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SECTION XII
SEPARATION

12.01 Resignation

To resign in geod standing, except in the case of an emergency, an emplovee should give

at least two weeks (14 calendar days) notice in writing to his or her supervisor. In the

case of an emergency, the reason should be fully documented in the notice. Employees

who resign shall receive payment for all accrued annual leave credit, compensatory time
~ credit and 1/4 of sick leave credit. '

12.02 Termination
- Prior to termination of any regular Career Service or EMS employee, the employing

Department/Division Director shall give the employee written notice and an opportunity
for conference.

12.02.19 Procedure: Notification of Termination

1. The employee shall be given written notice of the proposed action at least five (5)
working days prior to the date the action is to be taken.

2. “The termination notice shall be hand delivered to the employee in the presence of
a witness, and when possible, signed for by the employee; or shall be mailed o
the employee by certified mail, return receipt requested.

3. The termination notice shall be signed by the person authorized by the employing
department to take or to recommend the action and shall include the following:

a. The effective date of the proposed action.

b. A statement advising the employee that he or she may, within three (3)
working days of receipt of the notice, submit a request in writing to
make an oral or a written statement, or both, to the department to

refute or explain the charges made against the employee.

¢. The name, address, and telephone number of the person to whom the
request shall be directed

d. The employee shall be notified that the conference will be held within
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two (2) working days after the request is made or upon a mutually
agreed upon time,

¢. The place is determined by the Department/Pivision Director.

1. The conferen

ce shall be held during regular business hours and prior to
the proposed eff

fective date of the action.

g. A statement to the employvee which states that he or she may bring
witnesses to the conference or may submit statements from witnesses
in the form of affidavits.

12.02.2 Procedure: Conference

If the charges are initiated by the Division Director, the conference must be conducted by
the Division Director. Otherwise, a representative for the Division Director may be
appoinied to conduct the conference, provided such representative is either:

An officer or employee who is higher in the chain of command than the
supervisor bringing the charges; or

An individual within the employing Division who occupies a staff relationship to
the Division Director to make the final decision.

The conference shall be informal and held as an evidentiary hearing. The
employee may bring an attorney or a witness to the incident to assist or advise.

The emplovee shall be permitted to submit any relevant information he/she
desires, oral or written. If the employee chooses to make no response, the
employing Department will proceed on the basis of the best information it can
obtain.

12.02.3 Procedure: Notice of Final Action

If the employing Department determines after the conference that it will proceed with the
termination, the employee shall be promptly notified by certified mail, returmn receipt
requested. Such notice shall include explanation of the employee's right of appeal.

12.03 Appeals Process

The employee has five (5) working days afler receipt of final notice to notify the County
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Administrator in writing of desire to appeal.
The appeal must be in writing and must contain the following:

The specific action or actions giving rise 1o the appeal.

The specific issues to be addressed by the employvee.

Who will be in attendance at the appeal. (An emplovee mav be represented
by an attorney. Attorney fees are the responsibility of the emplovee.)

4. Any specific rules and/or regulations alleged to have been violated.

LY [

The County Administrator or a designee will meet with the emplovee and others affected
within five (5) working days of the filing of the appeal. The County Administrator or the
designee shall render a decision in writing within fourteen (14} davs following the
meeting. The decision shall be final.

12.03.1 Timing in the Appeal Procedure

Any time limit designated herein shall exclude the length of time an emplovee or designated
supervisor or official from whom a response or action is required is out of town on official
business or on approved leave. Further, the time limit at any phase of the appeal procedure may
be extended by the mutual consent of the affected parties. In the absence of an extension, an
employee's failure 10 observe the time limits herein shall constitute withdrawal from the appeals
process. The supervisor's failure to observe the time limits shall be noted in their performance
assessment.

12.04 Reduction In Waork Force

Leon County is_a performance based organization and strives 1o provide a stable employment
environment for emplovees.  Heowever, reductions in work force and/or elimination of
positions, preograms _and _services  _may be necessary from time to time for various
governmental _reasons. The County is _committed to a _policy of Equal Employment
Opportunity, which manifests the right of all persons to advance on the basis of merit, ability
and potential.  _Any such _reductions shall not be made vn the basis of or because of an
emplovee’s ape, race, creed, SeX, color, ethnic background, religion, national origin or

disability.

