Attachment # 2

Page__ [ __of ;71

R

Board of County Commissioners

- Agenda Request
DATE: - May 26, 1992
TO: Honorable Chairman and Members of the Board
FROM: Parwez Alam, County Administrator ii;

SUBJECT: Categorization of positions for staff of the Leon County
Board of County Commissioners

STATEMENT OF ISBUE:

Categorization of positions for staff of the Leon County Board of
County Commissioners.

BACKGROUND:

In March, 1992, staff presented the concept of the establishment of
a mid-level management category to be identified as Senior
Management. The initial proposal was generated from a committee of
employees who had recently revised the Persconnel Policies and
Procedures Manual. This concept met with your approval.

ANALYSIS:

The original intent of examining employees assigned to Executive
Service was to make sure that every employee who had managerial
responsibilities was covered under this heading. The committee
also felt that there were differing levels of management and a
category needed to be established between Executive Service and
Career Service. An outgrowth of this reorganization should be that
those assigned to this category (Senior Management) would become
more cognizant of their roles as "manager.” As a part of examining
our -categories and assigning staff, we met with staff involved and
reviewed other governmental organizations.

After further review of our current organization, it was determined
that 6% of staff was categorized as Executive Service. This is a
‘relatively high percentage as compared to like organizations;
therefere, a revised definition of Executive Service is
recommended.

Executive Service: Members of the management team whose
primary duty is to manage the County or a County Department.
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Executive Service Positions:
POSITION

County Administrator

County Attorney

assistant County Administrator

Senior Assistant County Attorney
Asgistant County Attorney

Director of Growth & Environmental Management
Director of JTPA

Director of Library

Director of Management & Budget

Director of Management Information Systems
Director of Public Works

-

This grouping represents 2% of staff.

For those positions which were previously classified as Executive
Service but not listed above, we are recommending classification as
Senior Management Service. We are also recommending some positions
which were identified as Career Service be classified as Senior
Management Service,

Several discussion sessions were conducted with enployees whose
positions had been identified to move from Career Service to Senior
Management Service. As a result, one of the positions which was
initially proposed to move into Senior Management (Hazard Waste
Coordinator) has been deleted from the listing and will remain in
Career Service. All Analyst positions in the Office of Management
and Budget and the Development Process Coordinator position in the
Department of Growth and Environmental Management have been added
to the listing. The Senior Management Service criteria have been
revised as follows:

Senior Management Service: Members of the management team
whose primary duty is to manage a division or to plan and
administer County program activities or major capital
improvement projects; has authority to use discretion and
judgement in administering program(s); may act on behalf of
the Department or Division Director; may have the
responsibility to hire and fire; and may execute special
assignments of a sensitive nature.

sk
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Senior Management Positions:

POSITION

Administrative Assistant to the County Administrator
Administrative Supervisor

Affirmative Action Officer

Assistant to the County Administrator

Chief of Building Inspection

Chief of Construction Management

Chief of Development Review .
Chief of Engineering Design

Criminal Justice Information Systems Coordinator
Computer Operations Manager

Construction Manager

Construction Superintendent .
Davelopment Process Coordinator

Director of animal Control

Director of Engineering Services

Director of Facilities Management

Director of Fleet Management

Director of Mosquito Control

Director of Oparations

Director of Personnel

Director of Probation

Director of Purchasing

Director of Solid Waste

Drainage/Facilitlies Superintendent

E-911 Systems & Address Specialist

Emergency Management Director

Enforcement Administrator

Geographic Information Systems Coordinator
Library Services Suparvisor

Library Projects Supervisor

Management & Budget Analyst I

Management & Budget Analyst II

Minority Business Enterprise Coordinator
Pre-Trial Supervisor

Probation Supervisor

Recycling Coordinator

Risk Manager

Roadway Superintendent/Assistant Director of Operaticons
Social Services Officer

Solid Waste Superintandent

Senior Design Engineer

Senior Environmental Engineer . G
Senior Management & Budget Analyst b
Tachnical Support Manager
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Senior Management Positions continued:

Training Coordinator
Veterans Services Officer
Volunteer Services Coordinator

This grouping represents 10.4% of staff.

The benaefits for both management groups, Executive Service and
Senior Management Service; are the same (See attached Benefits
Information Sheets).

We also have a third group, Executive Support Services. The
criterion for this category is as follows: Employees who serve "at
will? in functions supporting ‘the ‘offices of the County
Administrator and the County Attorney.

