AGENDA
Regular Meeting — January 10, 2018 — 9:00 AM
Courthouse Annex — Commission Meeting Room

ROLL CALL

ADOPTION OF THE AGENDA

PETITIONS FROM THE PUBLIC - FIVE (5) MINUTE LIMIT

APPROVAL OF THE MINUTES FROM THE REGULAR MEETING HELD December 27, 2017.

CONSTITUTIONAL OFFICER REPORTS

CONSENT AGENDA

1.

OLD BUSINESS

1. Update Regarding Revision to Collection Site Hours.

PUBLIC WORKS DEPARTMENT

1. Resolution 2018-01-10 to Lease the Following: 1. New Current Model Tandem Drive Motor Grader John
Deere 620G, 2. New Current Model Tandem Drive Motor Grader John Deere 620G, and 3. New Current
Model Motor Grader John Deere 670G with Sloper Blade.

NEW BUSINESS

1. Revisions to the Madison County Personnel Policies and Procedures.
2. Revisions to the Madison County Purchasing Policy.

3. County Employee Health Insurance Update.




Planning & Zoning Board Madison County Development Council

Mack Primm, Chair — District 1 — Term Ends January 1, 2019 BOCC APPOINTEES:
Mike Holton — District 2 — Term Ends December 1, 2020 Ed Meggs — Term Ends — January 1, 2020
Calvin Malone — District 3 — Term Ends February 1, 2019 Rick Davis — Term Ends — January 1, 2020

Richard Cone — District 4 — Term Ends December 1, 2020

Christy Grass — District 5 — Term Ends February 1, 2018

Julia Shewchuck, Vice-Chair — At-Large — Term Ends June 1, 2018
Chad Thurner — At-Large — Term Ends June 1, 2019

Tim Ginn — School Board Representative

Dot Alexander — Alternate — Term Ends February 1, 2018

Tourist Development Council

Chair of BOCC or His Designee, Chair to be Re-Appointed Annually Prior to July 1% — Term Ends June 1, 2019
Jim Catron — Elected Municipal Official from Most Populous Municipality — Term Ends June 1, 2018
Edwin McMullen — Elected Municipal Official from Any Municipality — Term Ends June 1, 2019
Latrelle Ragans — Involved in Tourist Industry and SUBJECT to the Tax — Term Ends June 1, 2018
Brenda Graham — Involved in Tourist Industry and SUBJECT to the Tax — Term Ends June 1, 2019
Trent Abbott — Involved in Tourist Industry and SUBJECT to the Tax — Term Ends June 1, 2018
Jackie Blount — Involved in Tourist Industry and NOT SUBJECT to the Tax* — Term Ends June 1, 2019
Roy Milliron — Involved in Tourist Industry and NOT SUBJECT to the Tax* — Term Ends June 1, 2019
Princess Roebuck — Involved in Tourist Industry and NOT SUBJECT to the Tax* — Term Ends June 1, 2018
*Not More Than One of the Positions Marked with an Asterisk May Also be Filled by a Person who is Subject To the Tax.

Competency Board Code Enforcement Board

Benjamin Grass — Term Expires January 1, 2020 Brian Leonardson — Term Expires January 1, 2018
Travis Renfroe - Term Expires January 1, 2019 Anthony O’Quinn — Term Expires January 1, 2018
Dennis Pitts — Term Expires January 1, 2020 Eddie Taylor — Term Expires January 1, 2018
Jayson Williams — Term Expires January 1, 2020 Curtis Johnson — Term Expires January 1, 2018
Curtis Johnson - Term Expires January 1, 2019 Lynette Sirmon — Term Expires January 1, 2018
Dewayne O’Quinn — Term Expires January 1, 2020 Freddie Simmons — Term Expires January 1, 2018
Danny Plain — Term Expires January 1, 2020 Jimmy Anderson — Term Expires January 1, 2018

Commissioners

Wayne Vickers, Chairman — District 2
Alston Kelley, Vice-Chairman — District 1
Ronnie Moore — District 3

Rick Davis — District 5

Alfred Martin — District 4

PROCEDURAL RULES FOR THE MEETINGS OF THE BOARD OF COUNTY COMMISSIONERS

The following notices are hereby given to all persons concerning the meetings of the Board of County Commissioners of Madison County, Florida (hereinafter the

“Board”):
1. The rules contained in the current edition of Robert’s Rules of Order Newly Revised shall govern the meetings of the Board in all cases to which they are applicable
and in which they are not inconsistent with the law, these rules or are otherwise waived by the Board.
2. No comments from the floor will be allowed under any circumstances.
3. The Board shall hear as many comments from the public as practicable during any meeting.
4. No member of the public may address the Board who has not previously signed up to address the Board, unless he or she is requested to do so by the Chair.
5. Any member of the public who wishes to address the Board on any topic, which appears on the agenda or otherwise, must sign up before the scheduled time for public
comments.
6. All speakers will be limited to five (5) minutes per topic, unless leave is given by the Chair.
7. Any identifiable group of three (3) persons or more shall be limited to a total of ten (10) minutes per topic.
8. All members of the public given the privilege of addressing the Board, shall do so at the beginning of its scheduled meeting, or immediately following the lunch time break, if
the scheduled meeting continues past the lunch time break.
9. The Chair may rule any speaker out of order and require that speaker to cease addressing the Board and if necessary order the bailiff to remove that speaker from the
Commission Chambers if:

A. The speaker refuses to confine his remarks to the topic at hand.

B.  The speaker becomes belligerent, irrational, or in any way disruptive to the meeting of the Board, or,

C. The speaker refuses to cease addressing the Board after his allotted time.
10. No agenda item will be designated for any specific time other than a time during the first three (3) hours of the meeting, unless leave is given by the Chair. All times shown
on the agenda are approximate.
11. Noitem may be added to the agenda of the Board of County Commissioners except upon request of the Chair, a Board member, the County Manager, the Clerk of the Board
or the County Attorney.
12. All decisions of the Chair concerning parliamentary procedures, decorum, or rules of order will be final, unless they are overcome by a majority of the members of the Board
in attendance.
13. The Chair shall vote on all issues that come before the Board in the same manner as a member of the Board.
Notice: All items listed on the agenda are for discussion & possible action including vote by the Board. The Board reserves the right to amend the agenda of any meeting
to the fullest extent allowed by law. Pursuant to the provisions of the Americans with Disabilities Act, if you are a person requiring special accommodations to participate
in this meeting of the Board, you are entitled, at no cost to you, to the provision of certain assistance. Please contact Billy Washington, Clerk of Court, at P.O. Box 237,
Madison, Florida 32341, telephone: (850)973-1500, at least 48 hours prior to the meeting. If you are hearing or speech impaired, please call 711. If a person decides to
appeal any decision made by the Board with respect to any matter considered at this meeting he or she will need a record of the proceedings, and that, for such purpose, he
or she will need to ensure that a verbatim record of the proceedings is made, which record includes the testimony and evidence upon which the appeal is to be based.



BOARD OF COUNTY COMMISSIONERS
MADISON COUNTY, FLORIDA
COURTHOUSE ANNEX
MINUTES OF THE REGULAR MEETING
WEDNESDAY, DECEMBER 27, 2017
6:00 P.M.

The Board of County Commissioners of Madison County, Florida met this day in
regular session with the following members present: Alston Kelley (District 1), Wayne
Vickers (District 2), Ronnie Moore (District 3), Alfred Martin (District 4) and Rick Davis
(District 5). Also present were County Attorney George T. Reeves, County Coordinator
Brian Kauffman, and Clerk Billy Washington.

The Chairman, Honorable Wayne Vickérs, called the meeting to order at 6:00
p.m. and conducted roll call.

Commissioner Moore presented a motion to adopt the agenda. Commissioner
Martin seconded the motion and the board voted unanimously (5-0) to adopt the
agenda.

Commissioner Kelley presented a motion to approve the minutes of the regular
meeting held December 13, 2017. Commissioner Davis seconded the motion and the
board voted unanimously (5-0) to approve the minutes.

The consent agenda contained three items, 1) Resolution 2017-12-27 authorizing
the chairman to execute the Small County Road Assistance Program Agreement with
Florida Department of Transportation, 2) Resolution 2017-12-27B lease agreement for
boom mower, 3) Re-appointment of members to the Competency Board.

Commissioner Moore presented a motion to approve the consent agenda.
Commissioner Kelley seconded the motion and the board voted unanimously (5-0) to
approve the consent agenda.

Old Business ltem #1, County Manager Brian Kauffman presented a survey
depicting the area between the FDOT borrow pit description and the northerly right of
way line of Alton Wentworth Road in Taylor County. He explained that there was a
question as to whether the access road to the borrow pit did in fact provide legal access
to the public right of way. According to the survey, the access road did not appear fo
provide legal access. The recommendation of staff was to relinquish any rights that the
county had to borrow pit to FDOT. Commissioner Moore presented a motion to
relinquish the county's interest in the borrow pit to FDOT. Commissioner Kelley
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seconded the motion and the board voted unanimously (5-0) to relinquish interest in the
borrow pit.

