal immunity.
207 Protected party•s duties in the event of occurrence, claim or

suit.
The protected party shall cooperate fully with the Risk Management
Division and follow all procedures developed by the Risk Mana·g ement
Division and approved by the Board in the reporting of claims and
related activities.
208 Delegated claims authority of investigators and adjusters.
Subject to a maximum delegated authorization of one thousand dollars for
each occurrence for damages as the result of personal injury and five
thousand dollars for each occurrence for damages as the result of
property damage, the Risk Manager is authorized to delegate to
investigators, adjusters or legal counsel (both County employees and
persons working for independent adjusting finns or legal counsel engaged
by the public
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l iability program) the authority to pay in settlement, without the need
for prior approval, claims covered by the public liability program.
Pursuant to the authority delegated by the Risk Manager, the
investigators and adjusters to whom the payment and settlement authority
has been granted shall have the authority to accept re l eases on behalf
of the protected parties involved.

/4~..,l/~ ...

1t : - .. -'~,·.
~~~'
t·f$?
\

.-

1:'_~

°ta ;

ADMINISTRATIVE
POLICY
MANUAL

SECTION

NUMBER

DATE EFFECTIVE

RISK MANAGEMENT

AM 1000.1

03-06-90
Updated 10-07-13

\ ':i{R•~ ·
SUBJECT

MANAGEMENT POLICY STATEMENT

PAGE

19 OF 3 4

209 Claims authority of Risk Manager.
(b)

Prior to offering a settlement or making a payment concerning a tort

claim, the Risk Manager shall refer to the Liability Claims Committee any claims
against the public liability program which exceed the authority of the Risk
Manager to settle and pay. The Risk Manager shall, as a part of the referral)
provide the Committee with a written synopsis of the pertinent facts and a specific
recommendation with respect to the settlement of the claim.
210 Claims authority of County Administrator.
(a)

Subject to a maximum authorization of fifty thousand dollars for each

occurrence for damages for personal injury, property damage, advertising injury
and public official's injury combined, the County Administrator shall have the
authority to pay in settle1nent, without the need for prior approval, claims of a
single claimant covered by the public liability program up to a total of fifty
thousand dollars for each claimant for damages as the result of personal injury
property damage, advertising injury and public official's injury combined. With
respect to those claims covered by the public liability program for which the
County Administrator has the authority to pay and settle without prior approval,
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the County Administrator shall have the authority to accept or give releases on
behalf of the protected parties involved.
(b)

The County Administrator shall have exclusive authority to settle non-

tort claims within the specified settlement authorization and such settlement
decisions shall not be subject to appeal to the Liability Claims Committee or the
Board.

211 Liability Claims Committee.
(a)

The Liability Clailns Committee shall have five voting members.

Four of the members shall be permanent voting members who shall have the
authority to vote on all claims referred to the Committee. The fifth voting member
shall be a temporary member whose membership and voting rights shall be limited
to specific claiins. The Administrator, the Risk Manager, the County Attorney,
and the Director of Management & Budget shall be permanent voting members.
The first voting member shall be a representative of the participant against whom
the claim is being asserted. If the participant against whom the claim is being
asserted is the County) the fifth voting member shall be the director of the County
department out of whose activities the claim arose.

If the director of the

depaiiment out of whose activities the claim arose is personally involved in the

ADMINISTRATIVE
POLICY

MANUAL

SECTION

NUMBER

DATE EFFECTIVE

RJSK MANAGEME T

AM 1000.1

03-06-90
Updated 10-07-13

SUBJECT

PAGE

MANAGEMENT POLICY STATEMENT

21 OF 3 4

claim, the Director of Finance shall be the fifth voting member. If the claim is
being asserted against more than one participant, the Administrator shall select the
representative of that participant who in the opinion of the Administrator
apparently has more potential liability than the other participants as the voting
member with respect to that claim. The other participants' representatives shall be
non-voting members.
(b)

The Risk Manager shall serve as the chainnan of the Liability Claims

Committee and shall preside at meeting of the Committee.
(c)

The Liability Claims Committee may meet from time to time when

called by its chairman or by two of the permanent voting members. However, any
action required or permitted to be taken at a meeting may be taken without a
meeting if the chainnan or two of the permanent voting members request that the
action be taken without a meeting and if a consent to voting on the action without a
meeting, signed by a quorum of the Committee, is made a part of the claim file. In
the event action is to be taken by the Committee without a meeting, if practicable,
the Risk

anager shall, prior to distribution to the other voting members of the

Committee, provide the fifth voting member of the Committee with the Risk
Manager's written synopsis of the pertinent facts and the Risk Manager's specific
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recormnendation with respect to the claim. If practicable, the Risk Manager shall
provide the fifth voting member an opportunity to provide a written rebuttal or
approval of the Risk Manager's specific recommendation which, if practicable,
shall be distributed by the Risk Manager to the other members of the Committee
with the Risk Manager's synopsis and recommendation.

Provided, failure of the

Risk Manager to provide the fifth voting member with the Risk Manager' s written
synopsis of the pertinent facts and the Risk Manager' s specific recommendation
with respect to the claim prior to distribution to the other voting members, failure
of the Risk Manager to provide the fifth voting member with an opportunity to
provide a written rebuttal or approval of the Risk Manager' s specific
recommendation or failure of the Risk Manager to distribute the fifth voting
member' s written rebuttal or approval shall not invalidate any action otherwise
validly taken by the Liability Claims Committee. Three voting members of the
Committee shall constitute a quorum for the transaction of business. Subject to the
requirement of a quorum and except as otherwise provided in this chapter, action
shall be authorized by a majority of those members voting on the specific action.
There shall be maintained a written record of the votes taken and disapprovals
expressed. With respect to actions taken on specific claims, this record shall be
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made a part of the claim file. The Conunittee is authorized to adopt, amend and
repeal rules for its fuiiher organization and the transaction of its business.
( d)

Written notice of meetings of the Liability Clailns Committee shall be

given to all members by mail or other form of communication as soon as
practicable prior to the meeting. In addition to the permanent members, the notice
shall be given to the representatives of participants who have an apparent direct
and substantial interest in any of the 1natters like.ly to come before the Committee
at the meeting. Each participant shall designate the person to whom the notice
shall be directed.
( e)

The Liability Claims Committee shall have exclusive authority to

settle tort claims within its specified settlement authorization and such settlement
decisions shall not be subject to appeal to the Board.

212 Claims authority of Board.
(a)

Subject to a maximum authorization of the lesser of (1) the monetary

limits of s. 768.28, Florida Statutes, or amendments thereto (if applicable to the
specific claim), or (2) the maximum limits of coverage of the public liability
program the Board shall have authority, applicable to claims referred to the Board
by the Liability Claims Committee concerning tort cases, or by the Risk Manager
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in all other cases, to direct the Risk Manager to pay in settlement claims covered
by the public liability program. With respect to those claims covered by the public

liability program which the Risk Manager has been directed to pay in settlement,
the Risk Manager shall have the authority to accept or give releases on behalf of
the protected parties involved.
(b)

The Risk Manager shall on behalf of the Liability Claims Committee

present to the Board for its consideration the pertinent facts of each referred claim
and the specific recommendation of the Risk Manager or the specific
recommendation of the Committee with regard to tort claims.
(c)

The Board shall review and vote on any claims referred by the Risk

Manager or the Liability Claims Committee in accordance with current rules
governing the operation of the Board.
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213 Availability . of insurance.

(a) If collectible insurance is available to a protected party
(including as an additional insured under the policy carried by others),
except with respect to the deductible, if any, applicable to the
protected party under the insurance, the coverage afforded by the public
liability program shall be in excess of and not contribute with the
insurance.
This provision does not apply with respect to insurance
purchased by the Risk Manager for the coverages provided by the public
liability program specifically to apply in excess of the coverage
afforded by the public liability progralll.
(b) If an insurer of a protected party shall deny liability for an
occurrence for which the protected party is covered by the public
liability program, the public liability program shall handle the
occurrence and claims resulting therefrom as though such other insurance
did not exist and the protected party shall assign to the County for the
benefit of the public liability program, all rights against the insurer
and shall execute and deliver instruments and papers and do whatever
else is necessary to secure these rights.

Part 3. Employee Liability Program
301 Definitions.
requires:

In this part, unless the context otherwise

(a) Assault and Battery shall, wi th respect to coverage B-employers I liability, be deemed an accident, unless committed by or at
the direction of the protected party .
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(b} Bodily Injury by Accident. The contraction of disease is not
an accident within the meaning of the word "accident" in the term bodily
injury by accident and only such disease as results directly from a
bodily injury by accident is included within the term bodily injury by
accident.
(c) Bodily Injury by Disease includes only disease not included
within the term bodily injury by accident.
(d) state means a state or territory of the United States of
America and the District of Columbia.
(e)

Ultimate Net Loss means:

(1) · with respect to:
(i) Part I - workers' compensation, all sums for which the
protected party shall become legally obligated to pay as compensation
and other benefits required of the protected party by a workers'
compensation law.
(ii) Part II - employers' liability, all s s which the
protected party shall become legally obligated to pay as damages because
of bodily injury by accident or bodily injury by disease, including
death at any time resulting therefrom, sustained by an employee of the
protected party arising out of and in the course of his employment by
the protected party.
( 2)
all allocated claims expenses sustained by the selfinsurance program in the investigation, negotiation, settlement and
defense of claims, suits or other proceedings against the protected
party covered by the employee liability program, even if any or all
allegations of the claim, suit or proceeding are groundless, false or
fraudulent.
(3) all costs and expenses (including attorneys' fees) taxed or
assessed against the protected party in a suit or proceeding against the
protected party covered by the employee liability program, and interest
on a judgment therein which accrues after entry of the judgment and
before the self-insurance program has paid or tendered that part of the
judgment which does not exceed the limit of the employee liability
program's liability thereon.
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(4) premiums on appeal bonds required in a suit or proceeding for
an amount not in excess of the applicable litnit of liability of the
employee liability program.

(5) reasonable expenses (other than the wages of a participant's
employees) incurred by the protected party at the self-insurance
program's request in assisting the self-insurance program in the
investigation of defense of a claim, proceeding or suit.
( f) Workers' Compensation Law means the workmen's compensation law
or workers' compensation law and any occupational disease law of a state
but does not include those provisions of any such law which provide nonoccupational disability benefits.

302 Coverage agreement.
(a) Part I - workers' compensation. Subject to the provisions of
this manual, the Risk Manager shall pay from the Self-Insurance Fund,
on behalf of the protected party, the ultimate net loss which the
protected party shall become legally obligated to pay because of claims
for compensation and other benefits required of the protected party by
a worker's compensation law. The Risk Manager shall have the right and
duty to defend any such claims, suits or other proceedings against the
protected party, even if any of the allegations of the claim, suit or
proceeding are groundless, false or fraudulent, and may make such
investigation and settlement of a claim or suit as the Risk · Manager
deems expedient but the Risk Manager shall not be obligated to pay a
claim or judgment or to defend a claim, suit or proceeding after the
applicable lilnit of the self-insurance program's coverage has been
exhausted by payment of the ultimate net loss.

(b} Part II - employers• liability.
Subject to the provisions of
this manual, the Risk Manager shall pay from the Self-Insurance Fund,
on behalf of the protected party, the ultimate net loss which the
protected party shall become legally obligated to pay because of claims
for damages because of bodily injury by accident or bodily injury by
disease,
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including death at any time resulting therefrom, sustained by an
employee of the protected party arising out of and in the course of his
employment by the protected party.
The Risk Manager shall have the
right and duty to defend a claim, suit or other proceeding against the
protected party, even if any of the allegations of the claim, suit or
proceeding are groundless, false or fraudulent, and may make such
investigation and settlement of a claim or suit as the Risk Manager
deems expedient but the Risk Manager shall not be obligated to pay a
claim or judgment or to defend a claim, suit or proceeding after the
applicable limit of the self-insurance program's coverage has been
exhausted by payment of the ultimate net loss.
303 Protected parties.
The protected parties shall be the
participant and any affiliated or subsidiary board, authority,
committee, independent agency or entity (including newly constituted
boards, authorities, committees, independent agencies or organizations)
of the participant which is either created by the participa.n t or in
which a controlling interest or membership therein is vested in the
participant for those accidents which occur during participation in the
employee liability program by the participant and for disease caused or
aggravated by e>..-posure of which the last day of the last exposure in
the employment of the protected party to conditions causing the disease
occurs during participation in the employee liability program by the
participant.

304 Excluded occurrences.
a1:ply:

The employee liability program does not

(a) except with respect to amounts required of the protected party
by a workers' compens·ation law, to liability assumed by the protected
party under a contract or agreement, but this exclusion does not apply
to a warranty that work performed by or on behalf of the protected party
will be done in a workmanlike manner.
(b) under Part II - employers' liability, to an obligation for
which the protected party or a carrier as his insurer may be held liable
under the workers' - compensation law or occupational disease law of a
state, an unemployment compensation or disability benefits law or a
similar law of a state.
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(a) Regardless of the number of protected parties under the
employee liability program or the number of employees who sustain
injury, the total limit of the employee liability program I s coverage for
all ultimate net loss because of claims for compensation and other
benefits required of the protected parties by a workers' compensation
law and bodily injury by accident, including death at any time resulting
therefrom, sustained by one or more employees in any one accident is one
million dollars plus any insurance proceeds applicable to the accident
from insurance maintained by the employee liability program on behalf
of the protected parties.
(b) Regardless of the number of protected parties under the
employee liability program, the total limit of the employee liability
program's coverage for any one protected party for all ultimate net loss
because of bodily injury by disease, including death at any time
resulting therefrom, sustained by any one or more employees of a
protected party resulting from disease caused or aggravated by exposure
of which the last day of the last exposure in the employment of the
protected party to conditions causing the disease occurred during each
-c overage year of the employee liability program is one million dollars
plus any insurance proceeds applicable to the accident from insurance
maintained by the employee liability program on behalf of the protected
parties.