Executive Support Positions:
POSITION

Chief Legal Secretary

Legal Secretary I

Legal Secretary II

Paralegal

Receptionist

Secretary III

Secretary to the County Administrator

The majority of employees serving under the Board of County:
commissioners are identified as Career Service. Career Service
employees are those who serve in functions where tenure is
protected by Florida Statutes, Article III, Section 14.

The Administrative Aides to the Commissioners and the Public
Information Officer positions are not addressed in this writing.

OPTIONS:
1. Accept the position groupings as presented.
2. Alter the position groupings presented.

3. Not accept the position groupings as presented.
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RECOMMENDATION:
option 1.

PA/BT/wgh
Attachments:

#1 - Benefits for Executive Service/Senior Management Service
positions

#2 - Benefits for Career Service positions

#3 - Benefits for Support Service positions

-
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EXECUTIVE SERVICE/SR. MANAGEMENT
BENEFITS INFORMATION SHEET

VE PROVI
Annual {vacation) leave Is accrued at the rate of 10, 12, 14, 15, and 16 hours a month for up to 5,

5to 10, 10 to 15, 15 to 20, and over 20 years of service, respactively. Creditable service for accrual
rate purposes shall include state or local govarnmant service {in Florida) if any break in public saervice
prior to County employment doss not exceed ten working days. Annual isave accrual may not exceed
240 hours as of October 1 each year, ' '

ICK LEAV

Sigk leave is accrued at the rate of eight (8) hours a month with unlimited accumulation. Up to 240 .
haurs of unpaid sick leave credits may be transferred from prior state or logal govarnment employment
{no more than ten work day break in service} in Florida.

SICK LEAVE POOL

The Sick Leave Pool enables a participating employee to continua to raceive sick pay in the event of
a long-term inability work. All employees may voluntarily participate In the Employee Sick Leave Pool,
To be eligible, you must have completed ona year.of employment with the County and have 64 hours
of unusad sick leave credits at the time of anrolimant.  Open enroliment periods ara held every six (6)
months {April and October],

Other Leava. Also contained in the Personnal Rules are other types of leave such as Mifitary Leave,
Administrative Leava, and Workers’ Compansation Leave to meet the needs of employees.

AL N N

There are three health cara alternatives from which to choose: Capital Heaith Plan [CHP), Heaithplan
Southeast {HSE), and Florida Municipal Health Trust Fund (FMHTF), Both CHP and HSE are prepaid,
direct service health plans (HMQ’s) providing physician services and hospital care, along with
preventive services and health education. FMHTF is a hospitalization indemnity plan which has a $200
daductible and covers 80% of most major medical expensas. Further information and current rates
are available from the Personnel Division.

LIFE INSURANCE

Thae County provides lifa insurance coverage equal to two {2} times your annual salary {rounded to tha
higher thousand). Also included is double Indemnity for accldental death). There is no cost 1o the
employse for thess coverages. You will recsive a certificate explaining the coverages in detail,

DISABILITY INCOME PRQTECTION

Disability incoma protection, over and above sick leave, equal to 75% of pay for thrae (3) months after
sick [save is axhaustad is also provided. This can ba supplamanted by avaifable annual (eave credits
to receive full pay. :

28
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EXECUTIVE SERVICE/SR. MANAGEMENT BERVICE
BENEFITS INFORMATION

RKERS’ COMPENSA

All employees ara coverad by Workers’ Compensation Insurance for any job-related injury. All job-
relatad injurfes, no mattar how minor, must be reported immediately,

DENTAL INSURANCE

Therae are two dental care alternatives from which to choose. One is the Amsrican Dental Plan, Inc.,
which is a prepaid, direct service dental plan. You must use a dentist sslected from a designated
panel. You may Join this plan at any time but must ramain for a8 minimum of 12 months,

The other option is a dental insurance plan with Shenandoah Life Insurance Company. Benefits are
payable for covared charges incurred by you and your insured dependents, providing any applicable
deductibie has been satisfied. You may use the dentist of your choize. You may only sslact this
option during the first 30 days of employment, Current rates are available from the Personnal Division,

RANCES AV

The following supplemental insurance ara availabie throug{h payroll deductions:

Accident Insurance with the Colonial Lifs & Accidant Ingurance Company - covers accidents

on or off the Job. {Company representatives can be reached at 385-0768.)

Cancer and/or Intensive Cara‘lnsurance with ify LI m
Columbus (AFLAC), (Company reprasentative can be reached at (904) 893-6400.)