Public Works Item #1, Road Department Coordinator Lonnie Thigpen explained
that an inspection by Ayers and Associates of bridge No. 350022 on County Road 146
over the Little Aucilla River revealed some undermining of the roadway. Mr. Thigpen
along with County Engineer Bill Steves recommended hiring EGS to utilize ground
penetrating radar along with soil borings to determine if the undermining is simply a
cavity or a possible sinkhole. EGS indicated previously that this could be accomplished
for $7000 to $8000. Commissioner Martin presented a motion to allow staff to engage
EGS to do the work and spend the dollars required to complete the investigation within
the stated range. Commissioner Moore seconded the motion and the board voted
unanimously (5-0) to approve the motion.

During petitions from the public, Mr. Donnell Davis spoke on behalf of the
Community Awareness Committee. He spoke in response to a letter to the editor in the
local newspaper penned by Supervisor of Elections Tommy Hardee. Mr. Davis
expressed concerns that it seemed as though the board of commissioners had not yet
acted on this letter. He inquired as to the course of action taken by the board thus far.
Attorney Reeves outlined the timeline of events and the actions taken by the board. He
stated that Mr. Hardee does not fall under the control of the board of commissioners
and they have no power to remove him. The board had met individually with the
auditors and directed him to contact Mr. Hardee with the options of pay back the money
and self-report the incident to the governor’s office or the commissioner would report the
incident to the governor's office. Mr. Hardee chose to pay back the money and self-
report. Mr. Davis asked if the board of commissioners could make recommendations.
Mr. Reeves explained that the option the commission had was to report or allow Mr.
Hardee to report the incident. At this point, any action to be taken would come from the
governor’s office. Mr. Davis stated that he felt as though this was a double standard.
He said that in the case with the previous Supervisor of Elections and a commissioner,
both were arrested. Mr. Hardee was allowed o pay back money that he had allegedly
stolen. Mr. Reeves explained that the governor’s office had been notified and because
Mr. Hardee is a constitutional the board of commissioners could do nothing beyond
notifying the governor’s office. Mr. Davis asked if the sheriff's office had been notified
s0 they could begin an investigation. Sheriff Stewart informed Mr. Davis that his office
had not been notified. Sheriff Stewart indicated that he would defer any investigation
into a constitutional officer to FDLE. Mr. Davis asked how the commissioners felt about
the situation. The general consensus among the commissioners was that the situation
was disappointing and frustrating, however at this point it is up to the governor’s office
to act. Mr. Davis also asked if Mr. Hardee had provided proof the monies had been
repaid and the name of the individual or firm now providing bookkeeping services to the
Supervisor of Election’s office. The board did not have answers to either of those
guestions.

NewlBusiness ltem #1, Mr. Kauffman presented to the board a conceptual sketch
prepared by county engineer Bill Steves depicting a proposed parking plan for the area
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around the Agricultural Center, O'Neal's Restaurant and the entrance to Lanier Field.
The sketch showed a potential for 305 striped parking spaces. Mr. Kauffman explained
that the plan was presented to FDOT to access the availability of grant money. FDOT
saw the plan favorable and suggested the county work with the City of Madison to
modify their plans for the repaving of College Loop (Old U.S. 90). FDOT aiso
suggested the county obtain an option to purchase any land that may be needed to
complete the design. Mr. Kauffman stated that the county would have to purchase
property from one private land owner. He had spoken with the owner concerning the
possibility of obtaining an option on the property. She would allow the county to have a
12 month option for $2500. Commissioner Kelley presented a motion to authorize staff
to negotiate a 12 month option to purchase property for $2500 for a sale price of
$54000 on the Waring property adjacent o O'Neal's Restaurant. Commissioner Martin
seconded the motion and the board voted unanimously (5-0) to approve the motion.

County Engineer Bill Steves gave an update concerning FDOT paving projects.
He stated that all roadways the commission had approved for paving in a previous
meeting had been submitted. He did feel as though the county should obtain
maintenance maps for these roadways. By consensus, the board agreed to allow the
road department obtain maintenance maps for the roadways if sufficient budget money
existed. ‘

Commissioner Vickers explained that he had received several calls concerning
Centurylink telephone service in the county. Commissioner Kelley had also received
calls concerning Centurylink. According to the calls, citizens do not feel as though they
are receiving service for which they are paying. Commissioner Kelley presented a
motion fo amend the agenda to include discussion and action concerning Centurylink
service. Commissioner Martin seconded the motion and the board voted unanimously
(5-0) to amend the agenda. Commissioner Kelley then presented a motion to direct
staff to send a letter to the Commissioner of Agriculture concerning Centurylink service
in Madison County. Commissioner Martin seconded the motion and the board voted
unanimously (5-0) approve the motion.

Sheriff Stewart gave a brief update on medical cost issues and inmate headcount
at the county jail.

Mr. Kauffman gave an update on the progress at the County Camp Road project.
He also said that contrary to reports, the owners were not planting trees on the runway
at the Lee Airport. Mr. Kauffman reported that the Fire Coordinator postion had been
filled and the coordinator will begin work on January 2, 2018.

Mr. Reeves explained that he would be bringing before the board a resolution
concerning the chairmanship rotation and an interlocal agreement with the volunteer fire
department in the near future. '

There being no further business, the Chairman adjourned the meeting at 7:.03
p.m.
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Pagedofa
Board of County Commissioners
Madison County, Florida
By:
Wayne Vickers, Chairman
ATTEST:

William D. Washington,
Clerk to the Board of County Commissioners




COLLECTION CENTER ADDITIONAL HOURS

1. ERIDU - NEW HOURS — TUESDAY (7AM UNTIL 7 PM) — 6 HOURS
WEDNESDAY (7AM - 7 PM) --------- 6 HOURS

e 12 HOURS TOTAL
e CLOSED ON THURSDAY

2. SIRMINS — NEW HOURS — WEDNESDAY (7AM UNTIL 7 PM) —----6 HOURS
THURSDAY (7AM UNTIL 7 PM)—6 HOURS

e 12 HOURS TOTAL
e CLOSED ON TUESDAY

3. SAN PEDRO — NEW HOURS - MONDAY (7AM UNTIL 7PM)----6 HOURS
TUESDAY (7 AM UNTIL 7 PM) ---6 HOURS

e 12 HOURS TOTAL
e CLOSED ON WEDNESDAY

BEST SCENERIO FOR EMPLOYMENT

1. HIRE ONE PERSON FOR EACH SITE FOR 12 HOURS EACH @ $8.25 PER
HOUR ($99.00 EACH PER WEEK/$297.00 WEEK FOR 36 HOURS WEEKLY.

2. THE DATES FOR THE EXTENDED SERVICE IS VARIED, AS EACH SITE IS
CLOSED ON A DIFFERENT DATE.

3. ALTHOUGH 12 HOURS IS MINIMAL, IT DOES PROVIDE FOR ADDITIONAL
EMPLOYEES TO ASSIST FOR BACKFILLS (VACATION, SICK, APPOINTMENTS
OR OTHER AREAS THAT MAY REQUIRE COVERAGE) WHEN NEEDED.
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Woard of County Commissioners
Mavigon Countp, Florida

COUNTY COMMISSIONERS [P COUNTY COMMISSIONERS

Dist.1

Dist. 2

Dist.3

Dist,4 Alfred Martin » 850-464-4516
215 SW Summerset Way - Madison, FL 32340

Alston Kelley « 850-464-0896
476 NW Whispering Pines Loap

Madison, FL 32340

Dist.5 Rick Davis+ 850-971-5715
Wayne Vickers » 850-929-4555 PO Box 291 + Madison, FL 32341

PO Box 74 « Pinetta, FL. 32350

ROAD DEPARTMENT

Lonnie Thigpen
Coordinator

Ronnie Moore » 850-948-2043
6513 NW Lovett Rd * Greenville, FL. 32331

—F
Madison County is an Equal Opportunity Empioyer

January 3, 2018

TO: Madison County Board of County Commissioners e \

FROM: Lonnie Thigpen, Road Department Coordinat i’{;’;:}, c’}

SUBJECT: gid Czlbxward Recommendation, Two New Currer;fmﬁbhaa*fé;lﬂ&;;r: Drive Motor
raders

Bids for Two (2) New Current Model Motor Graders, Bid Number 2018 — 01, have been
received, opened and reviewed. The two companies that submitted bids were Ring Power
Corporation bidding Caterpillar Model 120M2 Motor Graders, and Beard Equipment Company
bidding John Deere Model 620G Motor Graders. Within the Minimum Bid Specifications,
bidders were asked to submit a five (5) year lease agreement option to include all terms and
annual costs for leasing both motor graders, however, Ring Power Corporation submitted only
the Total Cost Bid and not a five year lease option. Beard Equipment Company submitted a
Total Cost Bid as well as a five year lease option as specified in the Minimum Specifications.
Each model of motor grader bid meets all equipment specifications, however, Beard Equipment
Company is the apparent low bidder for the total cost bid with purchase price, repair guarantee
and buy back guarantee and the only bidder providing the (5) year lease option noted in the
Specifications. Please see attached Bid Summary Sheet for information on all bids submitted.