306 Protected party•s duties in the event of occurrence, claim or

suit.

The protected party shall cooperate fully with the Risk Management
Division and follow all procedures developed by the Risk Manage:ment
Division and approved by the Board in the reporting of claims and
related activities.
307 Delegated claims authority cf investigators and adjusters.

Subject to a maximum delegated authorization of . five thousand dollars
in the aggregate for each employee injured and five thousand dollars in
the aggregate for each accident, the Risk Manager is authorized to
delegate to investigators and adjusters (both salaried employees and
persons

-
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working

for independent adjusting firms engaged by the employee
disability program) the authority to pay in settlement, without the need
for prior approval, claims covered by the employee liability program.
Pursuant to the authority delegated by the Risk Manager, the
investigators and adjusters to whom the payment and settlement authority
has been granted shall have the authority to accept releases on behalf
of the protected parties involved.
308 Claims authority of Risk Manager.

(a) Subject to a maximum authorization of ten thousand dollars in
the aggregate for each accident for compensation and other benefits
required of the protected party by a workers' compensation law and
damages because of bodily injury by accident or bodily injury by
disease, the Risk Manager shall have the authority to pay in set~lement,
without the nE?,ed for prior approval, claims of a claimant covered by the
employee liability program up to a total of ten thousand dollars in the
aggregate for each claimant for all compensation, benefits or damages
combined.
subject to the maxifflum limits of coverage of the employee
liability program, the Risk Manager shall also have the authority to pay
and settle without prior approval, claims covered by the employee
liability program when directed to do so by order of a deputy
commissioner pursuant to the Florida Workers' Compensation Act , by a
court of competent jurisdiction, by act of the State Legislature or by
action of the Board.
With respect to those claims covered by the
employee liability program for which the Risk Manager has the authority
to pay and settle without prior approval and those claims of the
employee liability program for which the Risk Manager has. bef?.n given
necessary prior approval or direction to pay and settle, the Risk
Manager shall have the authority to accept or give releases on behalf
of the protected parties involved.
(b} Prior to offeri ng a settlement or making payment in the
aggregate of amounts in excess of the maximums for which the Risk
Manager is authorized without the need for prior approval, the Risk
Manager shall refer any claims of the employee· liability progran which
exceed the authority of the Risk Manager to settle and pay to the
Compensation Claims Committee. The Risk Manager shall, as a part of th e
referral, provide the Committee with a written synopsis of the pertinent
facts and a specific recommendation with respect to the settle~ent or
payment of add i tional amount on the claim.
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(c) The Risk Manager shall, if practicable, prior to off e ring a
settlement to a claimant, adv ise a participant or department of the
terms and conditions of the proposed settlement with respect to a
specific claim about which the participant or department has expressed
in writing a desire to be advised prior to the offering of settlement.
The Risk Manager shall also, if practicable, prior to the offering of
settlement to a claimant, advise a participant or department of the
terms and conditions of the proposed settlement with respect to a claim
arising out of an accident from which the total pure loss incurred by
the participant or department is likely to exceed ten thousand dollars .
These agreements to advise a participant or department shall not be
construed as a relinquishment of the right of the Risk Manager or the
employee liability program to control and settle claims covered by the
employee liability program.
(d)
Th~ Risk Manager shall · have excl usive au'thority to settle
claims within the speci f ied settlement authorization and such settlement
decisions shall not be subject to appeal to the Compensation Claims
Committee or the Board.
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309 Claims authority of County Administrator.
(a)

Subject to a maximum authorization of fifty thousand dollars in the

aggregate for each accident for compensation and other benefits required of the
protected party by a workers' compensation law and damages because of bodily
injury by accident or bodily injury by disease, the County Administrator shall have
the authority to pay in settlement, without the need for prior approval, c1aims of a
claimant covered by the employee liability program up to a total of fifty thousand
dollars in the aggregate for. each claimant for all compensation, benefits or
damages combined. With respect to those claims covered by the employee liability
program for which the County Administrator has the authority to pay and settle
without prior approval and those claims of the employee liability program for
which the County Adininistrator has been given necessary prior approval or
direction to pay and settle the County Administrator shall have the authority to
accept or give releases on behalf of the protected parties involved.
(b)

The County Ad1ninistrator shall have exclusive authority to settle

claims within the specified settlement authorization and such settlement decisions
shall not be subject to appeal to the Board.
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310 Claims authority of Board.
(a)

Subject to a maximum authorization of the lesser of (1) the monetary

limits of s. 768.28, Florida Statutes, or amendments thereto (if applicable to the
specific claiin), or (2) the maximum limits of coverage of the employee liability
program, the Board shall have authority, applicable to claims referred to the Board
by the Risk Manager, to direct the Risk Manager to pay in settlement claims

covered by the employee liability program. With respect to those claims covered
by the e1nployee llability program which the Risk Manager has been directed to

pay in settlement, the Risk Manager shall have the authority to accept or give
releases on behalf of the protected parties involved.
(b)

The Risk Manager shall present to the Board for its consideration the

pertinent facts of each referred claim and a specific recommendation regarding
such claims.
(c)

The Board shall review and vote on any claims referred by the Risk

Manager in accordance with current rules governing the operation of the Board.

SECTION
ADMINISTRATIVE RISK MANAGEKENT
POLICY
MANUAL
SUBJECT

NUMBER
1000. 1

AGEMENT POLICY STATEMENT

DATE EFFECTIVE
03-0 6-9 0

PAGE
34 OF 34

311 Subrogation, contribution and indemnity.
In the event of a
payment by the self-insurance program on behalf of a protected party,
the County for the benefit of the self-insurance program shall be
subrogated to the protected party's rights of recovery (including any
right of subrogation, contribution or indemnity) therefor against any
person and the protected party shall execute and deliver instruments and
papers and do whatever else is n~cessary to secure these rights. The
protected party shall do nothing after the accident or loss to prejudice

these rights.
312 Availability of insurance.
(a) If coll ectible insurance is available to a protected party
(including as. an additional insured under a policy carried by others),
-except with respect to the deductible applicable, if any, to the
protected party under the insurance, the coverage afforded by the
employee liability program shall be in excess of and not contribute with
the insurance; provided, that this provisi on does not apply with respect
to insurance purchased by the Risk Manager for the coverages provided
by the employee liability program specifically to apply in excess of the
coverage afforded by the employee liabil_ity program.
(b) If an insurer of a protected party shall deny liability for a
c l aim for which the protected party is covered by the employee liability
program, the employee liability program shall handle the claim as though
the other insurance did not exist and the protected party shall assign
to the employee liability program all rights against the insurer and
execute and deliver instruments and papers and do whatever else is
necessary to secure these rights.
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PURPOSE AND OBJECTIVES

The purpose of this manual is to standardize the County's risk
management policies and procedures. The success of this effort rests
on how we meet the following objectives:
1. To review county operations, policies and procedures to identify
potential loss exposures.
2. To minimize the - frequency and severity of
application of loss control techniques.

losses

through the

3. To develop, implement and support a County-wide safety program and
to ensure a healthful working environment through aggressive elimination
of occupational hazards.
4. To require and maintain precise records regarding the frequency and
severity of all loss-es experienced by the County.
5. To establish and conduct an insurance review process to · ensure
protection of County resources.
6. To eliminate the potential for liability assumed in any legal
document via a pre-bid and/or pre-execution review process and inclusion
of standardized insurance and indemnification language in all contracts,
leases, franchises, permits, etc.

7. To advocate correct procedures and never cut corners for the purpose
of expediency at the expense of safety.
To investigate all losses, determine the causative
recommend appropriate action to prevent recurrence.
8.

factors and

9. To develop and implement any additional loss control programs or
procedures that will enhance the risk management program and thereby
afford the County greater protection.

These objectives must be accomplished in accordance with federal, state
and local laws.
It is . the responsib i lity of County management to
command a thorough working knowledge of these laws and to require legal
com_p l iance.
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Due to the wide diversity of operations within County government and the
necessary differences in organizational structure within departments,
it is recognized that certain terminology and procedures in this program
cannot be equally applied by all. There are .some details which might
be impossible or impractical for one department head to implement as
directed while another would have no difficulty in applying every one.
Department heads will therefore have some latitude in formulating and
implementing alternative methods when necessary as long as our total
loss control objectives are not ~ompromised.
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RESPONSIBILITIES
1. Board o f Cou nty Commi s sioners
The Board of County Commissioners will support the Risk Management
Program.
2. County Administrator

The County Administrator is responsible for the overall management and
administration of the Risk Management Program.
3. Risk Manager

The Risk Manager is responsible for developing and administering the
County's Risk Management Program with the approva 1 of the County
Administrator. This individual is responsible to the Personnel Director
regarding the development, administration and management of this
program. The Risk Manager will:
a. Conduct annual inspections of all County facilities and operations .
b. Maintain comprehensive records of loss experience and related costs,
as well as perform analysis to identify trends, emerging problem areas
and evaluate departmental loss control performance.
c. Administer the processing of all Workers' Compensation claims,
maintain accident records and file reports required by the Florida
Workers' Compensation Act.
d. Fully utilize resources available from the state and federal labor
departments, insurance carriers and safety councils relating to health
and safety matters.
e. Conduct monthly Safety Committee meetings to address common safety
problems, review accidents, establish policy and disseminate loss
control efforts.
Review all contracts, l eases, franchises and use
recommend changes to minimize potent i al liabil_i ty.

f.
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g.

Monitor losses involving the County.

h.
Monitor the County's insurance program and recommend changes as
conditions warrant.
i.
Advise, examine and approve insurance coverage required by
contracts, leases, franchises and use agreements in which the county has
an interest.
j. .
Develop and coordinate training programs that will
proficiency in safe practices and safety consciousness.

k.
Any other duties or responsibilities that
effectiveness of the Risk Management program.

contribute

increase
to

the

4. Department Heads
Each Department Head has the full authority and responsibility for
maintaining safe and healthful working conditions within his/her
department, whether it is in the field, in the shop or in the office.
Although exposure to hazards varies widely from department to
department, i t is expected that an aggressive effort will be directed
at controlling injuries, vehicular accidents and property damage.
Therefore, each Department Head shall:
a. Ensure that the policies and procedures set forth herein are complied
with by all personnel under his/her direction.
b. '.grovide the leadership essential to maintain firm
procedures as a primary consideration in all operations.

loss

control

c. Devote _ a portion of staff meetings, as necessary, to review
departmental losses and discuss measures to bring about more positive
control. This requirement will vary with the frequency and severity of
losses and the degree of hazardous operations within each department.
d. Actively support the Safety Committee and disseminate the information
to appropriate staff members.
e. Call upon the Risk Manager for any assistance necessary to promote
aggressive and effective loss control.
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5. Division Heads
Each Division Head shall be fully responsible and accountable to his/her
Department Head for compliance with the provision of this program within
his/her division. The Division Head shall ensure that:
a. All hazardous tasks are covered
procedures to minimize loss potential.

by

specific,

published

work

b. All personnel fully understand work procedures and the policies that
enforce their use.
c. All employees, new and old, are trained and when necessary, retrained
in the correct manner that each job must be accomplished.
d. All · employees are instructed and understand the use and need for
protective equipment.
e. The necessary protective equipment for each job is available and
properly used.
f. Monthly Division safety meetings are held to review accidents,
discuss hazardous work situations and disseminate policy changes.
g. Safety suggestions from employees are encouraged and when feasible
should be adopted.
h. All a·ccidents are thoroughly investigated and reported in accordance
with the Incident/Accident Reporting Procedures.
i. Prompt corrective action is taken whenever hazards are recognized or
unsafe acts are observed"~
j. Each supervisor is held accountable for preventable injuries,
vehicular ·accidents and property damage involving his/her employees.
k. Each supervisor is required to include an employee's safety record
as related to job performance standards established for each position
within the County.
An employee who causes accidents to happen to
himself/herself
or
others
is
exhibiting
specific
performance
deficiencies that need to. be identified and corrected.
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6 . Supervisors/Foremen
The Supervisor has full responsibility for the safe actions of his/her
employees and the safe operation of all machines or equipment within
his/her operating area.
He/she has full responsibility and authority
to enforce the provisions of this Manual to keep losses at an absolute
minimum. Each supervisor shall:
a. Assume full responsibility for safe and he~lthful working areas for
his/her employees.
b. Be fully accountable for preventable injurie s, vehicular accidents
and property damage incidents involving his/her employees.
c. Ensure that all Loss Control policies and procedures herein are fully
implemented.
d. Ensure that
reported.

all

incidents related to Loss Control

are promptly

e. Conduct thorough investigations and take necessary steps to prevent
recurrence through employee training., change of operating procedures or
modification of equipment.

f. Ensure that each employee is fully trained for the job he/she is
assigned to do.
g. Conduct regular periodic safety inspecti ons
equipment and work procedures.

of

all

work

areas,

h. Ensure proper maintenance and care of all equipment within scope of
responsibility.
i. Establish and en f orce an e f fective program of good hous e keeping to
eliminate ' fire and safety hazards.

j. Ensure availability of safety equipment and require its use.
k. Conduct safety briefings and disseminate Loss Control policy as
necessary.
1. FUlly support all -Loss Contro l procedures, activities and program.
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7. Employees
Emp loyees are requi r ed, as a cond i tion of emp l oyment, to exercise due
care i n the course of the i r work to prevent injuries, vehicular
accidents and property damage. Each employee shall:
a. Report a l l unsafe conditions to his/her supervisor.
b. Keep work area .clean and orderly at all times.
c. Report a ll accidents to his/her supervisor.
d. Learn to lift and handle materials properly.
e. Operate only equipment that he/she is trained and authorized to
operate.
f. Obey all safety rules and follow work instruction.