A pre-paid lagal service insurance is available through Legalinea. {Company representative can
be reached at (304) 386-7655.)

PRE-TAX BENEFITS PROGRAM

The County participates in Pre-Tax Benefits plan administered by AFLAC that allows for eligible
insuranca deductions to be deducted from your pay befors taxes have bean assessed. An AFLAC
rapresentative will schedule a mandatory appointment with you soon, The Internal Ravenue Service
{IRS) requires the County to have the Pre-Tax Banefit plan explainad to all empioyees by the Program
Administrator.

QTHER PAYROLL DEDUCTIONS AVAHLABLE

Two other payroll deductions which serve local organizations are also available to County employses.
Support far the local United Way campaign or the local Public Broadcasting System affillates, WFSU-TV
and WFSU-FM may be dona through payroll daduction.

FLORIDA RETI
All employaes ara automatically covered by the Florida Retirement System (FRS). This benefit is paid

in full by the County. Under the FRS, participation in Social Sacurity s mandatory. FRS information
booklets are available in the Parsonnel Division.

WP 1HANDOUTS\EXECINRD, SGH 2
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EXECUTIVE SEAVICE/SR. MANAGEMENT SERVICE
BENEFITS INFORMATION

DEFERRED COMPENSATIO

This program allows you to defer and invest a portion of your incoms and the taxes on that income
to provids supplemental retirement income, as well as for other purposes. The County offers two
deferred compensation programs sponsored by ICMA/RC and NACO, If you are interested in
participating or would like more information, you may contact the Personnal Division.

HOLIDAY

Leon County obsarves the foliowing halidays:

New Year's Day Veterans' Day

Martin Luther King Day Thanksgiving Day
Memaorial Day , Day after Thanksgiving
Independence Day Christmas Day

Labor Day

-

Laon County also observes other hoiidays If approved by the Stata. If a holiday falls on a weekend,
it will be observed on ths Friday before or the Monday after tha day of tha holiday.

An extra holiday called a2 "Swing Holiday" is given to all employses annually with eligibility after six
{8} months of employment. The "Swing Holiday” can be taken at the discration of the employes with
prior approval of the suparvisor.

AN L EVALUATION/PAY INCREASE

Executive Sarvice/Sr. Management Service positions are assigned to the Executive Service/Sr.
Management salary schedula. Executive Service/Sr, Management Service employees receive annual
gvaluations upon which their annual pay Increases are based. The County Administrator may award
an annual increase ranging from 0% to 8% basad on the performance record of the employee, effective
the beginning of tha fiscal year, sach Qctober 1.

I

TUITION ASSISTANCE PROGRAM

The Tuition Assistanca Program provides partial reimbursemant of expanses for job related courses
which enhance an employee’s capability for doing his or her job. Participation must be approved in
advance, and the amount of reimbursament is basad upen the employea’s final grade in the course.

in order to be aligible to participate in the tuition program, an employee must be full tima In an
Executiva Servics/Sr. Management Sarvice or Career Sarvice position; have at least two years of
service with the Board of County Commissioners; and hava raceived overall performance ratings of
"Met Expectations” and/or "Exceeds Expectations”™ on the two most recent performance gvaluations.

28
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EXECUTIVE SERVICE/SR. MANAGEMENT S8ERVICE
BENEFITS INFORMATION

CREDIT UNION

Any County empioyea is ellgibie to join tha Tallashassee-Leon Federal Credit Union at 580 Applayard
Drive. Deposits and loan payments may be made thraugh payroll deduction. ‘For mors information
regarding the Credit Union, contact them directly at 578-8134.

PABKING

Executive Service/Sr. Management Servica persennel are provided a parking space at the assigned
workplace at employee cost under the Parking Policy, The cost is to be paid by payroli deduction by
the employea if the space is desired.

SE P
in the svent an Exscutive Service/Sr. Management Service employes is tarminated, unless for causa,

he or sha will receive at least one {1) month sevarance pay, An additional month of pay is allowed for
gach year of servica over two (2) years, up to a maximum of six {8) months.

PROFESSIONAL MEMBERSHIPS

The County will finance professional organization memberships and job-related professional
developmental activities, including educational reimbursement - subject to Board approval during the
budgeting process.

RELOCATION EXPENSES

The County will pay for any moving expensas in an amount not to exceed $1,000 to potential
amployees under the Executive Service/Sr. Management Service Plan who must relocate to our area,
Moving expenses shall include the actual cost of moving goods and property, any storage charges, and
insurance charges.