The Road Department proposed budget for Fiscal Year 2017 — 2018 has included funds for the
lease option for two (2) motor graders to begin in March of 2018. At this time, I recommend that
Beard Equipment Company be awarded the bid for the leasing of Two (2) New Current Model
John Deere Motor Graders, Model 620G with annual lease payments of $25,742.65 per motor
grader for a period of five (5) years.

Please advise.

Attachment

Road Department » 2060 NE Rocky Ford Rd / CR591 » PO Box 237 » Madison, Florida 32341 « 850-973--2156 « Fax 850-973-2641
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Multi-Unit
Price for Two

Units
TOTAL COST BID TABULATION FORM
(Bid # 2018 - 01)
. ' John D 620G
Machine Type Motor Grader Brand & Model ohn eere
208,400
1. Cash purchase price $
2. Guaranteed maximum total cost for repairs for 7,500 0
hours or 5 years $
3. Total cost with purchase price and repair guarantee, 208,400
(items 1 & 2) $
4, Guaranteed buy-back price (not trade-in value) atend of 115,200
7,500 hours or § years $
5. Total cost with purchase price, repair guarantee, and 93.200
buy-back guarantee $ ’
60 Days from Date of PO

Equipment to be delivered not later than

Exceptions to bid specifications:

Beard Equipment to pay Madison County the difference between the buyback

amount and Bancorp Balloon payment upon time of repurchase

_ Check Amount from Beard Equipment

$11,000

¥l Br re Hydranlic Mulsi-Disc

Beard Equi t
Name, address, and phone number of Bidder: eard Squipmen

7566 West Tennessee St.

Tallahassee, FL. 32304

850-251-0741

Company Representative Name: Tommy Slay

Company Representative Signature:
1/2/2018

Date of Bid:




BancorSouth°

Equipment Finances

12/29/2017
Sent via: tstay@beardequipment.cam

Madison County
P.0. Box 539
Madison, FL 32341

It is & pleasure to submit for your consideration the following proposal to provide lease-purchase
financing based on the terms and conditions set forth below:

1. Lessor: BancorpSouth Equipment Finance, a
division of BancorpSouth Bank

2. Lessee: Madison County

3. Eaquipment Description; John Deere 620G

4. Equipment Cost:  $208,400.00

5, Lease Term: 5 Years

6. Lease Payments; (These are approximate payment amounts. The
actual payment will be determined at funding
date.)

5 ANNUAL PAYMENTS OF $25,742.65 w/
balloon $104,200.00 due 1 year after final
payment

1% PAYMENT IN ADVANGE

7. Lease Rate: 3.39%
8. Funding Dste: This propoesal is contingent upon the equipment

being delivered and the lease funded prior to
3/16/2018. Any extension of the funding or
delivery date must be in writing.

9, Purchase Option: Title Is passed to Lessee at lease expiration for
no further consideration.

10. Non-appropriation/Termination: The lease provides that L.essee is to make reasonable
efforts to obtain funds to satisfy the abligation in each fiscal year. However, the lease may be
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11.

12,

13.

14,

15,

terrinated without penalty in the event of non-appropriation. in such event, the Lessee
agrees to provide an attorney’s opinion confirming the events of non-appropriation and
Lessee's exercise of diligence to obtain funds.

Bank Qualification: This lease-purchase financing shall be designated as a bank qualified tax-
exempt transaction as per the 1986 Federal Tax Bill. This means that the Lessee’s
governing body will pass a resolution stating that it does not anticipate issuing more
than $10 million in General Obligation debt or other debt falling under the Tax Bil's
definition of qualifying debt during the calendar year that the lease is funded.

Tax Status: This proposal is subject to the Lessee being gualified as a governmental entity or
“political subdivision” within the meaning of Section 103{a) of the Internal Revenue Code of
1854 as amended, within the meaning of said Section. Lessee agrees to cooperate with
Lessor in providing evidence as deemed necessary or desirable by Lessor fo substantiate
such tax status.

Net Lease: This will be a net lease fransaction whereby maintenance, insurance, taxes (if
applicable}, compliance with laws and similar expenses shall be borne by Lessee.

Financial Statements: Complete and current financial statements must be submitted to
Lessor for review and approval of Lessee creditworthiness.

Lease Documentation: This equipment lease-purchase package is subject to the mutual
acceptance of lease-purchase documentation within a reasonable time period, otherwise
paymeants will be subject to market change.

if the foregoing is acceptable, please so indicate by signing this letter in the space

provided below and returning it to BancarpSaouth Equipment Finance. The proposal is subject
to approval by BancorpSouth Equipment Finance's Credit Committee and to mutually
acceptable terms, conditions and documentation,

Acceptance of this proposal expires as the close of business on 1/31/2018. Extensions

miust be approved by the undersigned.

Any concems or questions should be directed to Bob Lee at 1-8B00-222-1610.

Al

Bob Lee
Municipal Finance Manager

ACKNOWLEDGMENT AND ACCEPTANCE

By:

Title

Date:




Prepared by [nternational Decision Systems, Inc.

Interest Rate:

3,3900% {Monthly)

InfoAnalysis

Payment Amortization Report

121292017 9:52:49 AM
File Name: INFOA.IADX

Principal Accrued Accrued

Per Date Payment Principat Interest Balance Interest It Bal Net Balance
0 31618 25,742.65 25,742,865 ¢.00 182,657.35 0.00 0.00 182,667.35
1 41618 0.00 0.00 0.00 182,657.35 §16.01 516.01 183,173.36
2 5/1518 0.00 0.00 0.00 182,657.35 517.48 1,033.47 183,690.82
3 61518 0.00 0.00 0.00 182,657.35 518.93 1,562.40 184,200.75
4 71518 0.00 .00 0.00 182,667.35 520.39 2,072.79 184,730.14
5 8/15¢/18 0.00 .00 0.00 182,657.35 521.86 2,694.65 185,252.00
6 915118 82.00 0.00 0.00 182,657.35 523.34 3,117.89 185,775.34
7 10M5M8 0.00 0.00 0.00 182,657.35 524,82 3,642.81 186,300.16
8 11/15M8 0.00 0.00 0.00 182,657.35 526.30 4,168.10 186,826 .45
9 121548 0.00 0.00 0.00 182,657.35 527.78 4.696,89 187,354.24

2018 25,742.85 25,742.65 0.00 4,696.82
10 1/15/19 0.00 0.00 0.00 182,657.36 528.28 §,226.16 187,883.51
11 2/1519 0.00 0.00 0.00 182,657.35 530.77 5,756.94 188,414.29
12 311519 25,742.65 19,453.44 6,288.21 163,203.91 532.27 0.00 163,203.91
13 4115119 0.00 0.00 0.00 163,203.91 461.05 461.05 163,664.96
14 51519 0.00 0.00 0.00 163,203.91 482,35 923.40 164,127.31
15 6/1519 0.00 0.00 0.00 163,203.91 463.65 1,387.06 164,580.97
16 71519 0.00 0.00 0.00 163,203.91 464,97 1,852.03 165,055.94
17 8/15119 0.00 0.00 3.00 163,203.91 466,28 2,318.32 165,522 22
18 9/15/19 0.00 0.00 0.00 163,203.91 467.60 2,785.92 165,989.82
19 1015119 0.00 0.00 0.00 163,203.91 468.92 3,254 .84 166,468.75
20 14/15/19 0.00 0.00 0.00 163,203.91 470.25 3,725.08 166,928.99
21 1211519 0.00 0.00 0.00 163,203.91 471.57 4,196.66 167,400.57

2019 2574265 19,453.44 6,289.21 5,788.98
22 1115i20 0.00 .0.00 0.00 163,203.91 472.91 4,668.57 167.873.47
23 2/15/20 0.00 0.00 0.00 163,203.91 474.24 5,143.81 168,347.71
24 315120 25,742.65 20,123.26 5,619.39 143,080.685 475.58 "~ 0.00 143,080.65
25 4415120 0.00 0.00 0.00 143,080,685 404.20 404.20 143,484.85
26 515620 0.00 0.00 0.00 143,080.65 405.34 809.55 143,890.20
27 6/15/2G 0.00 0.00 0.00 143,080.65 406.49 1,216.04 144,2986.68
28 M 5120 0.00 0.00 0.00 143,080.65 407.64 1,623.68 144,704.32
it] 8186120 Q.00 0.00 0.00 143,080.65 408.79 2,032.47 145,113,111
30 8/15/20 0.00 0.00 0.00 143,080.65 409.94 2,442.41 146,523.08
31 10M8/20 0.00 0.00 0.00 143,080.65 411.10 2,853.51 145,934.16
32 1M15/20 Q.00 0.00 0.00 143,080.85 412.26 3,265.78 146,346.42
33 121520 0.00 0.00 2.00 143,080.65 413.43 3,679.2% 146,759.85

2020 25,742.65 20,123.26 5,619.39 5,101.94
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Prepared by: International Decision Systems, Inc.