The provisions of tiis policy are guidelines for reductions in work force. The County reserves
the right to alter this policy, and may choose anotlier process in order lto meet the
povernmental and organizational needs of the County with minimal impacts as possible to

employees.
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A reduction in woerk force imay occur due to specific circumstances wiich  may inclide but
wre not fimited 1o the following:

a. _Unfunded tegislative mandates;

b. Budget reduction, constraints, lack of or shortage offmm'

c. Changes in oreanizational structure;

d. Lack of work, reduction in services, program discontinuation, outsourcing of functions,
changes in technology; '

e. Material changes in a job;

[ Any condition of serious distress or drmsm that may be determined or declared by the
Board of County Conunissioners.

12.04.1 Procedure: General Provisions

The County Administrator shall deternmine the organizational wnit(s), in which the reduction
miay_best be accomplished bgsed on whether services are mandatory, non-mandatory or
support. In addition, reductions in levels of service may be recommended in mandatory, non-
mandatory and support functions by the Office of Manapement and Budpet.  Every effort will
be made 1o place impacted employees in other vacant positions for which they are qualified.
However, placement cannot be guaranteed and will be based on the number and twpe of vacant
positions available, as well as the gqualifications of the employee. All recommendations will be
coordinated and processed by the Office of Human Resources.

17 it becomes necessary to reduce the work force of any Division; the Division Director, in
consultation _with _the Departmemt Director, willf determine the number, positions and
employees that will be affected by the reduction in force based on service requirements.

The _Division Director, in_consultation with the Department Director, will select program
areafsjor services where reductions in positions will have the least amount of neoative impact
on the vital programs or functions of the area. :

In the event of a reduction in work force, employees in OPS, Probationary, Regular part-time
and full-time classifications may be separated from employment.

The factors in determining which positions are scheduled for the reduction in work force shall
include, but —are_not limited to, whether services provided are Mandatory, Non-Mandatory,
Support and/or essential services provided by particular employees in the classifi catwn of the
department/division, group, operating unit, or other function affected.

Within_the impacted_program area_or service, the separation of regular employees will be
based primarily on the elimination or reduction of the program area or service. Otlier factors
that will be considered may include. ‘
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Separations

w) Recent performance evaluation;
b) Overall Conduct and corrective actions;
¢} Overall record on attendance (inexcused ubsence or abuse of leave);

\

Primary consideration_for retention of cmplovees, witl be siven to an employee’s perfornance
record, _expericice, training, education, professional credentials, knowledge, skills and
abilities 1o perform the essential funciions needed by the particular Division, Department or

needs identified in other program areas. throushont-Leon-Cotnty.

Ouly_in_the event of similar job _performance, knowledge, skills and abilities, preference in
rerention may be granted to employees with the longest service with the County; or 1o veterans
who may qualify for Veterans Preference in accordance with Florida Law.

Division and Group Directors shall present a proposed list of affected program areas, services
and _corresponding positions to the Office of Management and Budget and to the Office of
Human Resources. The Human Resources Director will provide the County Administrator o
recommendation _on which _emplopees will be impacied by the reduction in force. Upon
approval _by the County Administrator, Human Resources, in collaboration with the
Depariment and_Division Director, will coordinate the communication _process with the
affected employees. : :

When a Division Director determines that an employee is essential to the efficient operation of
the division because of special skills _or abilities _und needs to retain this employee in
preference to_an_employee with a higher performance rating as provided above, the Division
Director _upon_approval of the Department Director, will submil a written request to the
Human Resources Director for permission 1o do so. This request must set forth in detail the
specific skills and abilities possessed by the individual and the reasons why such an individual
is_essential to the effective operation of the department/division. If the Human Resources
Director and the County Administrator approve the request, the employee may be retained.

The duties previously performed by a an employee affected by the reduction in work force may
be _reassigned to other employees already working in positions in_similar_job classification
andsor pay grades.

12.04.2 NOTICE TO IMPACTED EMPLOYEES

Emplovees who will be separated from employment due to the reduction in work force shall be
oiven written notification of the separation by Human Resources.