WPB I HANDOUT SAEXECINFO.SGN 4
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CAREER SERVICE

BENEFITS INFORMATION SHEET
ENERAL JNFORMATION

The normal warkwaek is 40 hours, The days and hours of work may vary within departments and
divisions.

All new employees are paid on a biweekly basis, with paychecks distributed avary other Thursday aftar
3:00 pm.

Career Service gmployees must serve a four {(4) month probationary peried. This pariod is for the
purpose of evaluating an employee’s suitability for continuing employment with tha County.
Thereafter, smployees receive annual performance evaluations,

Promotional opportunity counseling and assistance with banefits or work ralated problems are available
to all employees through the Parsonnel Division.

LEAVE AND ATTENDANCE

Any absence from work must be documented by the completion of a leave request form and must be
approved by your supervisor,

itis the smployee’s rasponsibility to personally notify his or har suparvisar as soon as an unscheduled
absence or tardiness is anticipated so that other arrangements can ba made for work assignment. This
should be done no later than the beginning of your assigned work shift and must be done each day you
are absent or tardy, '

Annual leavae is accrued at the rate of 8, 10, 12, 13, and 14 hours amonth forup 0 5, 5 to 10, 10
to 15, 15 to 20, and over 20 years of service, raspectively. Craditable service for accrual rate
purposes shall include state or local government service {in Florida) if any break in public service prior
to County employment does not exceed ten {10) working days, Annual leave accrual may not axceed
240 hours as of October 1 each year.

SICK LEAVE

Sick leave is accrued at the rate of eight (8) hours a moenth with unlimited accumulation. Up to 240
hours of unpaid sick leave credits may be transfarred from prior state or local government employment :
{in Florida} if any break in public service does not exceed ten working days,

SICK LEAVE POOL

Full and part-time Career Servica employees may participate in the Employes Sick Leave Poal, The
Sick Leave Pool enables a panticipating employee to continua ta racaive sick pay in the avent of a long-
term inability to work due to a medical disability. To be sligible, you must hava completed one vear
of employment with the County and have 64 hours {full-tima employees) or 32 hours (part-time
employees] of unused sick leave credits at the time of enroliment. Open enrollment periods ars held
every six (6} months {April and October),

FNWPE 1 \HANDOUTS\CAREEAIN 1
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EXECUTIVE SUPPORT BERVICE
BENEFITS INFORMATION
NEVISED OCTOURER 1841

PARKING ' -
Executive Support Service personnel are provided a psrking space at the assigned workplace at
employee cost under the Parking Policy. The cost is to be paid by payroll deduction by the employes

~ If the space is desired,

A L EVALY N/PAY EASE

Employea receives annual evaluations upon which thelr annual pay increases are basad, The County
Administrator may award an annual increase ranging from 0% to 8% based on the performance record
of the employea, effective the beginning of the fiscal year, sach October 1.

SEVERANGE PAY
tn the event an Exsecutive Support Sarvice employae is tarminated, unless for cause, he or she will

raceive at least one month of severance pay. An additionai month of pay is allowed for each year of
sarvice over two years, up to a maximum of six months.
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CAREER SERVICE

BENEFITS INFORMATION
AEVISED OCTOREN 1991

HE N

There are three health care alternatives from which to choose: Capital Health Plan {CHP}, Healthplan
Southeast (HPSE), and Florida Municipal Haalth Trust Fund (FMHTF). Both CHP and HPSE are prepaid,
direct service health plans providing physician services and hospltal care, along with preventive
services and haalth sducation. FMHTF is a hospitalization indemnity plan which has a $200 deductible
and covers B0% of most medical expenses. Further information and current rates are available from
the Personnal Division.

LIFE INSURANCE

The County provides life insurance covarage equal to your annual salary for all full-time, Career Service
employess, :

DENTAL INSURANGE

There are two dentai care alternatives from which to choose; tha current rates for aach are available
from the Parsannel Division.

One is the American Dental Plan, Inc,, which is a prepald, direct service dental pian. You must use
a dentist selaected from a designated panel. You may join this Plan at any time but must remain for 3
minimum of 12 months,

+

The other option is a dentai insurance pian with Shanandoah Life Insurance Company. Benefits are
payable for covered ¢hargas incurred by you and your Iinsured dependents, providing any applicable
deductible has bean satisfied. You may use the dentist of your choice. You may only select this
option during the first 30 days of employment, Current rates are available at tha Personnal Divison.