Interest Rate:

3.3900% (Monthly)

InfoAnalysis

Payment Amortization Report

12/29/2017 9:52:49 AM
File Namae: INFOAJADX

Peincipal Accrued Accrued
Per Date Payment Principal Interest Balance Interest Int Bal Net Balance
34 1115621 0.00 0.00 0.00 143,080.65 414.60 4,093.80 147,174.45
35 211521 0.00 0.00 0.00 143,080.65 415,77 4,509.57 147,580.22
35 3ns21 25,742.65 20,816.14 4,926.51 122,264.51 416.84 0.00 122,264.51
37 415/ 0.00 0.00 0.00 122,264.51 345.40 545.40 122,608.91
38 51521 0.00 0.00 0.00 122,264.51 346.37 691,77 122,956.28
ae 8/15/21 0.00 0.60 0.00 122,264.51 347.35 1,038.12 123,303.63
40 7115121 0.00 0.00 0.00 122,264.51 348.33 1,387.45 123,651.96
41 8/156/24 0.00 0.00 0.00 122,264.51 340.32 1.738.77 124,001.28
42 9/M5i21 0.00 0.00 0.00 122,264.51 350.30 2,087.07 124,351.58
43 10M6/21 0.00 0.00 0.00 122,264.51 351.20 2,438.37 124,702.88
44 111521 0.00 0.00 0.00 122,264.51 352.29 2,790.65 125,055.16
45  12/16/21 0.00 0.00 0.00 122,264.51 353.28 3,143.93 125,408.44
2021 25742 .65 20,816.14 4,926.51 4,391.24
46 522 0.00 0.00 0.00 122,264.51 354,28 3,498.21 125,762.72
47 2115122 0.00 0.00 0.00 122,264.51 355,28 3.853.49 126,118.00
48 3/15/22 25,742.65 21,632.87 4,209.78 100,731.64 356.28 .00 100,731.64
49 471522 .00 0.00 0.00 100,731.64 284.57 284.57 101,046.20
50 5{15/22 0.00 0.00 0.00 100,731.64 285,37 5649.84 101,301.57
51 6/i5/22 0.00 0.00 0.00 100,731.64 266.18 856.11 101,687.75
52 7415122 0.00 0.00 ' 0.00 100,731.64 286.99 1,143.10 101,874.74
83 8/16/22 0.00 0.00 0.00 100,731.84 287.80 1,430.90 102,162.53
64 9/16/22 0.00 0.00 .00 100,731.64 288.61 1,719.51 102,451.14
86 1016422 0.00 0.00 0.00 100,731.64 289.42 2,0608.93 102,740.57
56 11115022 0.00 0.00 0.00 100,731.64 290,24 2,299.17 103,030.81
87 12115122 0.00 0.00 0.00 100,731.64 291.06 2,590.23 103,321.87
2022 25,742.65 21,532.87 4,209.78 3,656.08
58 11156/23 0.00 0.00 0.00 100,731.64 291.88 2,882.12 103,613.76
58 2018/23 0.00 0.00 0.00 100,731.64 292.71 3,174.83 103,906.46
60 315123 104,200.00 100,731.64 3,468.36 0.00 293.54 0.00 0.00
2023 104,200.00 100,731.64 3.468.36 878.13
Totals: 232,813.25 208,400.00 24,513.258 24,513.25
Version 8.2 Page 2




TERMS AND CONDITIONS OF CONTRACGT

I Lontmat i Buyer requests BancorpSoinh Hobipnient Finanes, v division of
Bunzorpsiouth Bank ("Seller®) to aeyuiré the personal property (hereln éatled "Eduipment”)
deseribed in the ntiached Detivery Order {s), Buyer agrees to buy the Equipmest ram Sclier und
Seller agrees to sell the Equipmment to Buyer upon rcuc;pi ofa duly sutherized wrisen accepance
2« sreol, sigied by an andiorized officer of Seller 81 its prme:pnl office, upon the terms and
u“u*t'mm of this Conimel (the "Cogtraci?). Buyz,r fepresénis, covenemls and warmisls, and a8
requested by Seller will deliver an opinion of counscl substantially in the lagm altached as
Tihibit B, (@ the vffaet, {1) that it is a fully constituted poiitical mﬂadmsmn or sgoney of the Sipwe
whtere thie Equipivient is lodated a8 s¢f forth in Section 6 and Is authorized by {h\, C‘masrnuunn ayed
fwors of sl Stite and 8 ovwnintemal or administiative proeédure 1o eniter o the tran sagtions
_cu__m;:mpl:mi{ by ihis Costraet and 1o s ury oot {1s Oblipations hereundér, and (i) thi the
Contragt s been duly unthorized, executed and detivered by Buyerdnd constities o legal, valid
ad binding ayreement enforceshle in aceordance with 11s terms, Buyer agrees hat it will do o

case 1o he done ail things e casary 1o preserve and keep the Contragt in full foree and effect,
Ram*r further ropresents, coverants and warrdnts thai Buyer ‘hag complied with afl bidding

tequbrentenls whete pededsity and by due norilicetion’ pru-s:'m.rl this Conract Tor approval and
adoption s o valid pbigaion oy (s piict and thay Buyver las sufficient appropriatiohs of ather
Hands sratilnble to pay il mnounts duy hereumder for the current fiseal yéar,

(b} Buyer acknowledges that Seller has ngreed 1o emer ino this Contiael on the

conditied that 4 séritin L\QCP“J“ Fron nundx.ducubﬂny of interest expefse under Seetton 263(b)

df the Imernal Revente Code of 1986 aid the Repulations thercander {the "('adc“} Is pvailable,

Said c\bepimn is subject o certain. mudmum felating to Buyér's tise of the Equipment ond 10

‘Saw»rs fesustnge of lex-cxenspt obligations,, In tha rcgatd Buyer represents, covenanis and
warrily that v

(i} The Bguipment will ot be wsed, directly or indirestdy, i 3 wade or
‘huginess chrfed o by any person: ather than @ "uve"nmenlui unit, exvept Tor such: vse as o
mvemmber of the weneral piblie:

tH) No portion of thd Paynidats a3 defined i Sectién 3: (A) will be secured,

directly or indirectly, by property used o1 10.be used in 3 trade or business carried o by o person

other than a gov cnum.uu!l usl, excem for such-use as & member of the generl public, or by

pavilienis in respect oi‘ such property; or (B} will be derived from payments, whether or not 1o

!hry’u, i respect oF propeny or horrowed tieney used or 10 he used for u trade or business
carried gn by any person other than 8 governmental upit!

) (i) No-portion ol the gross preceads of'the Contract will by used (direetdy ar
udireeity) to rauke or fimince loang (o pdfsons other than wovernmeital wiis

7 (iv) This Comract and e Detiviry Order (8] wisched herew Tiavé Leen
designanted a5 u quaiiied tox-exempt obligation for the purposes of Section 263 (b) of the Code:
and

i




(v Buyer reasonably anticipmes tial the mbuant of gualifizd tax-exemp
abligations 1 be ixad by Buyer Hogether with qualilicd tussexampt ubligstions jssoed by uy
sty derrviig i Isiuing suzharily Srom Buyer or by an emity sabject to substantial comrol by
Buyen during ihe correimt culendir yéar shall not sxeed 530,000,000,

1€} Buyer acknowledges and agrees fhag the Payments have besn calenlnied by
Seller assuming thar the Inlorest portion of edch Pavment is exempt from federsl Icome
nation. Buver represents, covenants and wirrziiits that i will do or refrain from doing all things
necessary of approprisle 1o insure that the imerest poption of the Payriights &5 exempt from
fediral inconme taxation, including, but not limited 1o, exectting anid fillan sl intonmistion
statements raquired by Seclion 149(e) of the Code and tmely paving, w the extent uf gviilubile
mods, mmeunts peguireld 1o e rebited 18 the United Siates pursuzal v Section HRL of the
e,

{) Duver acknowledges that the represemations,  tovenants and warrantics swt
fwsih in Seetions 1 (B) und 1 ¢) shall sutvive the sxplmation of this Coitrac and the Seller may
pursue dny applicidie rémedies for the breach of sugh reprosentations, covendnts and warfaniss
wlany dine, :

: v \eceptanes, Atthe request of Buyer, Seller ugrees w order
the Eqwpmens which Buyer has desciibed in the Delivéry Order (5) fow the supplier of sach
Eguiipment b shali-not be Kable for specific performance of this order. Buyer shall acoept such
Feptipnient whaa and ¥ delivered and ploced in . good repilr snd working order amd hepeby
walborizes Seller twooadd fo this Contrael the sepial nmmber af each ftem of Eguipment so
deiivered, Apy defay in sueh dalivery shiall nol atfect the vahidity of this Comtract, Buyer ghall
Reve shinty (340) daeys from the date of délivery aecept sueh Byuipthent amd deliver an exeeured
Lgupmieit Aceepumes Moliee in e form ausched Tigecio oy Exhibit B, Notice of any defecrs
gt be givin o Seller within thirme (30) duys of delivery. In the event the Eguipinent {s nol
deeepied by the Buger within thirty (30) days from the date of delivery aed sugh ncdeplatce s
wwsasimably withheld by Buyer. Seler. at Seller's aptios, shal| hove the vight 1o vages] this
Uoptraci.