If any doubt
exists as to the safety of doing any job, he/she shall stop and request
guidance from the supervisor before cont i nuing.
g. Wear the prescribed work uniform and appropriate personal protective
equipment.
h. Take an active ro l e in the County's Loss Control Program.
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COMMITTEES:
It is the policy of the County to maintain a County-wide safety program
in order to provide a safe, healthy work environment and community. The
ultimate purpose is to control the costs of injuries, work time losses
and liability claims.
1 . Safety Committee

a. The Safety Committee is comprised of a volunteer member from each
department.
The permanent members are the Risk Manager and Safety
Coordinator.

b. Each of the departments will have its own Safety committee meeting
each month. Membership should be representative of all employees. The
individual from each department who serves as the volunteer in the
general Safety Committee will facilitate communications between the two
committees.
c. All Safety Cammi ttee members other than permanent members serve for
one year and may be reappointed.

d. The Safety committee will meet monthly at time and p l ace determined
by the member s.
e. The Committee's priorities include reduction in the number of onthe-iob injuries and vehicular accidents, through the promotion of a
safe environment and well-trained workforce.
2. Department Safety Committee
Individual departments within ·the County conduct many diversified
operations. Al though general loss control guidelines are necessary, the
application of such guidelines should be tempered with common sense and
practicality.
Accordingl y, it is imperative that each department
establish an internal sa f ety committee directed and empowered to insure
that a safe and hea l thful working environment is maintained in each area
of operations.
Each department shall appoint a volunteer safety coordinator who will
be ~esponsible for the coordination of all safety matters within that
department and act as a contact point for the Risk Manager.
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Departmental Safety Committees'
limited to the following:

responsibilities include but are not

* Review department loss histories (provided by the Risk Manager) to
identify and eliminate problem areas.
* Conduct monthly facility safety meetings.

* Disseminate safety policy and insure understanding and compliance.

* Review safety suggestions submitted by department
consideration and implementation, if appropriate.

personnel

* Address problems related to daily operations that present
difficulties from a safety standpoint.

for

procedural

* Provide a format for safety training and education.

* Report problems that cannot be solved at the department level to the
Risk Manager.
Records of all committee meetings should be kept and made available to
the Risk Manager for review.

BCC CHAIRMAN

4r /.fJr.

DATE_""""/_-.;../-=-{_
: _-__,9'_,Q
_ __

ADMINISTRATIVE
POLICY
MANUAL -

SECTION

NUMBER

DATE EFFECTIVE

RISK MANAGEMENT

AM 1000.6

01-16-90
PAGE

SUBJECT

INSURANCE

INSURANCE

To protect the citizens of the County, their elected officials, and
County employees, the County maintains insurance coverages for itself
and demands coverages from those parties with whom it conducts business.
1. COUNTY INSURANCE COVERAGES

The following is a topical summary of all insurance coverage currently
in force. A more detailed explanation of each policy can be obtained
from the Risk Manager.

A. Auto Liability
This policy provides coverage for the County's liability concerning
bodily injury and property damage arising out Of a motor vehicle
accident.

B. Auto Physical Damage
This provides coverage for County vehicles from damages resulting
from collision or comprehensive loss.
C. Boiler and Machinery

This covers special equipment, boilers and pressure vessels.
D. Electronic Data Processing
Provides all risk loss coverage for physical loss to data processing
equipment and media to include valuable papers and records.

E. Faithful Performance Blanket Bond
Provides coverage for a loss through the failure of any employee to
perform his/her duties or to account for all monies or property
received.

F. Property Damage
Provides blanket coverage for County property and contents from a
physical loss on a replacement cost basis.
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INSURANCE

G. Workers• Compensation
Pays all compensation and other benefits required by law.
Covers
partial lost wages, doctors' bills, hospital bills, etc.
Injury must
be job related, properly reported and treated by a County authorized
physician.

H.

Tort

Liability

Provides coverage for bodily injury and property damage claims, and
federal actions such as discrimination, false arrest, libel, etc.

I. Medical Malpractice
Provides professional services coverage
personnel while providing medical treatment.

for

Emergency

Medical

J. PUblic Officials Liability
Provides coverage for losses the County, its elected officials, or
employees are legally obligated to pay for civil claims or wrongful
acts, subject to numerous exclusions.
K. Crime Policy

Provides protection against forgery, alteration, theft, disappearance
or destruction of checks, drafts, money and securities.

L. Firefighters Life
Provides statutorily established death

benefits for firefighters.

2. CONTRACTUAL INSURANCE/INDEMNIFICATION GUIDELINES
INSURANCE .GUIDELINES

These guidelines have been established to insure that the assets and
financial resources of Indian River County receive maximum protection.
These guidelines will act to standardize insurance requirements in areas
where exposure to loss is similar.
The guidelines will also assist
individual departments in selecting the proper insurance provisions to
be .included in contracts, franchises, leases, permits, use agreements,
etc.
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These guidelines establish generally acceptable standards.
It should
be noted, however, that these standards are subject to review and
modification by the Risk Manager who will assist departments in
addressing exposures as conditions warrant. As a result of the review,
requirements may be decreased or increased in response to specific
exposures. Any deviations from the standards presented in the following
paragraphs will be documented on the Insurance Variance Form, a sample
of which appears at the end of this chapter.
To aid in identification of loss exposures, drafts of all bid documents,
contracts, franchises, leases, permits, use agreements, etc. are to be
forwarded to the Risk Manager for review prior to bid and/or execution.
A. MINOR CONTRACT FOR SERVICE
Contracts that will not exceed thirty (30) calendar days; or where
the contract price will not exceed $25,000; and there are no unusual
haz.ards present.
1. Insurance Requirements
a. Workers• Compensation - to meet statutory limits in compliance
with the Workers 1 Compensation Law of Florida. This policy must include
Employer Liability with a limit $100,000 for each accident, $500,000
disease (policy limit) and $100,000 disease (each employee).
·b. Commercial General Liability - coverage shall provide minimum
limits of liability of $500,000 per occurrence Combined Single Limit for
Bodi~y Injury and Property Damage. This shall include coverage for:

*

Premises/Operations

* Products/Completed Operations

* Contractual Liability
* Independent Contractors
c. Business Auto Liability - coverage shall provide minimum limits
of liability of $500,000 per occurrence Combined Single Limit for Bodily
Injury and Property Damage. This shall include coverage for:

*
*
*

Owned Autos
Hired Autos
Non-owned Autos
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2. Special Requirements
a. Ten (10) days prior to the commencement of any work under this
contract a certificate of insurance will be provided to the Risk Manager
for review and approval.
The certificate shall provide for the
following:
1. Indian River County will be named as an "Additional Insured" on
both the General Liability and Auto Liability policies.
2. Indian River ·County will be given thirty (30) days notice prior
to cancellation or modification of any stipulated insurance.
Such
notification will be in writing by registered mail, return receipt
requested and addressed to the Risk Manager.
b. An appropriate "Indemnification" clause shall be made a provision
of the contract.
c. It is the responsibility of the contractor to insure that all
subcontractors comply with all insurance requirements.
d. It should be remembered that these are minimum requirements which
are subject to modification in response to high hazard operations.
B. STAND~.RD CONTRACT FOR SERVICE - Contracts that will not exceed one
hundred eighty (180) calendar days; or where costs will not exceed
$500,000; and the~e are no unusual hazards present.
1.

Insurance Requirements

a. Workers' Compensation - to meet statutory limits in compliance
with the Workers' Compensation Law of Florida. This policy must include
Employers Liability with a limit of $100,000 for each accident, $500r000
disease (policy Limit), and $100,000 disease (each employee).
b. Commercial General Liability - coverage shall provide minimum
limits of liability of $1,000,000 per occurrence Combined Single Limit
for Bodily Injury and Property Damage. This shall include coverage for:

* Premises/Operations
* Products/Completed Operations

* contractual Liability
* Independent Contractors
BCC CHAIR1<AN
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c. Business Auto Liability . - coverage shall provide minimum limits of
liability of $1,000,000 per occurrence Combined single Limit for Bodily
Injury and Property Damage. This shall include coverage for:

*

*
*

owned Autos
Hired Autos
Non-Owned Autos

2. Special Requirements
a. Ten (10) days prior to the commencement of any work under this
contract a certificate of insurance will be provided to the Risk Manager
for review and approval.
The certificate shall provide for the
following:
1. Indian River County will be named as an "Additional Insured"
on both the General Liability and Auto Liability policies.

2. Indian River County will be given thirty (30) days notice prior
to the cancellation or modification of any stipulated insurance. Such
notice will be in writing by registered mail, return receipt requested
and addressed to the Risk Manager.

b. An appropriate "Indemnification" clause shall be made a provision
of the contract.
c. It is the responsibility of the contractor to insure that all
subcontractors comply with all insurance requirements.

d. It should be remembered that these are minimum requirements which
are subject to modification in response to high hazard operations.
FOR SERVICE - contracts which exceed one hundred
( 180) calendar days in · duration; or where the costs exceed
$500,000; ·and where unusual hazards exist.

C.

MAJOR CONTRACT

eighty
1.

Insurance Requirements

a. Workers' Compensation - to meet statutory limits in compliance
with the Workers' Compensation Law of Florida. This policy must include
Employer's Liability with a limit of $100,000 each accident, $500,000
disease (policy limit), $100,000 disease each employee.
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b. Commercial General Liability - coverage shall provide minimum
limits of liability of $3,ooo,ooo per occurrence Combined Single Limit
for Bodily Injury and Property Damage. This shall include coverage for:

* Premises/Operations

*
*
*

Products/Completed Operations
Contractual Liability
Independent Contractors
c. Business Auto Liability - coverage shall provide minimum limits of
liability of $3,000,000 per occurrence Combined Single Limit for Bodily
Injury and Property Damage. This shall include coverage for:

*
*
*

Owned Autos
Hired Autos
Non-owned Autos

2. Special Requirements
a. Ten (10) days prior to the commencement of any work under the
contract a certificate of insurance will be provided to the Risk Manager
for review and approval.
The certificate shall provide for the
following:
1. Indian River County will be named as an "Additional Insured"
on both the General Liability and Auto Liability policies.

2. Indian River County will be given thirty {30) days notice prior
to cancellation or modification of any stipulated insurance.
Such
notice will be in writing by registered mail, return receipt regue~ted
and addressed to the Risk Manager.
b. An appropriate "Hold Harmless/Indemnification 11 clause will be made
a provision of the contract.
c. It is the responsibility of the contractor to insure that .all
subcontractors comply with all insurance requirements.
d. It should be remembered that these are minimum requirements which
are subject to modification in response to high hazard operations.
3. BUILDERS RISK INSURANCE - This coverage will be provided by all
contractors involved in the construction of a new building or the
improvement, alteration or renovation of an existing structure.
This
coverage should be considered automatic on projects involving new
construction or major additions to existing structures.
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a. Insurance Requirements
1. Builders Risk - coverage shall be "All Risk" with limits equal
to 100% of the completed value of the structure(s}, building(s) or
addition(s).
2. Waiver of Occupancy Endorsement - to enable the County to
occupy the facility under construction/renovation during such activity.

3. Machinery/Equipment Endorsement - wh~n the contract calls -for
the installation of machinery or equipment, the policy must be endorsed
to provide coverage during transit and installation.
4. Deductible Clause - the maximum deductible allowable under this
coverage is $500 per claim.

b. Special Requirements
l. Ten (10) days prior to the commencement of any work a
certificate of insurance will be provided to the Risk Manager for review
and approval. The certificate shall provide for the following:
a.

Indian

River

County

will

be

named

as

an

"Additional

Insured".
b. Indian River County will be given thirty (30) days notice
prior to cancellation or modification of any stipulated insurance. Such
notification will be in writing by registered mail, return receipt
requested.

- 2.

appropriate 11 Indemnif ication"
provision of the contract.
An

clause

shall

be

made a

J. It is the responsibility of the contractor to insure that all
subcontracts comply with all insurance requirements.

4. INSURANCE REQUIREMENTS FOR LEASES. FRANCHISES OR USE AGREEMENTS operations involving the use of County facilities or operations in the
pu.blic way require the following:
A. Insurance Requirements
1. Workers• Compensation - If user falls under the State of Florida
Wor~ers' Compensation Law, coverage shall be pr~vided for all employees.
The coverage shall be for statutory limits in compliance with all state
and federal laws. The policy must include Employers Liability with a
limit of $100,000 per accident.
BCC CHAIRMAN
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2. Comprehensive General Liability - coverage shall be per occurrence
Combined Single Limit for Bodily Injury and Property Damage including
Premises and Operations.
Limits of liability shall be based on the
operation and exposure at hand.
Minimum Limits - Average Exposures
Unusual or High Hazard Exposures

$300,000
$1,000,000 UP

3. Business Auto Liability - not required unless there is a specific
relationship to the subject agreement. If required, the same limits of
liability required under the CGL shall apply. This shall include Owned
Vehicles, Hired and Non-owned Vehicles.
B. Special Requirements
1. Ten (10) days prior to the commencement of operations under any
agreement a certificate of insurance will be provided to the Risk
Manager for review and approval. The certificate shall provide for the
foll.o wing:
a. Indian River County shall be named as an "Additional Insured"
on both the General Liability and Auto Liability policies.

b. Indian River County will be given thirty (30) days notice prior
to cancellation or modification of any stipulated insurance.
such
notice will be in writing by registered mail, return receipt requested
and addressed to the Risk Manager.
2. An appropriate "Indemnification" clause shall be made a part of the

agreement.

·

3. These are minimum requirements which are subject to modification
in response to operations involving a higher level of loss exposure.