Upon _approval by the Board, employees may receive separation pay in the amount of one
month of their regular base pay.  Upon approval by the Board, the County may also pay for
the cost of the health insurance premiim for a period of 6 months just as long as the employee
continues their hiealth insurance coverage through COBRA. The separation pay and payment
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of health insurance premiun is ot mandatory and is based upon and :rl)l).rm'ul and funding

a mlab:hq

Reduction in work force decisions are not grievable under Section XTI of the Human
Rescources Policies and Procedure. However, eniplovees niay request an Appeal under Section
12.09,

Emplovees impacted by the reduction in work force shall be paid out for all accrued annnal
leave, compensatory feave, and one-fourth of acerued sick leave. Employees may continue
medical, dental and vision insurance coverage through COBRA. Employees who will retire
and receive a benefit from the FRS Pension Plan will be eligible 1o continue Health Insurance
as a Reliree.

The Human Resources Director, with approval by the County Administrator, may provide
assistance to employees in the form of career counseling, guidance, assistance with _job
searches, resume and job interview preparation. ‘

12.04.3 RETENTION OF EMPLQOYEES

Employees who are scheduled for a reduction in work force shall not have “bumping rights”
to other positions in any division or department.

- Emplovees scheduled for a reduction in work force may be considered for other vacant County
positions for which they are qualified.

I. An emph)vee with an _accepiable record of employment may, at Ihe discretion of the
Department or Division Director, be offered a transfer to a vacant position of equal or lesser
pay grade within the same Department or Division if the employee is qualified for the position.
Emplovees in positions scheduled for a reduction in work force may _also be transferred to
another vacant position of equal or lesser pay grade outside of their Division or Department
upon approval of the County Administrator. In some instances, training may be available.

2. The Department or Division Director of the vacant position, in_consultation with, the
Human Resources Director, shall determine the appropriate level of compensation to be
offered to employees considering a move to a different position. The provisions of Section V
Pay Plan shall apply.

3. An employee whe does not accept transfer to another position that the Counn’ offers will
not have a position with Leon County.

4.. An emplovee subject to a reduction in work force may apply for any posted position and
compete with all other applicants for that position.

Revised 11/07 XII:6
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2044 REHIRE OF IMPACTED EAPLOYEES ‘

1. Emplovees may be rehired following a reduction in work force if they had an acceptable
work record, meet the minbmum_gaalifications of the vacant position and successfully
complere the background check and drug screening.

2. M an employee is relired within 1 year of the reduction in work force, the employee will be

credited with the remaining wnpaid sick feave accrual balance.  Also, the employee will be
wrunted credible service for the aecrnuad of annual leave based on their previous service with

the County.

Revised 11/07 . XIT:7
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12.05 12065 Termination

12.06:6

Following consultation with the Human Resources Director, a hiring authority
may lerminate an emplovee whenever an employee's work habits, attitude,
production, or personal conduct falls below acceptable standards for continued
employment or whenever an employee has been found guilty of serious or
repeated violations of rules, policies or procedures. Terminations may be
appeated. (See appeal section.)

Retirement

An employee of the County may retire subject to the provisions of the Florida
Retirement System. An emplovee planning to retire shall notify the Human
Resources Office at Jeast ninety (90) days prior to the planned date of
retirement.

12.07 320667 Death While Emploved

The official date of termination shall be the date of death. All compensation
and benefits due to the employee as of the effective date of termination shall

- be paid to the beneficiary of record, surviving spouse, or to the estate of the

employee as determined by law or by forms executed by the employee.

12.08 12068 Exit Interviews

Revisved 11707

Division Director shall make every reasonable effort to interview separating

emplovees. A written summary of this exit interview or reason for not
conducting an interview shall be forwarded 1o the Human Resources Division
with the Personnel Action Form. Human Resources will conduct a sign out
sesston with the employee when. an exit interview has not been possible
between departing emiployee and the Division Director.
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12.09 12:06:9 Appcal Policy

In cases of emplenvectaveft or ¢ reduction in force or emplovee dismissal, the
emplovee may file a notice of appeal in writing to the County Administrator.,
Such an appeal must be filed within five (5) working davs of the termination.