3, Warruntes. Sstler bereby assigns to Buyer for and duritig the tenm o7 this Conract
il mienufucturer warranties pnd goarantees express or implied, fssued on orapplicable 16 tie
Eruisment ind Sclled authorizos Buver to obiain the customary services furnished i conpection
with sedh werdindes  60d  gpamnitees. st Buyers expense.  SELLER I8 NOT A
MANUFACTURER QR SUPPLIER OF THE EQUIPMENT, AND MAKES NO
WARRANTIES WITH RESPECT TO THE EQUIPMENT; EITHER EXPRESS OR IMPLIED,
INCLUDING  IMPLIED WARRANTIES OF MERCHANTFABILITY OR FITNESS FOR
PARTICULAR PURPOSE. Seller suthorizes Buyer 1o enforee 1 is own nuhe 8y Wamanty,
representelon or oler claim enforcenble. ageinst the mamuidcturer. Seller asswmes no
respusnisibility for shipment, dolivery, insulation or mwintenancs and sl claiins of Buyer with
tepie et tereto, whether for delay, danige or otherwise, shall by maide against sufiplier, Seller,.at
ity uprion, By provide in its purchase order that supplier agrees that any of such cliims may he
mewde by Buser dovctly fisming suppliers. The obligoiion of Buver w puy the Payméns, as
defined i Section 5 below, shall not be abatéd. ifpaired or reduced hy resson of uny cladtns of




'iw Buyer wiilh respent 1 i"quipmcm condition, quality, workimanship, deliveny, shipmient.
atiatiof, defodis ar uihorwiss

4, Conlrner Tebs, This Contrael shalt become effeetive upbn the execition beteol by
Seiley, The lestn of Unis. Codlroct shall sommence on (he date the Bquipnient ix'aéeepled puisinn
ta Sevtion 2 dbove, aid shall end ar the expiration oF the muuber of periody indicated in Schedule
A of e Deliven Order (53 (hereinafler e "Contragt §cnn") The {oniract shall e
anosatically repewed on 2 year-to-vear busis exeept us provided for in Seetion and Section 14

bl

3 Ppsnenis, () Buver agrees 1o pay tot) Pavinenis ("P'x} menis©h set Torth in Sextion
A of tae Delivery Order {s), meluding the intetest, uc;uui w thir maowit specified therein, Said
Pravinetis shall be payable without notice or denyind ol the office of Seller {or Such other plice
g bc!i;.r may From sime fo time desiguote in wiiting). Any notice, inveicing, purchase orderi,
guoiiio br viher forig or procedures s required by Buyer of Seller as-2 conditlon precedent o
payment sl be flly expluined and provided 1o séller prior to excculion of this Contrust,
lixcept ax spevificaliy provided tn piregraph {c).of this Section, Paynents shall be absolite frid
unconditionnl il avemy and shall néi ba subjsct 1o Gny set-ofT, defense or counterclnini.

gl Buver reasoimibly believes that Rinds con be obinined sufidient to muwke.all
Pavininis duting e Coptragy Ferm and liéreby covenunts thal # will do =1l things lawTully
m;hm s power to obiain, maintin, snd properly request sad pursue funds from sviich the
Puvments ey be madey including making pmv:ssmm for such pavments 10 the exionl necessary
&1 vach-biznmuil of snaval budget submitied for the purpose of shutining funding, using s boie
fide besy offerts o have suely poriion of the budgai approved, 1t is Buver's inmteit 10 fwike
Payments for the (i}l Comract Term if funds are legally available therefor and-in thun regard
Buyer represents that the use of the Equipment is essential to its propor eifi clent tnd evonomie
operaiion and that the lunctions perfornzed by the Equipment could not sad will ot be
trandferred bo Ollier eyripiment row availible of which may be subsequently aequired for use by
Buyer durisy the Contradl Teon,

1 bn the ovenl pe fonds of insufficlent fmds are apprepriawd or otherwise
.«.mk shle by uny nveans whatsoever i siy liseal vear for Payments due undgr this Contract, then
Buu.‘l shalf imniedineiy nosify ‘Mler or its assignee of syeh) aveurrenve pagd this Contras
\imll eate fo firther nbuur’uun of Buyer as to such fiscal year and shul] be null apd veid,
exvept @s Wothe portions of Payments for which finds shatl have been approprised i
budgered, In such avenl, ibis Contraet shall iérminite Gnothe last day of the fiscal vedr for which
approprintions were reveived witheut penalry or espense 1o Bm{'{.r ol uny ‘v.!uu whitsngver:
Subsequent o such termination of this ‘Contenet, Buyer shall h'we na copdimuing obligativn to
ke Payments undey Uris Contruct, No right of sction or diemages sliall acerue 10 e bunefit of
seller, ar il ,n.:.sgnc:. as to that portion of ihis Contraet which may 50 1werminate exvept 8s
speeiftcally provided i thw fzst paragraph of this Segtion 5, In the evem of such fermination,
Buyer agress to pg.u.\.}.t’i"‘ surentder possession of the Lqu;pmmt 10 Seller or its wssignes on the
date of such terminution, pucked ‘for shipment in sccordante with manulucluger speeifieniogg
she freight prepild sud tusured 1o any lodadion in the éondneninl United States dédteniatid by
Setler, Selier shall huve all loaul gid :.quu'\hls rights and respodics w joke possession of the




Expuipinan

1dy Movwithstanding tie Foregoing, Buver agrees (0} trat 3 Wil nu caneel this
antraet ider the provisions of Section § (6} i any funds are appropristed to Haoor by i1 {61 e
avguistiion. retemtion or opération of the Equipment or other equipment perfomiing Rinctions
dwilar 1o the Egulpment for the fises) ¥ear in which such tesmination oceurs or the pext
sevceeding fscal vedr therenfler, ang (if) that it will ot ditring the Clomrzet Term pive priorit in
e application of funds to any other Tunctionally similar cquipient or serviced, Seetion § )
shull not he vonstmied sp as 0 perii Buyer o temninute this Centract i vrder 1o niyuire wny
wiler equipmient o w alocuie fnids diveetly or tndirectly o perfurm exsentiully the some
applichtions [or which the Bauipment is fended,

&, Location, The Egudipmen! shel) e delivered and thergalier Based a1 the location
speiliad in the Celivery Order {5) and shall not be remeved therefrom withowt Suller's prior
WEED cpmsem,

. Ll Beynirs, Buyer shntl nse the Equipment i o adrefil mdanes and shall comiply
wath al faws, ordingndes. imd regulations selating to, and shall pay all costs. claims, damnges,
been urd chusrges arising oig of its pogsession, Use or maintenance. Buyer, al iy xpense, shull

Equipment i good repair and fomish ofl parts, mechanisms and deviees required

8. Altarmtions, Buyer shall notmake any alterations, additions or improvenwnts (o the
tauipment withowt Seller’s ‘prior writlen consent unless such alermions. wdditions o
snprovemenis may be renjoved without damage to the Equipment.

Yoo Loss and Ddinage, Huver shall bear the entire risk of los$ o) dumngs o all

uipiuent from wny couse whalsodver, and no such Joss or.damage of the Equipment ner defeci

drute or anlitness or obsolescende thereol shill Felieve Buyer of the ohligation to muke
Paymenis or any other obligadon under this Contragt, In the cvenr of hfitinge o wiy fiem of
Faquipment, Buyer shuil immedistaly ploce the-same in good repair 15Seller detenunes (st any
o of Equipment is lost. siolen, déstroved or damiged boyond wepair, Buyer & the optisn of
Sefler shutl:

(1) Replace e sme with like eduipmgiit in good répatn or

i) Puy Sellerin cash alf of the following: (i) nll ainounts then owed by Buver 10
Selter nder this Contraet. and (i) an amount eunal 1o the Concluding Payment set forth in
Sebeilide A L e Délivery Order, Upen sellery receipt of such payisent, Biver shall be wnititled
e owhitever interest Seller iy hive i seid item, in iy thew condition and locativn, withoi
warranty expressgd or kaplicd.