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INDIAN RIVER COUNTY
RISK MANAGEMENT DIVISION
REQUEST FOR VARIANCE FORM INSURANCE STANDARDS

NAME_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

PROJECT

COUNTY SPECIFICATION CONCERNED

-----------------

REASON FOR VARIANCE

----------------------

ALTERNATIVE(S) AVAILABLE_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __

COSTSINVOLVEDWITHOUTALTERNATIVE(S) _ _ _ _ _ _ _ __ _ _ _ __

COSTSINVOLVEDWITHALTERNATIVE(S) _ _ __ _ _ _ _ _ _ _ _ _ __

POTENTIAL EFFECT OF VARIANCE

---- --------------

MITIGATION(S) _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __ _ _ _ _ _ __

SIGNED_ _ _ _ _ _ _ _ _.;__ __ _ _ _ __
RISK MANAGER I S SIGNATURE

- - - - - - - - - - - - DATE-------

APPROVED

------------NOT

APPROVED

---------
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VEHICLE GUIDELINES

Only County employees are authorized to operate County-owned vehicles. Volunteer
employees are considered employees of the County and may operate County vehicles when
their duties require travel, if such travel is under the approval or direction of the Department
Head. A County-owned vehicle is any vehicle rented , leased, or titled to the Board of County
Commissioners, whether licensed or registered for on road use or used for off-road or
construction.
Intentional abuse or reckless and/or negligent operation of any County vehicle may result in the
suspensi~n of that employee's vehicle privileges and is grounds for further disciplinary action.
Responsibility of County Drivers
Regardless of the employee classification and whether or not a County employee drives a
County-owned vehicle eight hours a day or just occasionally, employees are responsible for the
proper care and operation of that vehicle. Every employee who operates a County-owned
vehicle is responsible for obeying all traffic laws and for compliance with the rules set forth in
this Manual.
Operators License
A current Florida vehicle operators license must be in an employee's possession at all times
while operating a County-owned vehicle. In the case of commercially rated vehicles, the proper
license for weight and class must be valid, and in the possession of the driver.
An employee whose position requires him/her to operate motor vehicles and whose driving
privileges are suspended or revoked by a court of law must report this fact to the appropriate
Department Head . Failure to report the loss or suspension of driving privileges constitutes an
offense under the Personnel Policies & Procedures. The use of a restricted license, work permit
or other limited license, except licenses meeting the Americans With Disabilities Act (ADA) to
operate County-owned vehicles will not be permitted for on-road vehicles.
Defensive Driving Training
Maintenance of good driving practices is paramount in the prevention of vehicular accidents.
Accordingly, each County employee who operates a County vehicle, either on-road or off~road,
will receive at least four (4) hours of Defensive Driving instruction, within 90 days of
employment, and thereafter every three (3) years. The Defensive Driving course will be
provided by the County.
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1. County Vehicle Assignments

The decision regarding the category of assignment of County vehicles to employees as vehicles
allowed to be driven back and forth from home to work shall be left to the discretion of the
County Administrator upon recommendation from the Department Head .
For all vehicles assigned to employees, the personal use of that vehicle will be defined as
driving to and from work and to lunch only. The assignment of vehicles allowed to be taken
home will be divided into three categories:
Category A - Managerial Positions - where personal use of a County owned vehicle is consistent
with the requirements of the position and is authorized by the County Administrator and
Department Head.
Category B - Employees must meet all of the following criteria to be allowed to take a vehicle
home:

* Have job responsibilities that require the employee and vehicle to be available on a 24hour basis.
* Have job responsibilities requiring highly irregular work hours.
* Travel to and from various work sites is required as an integral part of their job.
* Are called back at a frequency of six (6) or more times a month.
Category C - The vehicle must be designated as a duty vehicle.
The vehicle is designed or equipped for high priority response where response time will be
enhanced by allowing the vehicle to remain in the custody of individual employees on a rotating
call-back basis after normal working hours. These vehicles should only be taken home at the
direction and justification of the department head and should remain at the workplace otherwise.
Each employee assigned to call-back duty and taking the vehicle home overnight must keep
the appropriate dispatcher or person advised of his/her location on a 24-hour basis so he/she
can be reached at all times.
All vehicles which are not assigned to an employee which are used for overtime or after hours
duty or emergency use, should not be taken home by an employee without the consent of the
Department Head . These vehicles should be left at the workplace and picked up by the
employee upon receipt of a service call or bonafide emergency and returned after the work is
completed.
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2. Pre-Operation
Before operation, the driver will check the vehicle for any damage to the body or interior that
may have occurred since the last period of operation. Particular attention should be given the
following items, parts and accessories to determine that they are in satisfactory conditions and
good working order:
1)
2)
3)
4)
5)
6)

Brakes, including parking brake;
Headlights, rear lights, brake lights, turn signals;
Hom and windshield wipers;
Steering mechanism;
Mirrors - side view and rear; and
Tires

A Daily Vehicle Safety Checklist (ATTACHMENT J), found at the end of this section, will be
completed to document this activity. The driver is also responsible for assuring that the proper
oil level is maintained and that proper fluids are added whenever needed. These items should
be checked each time fuel is added to the tank.
Any defects noted which would affect safe operation of the vehicle will be promptly reported to
the driver's supervisor. No employee shall be asked to operate or shall operate a Countyowned vehicle that is unsafe for off-road or on-road operations, or does not meet the minimum
standards of Florida Statutes.
3. Usage Guidelines
Use of County Vehicles
County-owned vehicles are to be used only for official County business. They will not be used
by employees for personal reasons, except as provided for under the Vehicle Assignment
Policy.
Out of Town Travel/Meeting Attendance
When an employee is (a) planning an out-of-town trip with a County vehicle with departure
planned early in the morning and takes the vehicle home the night before; or (b) attending a
late evening .or early morning meeting which would require returning the vehicle to the
workplace or to exchange vehicles the Department Head may allow the vehicle to be taken
home. Employees shall not drive any County-owned vehicle under the influence of any alcohol
or controlled substance while using the vehicle on an out-of-town trip .
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All use of the County vehicles for trips as outlined above must be approved by the Department
Head or Division Head responsible for the vehicle involved. The Department Head or Division
Head should keep a dated record of exceptional uses, including justification for each use.
Lunch Break Use
Lunch use of County vehicles is prohibited except as provided by the vehicle assignment policy.
However, when in the department head's judgement an individual or crews' use of a vehicle
during lunch is operationally efficient, such use is permitted.
Transporting Persons in County Vehicles
Professional associates and private citizens will not be transported in County vehicles unless
such persons are being transported on official business, law enforcement or emergency
services matters, or as approved by the County Administrator. Persons transported as such
should have the same destination as the County employee and such use should not require
other County employees with the same destination to drive additional vehicles. Family
members may not be transported in a County vehicle.
Transporting Equipment or Property
When items of equipment, property, supplies, etc. are being transported , the driver will assure
that all items are property secured or tied in place to prevent them from shifting or falling from
the vehicle.
Riding on Fenders, Hoods or Running Boards
No person shall be allowed to ride on running boards, fenders , hoods, tailgates, dump beds,
flat beds or rear racks of vehicles when the vehicle is operating.
Obstruction to Driver's View
No driver shall drive any vehicle when it is so loaded that the load obstructs his/her view ahead ,
to the right or left side, or interferes with his/her control over the driving mechanism of the
vehicle. No more than three (3) people shall ride in the front seat of a vehicle at one time;
Unattended Vehicles
No person driving or in charge of a motor vehicle will permit it to be unattended without first
stopping the motor, locking the ignition, removing the key, effectively setting the brake thereon, .
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and locking all doors, and when standing upon any grade, turning the front wheels to the curb
or side of the roadway.
Striking Unattended Vehicles
If a moving County vehicle strikes a vehicle standing or unattended or other prop-erty, the driver
shall immediately stop and endeavor to locate the owner. If he/she is unable to do so, he/she
shall place securely and conspicuously his/ her name and address on the damaged property.
A police report shall be made by the approved police agency which has jurisdiction.
Flags on Projected Loads
Any vehicle having a load which extends more than four (4) feet beyond the rear shall have the
end of the load marked with a red flag which shall be at least a twelve (12)-inch square.
Coupling Devices
A driver whose vehicle is towing a trailer, dolly or other equipment will assure that the trailer
hitch is securely latched and that safety chains are properly attached .
Drivers of Emergency Vehicles
Emergency vehicles are those assigned to the Emergency Services Department which are used
to respond to emergency situations as defined in 316.003, Florida Statutes.
A. The driver of an emergency vehicle may exercise the privileges set forth in the following
subparagraph when (1) respond ing to a fire alarm or responding to an emergency call, or (2)
when in pursuit of an actual or suspected violator of the law.
B. The driver of an emergency vehicle may:
1. Park or stand the vehicle irrespective of the provisions of this manual.
2. Proceed past a red or stop signal or stop sign BUT only after slowing down or
stopping as may be necessary for safe operation and passage.
3. Exceed the maximum speed limits so long as he/she does not endanger life or
property.
4. Disregard regulations on governing the direction of movement of turning in specified
directions.
C. The exemption herein granted to the driver of an emergency vehicle shall apply only when
such vehicle is making use of audible and visual signals sufficient to warn motorists of his/her
approach.
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D. The foregoing shall not rel ieve the driver from the duty to drive with due regard for the safety
of all persons, nor shall such provisions protect the driver from the consequences of his/her
reckless disregard for the safety of others.

Alcoholic Beverages or Narcotic Drugs
No person shall drive or be required or permitted to drive a County-owned vehicle while in the
possession of, or under the influence of any alcoholic beverage or non-prescription controlled
substance. Employees who take prescribed medication or over-the-counter medications that
will affect their driving abilities will report _the use of that med ication to their immediate
supervisor.
Operations in Public Way
Whenever work requirements make it necessary for a County-owned vehicle to block or obstruct
traffic, the driver will place warning signs and/or traffic cones to warn oncoming motorists of
the obstruction. Flaggers shall be used when one lane will be blocked on a two lane road.
Warning signs will be placed far enough from the standing vehicle to give oncoming motorists
adequate time in which to stop safely. Distance should be determined by: (1) street and
weather conditions; (2) speed limit in the area; (3) whether the vehicle is standing on a straight
or curved roadway. Vehicles so equipped will use revolving yellow lights or blinkers as
additional warning devices. Exceptions shall be made for emergency vehicles. Employees
must adhere to the Florida Department of Transportation Manual On Uniform Traffic Control
Devices for streets and highways, except in an emergency situation. The operations area will
be properly marked as soon as feasible following the emergency.
Use of Safety Restraints
The County recognizes the proven effectiveness of seat belts in reducing fatalities and severity
of injuries resulting from motor vehicle accidents. Accordingly, all County vehicles must be
equipped with seat belts and all occupants of County vehicles must properly wear seat belts.
Backing of Vehicles

A. Whenever possible, the driver will position his/her vehicle so as to avoid the necessity of
backing later, Before entering the vehicle, the driver shall check the rear clearance of the
vehicle. The driver shall not back the vehicle unless such movement can be made with
reasonable safety and without interfering with other traffic.
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B. The driver of a large truck or similar large vehicle with an obstructed view to the rear shall
not back such vehicle unless an observer signals that it is safe to do so.
C. B~fore and· during backing _movements, the driver will: (1) check blind zones for objects not
visible in rear-view mirrors; (2) watch both sides for proper clearance; and (3) back very slowly.
4. Vehicle Accidents
Because of the liability associated with motor vehicle accidents, County drivers must understand
the consequences for involvement in accidents. Every motor vehicle accident involving a
County driver while operating a County-owned or leased vehicle will be reviewed by Risk
Management including, but not limited to, a review of the law enforcement officer's traffic
accident investigation report, interviews with the driver(s) and witnesses, if any, and a visit to
the accident site. This thorough review may result in no action being recommended by Risk
Management. If, however, the County driver is determined to be at-fault as a result of the
review, Risk Management may then recommend to the driver's department head the following
action:
1st Accident

Warning letter placed in Personnel file by immediate supervisor

1st Accident Severe,.

Immediate 2-day suspension of County vehicle driving privilege or
Administrative suspension and completion of a nationally recognized
defensive driving school (at least a 4-hour course) within thirty (30)
calendar days following the accident.

2nd Accident Wrthin Two (2) Years
Immediate 5-day suspension of County vehicle driving privilege or
Administrative suspension and completion of a nationally recognized
defensive driving school (at least a 4-hour course) within thirty (30)
calendar days following the accident
2nd Accident Severe* {Within Two (2) Years)
Indefinite suspension of County driving privilege.
3rd Accident Within Two (2) Years
Indefinite suspension of County driving privilege.
* A severe accident Is defined as one in which damage to any vehicle is over $3,000.00; in which death occurs: and/or In which an injury
requiring emergency medical transport occurs.
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These provIs1ons are intended to augment existing County Personnel Rules, including
prohibitions -and progressive discipline which can lead to dismissal. These are found in
1'Disciplinary Procedure 11 (AM, Section 807.1) and 11 Offenses/Disciplinary Pattem 11 (AM 807.2) of
the Administrative Policy Manual and in 11Vehicle Guidelines 11 (AM 1000.7} , under Alcoholic
Beverages or Narcotic Drugs. Involvement in an accident while under the influence of alcoholic
beverages or non-medicinal drugs is punishable up to termination of employment [AM
807.2(C.14.)]. In addition, if an employee has a driving suspension as a result of this section
and the Department Head cannot temporarily assign the employee to a non-driving position,
the employee may be suspended in keeping with the Personnel Rules. Employees involved in
repeated minor accidents will be disciplined in keeping with Personnel Rules which address
progressive discipline.
5. Rental Cars
When it is necessary for a County employee to use a rental car on a short-term basis, such as
during out-of-town travel for business purposes, the County's automobile liability and physical
damage insurance coverages will be applicable. If the employee also uses the rented
automobile for personal purposes, the employee should review his/her personal automobile
insurance to confirm coverage for short-term or incidental rental. In the absence of such
personal coverage, the employee should consider the purchase of insurance through the rental
agreement.