Revised 11707
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SECTION 1
INTRODUCTION - Tabie of Contents

1.01  Intent
The Human Resources objectives of Leon County are:
Al To recruit, select, and advance emplovees on the basis of their ability, knowledge,
skill and demonstrated performance.
B. To provide a pay plan and emplovee benefits which are fair and competitive.

C. To train and develop employees to assure successtul performance and to provide for
personal growth.

D. To retain and advance emplovees on the basis of their ability to successfully perform
their jobs.
L. To assure fair treatment of applicants and emplovees in all aspects of Human

Resources administration without regard to race, color, national origin, sex, age,
disability, religion or political affiliation; and with regard for their privacy and
constitutional rights. ‘

F. To promote a grievance procedure which will provide prompt and appropriate
settlement of employee grievances.

1.02  Scope

THESE POLICIES ARE NOT INTENDED TO CREATE AN EMPLOYMENT
CONTRACT WITH THE PERSONS TO WHOM THEY MAY BE APPLICABLE.

These policies shall apply to employees under the jurisdiction of the Board of County
Commissioners except for the following categories:

A Members of the Board.
B. Board appointees.

C. Persons employved on a contractual basis.

FPersonnel Policies and Procedures Manual
Revised 11/07 ) . r‘}
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1.03  Definitions
For purposes of administering these policies, the tollowing definitions shall apply:

The Board
The Leon County Board of County Commisstoners.

Affirmative Action
Any activity initiated by the County which contributes toward the greater utilization of
minorities, females, the elderly, and the disabled.

Bumping Right
. ’.’.gh[ ot-an E”’?]E. eeto j“]”m 5“1“”5”]’5'.” of a-posthion-at t.”“E. eijayetibased-on

Call-Baek :
T Retnst e ol . | o

Career Service Position
A position in which the employee has the right of grievance and appeal. The employee
must have completed the probationary period. The position may be full-ime or
part-time. Human Resources will maintain a list of current titles as part of the pay

plan,

Classification Plan
A systematic arrangement and inventory of posmons The plan shall group similar
positions into classes which shall be ordered, according to their degree of difficulty and
responsibility, into different skill levels for purposes of establishing pay relationships.
The Classification Plan shall be based on a thorough job analvsis and shall be maintained
on a current basis by Human Resources.

Demotion
An action which occurs when the emplovee has violated pol:w or performance standards.
An emplovee is moved from a position in one classification to a position in a lower

Personnel Policies and Procedures Manual I:2
Revised 11/07 ) 1 {‘}
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classification assigned to a lower pay grade.

E-Mail
Electronic Mail; i.e. messages tvped into a terminal and sent, as by telephone
line. 10 a receiving terminal, such as dacuments, memoranda, notes, letters,
statements or communications of any kind produced by county emplovees for
the purpoese of transacting county business.

Emereency Medical Services (EMS)Position
Those employees who work in the division of the Leon County Board of County
Commissioners that provide and/or support first response, basic and advanced Jife
support medical services, support and transport. -‘Employees in these position have the
right of grievance and appeal. Human Resources will maintain a list of current titles as
part of the pay plan,

Emplovee
Any person occupying a position with Leon County Board of County Commissioners.

Egual Emplovment Opportunity
The provision of an environment which manifests 1he right of al] persons to work and to

advance on the basis of meru, ability and potential.

Executive Service Position
Members of management team whose primary duty is to manage the County or to
manage a County Department. This is not a designation of FLSA status, Employees who-
do not meet this definition of “executive service”, for example, may be considered
exempt executives for FLSA purposes. Human Resources will maintain_a list of
~  current titles as part of the pay plan.

Executive Support Service Position
Emplovees who serve "at will" in functions supporting the offices of the County
Administrator or the County Attornev. Human Resources will maintain _a list of

current titles as part of the pay plan.

Exempt Emplovees
Those employees in administrative, executive, and professional positions as defined
under the Fair Labor Standards Act, who are not subject to the overtime compensation
provisions of the Act.

Personnel Policies and Procedures Manual : I:3
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FLSA ‘
The Fair Labor Standards Act. Federal legislation which sets minimum wage. overtime
pay, equal pay. record keeping, and child labor standards for covered emplovment.