16 losurunes, Buyer shall, during the tehm of tlis Comeact, purcinse dmd maininin

'3

aaranse, of witlh Sefler's prior writien sonsoril may self-insure, covering specificaliv afl




Byusipment ol every deseription under this Costract agaiost casualiy gustrmenees, nchuding the
nerls of PIRE, LIGITNING, WINDSTORM, HAIL EXPLOSION, AIRCRAFT, VEHICLES,

SMOKE, RIOT, CIVIL COMMOTION, STRIKERS, LOCKED OUT WORKMEN OR THEFT,

BLURGLARY AND WATER DAMAGH, i un amount equal Lo the cost of Feplacemant of &l
Evuipment wid with o comnpdny approved by Seller and shall carry public liability #nd propeny
diinazge fasugnice sufticiént o protect Selter from Tiability in afl evems: The provieds urider this
sseranee shall be payable lo Buyer and Seller of its assignée ns addiviona insured as b
nterest may appedr under e terig and comditions ol this Contradt. Upon awceptonee of the
Equipment and upon ench insuranee renewal date, Buyer shall defiver.to Seller or its nasianier o
duly suthenticated certificate evidencing such insyrance, In the event of any loss, dehage, injury
of aepkdeat involving the Equipment, Buyer s 1l promply provide Seller with wiitlen utive
theread and muke svailable 10 Sellérdl] infommiion and documentation relating theremn,

11 Liens sid Taxes, Buver shull keep the Equipinent free and clear of 2l! fovivs, dlens
and encambrinees: Buyer shall pay, whei due; all charges and inxes (local, stote and fedemly
which may now o7 hereafier be tiposed upon the wnership, leasing, romal, @la purdlinge.
possesslon ot use of the Equipment, excluding, however, alf 1nx25 on or messured by Belldes
fgowe, [F Buyer [vils 1o pay soid charges and texes when due, Seller shall have the fght, b
siudl wot be ohligated, v pay said eharges and taxes. o any event, Buver shal) puy Seller the
amount hereal upon demand whether br not Seller shall have aehinced the funds for Buver:

12, hubgpmnizy, Buyer shall tndemanity Seller sgainst mid hold Seller harmisss-from myy
ane all chuims, aciions, procecdings, expenses, damagzes of liabilitics. arising in comngetion wilh
e Equipment, dnclnding, without lmitation. {18 munufacture, seicetion putehpse. dalivery,
PUSSESBION. (84, operation or ¥oturn and the recuvery of elatmys under insurance policies theroon.

F3, Adsisminent {8y Without Séer's prior conssnt, Buyer shell not either (i3 sssim,
unosiern, pledge, hypotheeate, gram und sesarity interést in or etherwise dispose of this Cotimnes
ur the Equipment or pny imerest in this Contragl or sttt Byuipment, of (i1 lewie of lenel the
Bquipmeit or pennit it 1o be used by atyotre (bver than Buyer or Buver's employees, Seller may,
without the consent ot Buyer, assign its rights, tille and interest inand o this Contract, and sl
utiachments hetotw incleding Defivery Order (), to various. ussignec/investors or their ngents or
trusteey, wnddor grant or ussign 3 sschrity interest in this Contract ér e Equipment, in whole-or
w paart and iis nssignes may reassidy this Contrgel. Buyer agrees that s Contriel mity ecdine o
part o & pool of contraer oblignions o Seller's option, end Selber or fis gssignees may assigi or
further assign either the eatire poo! or & fractionalized interest therein, Each such axsignes shall
bave afl ofthe fights of Seller under this Contret. Buyer shatl recagnize mid schkaowledge ewh
sl yssignment andker seenrity interest, Subject 1o the foregoing. this Contrael inures by the-
bene it of and is binding upon the heirs. esecuors, Ldminisitors, suceessais dnd assignees of
the pafites hereto,

() This Contravt und any interest herein may betmusferred only throkigh & buok
SHRY SYSen as preseribid by Seedon 149(a) o the Cade, s the sasie inay be wmended from
terie o tume. During the term of this Condrdcl, Buyer shali ke v eomplete und accurste recond
of wil assighrients amd other wansters in-loom wnd substance necessin 1o omply with Seidtjon
486 ol the Code, Upon assipament of Setler's fnterest horein, Selier will éatiae written notice

i1




af suel assimumen to be sent (o Buyer and, upcn receipt of such notice of wssignmisnt, Ruver
~hall () acknowladge the same n writing to Seller; and (1) recard the sasigonient in Buves's
“hook ety svstem” as that 1oy is detined in Section 149¢) of the Code; No furthar action will

e regwred by Seller of by Buyver 1o evidénce the assignmem.

4 repnumment. At the wyiftei request of Buyer, délivered thirly {303 duys plvr to w
Paie of Payient o5 shown e Soledule A 1o the Delivery Order (x),-Selfer shall convey uif of
Melker's right. fithe asd Interost in and io the Equipment.to Buver upon piyinen of e applicably
uneluding Payownt and the Base Paymon then due, if Buyer is aol on seéh date in defanh
phrstant by derm of this Centiat, Upon satistaction by Buyer of such purchase conditions,
Seiter shall deliver o Buyer o full release oF any right, tille or interest of Seller-in anid 1o the

gutpayen.

i35, Taxes and Mitde to Fquipment. 1n wddition 1o olher payments o be mwade pursyant
e L Comtract, Buvershall indennity and hold Seller larmless from aid against, and shali pay
Seller, ws wdditionsd payment, oy demand, an anmount equatl to, all license, assésstisents, siles,
ase resl Or personal properi. gross teceipts or other assessments, taxes, [avivs, dinposts, diniéy
and cliarges, M any, wgtther with utty penafties, finds or inter “thereon iinposed ngainst or on
Seller; Buyor or the Fquipment by wiy sovémniental suthority upoit ¢ wih fespect the
Shpdipmenst or the purehase, ownership, possession. operation. rerurn oF sile of or roccipt of
pavments Jor: the Equipment, exceptany Federal or stte inconte taxes, i any, pavable by Selier.
Huyer muy contest unyesoch Kixesprior o payment provided such conlest doss 1ot invaive any
visk ol sale, forfoiture or toss of the Equipment or any iterést iherain,

This Contruet is Titended for seeurieds For puipoges of Jawes governing Tasotion und
comgfitional sales, tile o the Equipmem shall be deemed 1o be trmnsforrsd hereby 1o Bover,
suhject to inmediale arid automatic reversion to Seller upon any defoult by Buyer or npon falliss
@ upprepriate sufticient {unds in order 1o make prymems requircd hereunder. unless Seller
stherwise elects inawriting,

To seeore ali of Hs obligations hereunder, Buyer grimds o Seller ¢ frst and prio
sewority inferest in sy and all rght and inerss of Buyer i the Fauipment, the Contagt and
ravnens due ander this Contract, aprees: thasy this Contraet way be filed as v fnuacing statoment
evidencing such Steurity interest, and agrees 1 cxecute and detiver 2l finsneing stuénisnts and
Vil INSITURICNIS negessary or appropriafe 1o evidenes such security fmrerest, Buyer furilier
sgrees (Ml the Uniforny Conumercia Code ghiall zt‘ppiy 8% between the pariics herewe and
assivivés of Seller,

le. Personal Propeny. The Equipment is, and shith al all times during the Contract
Teeri b wid retbaiy, personal nropery,

Foo Beeprdiy nterest. To secure all of its obligations bervunder Huyer grants o Seiter o
liesi and prior secirily Interést in any and all right and interest of Buyer tir the Eguipment. the
Contract and paymenss g under this Contraen, agrees that this Contrt may he filed ay &
fanemy sorement ovidencing sueh seenriy interost. ind agreds w0 exvaie end deliver ol

-y




Tuscing statements mxl other insrrgments secessary nr sppropriaté to cvidence such seourity

imerest. Buyer frther agrees that the Unifonm Commervinl Code of ing stase ghals apply ax
Betivesn the parte? lereto and assignees of Seller.

% Everts of Defankt, The Buver shall be in default onder this Chngeset upon the
veriTete of wiv ol e following ovents:

ta) Nonpeyment whes due or within 6 days therealier of any thstalient of vont o
ethersum awing heretifided;

(b1 HBreach of wny other covenanl or agreement in this Comuraet und the
congimuimnee of such breach Yor a period of 10 consecutive days following Buyer's rezeipt uf
writen notive thereot fram Seller:

o) 3 auy feprisenidtion or wamamy made by Buyer or by any ageni o
epressinative of Buyer herein or i any docuiment or cartificate furnished Selfer in conneetion
Wretith or pursuant hereto proves to be incorrect ot any time in sny material respadt:

() ¥ Buyer shall dissolve or become inisofvent 6r bankrupt, corrmit wiy uét of
3. make vy dssigmnent for the benefit of, or enter tnto an arrangermant or Sunpbsiton
y roidiors. suspeid of temninate the iransaciion of ifs usual buginess or cogsent 1 the
appainiment of @ irustee or recelver or 1 a fusiee or recelver shall beappointed for Biyer or for
wosubsiuntial pant of Uty property, or if bankrupley, feorganizagion armnpemnenis or similar

proceedinigs shall be instiiuted by or ngninst Buyen

{e) I1 iy ordey, judgment or deeree shall be gnlered agalast Buver by o coil.of
vontpetenl jurisdictian dnd Such ordér, judgment or deeree shall continue unpsid or unsatisfied
for agly period in eXeess of 60 consecuiive duvy witliout a siny-of execntion, or it'4 wril or prder
i sttnchment, execution ot other legil process shall be issded i Connsétion with Dty wetion o
procecding against Buyer o ils property whereby any of the Bauipment or riny substuitial piit of
BUVErs property ey be ks or réstraindd:

I Buyer shall defilt in the performance of any obligetion o in payiient of
any s cue o the Seller dndler any otier lease, contruet. ngreement, nrrapgemen of
andersinding

ig} [T uny mdébiediess of Buyer for borrowed muney shall become Jdue and
puyable by secelerstion uf the iarpity dute thereof: or

thy 1 Seller, dn the exercise of ressonable judgmient, shall deterfing thal Buyer is
gencrally nol paying s debis s such debrs beome due. Tn addition, Buyer shull give Selier 3
dayy writtent fotice prior 1o the filing of any voluntary petition of bankmipiey, written notice
upon comatencement ofan involuntary bankeupiey proceeding. or weltien notice prior 1o laking
sy action with respect Lo the Equipmen) W bankriptey procesdings, sad shult inélude in suid




wiilten notive thi venpe ui the anticipated prmc;dmgs und a gopy uf any relevan! pleadings with
respeet Hivrelo, Failure wo give said written potice within the time as specitied shall sonstilute an
vt o lefeuh hereunder and shall cause i inwvediate emtimition of this Conlrast as 10 all
fremes of Eqmp'n At Said defulond fermisiion, however, shall not censiitute an clection at
reinedies and Seller shall rewsin s rights to such other remedics as iy b der forth in i
Fivitraut

(% Bermedias of Brefhult, Upon the oecyrrence of any event of default and - anyv e
therdalior, Seller. saiimy slone didlior through fts .u.n.ms may, without any Iurlhr-r otice,
exgeiEe Onw o mm‘k_ of the following retnedios a Sellor in #ts 8ol diseretion shull eloss:

1wy Peckare the unpaid pringipel balande plus acerued interest 1o dute wnder this
Lontravt to be immediotly doe and pavable withow totice ¢ demand,

1) Terminme this Comract 8 1 any or 5l Hemis of Equipment;

te) Wizhout neties, demang, it*ﬁnlﬂy or Jegal process, onter iio shy premises of of

under coptrol or jurisdiction of Buyer o any agont of Bu\mr where the leased Bquipment iy be,

or 13 Balfeved to be by Sefler, am* tepossesy all or any item thereof, disconncating s separating

#ll o 5o anueh thereof ds niay be required o disconnect or \eprm{e sanie Trom any ather

property. Buyer bereby t..‘&pl‘“\\i\.’ walving all firther rights to powcwun of e Eiuipmers aud
ali elummis for fnjuries sufferad through or loss caused by such repossession

() Crnse Bowen o Bs expense, prompuy W setam the Bquipment te Seller. 8
»ueh plice ns Seller may designale. in the eandition set forth sbave

fey Usey ndd. sell. fease or otherwise dispose-of the Equipmen or auy ilep thereat
3 the prumwx uf Buyer of ot any othier location svithou! aifeeting the nbhgmmm of Buver g
provided in this Comrsen:

{17 Sefl or leaseahe Uguipment of any part thereof, ot public suction nr by privie
sttt or loase-ut such nmz. or times andaupion such temas as Seller may detensine, free wd clenr of
any nalny of Baver, and, i notice thereof is required by faw. any potee in weiting of any \uds
sale of lease By Selier w Buyer ot less. than 10 days prior o the dute theveol’ \h.slt eoistittle
retsonubie nedite Wereol

{3 Proceed by appropritie fiction sither at law o7 in equity w sifuree perfonninee
ov Buver of the applieable covenants of s Conlidet or toy réeen®r damnaes fiir e bresch

trarea!tt or

i Exercise any and oll rights ageruing w Seller under any applicable Jaw upon o
defaal] by Buyes. o atL.lll*lml Seller 5hd!| be t,.l]l'][lg.d o recover ipmedinicly s liguigdmed
damages For the lois af & Durrgain and nof as a pumil_\ a sum cqu.:! to the ugeregnie of the
Rt -




113 Al utpaid reni or oftisr sums which are due und payabile up 1o the date she
Lapulpimient is reaiined 1o oF roposséssed by Seller,

i Ajny expensd paid & ipeorred by Seller in Cenncclien with the
raposseisialy hohding, repot and subsequeént sale, lease ar other dispositton of the Eguipnient,
neiuding atornuey'y e wes omd legal exXpenses, und

v The purchase option price. fess the net amotint of the recavery, i1 any,
aciully received by Seller [rem insurance or otherwise. '\ddmonali\ the messure of laquzdavd
dammpes a3 st forih hereinabove shall be wpl:cablu 10 fix the damages seeruing for the

!r..\; il pottion of dhe Contrd term i hls Conteaet s a0t dssumed by dhe Buver it a
ankiupley procedding. Should Seller, howdver, itintite its domal domiged 10 wiceed the
t.-'uy,umg Saltermuy, @ s wphon, revoverits actial damages in Heu ofor in addition thereto,

Mone of the remedies of Sehier under this Contract are intended to b exclusive. but
such shadl b cumplaive and in addition w any other remedy referred 1o hergin of othenwise
aveifahly to Seller a1 few or in uiuw Buyer agrees w-pay Setler nil aliorneys' fees and el costs
siwd Supriiaes indurred b Seller in Connedtion With the enforcdmient 6f the tarms.of the Contrcl
or nify rigly o ey herender, Any repusacssioh of subseqient sake orldndé by the Seliet of
iy Hem of Fouipment shall nes bar any action for o deficieney g5 hereln provided and the
bringhng of 6o aétion or the entey of judumem against e Buyer shali'not bar the Seller's right
o repossess tny or ull tens ol Bquipment. Buyer wiives any and sl rights to notice zad to #
Juedicial Dearing with vespee: 1o the repossession of the E{;wpmcm by Sdlu iy the evem of'd
defnull berewnder by Buver,

20, Amzndiesis wnd Addepduns, This Contrat iy be atsiided Or any o s 4enns
madified ouly by writien consent of Buyer and Seller or its assignee.

In the gvent Buyer desired o huy other Lquip nent. the parties may oxecile an
veldenduim e s Contret with: respect o such afher cqitipient by i) L\LLUH!’!L s dabn wry-order
fon vudh squipments G execmting sn secepianee certificate ol the equi ;mn.m' and {Hii ahl aining
pew aprinipns amd other sipporting docunientation ps ru}ziircd ar I):.m!flivd by the Cortact, For
papesss of consining :subm]m.m wansaviions conceming other equipmem as gn bilegrated
eoneact, the following shall be considered o singrle iransaction or tegal and binding agreement:

ta) The Ceastraes, which provides baste ierms and conditions;
{b) An exccuted delivery peder and geceptpee cerfificale; and

{¢) Sthydules. L\hfbils, ol aothigr auachments to such documents that pergain to
e LL!U!PETIL?‘I! described in 1 ¢ delivery ortfer, and supporting Llor.umenmtwn such as: ey,
apinkmiz of ¢hunse] sud mxumnce cérificales,

31 Marices. Al oobives b be given onder s Contract shizfl be miade in wniing and

in




arsthed by cerisfied mail, retum receipt requested, o the.other party wl fts eddvessset forllt herein
aF it sach addross ax e pany may provide it writing. Fom tme to thne Ay suéh natice shall
b deemed 1o have been reegived five () days subseguen w pigiling

23 Sectivg Hendines. All section headings contained hedein ure 105 convenivice. of
reforepee anly and are not intended to define or limit the seope ol any provisions of thix
Contmet,

i3 Guvzrame Law, This Contiet shall be governed byt provisions hereal and by

tie T & of the Stie where the Bquipmian iy Tocated.,

2 Dedivery o Belaed Documents, Buyer will excome ar provide us reguized by

Sebler, the following documents and infonmation sattsfacion o Sellen
(4} Equipment Accepance Notice;
{4 Legal opinion of counsel us descrilied in Section 1 above

(el Matement off Buyer deseribing the eisintial fimetions and uses of the
Baguipnw; '

(1) Bieapments evidencing title und delivery:
ted Matacmide contrer égarding Equipmonty
(1 Liitonn Coninercial Code Financing Statements;

1) Certiffeates of Hability and cusualty Tnsurtnee maming Seller and s 8stpny s
pdditronat insurids:

tht Iivoicing instructions: dnd
11 Giher documenils s redsonnbly reduested by Seller.

23 L Asreemens: Walver, This Conteaet, together with the Delivery Order 15) andd
other siachments hereta, and ather documenis of situmenis axecuted by Buyer am Selier
cannection herewith, constitute the entire agreement between the parties with respedi © the
Fguipment, Any provisions of the Contract found 1o be prohibited by Taw shal! e dnelfeciive to
the extan: of such prohibition withol invalideding the rémainder of this Conzret, The waiver v
Selle wl any breael) by Buyer of any tenin, covenant of condition heresf shall nal QpETAIC 35 i
waiver of any subsequent breach thereo!,




25 Speeidl Sopubstiods, Any smendment to siindard Mngamge will be st forth i
Bahibit A ttanchéd Fiesio ["Spécial Stiputarions™.