6. Personal Vehicles For County Business
The County's self-insurance fund provides coverage for a County employee who, at the request
of his supervisor, uses his or her personal vehicle to transport other County employees on
County business or to perform duties within the scope and course of employment. However,
the County's coverage is secondary to the coverage afforded by any insurance maintained by
the employee on that vehicle. This is because in most cases, the employee's insurance policy
provides coverage for incidental business use of the vehicle for the benefit of the employer, and
MAKES THE EMPLOYER AN ADDITIONAL NAMED INSURED UNDER THE POLICY. Therefore,
the County is simply enforcing its rights as add itional insured under the employee's policy.
The employee, when receiving mileage reimbursement, is also receiving reimbursement for
having obtained the cost of such coverage since insurance is a component of the mileage
reimbursement. The coverage provided by the County's self-insurance fund is subject to the
statutory limitations of Section 768.28, Florida Statutes, which excludes coverage for actions by
a County official , employee, or agent which were undertaken in bad faith, with malicious
purpose, and so on.
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SAFETY INSPECTIONS

1.

Annual Inspection

The Risk Manager will conduct annual site inspections of each
department.
A representative of each department is expected to
participate in his/her area of jurisdiction to provide guidance for the
inspection team and to take action on hazards that need illlll\ediate
correction.
_l) Each department will receive a written . report outlining hazards
found, rank by priority, and recommended corrective action.
2) The responsible department head will, within 30 days from receipt
of the inspection report, advise the Risk Manager as to the action
already taken or to be taken to correct or remove identified hazards.
2.

Monthly Departmental Inspections

Each department will conduct a monthly in-house safety inspection of
their facilities, work sites and equipment, utilizing a standard
inspection report found at the end of this section.
A copy of this
report should be maintained by each department and a copy sent to the
Risk Manager. The necessary action shall be taken to correct all unsafe
conditions noted and a report of such action shall be attached to the
inspection report.
The following guidelines relate to planning and
conducting the inspection:
1) Pre-Inspection Planning
Regardless of the area to be inspected, the inspector will do a much
better job if he/she takes the time to prepare before starting.
Preparation includes knowing both "what to look at" and "what to look
£or". Therefore, it is imperative that the inspector be knowledgeable
about past inspections and know areas where past hazards have caused
accidents~
2) Typical Items for Attention
Air Movers
Atmosphere
Vehicles
Buildings

-

blowers, fans, etc.
dusts, fumes, vapors, mists, etc.
~rucks, autos, etc.
windows, doors, stairs, floors, roof,
walls, etc.

DATE

/-

/It, - ?o

NUMBER

SECTION
ADMIN ISTRATIVE
RISK MANAGEMENT
POLICY
SUBJECT
MANUAL

SAFETY

Chemi cals
Containers
Conveyors
Explosives
Electrical

-

Fire Control

-

Flammable

-

Guards

-

Hand Tools
Machinery
Materials
Safety Equipment

-

Pump/Compressors Working surfaces Warning Systems

-
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acids, caustics, etc.
bins, boxes, barrels, cans, etc.
mechanical systems to move material
and all related materials
switchboxes, panels, transformers, fuses,
fixtures.
extinguishers, . hydrants, hoses ,
sprinklers, etc.
all materials (liquid & Solid) that
readily burn
all machine safety guards, fixed or
moveable
powered and non-powered portable tools
lathes,drills, presses, shears, etc.
all materials
respirators, hard hats, gloves, sh i elds,
etc.
for moving of liquids or gas
floors, aisles, mats, platforms , docks,
etc.
alarms, sirens, buzzers, bells, etc.

3) How t o Make t he Inspection
With the preparation described earl ier, the inspector is ready to start.
It is helpful to keep in mind the following key points:
A) Look for Off-the-Floor and Out-Of-The-Way Items.
Without
endangering yourself or others, insure that you get the "big picture"
of the entire area. Accidents can usually be attributable to items that
are off the beaten track. Concentrate a great deal of time looking for
things that you feel would be missed during ever yday operations.
B) Systema tica l ly Cover the Area. Allot yourself a certai n amount of
time to do · the inspection. In order to cover everything in a methodi_cal
and thorough manner, it might be worth walking through the area for a
i•once over lightly" view to decide on the best path for a proper and
complete inspection.

C) De scrib e and Loca te Each Item Clearly.
Much time is wasted
answering questions and visiting areas after an inspection report has
been submitted because descriptions of items or their locations were not
cle~r and accurate. Use established names and wall or column markings,
if available, to pinpoint locations. Do not rely on memory .
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D) Follow-Up On Urgent Items Immediately.
When you discover a
potentially serious risk, take action immediately.
There are many
temporary measures that can be instituted until more permanent
corrective can be taken.
E) Hazard Classification System. This is a technique used to classify
the loss potential of a given incident resulting from substandard
practices or conditions. The most beneficial aspects of this system is
the establishment of priorities. · rn the case of substandard conditions,
the hazard posing the greatest risk should be given priority in the
correction process over those presenting a lesser degree of hazard.
These classifications can be used to describe the potential severity of
loss from a substandard practice or condition in the event of an
accident.
Class "A" Hazard - A condition or practice likely to cause permanent
disability, loss of life or body part and/or ext~nsive loss to County
property, equipment or material.
Example 1: bald tires on car
Example 2: lack of proper entry procedures for confined spaces
Class "B" Hazard - A condition or practice likely to cause serious
injury or illness (resulting in temporary disability) or property damage
that is disruptive, but less severe than Class "A" hazards.
·
Example 1: oil in main aisleway
Example 2: broken tread on stair

-

Class "C" Hazard - A condition or practice likely to cause minor (nondisabling) injury or illness or non-disruptive property damage.
Example 1: mower operators not wearing eye protection
Example 2: poor housekeeping
By using this classification system, the inspector puts remedial
planning into proper perspective for all parties. He/she also motivates
the rapid action of others to correct more serious hazards.
In
addition, attention is focused on the control of critical areas that
require the greatest concentration of time, effort and resources.
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F) Look For The Basic Causes of Hazards - The inspector must endeavor
to uncover all substandard conditions and actions as they are generally
symptoms of the basic or real problem.
The effort to analyze and
identify the basic causes of hazards is the key to permanent remedy.
If nothing is done to correct its recurrence, repetitive correction of
the symptoms · of problems is a major unnecessary expense.
Action
directed at the basic cause of a problem is usually a one time expense.

The Inspection Report - (see example) This is the record of your
findings.
It also serves as a useful tool to keep other management
people informed and to utilize their capability to assist the inspector
when desirable. The following suggestions are given to help the report
work best for all concerned parties:
G)

1. Coding of Items - After completing the top of the report, all
"open" items from the previous report should be numbered consecutively
with the Hazard Classification believed to be the most accurate listed,
i.e. lA, 2c, 3B.
Any open items from the previ"ous report should be
preceded by an asterisk. It is also helpful to place the date of first
detection next to an item. While a clear description and location of
each hazard should be given, wording can be concise and abbreviated.
When intermediate action has been taken to· temporarily reduce the
potential for loss the item should be circled on the report.
When
corrective action has been completed the item is X'd out and dated.
2. File Reports Promptly - Reports properly filed and readily
available for use serve several purposes. They will, of . course, be used
for reference until follow-up is complete; they also serve as an aid to
the inspector and others in preparation for future inspections; and they
may be utilizes to evaluate a departments' loss control . performance.
Finally, no use is more rewarding than the satisfaction that comes in
looking back to tangible achievements accomplished in loss control.
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ACCIDENT PREVENTION

1. Basic Activities - successful accident prevention requires a minimum
of five fundamental activities:
A) Continuing periodic inspection of all work areas to identify and
eliminate physical hazards which contribute to accidents.
B) Continuing review and if necessary redesign of work procedures and
operating methods.

C) Using education, instruction, training, and discipline to minimize
human factors which contribute to accidents.
D) Investigating thoroughly accidents to determine the contributing
cause (s).

E)
Acting immediately
contributing factors.

to

minimize,

eliminate

or

correct

the

2. Accidents are Preventable - Many persons, either through ignorance
or misunderstanding, believe that accidents are the inevitable result
of unchangeable circumstances, fate or a matter of luck.
It must be
emphasized that accidents do not happen without cause, and the
identification and control of these causes are the keys to accident
prevention. No supervisor can be effective in any accident prevention
endeavor unless he/she believes that the causes of accidents can be
eliminated and consistently strive to do so.
3. Causes of Accidents - Causes of accidents are divided into three (3)
categories:

a) unsafe acts of people
b) unsafe physical or mechanical conditions
c) acts of nature (flood, hurricane, etc.)
Statistics indicate that 88% of all accidents are caused by unsafe
acts of people, 10% by unsafe conditions and 2% by acts of nature.
Obviously, the greater percentage of accidents are caused by unsafe
acts.
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4. Unsafe Acts

The majority of unsafe acts of people may be assigned to one or more
of the following:
A) Failure to follow instructions or a proper job procedure .
B) Cleaning, oiling, adjusting or repairing equipment that
is moving, electrically energized or pressurized.
C) Failure to use personal protective equipment.
D) Failure to wear safe personal attire.
E) Improper use of equipment.
F) Improper handling of material.
G} Improper use of hands or body part.
H) Making guards/safety devices inoperative.
I) Operating or working at unsafe speeds.
J) Taking unsafe position or posture.
K) Unsafe mixing or combining.
L) Using equipment known to be faulty.
M) Driving errors.
N} Horseplay.
Unsafe acts are usually brought about by one of the following:
A)
B)
C)
D)

Lack of knowledge, skill, coordination or planning.
Improper attitude.
Physical or mental defects.
Temporary lack of safety awareness .

-- a f e Conditions
5. Uns
The majority of most unsafe or hazardous conditions fall i nto one of
the following headings:
A)
B)
C)
D)
E)

· oefective, inferior or unsuitable equipment or material.
Poor housekeeping.
Hazardous methods •Or procedures.
Selection error (person not suited to job).
Inadequate safety guards.

6. Cont ro l o f Acci d ent Causes
There are three primary controls utilized in the elimination of
accident causes. The three are outlined on the following page.
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A) Engineering - Environmental causes or accidents, or unsafe
conditions, can be eliminated through the application of safety
engineering techniques.
When an operation is mechanically and
physically safe the possibility of an accident occurring has been
reduced by 10%.
It may be necessary to make mechanical modifications
to eliminate unsafe conditions and, in some cases to prevent unsafe
acts.
B) Education - Safety education is the most effective tool in
preventing unsafe acts by persons. Safety consciousness developed in
personnel through training should be broadened by specific instruction
in safe work habits, practice and skills.
Training is particularly
important in the development of a proper safety attitude and the
formation of safety habits.
C) Enforcement - Usually accidents can be prevented through effective
safety engineering and employee training.
However, there . are some
people who are a hazard to themselves and others because of their
failure to observe and comply with accepted safety standards.
No
organized safety program can be effective without enforcement because
accidents are frequently a direct result of safety procedure violations.
Department Heads and supervisors are responsible for enforcing safety
standards and regulations. Failure to do so woul9 be condoning conduct
that leads to preventable accidents.

7. Elimination of Unsafe Conditions

One of the most effective means of preventing accidents is the
elimination of unsafe conditions.
However, to preach safety while
permitting unsafe conditions to exist will create a credibility gap and
adversely affect the safety attitude of county employees. The following
are some of the procedures that should be carried out to eliminate
unsafe conditions:
A)

B)
C)
D)
E)

.F)
G)
H)

I)

Remove all obstacles to the safe movement of personnel,
equipment and material.
Repair damaged facilities (i.e., broken steps or windows,
etc.) .
Replace worn or •damaged equipment and tools.
Provide proper equipment for the job at hand.
Install proper safety guards .
Provide personal protective equipment and require its use.
Insist on good housekeeping practices. ·
Replace worn or damaged electrical equipment and fixtures.
Post warning signs in hazardous areas.
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Control of Work Habits

Regardless of the degree of safety built into a job, unsafe actions by
employees will always be a cause of accidents. Teaching employees good
work habits means showing them how to do their jobs safely, prevent
equipment damage and reduce the possibility of injury to themselves and
others. Most of this can be accomplished through the application and
enforcement of ·safety rules.
By showing the "why and how 11 and by
constantly supervising to correct promptly, .s afe work habits can be
formed.
Whenever possible, actual demonstration of correct work procedures
should be conducted.
Fully important is the employee I s subsequent
performance which should then be carefully examined and any deviation
noted immediately and the correct procedure redemonstrated as necessary.
9. Employee Safety Orientation

When a new employee comes to work, he/she begins to learn things and
form attitudes about the job, the supervisor and fellow employees. If
an employee's department head, supervisor and fellow employees are
dedicated to accident prevention, a new employee will probably adopt a
similar attitude.
All new employees should be notified that unsafe
workers will not be tolerated and that the requirements to obey all
safety regulations, utilize personal protective equipment and attend
safety meetings is non-negotiable and a condition of continued
employment with the County.
It wLll never be taken for granted that previous experience and current
qualifications indicate past training in safe work procedures.
Each
employee deserves to be thoroughly trained in every facet of his/her job
and should feel comfortable with his assignment before he is allowed to
perform the frequently asked about problems that have arisen and the
sage practices discussed that address those problems until the employee
is comfortable and productive.
10. Job Safety Analysis

In many organizations the safe work procedure is learned through a trial
and error process. An employee performs a job in what appears to be a
common sense approach and continues u_ntil an accident occurs.
The
accident is , then investigated and according to the finding, the job
pro~edure may be changed.
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Since the primary objective of a safety program is accident prevention,
it is imperative that safe job procedures · be in place before the
employee begins the job.
Do not wait until someone is injured to
implement the system or pinpoint unsafe acts or conditions.
An
effective way to insure safety procedures is through the use of a "Job
Safety Analysis".
It is also effective in employee training and to
review existing work methods.