WORKERS'COMPENSATION

All employees are covered by Warkers’ Compensation Insurance for any job related injury. All job
related injuries, no matter how minor, must be reported immediately.

FLQRIDA RETIREM YSTE

All Career Service employess are automatically coverad by the Florida Retirament System. This benefit
is paid in full by the County. Participation in Social Security coverage Is mandatory., There are
information booklets availabla in the Personnel Division,

T iLAB

The following supplemental insurance ars available through payroll daductions:

Accident Insurance with the Colonial Life & Accident insurance Company - covers accidents
on or off the Job. (Company representatives can be reached at 385-0768.) -

Cancer and/or Intensive Care Insurance with Amerlcan Farily Life Assurance Company of
Columbus (AFLAC), {Company reprasantatives can be reached at (904) 893-8400.)

A pre-paid legal service Insuranca is avallable through Legaline. (Company
represantatives can be reached at (904) 386-76565.)

FAWPB 1 \HANDOUTS\CAREERIN 2
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CAREER S8ERVICE
BENEFITS INFORMATION
RENSED CCTORER 1981

BLOOD DRIVES

The Bloodmobiie of the Leon County Blood Bank conducts blood drives at the County worksites. Leon
County has a blood bank account for employees to donate towards for future use,

EP P REASE!
Each position is assigned to a pay grads from one to thirty based on the skill levei required. Each pay
gradae has 10 steps, Employeas start on step 1, and all non-probational career sarvice amployees who

meet or exceed axpectations on their performanca evaluation will advance one step every October 1
dependent upon Beard approval, Thera is a 4% pay incraase between aach step.

MERIT PLAN
As a reward for outstanding publiic service, Lson County has a maerit award program that provides
annual merit pay. Each April, this merit pay is glven to those career service employees who have been

employed by the County for at least 6 months, who exceed expectations on their most recent
performance evaluation, and who meet other eligibility criteria established by tha Board.

O | .
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EXECUTIVE SUPPORT SERVICE
BENEFITS INFORMATION SHEET

ENERAL INFORMATI

The normal workweek is 40 hours. Tha days and hours of work may vary within departments and
divisions,

All new employees are paid on a biwaekly basls, with paychecks distributed every other Thursday aftar '
3:00 pm,

LEAVE AND ATTENDANCE

Any absence from work must ba documanted by the complation of a leave request form and must ba
approved by your supervisor,

It is the employee’s responsibility to parsonally notify his or her supervisor as soon as an unschaduled
absenca or tardiness is anticipated so that other arrangements can be made for work assignment. This
shouid be done no later than the beginning of your assigned work shift and must be done each day you
are absent or tardy.

Annual leave is accrued at the rate of 8, 10, 12, 13, and 14 hours 3 month forup 10 5, 5 to 10, 10
to 15, 16 1o 20, and over 20 years of service, respactivdly. Creditable sarvice for accrual rate
purposes shall inciude state or local government service (in Florida) if any break in public service prior .
to County employment does not exceed ten {10) working days. Annual leave accrual may not exceed
240 hours as of Oc¢tober 1 each year.

SICK LEAVE

Sick leave is accrued at the rate of eight (8} hours a month with unlimited accumulation. Up to 240
hours of unpaid sick leave credits may be transferred from prior state or local governmant employment
{in Florida} if any break in public service does not exceed ten warking days.

CK LEAVE P

Full and part-tima Career Service employeas may participate in tha Employee Sick Leave Pool. The
Sick Leave Pool enables a participating employee to continue to receive sick pay in the event of a long-
term inability to wark due to a madical disability. To be eligible, you must have complated one year
of amployment with the County and have 84 hours {full-time amployees) or 32 hours (part-time
employees) of unused sick leave credits at the time of anroliment. Open enroflment periods are held
avery six {6} maonths {April and Oc¢tober).

HEALTH INS N

There are threw health cara aiternatives from which to choose: Capital Health Pian {CHP), Healthplan
Southaast {HPSE), and Florida Municipal Heaalth Trust Fund {(FMHTF), Both CHP and HPSE are prepaid,
direct sarvice health plans providing physician services and hospital care, along with prevantiva
services and health education. FMHTF is a hospitalization indemnity pfan which has a $200 deductible
and covers 80% of most madical expanses. Further information and currant rates are availabla from
the Personnst Division.