Grant Appointment .
Positions created and funded by a grant. These positions may be either O.P.S. or regular
status, depending upon the nature of the work, the duration of the grant, the likelihood for
continuation, recruitment consideration, and budget provisions in the grant. The
classification, rate of pay, and tvpe of appointiment of grant positions shall be approved
by the Human Resources Director..

Hiring Authority
County Administrator or designee, department director, division director, or supervisory
employees (designated by department division) wnh authority to appoint or remove an
employee from the County.

Immediate Family
Spouse, the grandparents, parents, brothers, sisters, children, and grandchildren of both

the emplovee and the spouse.

“Interm\Work Study Position
Posttions provided for students participating in an accredited educational or vocational
program to perf orm services on a temporary basis.

Laveff Reduction in Force
Termination of employment due to abolishment ofposmons necessitated by a shortage of

funds, or work, or a material change in the duties or organization of the County. A layoff
reduction_in_force shall be effected only upon prior approval of the County

Administrator and of the Board. aﬁé—shaﬂ—ne{—-be—ﬂseé—as—a—me&ﬂs—e—f—ehnﬂﬂamag
Hﬂ&am-{—'ae&ew—emplreyees The provisions of this section do not apply to employees

serving in positions defined as Executive Service.

Non-exempt Emplovees _
Those employees in positions subject to the overtime compensation provisions of the
FLSA.

Overtime
The hours worked in excess of 40 hours during the established workweek. These hours
must be at the direction of the department head or other designated supervisory staff, and
must not include leave with pay.

Pay Range

Personnel Policies and Procedures Manual : I:4
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The range of permissible pay from the "minimum” rate 1o the "maximum” rate. Such
range is established to administer pay for positions in each skill level.

PRN
A position in EMS, that works on an “as needed™ basis, without a set schedule. for an
indetimite period of time, and 1s not benetits eligible.

Position Class
‘All positions which are sufficiently similar as to kind or subject matter of work, level of

difficulty or responsibility, and qualification requirements, to warrant the same treatment
as to title, pay range. and other Human Resources transactions.

Promotion
An action which moves an emplovee from a position in one classification 1o another

‘position in a different classification and to a higher pay grade.

Protected Class
As defined by Title VII of the Civil Rights Act of 1964, those groups who have borne in

the eves of Congress and the courts, the brunt of discriminatory employment practices in
the past, namely women and minorities.

Public Area
Those areas to which the general public has unrestricted access.

Reclassification
An action taken to change an established position in one class in a series to a higher or
lower class in the same series; or 1o a class in a different series, which is the result ofa
natural change in the duties and responsibilities of the person.

Red Circled
Marked 10 acknowledge that the incumbent's salary has reached the cenlmg of a salary

range.

" Reinstatement _
Job changes in which an employeé is moved 1o a position in the same class, or a

different class within or below the same skill level, from which he or she was previously
demoted, transferred or reclassified.

Separation
The severing of emplovment with Leon County.

Pe; sonnen’ Pohc:cs and PJ ocedures M‘anual 1:5
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Separation Pay
Earned leave pay, severance pay and any other pay entitlements due at the time of

departure from Leon County.

Skill Level
Level of difficulty and responsibility of a position as determined by job analysis and
evaluation. Classes ol comparable difficulty and responsibility are assigned to the same
skiil level and have the same pay range.

Qcmor Management Service Position
Members of management team whose primary duties are to manage a division or
planning and administering a County program activity or major capital improvement
-project.  They have authority to use discretion and judgement in administering
program{s). They may act on behalf of the Deparument or Division Director; may have
the responsibility to hire and fire; and/or may execute special assignments of a sensitive
nature. Hunian Resources will maintain a list of current titles as part of the pay plan.

Temporary (O.P.S.) Position
Positions 0fspec1ﬁc duration not to exceed two vears. The positions may be full-time or
part-time.

Transfer . .
The assignment of an employee from one position to another within the same
classification or the assignment of an employee to a lower classification when requested
by the employee.

Work Area
Areas where work of emplovees is performed.

Working Hours
An employee's normally scheduled hours of work (excluding lunch breaks and rest

breaks).

Perw}mei P()hues and P.' ocea’ures ~'L1anual I:6
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