Selecting the Job to be Analyzed
A job is a sequence of steps or activities that a person performs during
a work assignment. Since a supervisor's time is limited, his/her time
should be spent on analyzing those critical jobs that have caused or
have the potential for serious accidents. The following factors can be
used in determining the need for a job safety analysis:
1) Past Loss Experience - related to a job will usually give - accurate

insight on what can be expected in the future.
severity of the injuries should be considered.

Both the frequency and

2) Potential for a Big Loss - even if a particular job has ·not had
accidents, if the potential points to severe injury it should be
considered,
3) New Jobs or Operat i ons - created by changes in equipment or process
should be analyzed.

Performing the Job Safety Analysis
The first step is to break the job down into a sequence of steps.
following techniques may be used:

The

1. Select the right person to observe. This is normally an experienced,
capable arid cooperative employee who is willing to share ideas.
2. Brief the employee on the purpose of the analysis and explain the
process.
3. First, observe the employee as he/she performs the job. Then break
the job into its basic components.
Avoid the mistake of being too
detailed. This will result in an unnecessarily large number of steps.
Al~o, do not make the analysis too general. rhis will result in lost
steps.

4. Record each step of the breakdown by describing the action involved.
BCC CHAIRMAN
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5. Review the breakdown with the employee being observed.
Any
deviations should be noted.
These could lead to or contribute to
accident. Obtain the employee's agreement on what is being done and the
order of the steps.
Now that the job has been broken down . into its basic steps,
identU~ication of hazards can begin. To do this the following questions
are asked of each step.
1) Is there potential for striking against or being struck by an
object or person?

2) Can the employee be caught in, by or between objects?
3) Is there a chance of slipping, tripping or falling?
4) Can the employee be injured by pushing, pulling, lifting, bending or
twisting? Does the job location involve awkward body movement?
5) Are there environmental hazards such as toxic or flammab l e gases,
vapors, mists or fumes present?
Is there excessive heat, cold or
radiation present?
Record the type of accident and agent involved.
An example would be
"foot struck by trash can".
Again, review the hazards that have been
identified with the employee involved. The employee may have additional
experience related to the job.
The final step is to eliminate or control the hazards that have been
identified. This will involve:
1. The Procedure Solution - is provided by outlining a specific
procedure that when followed will eliminate the deficiency or potential
for an accident that exists.
2. The Job Environment Solution - coul d involve changing any part or
aspect of the total environment, such as lighting, layout, noise level,
temperature or work surfaces, to improve the efficiency and/or
utilization of people, equipment and material.
3. The Method Change Solution - usually involves a major change in the
actual steps of the job.
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4. The Reduced Frequency Solution - permits a reduction in the number
of times a repetitive action must be done. Not only will this improve
safety and overall efficiency, it also acts to reduce the exposure to
people and the wear and tear on equipment.
Repetitive actions and
operations are frequently necessary because a basic underlying problem
exists.
Eliminate that problem and the unnecessary steps will be
obvious.
Writing the Job Procedure
From the Job Safety Analysis, the standard job procedure can be written.
This will provide the supervisor with a tool for teaching the most
effective, systematic way to do a critical job while enhancing safety.
It can also be used to perform an annual review of work practices by
employees, to determine the development of unsafe practices • .
To write the procedure, use the job breakdown as an outline. Under each
step, detail the work to be performed and the safeguards to use.
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INCIDENT/ACCIDENT REPORTING:

The purpose of this section is to detail the process to report and investigate incidents and
accidents involving Indian River County employees, property and public liability. Topics in this
section include incidenUaccident reporting, workers' compensation reporting, insurance claims and
public liability reporting.
A uniform system to report incidents ·and accidents is vital to assure that necessary
information is collected and available for use. A coordinated effort between Risk Management and
other Departments will streamline claims handling and eliminate the confusion and duplication
which results from the absence of such a process.

COMMENT:
1. These procedures apply to all Indian River County Departments, and include all
personnel employed by the Board of County Commissioners and Constitutional Officers as well as
property owned by and in the custody of the County.
2. Personal property owned by employees is not covered by the County's Self-Insurance
Program. This includes employees' personal property in buildings and/or vehicles.
3. It is recognized that there will be siti.iations that require a deviation from these
procedures, intended as guidelines and detailing only the minimum steps required. Further
investigation such as reenactment of the ·incident will always be welcome and will sometimes be
necessary to provide a clear picture of the circumstances leading up to and causing the
incident/accident.
4. All volunteer personnel who provide valuable services on behalf of Indian River County
are considered Indian River County employees for purposes of workers' compensation and
incident reporting. A volunteer is a person who, of his/her own free will, provides goods or
services to any unit of County government or to any constitutional County officer without receiving
monetary or material compensation. In case of an incident or accident involving a County
volunteer, follow the Indian River County Incident/Accident Reporting Procedures outlined in
Number AM 1000.10.2 or AM 1000.10.3.
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1. OVERVIEW OF PROCEDURES
An incident/accident is any event that results in or has the potential to result in an injury to
County personnel or damage to County property. Public liability is an incident/accident for which
the County may be responsible due to a condition created by the County or by the action of a
County employee. When an incidenUaccident involving County employees, property, or public
liability does occur, the employee is required to report the event to a lead person, their supervisor,
or the Department Director or designee immediately after occurrence of the incident. This is to
include minor injury and property damage as well as public liability incidents. The importance of
reporting each and every incident in a timely manner cannot be over emphasized. Even if an
injury seems minor at the time of occurrence, it can develop into something more serious at a later
date. Additionally, lost, damaged, vandalized or stolen County property must be reported
immediately.
All such incidents/accidents must be documented with a Workers'
Comp/UQbility/Property Loss/Auto AcddentAncident form (Attachment A).
COMMENT: If n9'"'...essary, arrange for first aid/medical treatment of the injured. If the situation
permrts, provide the employee with a completed Authorization to Physician, Retum to
Work, Medical Treatment Report (Attachment B). If necessary call an ambulance.
Ambulance

911

The initial appointment should be made with:
7:30AM - 8:00PM Monday - Friday
8:00AM - 4:00PM Saturday
11 :ODAM - 4:00PM Sunday

Doctors' Clinic
2300 5th Avenue
Vero Beach, Fl 32960

(407) 567-7111
All other hours -

Most convenient emergency medical facility authorized by the
supervisor or through the Risk Management Office.

Note: Only medical care provided by Doctors' Clinic or the medical facility authorized by
Risk Management can be claimed for workers' compensation, except in an emergency.
2. In the event of a "serious" accident involving substantial property damage, a County
vehicle, serious employee injury, or public liability, the supervisor is responsible for notifying the
appropriate personnel as outlined below immediately after the accident, twenty-four hours a day.
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The following types of accidents are considered "serious":
A. Fatalities
B. Serious injuries that are or may become life threatening. For example,
unconsciousness, amputations, deep wounds, asphyxiation, etc.
C. Catastrophes such as ground failure, flooding, tornadoes, fires, etc.
D. All vehicle accidents which result in injuries to County personnel, involve a
vehicle occupied by a citizen, or that result in any potential liability for the County.
E. All public liability incidents.
3. In the event of a "serious" accident, notify the appropriate personnel twenty-four hours a
day.
One of the following from the Risk Management Office:

A Risk Manager (Primary} (Office) 567-8000, ext. 287
Personnel Director (Secondary}

OR (Digital Pager) 589-6311, #241
(Office} 567-8000, ext. 402

B. Department personnel as
(Name) _ _ _ _ _ __
required. After working
(Office)_ _ _ _ _ __
hours the supervisor may
(Horne) _ _ _ __ _ _
use discretion in contacting Department personnel.
4. ft must be emphasized that this notification take place immediately after the
incident/accident. This is to allow investigation before the accident scene is_altered and valuable
evidence is lost.
5. If professional medical treatment is required and time allows, arrange to · have an
employee, preferably a supervisor, accompany the injured person to the medical facility.
6. Secure the area, equipment, and personnel from further injury or damage.
7. Supervisors are expected to investigate all but the most minor incidents, complete the
River County Workers' Comp/Uability/Property Loss/Auto Accident/Incident form
(Attachment A) and forward it to Risk Management.

Indian

It is essential that it is understood that this investigation is not to find fault in anyone, but will
be used to determine the conditions, circumstances and events leading up to and causing the
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incident or accident. Supervisors are responsible for insuring that all employees are notified of
their responsibility to report all incidents and accidents as they occur.

8. If an employee receives outside professional medical attention, follow the workers'
compensation procedures in AM 1000.10.2.
9. The County's third party claims administrator and the initial treating physician will be
responsible for coordinating all referrals to specialists.

10. Complete the Indian River County Workers' Comp/1.Jability/Property Loss/Auto
Accident/Incident form (Attachment A) and distribute as follows:
a. Original to the Risk Management Department within 24 hours.
b. A file copy for Departmental records, if desired.

11. If the employee is absent from work due to the injury, insure that the absence is
authorized by a physician. Monitor the employee's return to work.
12. Follow up on recommendations to prevent recurrence.
13. Discuss the incident where appropriate, in safety committee meetings, roll call, etc.

14. Injured employees must have a return-to-work release for their
normal job duties. Review the release carefully and follow any work restrictions indicated by the
physician . A copy of the release must be forwarded to the Risk Management Office.
2. WORKERS' COMPENSATION
Indian River County is required to comply with the Florida-Workers' Compensation Law.
The law covers all employees for accidental injuries and occupational diseases arising out of and
in the course of employment. The County's third party claims administrator assists the Risk
Management Office in the administration of the partially self-insured program.
COMMENT: Only medical care provided by a physician or an emergency medical facility
authorized by the County's third party claims administrator can be claimed for
workers' compensation.
Follow the instructions in this section for all injuries requiring outside professional medical
attention.
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-1. Forward al I paperwork, reports, bills, etc. to the Risk Management office. The Risk
Management office will be responsible for forwarding the paperwork to the proper offices and
payor. This will allow the Risk Management office to work more closely with each Department and
monitor the progress and developments of each case.
2. Complete First Report of Injury or Illness, DWC-1 (Attachment C) and distribute as
follows:

a. Division, Carrier, and Employer copies to the Risk Management office by the end of the
next working day after the accident.
b. Employee copy to the employee.
c. A photocopy to be retained for Departmental records is optional.
In addition, the Risk Management office must be verbally notified the first day the
employee begins to miss work. Risk Management staff will advise the third party claims
administrator of the lost time.
3. It is the responsibility of each employee to obtain written medical authorization to be
excused from work. It is the responsibility of each Department to insure the employee is authorized
by a proper medical authority to be off work. The completed Indian River County Authorization to
Physician, Return to Work, Medical Treatment Report (Attachment B) must be presented to the
immediate supervisor as soon as it is available and the original must be forwarded to the Risk
Management office.
4. When the injury prevents the employee from returning to work on the seventh calendar
day following the accident, the Risk Management office must be immediately notified. The Risk
Management office will be responsible for following up on the progress of the employee,
monitoring follow-up treatment and facilitating communications among the employee, medical
provider and department as necessary.
5. The Risk Management office will coordinate with the injured employee, his/her
department payroll representative, Personnel and Finance in order to process lost time wages and
benefits in keeping with Chapter 440, Florida Statutes, and County Personnel policy.
6. Because of the statutory delays involved in receiving wage loss benefits, the County will
financially assist injured employees by allowing them to use accrued leave for the first seven (7)
days of absence due to a compensable injury. On the 14th day after the County has knowledge of
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the injury, the first workers1 compensation wage loss entitlement at the rate of 66 2/3 percent of
salary begins for days 8 through 14. If the disability continues more than 21 days, wage loss
entitlement will begin for days 1 through 7, the period for which the County previously authorized
use of accrued leave.

7. During the first seven calendar days of physician - authorized absence, the employee
must elect one of four (4) leave options as found in Attachment F. This election form must be
signed by the employee and his/her department head, and forwarded to Personnel with the
payroll which coincides with the date of injury. The County pays full salary for the date of injury,
regardless of the time of injury, and wage loss eligibility begins on the following calendar day.
Beginning on the eighth calendar day of absence following the date _of injury, the employee
begins to receive statutory wage loss benefits of 66 2/3% of gross pay in keeping with Florida
Statutes. See also PAYROLUSALARY ADMINISTRATION, AM 301.1 .
If the employee's physician - authorized absence extends beyond 21 calendar days, wage
loss benefits of 66 2/3% of gross pay will be paid for days 1-7.
Day 1*

Injury Occurs

I

Employee receives full shift pay

Day2

Employee may use, in order, accrued sick leave,
vacation leave, or no pay by executing election form

Days

I
I

Wage loss benefits begin at 66 2/3%-

Day22

Wage loss benefits at 66 2/3% are payable
for days 1-7, continues ongoing wage loss at 66 2/3%
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All days are consecutive,c:aklndar days.
W age loss benefits are not s1Jbject to federal tax or Social Security deductions.

8. Upon the employee's retum to work, the Department should complete the following:
a. Verbally notify the Risk Management office and forward a copy of the employee's written
medical release to return to work.
b. Risk Management will advise the third party claims administrator.
9. In accordance with the Americans With Disabilities Act of 1990 (ADA), Indian River
County's Risk Management office will comply with reasonable accommodations of employees
injured in the scope and course of employment and covered under the Florida's Workers'
Compensation Law (Chapter 440, Florida Statutes). In order to comply with a reasonable
accommodation, Indian River County will provide "light duty" for non-permanen~ short term
disabilities. (A non-permanent, short term disability is defined by the Indian River County Risk
Manager.) The physician authorized by Indian River County will complete the Authorization to
Physician, Return to Work, Medical Treatment Repo,:t (Attachment B) with the physical ability of
the employee listed on the form. Any restrictions required by the authorized physician will be
reasonably accommodated by the employee's department or division, or the Indian River County's
Risk Management office will coordinate alternative duty with other departments.