28
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EXECUTIVE SUPPORT SERVICE
BENEFITS INFORMATION
REVISED OCTORE 1491

LIFE INGURANCE

The County provides lifs insuranca coverage equal to your annual salary for all full-time, Career Servics
smployeas,

DE L1

There are two dental care alternatives from which to choosa; the current rates for each are available
from tha Personnel Division. One is the American Dental Plan, Inc., which is a prepaid, direct servica
dental plan. You must use a dentist salected from a designated panel. You may join this Plan at any
time but must remain for a minimum of 12 months, -

The othar option is a dental insurance plan with Shenandoah Life Insurance Company. Benefits ara
payable for coversd chargess incurred by you and your insured dependents, providing any applicable
deductible has been satisfied. You may use the dentist of your choice. You may only select this
optien during the first 30 days of employmant, Current rates are avallabie at the Personnst Division,
WORKERS' EN

All employees are covered by Workers’ Compensation Insurance for any job related injury, Al job
ralated injuries, no matter how minor, must be reported immaediatsly,

E DA RET! ENT SY M

Alt Career Service employees are automatically covered by the Florida Retirement System, This benefit

is paid in full by the County. Participation in Social Security coveraga is mandatory, There are
information booklets available in the Personnal Division.

BLODD DRIVES

Tha Bloodmotile of the Lacn County Blood Bank conducts blood drives at the County worksites, Lean
County has a blood bank account for amployees to donats towards for future use.

OTHER INSURANCES AVAILABLE

The following supplementat insurance are available through payroll deductions:

Accident Insurance with the Colonial Life & Accident lngurgng§°§gmgggg - covers accidents

on or off the job. (Company representatives can be reached at 385-0788.)

Cancar and/or Intansive Care Insurance with rican_Famil m
Columbus {AFLAC), {Company representativas can be reached at (304) 893-6400.)
A pre-paid lsgal service insurance is available through Legaling, {Company

representatives can be reached at {304) 386-7655.)

FAWPE THANDOUTSIEX SUPBEN 2
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EXECUTIVE SUPPORT SERVICE
BENEFITS INFORMATION
REVISED OCTOMEN 1801

PRE-TAX BENEFITS PR

The County pamcipates in a Pre-Tax Benefit plan administered by AFLAC that allows for eligible
insurance deductions to ba daducted from your pay before taxes have been assessed. An AFLAC
rgpresentative will schedule a mandatory appointment with you soon. Tha Internal Revenue Service
{IRS} requiras the County to have tha Pre-Tax Benefit plan axplamed 1o all employees by the Program
Administrator.

D R PENSAT

This program, avallable to all full-tima, Caresr Servicea smployees, allows you to defer and invest a
portion of your income and the taxes on that income to provide suppfemantal retirement income, as
well as for other purposas. The County offers two (2) deferrad compensation programs sponsored by
ICMA and NACO. If you are interested in participating or would like more information, you may
contact the Parsonnel Division,

REDIT UNION \
Any Careaer Service employea is eligible to join the Tallzahassee-Leon Fedaral Credit Union at 580
Appleyard Drive. Deposits and loan payments may be made through payroll deduction. For more
information regarding the Credit Union, contact them directly at 578-8134. :

TUl IST

The Tultion Assistance Program provides partiai reimbursemant of expenses for job related courses
which enhance an employea’'s capability for doing his or her job. Participation must bse approved in
advance, and tha amount of reimbursement Is based upon the employes’s final grade in the course.

in order to be eligible to participate in the tuition program, an employee must be full time in an
Executive Sarvice or Career Service position; have at least two vears of servica with the Board of
County Commissioners; and have recelvad overall parformance ratings of "Mat Expectations” and/or
"Exceeds Expectation™ on the two most recent performance avaluations.

HOLIDAYS

Leon County observes the following holidays:

New Year’'s Day Martin Luther King Day
Memorial Day Independence Day
Labor Day Veterans' Day
Thanksgiving Day Day after Thanksgiving
Christmas

*
Leon County also observes other holidays if approved by tha State. If a holiday falls on a Saturday,
it will be observed on the Friday before and if the holiday is on 2 Sunday, the Monday after will bs
observed as the holiday.

An extra holiday called a3 "Swing Holiday" is given to all employses after six {6) months of
aemployment. The "Swing Holiday" can ba taken at the discretion of the amployes, providing the
supervisor approves the holiday in advanca The Swing Hollday must ba used by Dacember 31st of

each vaar.
28

FWPB L HANDOUTS\EXSUPBEN 3