For long term or permanent disabilities, the employee shall seek a reasonable accommodation
through the Indian River County Personnel Department and the Indian River County ADA
Coordinator. The employee will be required, as stated under the ADA, to pursue the initial steps
for a reasonable accommodation. The Indian River County Risk Management office will provide
all necessary assistance to the Personnel Department, in order to evaluate fully and design a
reasonable accommodation. Employees seeking a reasonable accommodation (other than
workers' compensation claims, which are the responsibility of the Risk Management office), must
comply with the Indian River County Personnel rules and regulations and the ADA.

3. VEHICULAR ACCIDENTS:
It is the policy of the County to operate its fleet and heavy equipment in a manner which
protects the health and safety of its employees and the public. In the event of an incident/accident
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which results in damage to fleet equipment beyond that which is expected to occur in the course of
normal use it will be reported according to these instructions.

COMMENT:
1. Arrange for first aid/medical treatment of the injured.
Ambulance

911

If the situation permits, provide the employee with a completed Authorization to Physician,
Return to Work Medical Treatment Report (Attachment B).
7:30AM -8:00PM Monday- Friday
8:00AM - 4:00PM Saturday
11 :00AM - 4:00PM Sunday

Doctors' Clinic
2300 5th Avenue
Vero Beach, Fl 32960

(407) 567-7111
All other hours

Most convenient emergency medical facility authorized through
the Risk Management Office.

Note: Only medical care provided by Doctors' Clinic or the medical facility authorized by Risk
Mana_
gement or third party claims administrator can be claimed for workers' compensation.
2. When necessary notify the appropriate law enforcement authority:
Florida Highway Patrol

911

Vero Beach Police Department

911

IRC Sheriff's Office

911

3. Secure the area, equipment, and personnel from further injury or damage.
4. All vehicle accidents which involve a vehicle occupied by a citizen or that result in any
potential liability for the County, regardless of apparent severity, will be reported immediately to the
Risk Management Office 24-hours a day.
5. Notify the appropriate personnel 24-hours a day:

A Risk Manager {Primary) (Office) 567-8000, ext. 287
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OR (Digital Pager) 589-6311 , #241
(Office) 567-8000, ext. 402

B. Department personnel as

(Name) _ _ _ _ _ __
required. After working
(Office)_ _ _ _ _ __
hours the supervisor may
(Home) _ _ _ _ _ __
use discretion in contacting Department personnel.

6. The supervisor should initiate the investigation by gathering the facts necessary to
complete the appropriate County accident reporting forms.

7. If the employee receives outside professional medical attention due to injuries received
in the a~ident, follow the workers' compensation procedures in AM1000.10.2.
8.
Complete the Indian River County Workers' CompAJability/Property Loss/Auto
Accident/Incident (Attachment A) as completely as possible. This form must be forwarded with the
Florida Traffic Accident Report, available from the law enforcement agency investigating the
accident, to the Risk Management office within 72 hours of the accident.

9. Follow up on recommendations to prevent recurrence.
10. Discuss the incident when appropriate, in safety committee meetings, roll call, etc.

4. PUBLIC LIABILITY CLAIMS
It is the policy of the County to protect its elected officials, employees and public from public
liability losses. Public liability is defined as an incident or accident for which the County may be
responsible due to a condition created by the County or by the action of a County employee.

ADMINISTRATIVE
POLICY
MANUAL

SECTION
RISK MANAGEMENT

NUMBER
AM 1000.10

SUBJECT
INCIDENT/ACCIDENT REPORTING

DATE EFFECTIVE
10/24/95
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COMMENT:
1. If the incident/accident involves a citizen, no indication or commitment should be made
that the County assumes responsibility. If the citizen is injured, the County employee may offer to
call an ambulance, and if the person is incapacitated or unconscious, then the employee should
call an ambulance.
2. If the County employee is trained in first-aid or basic life saving techniques, they should
take steps to stabilize the victim or prevent loss of life pending the arrival of professional medical
care.
3. All public liability incidents, regardless of apparent severity, will be reported immediately
to the Risk Management office, 24-hours a day.
4. Notify the appropriate personnel immediately after the accident.

A Risk Manager (Primary) (Office) 567-8000, ext. 287
Personnel Director (Secondary)

OR (Digital Pager) 58~311, #241
(Office) 567-8000, ext. 402

B. Department personnel as
(Name) _ _ _ _ _ __
required. After working
(Office)_ _ _ _ _ __
hours the supervisor may
(Home) _ _ _ _ _ __
use discretion in contacting Department personnel.
5. Secure the area, equipment, a_
nd personnel from further injury or damage.
6. If it is a County liability incident that does not involve a vehicle, follow the
Incident/Accident Reporting Procedures in Af.JI. 1000.10.1.
7. If the incident involves a vehicle, follow the Indian River County Vehicle Accident
Reporting Procedures in AM 1000.10.3.
8. If a County employee receives outside medical attention, follow the Workers'
Compensation Procedures in AM 1000.10.2.

Attachment A, Part 1

WORKERS' COMP/LIABILITY/PROPERTY LOSS/AUTO ACCIDENT/INCIDENT
COMPI.ETE SECTION FOR THE l'YPE OF CLAIM REPORTING (EVERYONE MUST COMPLETE SECTION 1 & 8)
GENERAL. UA8IUTY OR INCIOENT Pl

WEJAl<ERS!-OOMPENSATIQ,I r21

PA0Pa'1Y LOSS OR VANDALISM

(~I

wmlESS£S fll

AUTCMC8ILE ACOOENT ts)

(PLEASE PRIKf, EXCEPT SIGNATIJRES}
EMPl:.OYEE'S OMSION:

EMP1..0VEF9 OEPAR'Tl,ENT:

CATE OF REPOR-T:

COJNTY 1/EHICI.£ NUMBER :

COJN1Y IIEHICl.E YEAR. MME. ANO MCOEL:

OOJN'TY 't'EHICl..E l.lCEHSE Pl.A1E NUMBER:

'!WE OF EC>.JIF't,'.ENT; Of' NOT A 1/EHICU)

CCUNT'I' ASSET NUMBER (YEU.ON TAC!):

EMPLOVEE'S DRNER'S LICENSE NUMBER :

EMPI.OVEE'S LAST DEFENSIVE DAMNG CATE:

EMPLOYEE'S SUPER\1SOA :

eJof'l..m'EE'S

~

>ECTION 2 - WORKERS' COMPENSATION
PNITII OF BOOY INJURED CURING ACCIDENT:

(PLEASE PRINT, EXCEPT SIGNATURES)
DA1E OF INJURY:

LOCA 110N WHERE INJURY OCOJRREO:

111,£ OF INJURY:

EMPLOYEE'S WRITTEN DES~IP110. OF ACOOENT (USE COMMENT SECTION OR AOOl110NAL SHEET F NECESSARY):

-·

9Uf"':Rw;Of'1'$ WRITTEN OESCl:IIPTION OF ACCIDENT (USE COMMENT SEC11~ OR AOOITIONAL ~ET IF NECESSARY):

~TOK> TI-IE EM"LOYEE DO OR FAA. TO ,,..._.,T CAUSED OR C()t.lffiJBUTEO TO THE ACCIOEN'l'? BE SPEOFlC:

OESCf\lSE SAFE:1Y APPUNfCES USU) DURING THE ACOOENT 0A INJURY, OR n-.i;: LAO< OF SAFETY APPUANCES. ~Net.UDE FAILURE OF SAFETY >.PPUANCES,J

OOCl'IISE RESULTS OF ACTION BY SUPERVISORY STAFF OF INJUf!EO E/,P\.OYEE CONCERNING ~REC'TlV'E ACTICNS OR PREVENllON OF FV'l\JRE AC:OOENTS:

EM"LO'l'EE'S SIGNATURE:

SUPERVISOffS SIGNATURE:

OMSIO- HEAO SIGNATURE:

>ECTION 3 - GENERAL LIABILITY OR INCIDENT
NAM:" ANO AOORESS OF ~ ONJUREO OR CWNER)

DEPARTMENT HEAO SIG....,lURE:

(PL.EASE PRINT, EXCEPT SIGNATURES)

PHONE NUMBERS: (ft'ORK. HCt.E AND AVAJLASU: HCIJAS)pNa.UOE BEST '!WES TO
CONTACT OJJw.NT)

CCNPAN'f NAME. ~F APPUCABt.E)

SEX:

AGE:

OCOJPA TION:

ClAJMANTS EMPLOYER, ADORESS ANO PHONE:

LOCATION OF AOOOE:lfl. LOSS OR GENERAL UA84UTY ~ESS):

WHERE WAS INJURED TAKEN:

OESa\lBE INJURIES OR DAMAGE TO PROPERTY:

WHERE ANO WHEN CAN PACf'ERT'I' BE SEEN :

··TE' OF LOSS, ACCIDENT OR INJURY:
,E OF LOSS. ACODENT OR INJURY:

TYPE OF PROPERTY ~NC.UDE IAAKE, t.1Cl'.l€L. SERIAL NUMBER, ~IPllC:,,, AND DA TE):

Page 1 of 2

RISI<: MANAGEMEN T FORM

10'1/IW)

. ..
At tachment A, Part 2

SECTION 4 - PROPERTY LOSS OR VANDALISM

!

(PLEASE PRINT, EXCEPT SIGNATURES)
LOCATION WHERE Loga OCQIRAEO:

OATE Of'lO. .:

LAW ENFORCEMENT REPORT NUMBER NfD JURISOIC110N Of' CfflCE.R:

11111£ Of' lOSI:

ilTTEN DESCRIPTION Of LOH. INCLUDE KIND Of' EOUIPUENT, ATTACH ASSET NUMBERI, MODEL NUMl!IEAS AHD OTHER DOCIJWENTS

I IIOOmOIW. ltt££T If NECESVJIY):

i,

AVAl1.A8LE U&E COIIUEHT IEcnON 011

I

DHOII~ SECURITY DEIIICEI USED TO PROTECT 'EOUIPMENT PRIOR TO LOH:

I

I

SECTION 5 • AUTOMOBILE ACCIDENT

(PLEASE PRINT, EXCEPT SIGNATURES)
PHONE NUMBERS: (WOAK. HOI,£ ANO AVAA>Jll£ HOURS)(IHQ..UOE BE.ST 111,ES TO
CCHTACT AUTO 0¥'/NER)

NAM:: 1""0 AOOAESS CF AUTCM081t.E DAIVER:

ONNERS NAAIE AHJ AOORESS: ~F APPLICABLE)

IE)(;-

AGE:

ClAJ""""TS INSURANCE (XJl,,tpf,,Nf AND POJC'f NUMBER:

OCOJPA TlON:

~

LOCATION CF AoqoEtlT:

~MSER CF INJURED

0ESO'l18E OAMt.GE ONQ_UCE DESCRIPTION OF AOOCENT IN CCMMENT SECTION);

WHERE CAH PACPERTY

lililr.:E. MCXlEL ANO YEAR CF OAMAGEO VEH!ClE:

UCENSE Pl.ATE -'NO VEHIO..E IOEN11FICAT10N "4UM8£R CF ~ G E O ~

iCTION 6 • WITNESSES (INCLUDING EMPLOYEES)
:

NAME

WHERE WERE INJURED TAKEN:

ee SEEN:

LAW ENFOACEMENT REPORT NIJ"48ER:

(USE BACK OR ADDITIONAL SHEET IF NECESSARY
:-• ,·_.:-..·. '

ADDRESS

PHONE NUMBER

1)

2)
3}
4)

SECTION 7 - COMMENTS

(USE ADDITIONAL SHEET IF NECESSARY)

COMMENTS

SECTION 8 .. SIGNATURES
·I EM'I.O'l'EE (IF APPUCASLE)

SUPEIMSOA CR INIIESllC.,.TCR

OMSION ~GER

OF APPUCABLE)

.

OEPAATMENT HEAD~ APPuCA&.E}

I
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RISK w.NAGEMENT FORM (OIi~)

Attachment B
AUTHORIZATION TO PHYSICIAN

RETURN ro WORK ·
MEDICAL TREATMENT REPORT

~

ACCIDENT REPORT
EMPLOYER/DEPT:

EMPLOYEE NAME:

TIME:

DATE OF ACCIDENT:
ACCIDENT DESCRIPTION:

TEMPORARY WORK ASSIGNMENTS
DOCTOR, THE PATIENT IS NOT REQUIRED TO RETURN TO HIS REGULAR POSITION AT WORK.
THIS PATIENT'S EMPLOYER WILL FIND ALTERNATIVE WORK SUCH AS ANSWERING PHONES,
DIRECTING TRAFFIC, FILING, OR GREETING THE PUBLIC. WE WILL ABIDE WITH ANY FURTHER
RESTRICTIONS NECESSARY TO RETURN THE EMPLOYEE BACK TO WORK.

TREATMENT REPORT
THE ABOVE NAMED INDIVIDUAL HAS REPORTED TO HIS/HER SUPERVISOR AN INJURY SUSTAINED ON
THE JOB DURING WORKING HOURS. HE/SHE HAS BEEN AUTHORIZED TO SEEK A MEDICAL OPINION
REGARD ING TH IS INJURY.
BILLING INFORMATION:

AUTHORIZED PHYSICIAN:

INDIAN RIVER COUNTY
ATTN: RISK MANAGEMENT
1840 25TH STREET

I

DOCTORS' CL!NIC
2300 5TH AVENUE
VERO BEACH, FL 32960
(407 ) 567-7111

VERO BEACH , FL 32960
(407) 567-8000, EXT. 529

RELEASE/REFERRAL

0
CJ
0

PATIENT DOES NOT NEED TO RETURN FOR A RECHECK.
PATIENT NEEDS TO RETURN FOR RECHECK. APPOINTMENT MADE ON
TIME

DATE

0
0

.

PATIENT IS RELEASED TO FULL DUTY WITHOUT RESTRICTIONS ON

CALL FOR RECHECK APPOINTMENT.
PATIENT MAY RETURN TO WORK WITH THE FOL LOWING RESTRICTIONS EFFECTIVE
UNTIL

0

D

NO
0 USE OR RIGHT UPPER EXTREMITY
0 USE OF LEFT UPPER EXTREMITY
0 USE OF RIGHT HAND
□ USE OF LEFT HAND
□ PUSHING
0 PULLING
0 PROLONGED STANDING
0 REPETITIVE BENDING

0
0

0

0
0
0
0
0

NO EXCESSIVE

REPETITIVE LIFTING
LIFTING
LIFTING OVER
POUNDS
BEARING WEIGHT ON LEFT FOOT
BEARING WEIGHT ON RIGHT FOOT
MONOCULAR VISION
SQUATTING
CLIMBING

PATIENT REFERRED TO:
APPOINTMENT DATE:

TIME:

OTHER:
PHYSICIAN'S SIGNATURE
WHITE- Indian River County Risk Manager

DATE
YELLOW

lnsurence Adjuster

PINK- Physician

GOLD · Patient

Attachment C

FIRST REPORT OF INJURY OR ILLNESS

RECEIVED BY C ARRIER

DIVISION REC'D OA TE

SENT TO DIVISION

"'l.ORI0A DEPT. OF LABOR 6 EMPLOYMENT SECUR ITY
DIVISION OP WORKE;RS' COMPENSATION
For auistanee call 1-800-342-1741
or contact your local EAO Otfica
Report all deaths- wi1hin 24• hours (904-1 488-3044
EMPLOYEE INFORMATION

PUEASE PRINT OR TVPE

•1• o l i'icc.~1n1 (Monlh
0"-M

MPlOYE:f' S DE:SC.M'l •C>N

TEI.EPl◄ ~E

,-,. . Cooo

Number

OCCUPATION

..,.,_..,..,..,,.l"""H.,--------- --,-,,-Sf""X,---- -- - - -------,

OM
COMPANY NAME: _ __

QPM

ACCIOENT llncludo •~oo ol ln1•.ryl

_ _ __

D

P"11T Of BODY AFFECIEO

INJIJf\Y~LI.NfSS '" Al OCCUl,HEO

F

____ ___ . .... _ _ _ _

DB.A

_ _______ _ Stell : _ ___ Zip: ___ _____ .

TELF.PHON E

Num.,_.

Aroo Code

-----

0 YES
D ~o
WILL YOU CONTINUE TO PAY WAGES INSTEAD
OF WORK ERS' COMP?
0 YES

-'----·-'- ----.

LAST DATE EMPLOYEE WORKED

- - -- - - ------ - ---- - ---·---------------

, - - - - -- -- ~
.I~
- ~ - - - - - - 1 LAST DAY WAG ES WILL BE PAIO INSTEAD OF
Cl1\'

-

-- Zip : ---------- ----- - -

SI.Ill• : -

RETURNED TO WORK

O

YES

O

NO

RATE OF PAY

_x_,,_,_10N_,_n1_•.c..P1>.;'_
,.ic•_b_i..;,.1-=-=-=··:.:•a;;
• -==·=-·==
·=
-··:.:-=-=
··:.::•c=.
· ·::....:..
· a.:··:.:·...-:.:
·----=-=·=· =-=
··.:.·:.:··=· -...:..:.:...=--=-i
· IF YES , GIVE DA TE
F>\.Jl,CE OF AC CIOENl (Su. . 1. Cir,,

S IOle.

Z'•pJ

WORKERS ' COMP

--- - · ·-'--- -- -- '----$ _ _ __ _ ?ER
t-----~~~==.....c==------------1

DATE OF DEATH (II applicable)

_ _!___!_ _

_

O
D

HR
DAY

O
D

WK
MO

Number of .hour& per day

s-,. -·---------------------------------------·------ _t----- - --·-·'- --~·~
· ~--'------- ---- - -----tNumber of hours per week
Cltv : ---- - - ·

s1 ... , - - -

z; p: ----- - - - - ---· - -

AGFIEE WITH OESCAIPTION Of AC CIDEN T1

Number

of

days per week

1,c,;;ou,..,..Nl=-Y=-OF==-,:,A;;C..,.c,;10;,EN~T;_,•,===:;:;;;:;;::;,;;;;:=:?:',;::;,;:;.,;;:::;:;;:~"":;::.,;=;;:a..:::,;::;;.;;="""';:a..l.-~.!:□
:;!.-Y.:.::E:::S_ _.,:.D:=....:.;N:,:O::___~_ _ _-INAME, ADDRESS ANO TELEPHONE
y P"'•on w o, nowIn9 y an WI in en o tnJUfe , e rau , 01 ecetva any emp eyer or amp oye,,
OF ?HYSICIAN OR HOSPITAL
ln■ ur•nce company, or ••I1-lncurad program, 11111 ■ a 11tatamenl ol claim conta ining any f1ln o, mislead ing
Information I• guilty ot a felony of the thi rd dagrae, I have reviewed, understand and 1cknowladge 1h11
abova •t•t.ment.

---.,.--- - -- - -•vall•bl•
--------------------EMPLOYEE SIGNATU RE
I~ sign)
(II

----- -----··---------------- -OATE

EMPLOYER SIGNATURE

DATE

AUTHOAIZEO BY EMPLOYER

O

YES

O

NO

CARR IER INFORMATION

0

1.

Case Oenied--DWC -12, Notice of Denial Attached

Ll

3.

Lost Time Case - 1st day o1 disability _____I _ __ I ___ Sa ary contmued in lieu of comp? DYES
Date First Payment Mail ec _ _ _ I ___ I _ _ _ AWW
Comp Rate

D

T.T,

0

T.T.-80%

D

T.~.

D 1.e. D

D

P.T.

0

2.

Medical Only which became Lost Time Case (Complete all info in #31
Salary End Date ___J__J_ _

Dea1h

REfv:t.RKS :

CARRIER NAME, ADDRESS & TELEPHONE
CAAAIEII COOE ,

~VICE CO/TPA COCE II

EMPLOYEE'S RISK ClASS CODE

· CARRIER FILE #

EMPLOYER'S SIC CODE

ISAC - CENTRAL FLORIDA
PO BOX 16-6005
ALTAMON'rE SPRINGS, FL 32716-6005
TEL : 407-682-1900
Is employer self-Insured?

'-"" ~orm OWC.1 11/114

D

YES

D

NO

Attachments D and E purposely omitted

NUMBER

SECTION

ADMINISTRATIVE
POLICY
MANUAL

RISK MANAGEMENT

AMl000.10

SUBJECT
INCIDENT/ACCIDENT REPORTING

DA TE EFFECTIVE

10/01/96

PA'i~tach.
F

Teamsters/Non-Bargained
Workers• compensation
Authorization for Sick/Vacation Leave Use

Employee Name:
Date of Injury:
Date:
Because of my physician-authorized absence from work due to an on-thejob injury, I authorize the following leave:
Accrued sick and/or vacation leave for my scheduled work
shifts for the first 7 calendar days from the date of injury.
Workers' compensation wage loss benefits only which will
be payable at the rate of 66-2/3% of wages after 7 calendar days of
physician-authorized absence from work. This option results in a no-pay
status for the first 7 calendar days of absence unless the physicianauthorized absence extends beyond 21 calendar days.
If I have any questions about the use of accrued leave, I will contact
Risk Management at 567-8000, extension 529.

Employee Signature

Date

ADMINISTRATIVE
POLICY
MANUAL

SECTION

NUMBER

DATE EFFECTIVE

RISK MANAGEMENT
SUBJECT

AM 1000.ll

0l-16-90
PAGE

DEFINITIONS
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DEFINITIONS
Accident - an undesired event that results in physical harm to a person
or damage to property.
It is usually the result of a contact with a
source of energy (i.e., kinetic, electrical, chemical, thermal, etc.)
above the threshold limit of the body structure.
Accident/Incident Investigation - a systematic search and inquiry for
factual information on the extent and nature of loss, the related
events, the basic causes, and the management action to prevent or
control future occurrences.
Accident Report a written, organized summary of factual information
to describe the accident, present the analysis of causes and suggestions
of remedial action, and document actions taken ~s preventive or control
measures.
Corrective Action - action taken to eliminate a safety,
property damage hazard. One form of remedial action.

health or

Damage - loss in value of usefulness of property.
Includes abnormal
wear as well as material loss due to abuse, misuse and impact.
Disability - any 1nJury or illness, temporary or permanent,
prevents a person from carrying on his usual activity.

which

---->

Disabling Injury - ANSI 216.l: an injury which prevents a person from
performing a regularly established job for one full day (24 hours)
beyond the day of the accident.

National Health Survey: Bed Disabling Injury: one that confines a person
to bed for more than half of the daylight hours on the day of the
accident or on some day following.
Restricted Activity Injury: one
which causes a person to cut down on usual activities for a whole qay.
OSHA-BLS: Lost Workday Case: an occupational injury or illness as a
result of which (1) the employee would have worked but could not, or (2)
the employee was assigned to a temporary job, or ( 3) the employee worked
at a permanent job less than full time, or (4) the employee worked at
a permanently assigned job but could not perform all duties normally
assigned to it.
Fir.st Aid Injury - a minor 1nJury requ1.r1ng only first aid treatment
normally given by other than a physician.

BCC CHAIRMAN

l1r /.~

DATE_ _._l_-__.:l_;fo:;__-___._r_o_ __

ADMINISTRATIVE
POLICY
MANUAL

SECTION

NUMBER

DATE EFFECTIVE

RISK MANAGEMENT
SUBJECT

AM 1000.11
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DEFINITIONS

General Inspection
- the examination of a particular work area to
assess general compliance to standards for physical conditions and with
standard work practices, and to assess the risk associated with
substandard conditions and practices discovered.
Hazard - a condition, existing or potential, produced or inherent, which
can result in an incident that interrupts or interferes with the
expected orderly process of an activity.
·
Incident - an undesired event that could or does result in loss.
Injury - physical harm to a person that results in death, permanent
disability, the marring of appearance, personal discomfort, infection
or bodily impairment.
Minor Injury - an injury where no lost time or major medical costs are
involved.
Remedial Action - action taken to eliminate a safety hazard, to reduce
the chance of an accidental loss resulting from a hazard, or to reduce
the probable severity of a hazard. - Usually developed in conjunction
with inspection, incident investigations, and loss improvement projects,
but shoul·d be applied to every significant problem.
Risk - the chance of loss.
Serious Injury - ANSI 216.1 - the classification for a work injury which
includes:
(a) all disabling work injuries
(b)

non-disabling injuries as follows:
{l) eye injuries from work-produced objects, corrosive
materials, radiation, heat, etc. requiring treatment
by a physician
(2) fractures
(3) requiring hospitalization for observation
(4) loss of consciousness (work-related)
(5) any other wqrk injury (abrasion, physical or chemical
burn, contusion, laceration, or puncture) which
requires:
(a) treatment by a physician
(b) restriction of work motion
(c) assignment to another regularly established job

BCC

CHAIRMAN_a_7
__· _·_r_•;§.
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SECTION:
SUSTAINABILITY

ADMINISTRATIVE

NUMBER:
AM-11 01.1

DATE EFFECTIVE:
October 22, 2008

POLICY
SUBJECT:
COUNTY BUILDINGS AND
LANDSCAPES

MANUAL

PAGE:
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POLICY:
The Board of County Commissioners has decided as a matter of public policy that Indian River County shall
become a certified "green" county under the auspices of the Florida Green Building Coalition, Inc., with a goal
of becoming a sustainable community and county. It is the policy of the County that there is an important public interest in promoting the construction of energy-efficient and sustainable buildings. Government leadership
in promoting these standards is vital to demonstrate the County's commitment to energy conservation, saving
taxpayers money, and raising public awareness of environmental concerns.
CO!\.1MENT:

I. AU County buildings the architecturaJ plans of which are commenced after July 1, 2008 shall comply with
the requirements of s. 255.2575, Florida Statutes. All requests for qualifications for such design services shall
cite this statutory requirement.
2. All new landscaping associated with any new County buildings or facilities including parks or rights-of-way
being landscaped and maintained by the County shall be designed and installed to comply with' ''FloridaFriendly" landscaping. Such landscaping shall be as defined in s. 373.185 F .S., and all landscape plans for
new County buildings and facilities shall be reviewed by the local Agricultural Extension Office to determine
compliance with "Florida-Friendly'' design standards.
3. To ensure the safety of the public and the employees of Indian River County as the occupants of County facilities, it shall be the policy of Indian River County that the use of any chemicals or materials used in the
cleaning and maintenance of County facilities be certified green. If it is determined for sanitary reasons that a
non-green product must be used, then it shall only be utilized at times when the employees and public are not
within the confines of the facilities being cleaned or sanitized. All custodial contractors for County facilities
shall provide to the Facilities Manager a list of materials used in tlleir daily cleaning routine and provide evidence of certification. as being green products.
Green cleaners are not regu1ated or certified by any govemment agency or department, including the Florida
Department of Environmental Protection. However, there are several independent certifiers that can be of assistance in fmcling green cleaners . They include but are not limited to:
Green Seal Green Certified Products/Services
· EcoLogo Green products Database
l\IBDC Cradle to Cradle Certification
At the time of drafting new contractual documents or agreements or renewal agreements for the provision of
custodial services, such documents sha~ provide for the inclusion and use of certified green cleaning products.
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