SELELER:

BateorpSouth Lquipment Finance
4 dbeislon of BancorpSouth Bank
2.0 By 15097

L3 Thompsen Purk

Hauitizshurg, M8 30404-5097

i

)
4 J".}L‘ﬁi/

By
L.
il
>
Pleie e e e
BUYVER;

Madizon Lounty. Florida
P O Box 539
Mindison, FL3234]

o Nl A

Titfee %ﬁsﬁmm fﬁmfd { Co«mv}; Lo meies reans
P ) ,r(.zfr:’%-u""

&
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ADDENDUM TO LEASE CONTRACT

Madison County, d political subdivision of the State of Florida (the “County™) and
BancorpSouth Equipment Finance, a division of BancorpSouth Bank (the “Lessor™)

are entering into certain contract document(s) designated as (collectively the “Contract™)

for the lease-purchase of certain equipment by the County from the Lessor, and for pood and
valuable consideration, the receipt and sufficiency of which is acknowledged, the parlies agred as
follows:

1.

Any provision of the Contract to the contrary notwithstanding, Florida faw shall apply
hereinand in the interpretation and eiiforcement of the Contract without regard t©
Florida’s choice of law rules.

Under Florida law, the County can only be bound to the express written terms of a
contract, Siare, Agency for Health Care Admin. v. MIED, Inc.; 869 S0.2d 13 (Fla. 15t
DCA 2004y; County of Brevard v. Miorélli Eng's, Inc,, 703 So_zd 1049 (Fla. 1997)

Under Florida law, pnvate parties who contract with the County do so al their peril and
are bound to ascertain the legal limits of the County’s autherity to enter into such
contraets. chal dless of the provisions of such contradts, the County will not be bound to
contractual provisions which are contrary to Florida law. See, Ramsey v, Kissinmnee, 139
Fla, 107, 190 So. 474 (Fla, 1939y; City of Hollywood v, Witt, 789 80.2d 1130 (Fla; 4ih
DCA 2001), Palm Beach County Healtlf Care Dist. v, Everglades Mem'l Hosp., Inc., 658
S0.2d 377 (Fla. 4th DCA 1995); City of Panama City v. T & 4 Utilities Coniractors; 606
S0.2d 744 (Fla. 1st DCA 1992); Club on the Bay, Inc. v. City of Miami Beach, 439 So.2d
325 (Fla, 3d DCA 1983), rev. den., 439 325 (Fla. 1984); Town of Indiar River Shores v.
Coll, 378 S0.2d 53 (Fla, 4th DCA 1979)

Under Flarida law, the County ¢annot grant & security interest in real or personal

property. See, Florida Attorney General Opinion 98-71 (1998)

Under ¥ !orlda law, the County cannotindemnify a private entity. See, Florida Attorney
General Opinions 2000-22 {2000); 93-34 (1993)

Under Florida law, the Coumy cannot bu required to pay interest or pcnalt:es for late

payments-except as set out i the Lo¢al Goveniment Prompt Payments Act in Ch. 218,
Florida Statutes.

Any pIO‘.’iSlGn af ziu Contract 1o lhc conttat Y nolwuhstandmg, thc Lgssor gsmmc'a 111 risk
prowsmns of T ior:da law. rcfercnccd ;,;bo_ve‘ The rendering oi any pmw_s;_nns 01_ the _
Contract unenforceable by the operation of law shall not be deemed u material breach of
the Contract nor relieve any party of its rights or obligations which may remain under the
Contract. As the Lessor assumes all risk that a provision of the Conlract may be rendered
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unenforceable under Florida law, the Lessor shall not able to cluim that it justifiably
relied on any répresentation it believes may have been made by the County to it to the
contrary.

Any provision of the Contract to the contrary notwithstanding, the County shall not
become liable under the Contract until and unless the County acknowledges (in writing
and aller reasonable inspection) that the equipment has béen delivered timely, is the
equipment ordered and is.in good working order.

Any provision of the Contraet to the contrary notwithsianding, all manufacturer
warranlies dnd guarantees, expréss and implied, and rights to services in connéetion tyith
such warranties and guarantees, on the equipment which is the subject of the Contract,
shall be assigned to the Counly on the effective date of the Contract and may thereafter
be enforced by the County in its own name.

The ¢xistence of this addendum shall be referenced in the documieits making yp the
Contract as well as the legal opinion letter and resolution of the Board approving and
authorizing execution of the Contract: However, the failtre o make any such
reference(s) shall not affect the enforceability of this addendum.

/ﬂw\-@ WW Y B89 /5

D.ate

As the County’s au‘tho'rized re}jreéentative

t:L\/"f?Z 7,0‘ (’ /izl-ewi»f? . 5“ c?z)[?/f}

Date

As the Lessor’s authon?ed representative
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{2

6-, Q/M \Y

SPECIAL STIPULATIONS

SELLER: BancorpSouth Equipment Finance,
a division of BancorpSouth Bank
P. O. Box 15097

=

Hatticsburg, Ms 9404-5097

By:

Title:

Date:

BUYER:

By:

Titler

Date;

- NONE -

EXHIBIT A
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THIS IS THE FORM TO BE USED FOR A LEGAL OPINION OF THE
BUYER'S LEGAL COUNSEL. IT SHOULD BE TYPED ON THE
COUNSEL'S LETTERHEAD:

BancorpSouth Equipment Finance,
a division of BancorpSouth Bank
P. 0. Box 15097

Hattiesburg, MS 39404-5097

Re:  Equipment Conttact dated and Delivery Order No, thereto, dated
, by and between BancorpSouth Equipment Finance, a division of
BancotpSouth: Bank as Seller, and , as Buyer.

T.adies and Gentlemen:

T am attorney for (the "Buyer”) and pursuant to the above-referenced transaction, I
am familiar'with the above-referenced Equipment Contract (the "Contract").

~ Based on the exathination of the Contraet and such 6ther dcouments,_'rgco1~ds and papers
as I deemed to be relevant and necessary s the basis for my opinion set forth below; it is my
opinion that:

1. Either the Buyer is a staté, territory, a possession of the United States, the District of
Columbia, or a political subdivision thereof (as such terms are defined in Section 103 of the
Internal Revenue Code and the Regulations thereunder) or the Buayer is a constituted authority
(as such term is defined in Section 103 of the Internal Revenue Code and the Regulations
theleunder) empowered -to issue obligations on behalf of one of the foregoing entities, and the
Buyer is authorized by the- Constitution and laws of the State of Florida to enter into the
transactions contemplated by the Contract and to carry out its obligations thereunder.

2. The Contract has been duly authorized, exccuted and delivered by the Buyer and
constitutes a valid, legal and binding obligation of the Buyer enforceable in accordance with its
terms,

3. No further approval, consent or withholding of objections is required fiom any

federal, staté or local government aiithority with tespect 1o the entering into or pclfmmance by
the Buyer of the Contract and the transactions contempla_ted thereby.

EXHIBIT.B




BancorpSouth Equipment Finance,
a division of BancorpSouth Bank
Page 2

4. The entering into and performance of the Contract and other telated docurients will
not violate any judgment, order, law or regulation apphcable to the Buyer or result in any breach
of, or constitute a dcfault undex or result in the creation of any lien, charge, security interest or
other encumbrance upon any assets of the Buyer or the leased equipment pursiiant to, any
indenture, mortgage, deed of trust, bank loan, credit agreement or other instrument to which the
Buyer is a party or by which it or its assets may be bound.

5. Thei¢ are no actions, suits or pfOcc’c'd_ings_ pending or, to the knowledge of the Buyer,
threatened against or affecting the Buyer in any court or before.any governmental commission,
board or authority which if adversely determined, will have a material adverse effect on the
ability of the Buyer to per forin its obligations under the Contract.

6. The equipment subject to the Contiact is pérsonal property and when subjected to use:
by the Buyer, will not be or become fixtures-under the laws of the State in which it is jocated.

7. All requited public blddmg procedures regarding the award of the Contract have been
followed by the Buyer.

Sincerely,




6M(y\«é

Dated as of: To Contract No:

DELIVERY ORDER NO:

THIS DELIVERY ORDER is issued pursuant to an Equipment Contract dated as of

(the "Contract"), between the parties to the Contract to authorize installation of

the Equipment listed herein. All terms used herein have the meanings ascribed to them in the
‘Contract.

A.  PAYMENTS, TERM, TRANSPORTATION AND DELIVERY COSTS.

The Payments required under the Contract for the Equipment designated on this Delivery
Order are . A portion of each Payment is paid as and represents payment of interest as sct
forth in Schedule A hereto. Payments shall be due as follows: . Buyer shall pay
transportation and/or délivery costs; if any, as set forth in Schedule B hereto. '

B. LATE PAYMENTS.

There will be a charge of _N/A _per month based on the amount of any Payments which
remain umpaid for ten (10) days after the due date.

C.  FISCAL YEAR.

Buyer's fiscal year périod is from to

D.  CONCLUDING PAYMENT.

Buyer shall have the oplion to purchase the Equipment desctibed herein in accordance
with Paragraph 14 of the Contract upon payment of the Concluding Payment Amount set forth in
Schedule ‘A hereto plus the payment then due.

E.  EQUIPMENT DESCRIPTION.

‘The Equipment as defined in the Confract includes the following:

EXHIBIT C




F. LOCATION.

G.  ALTERNATIVE INTEREST RATES,
1. Loss of interest deductibility will incuf a rate-of not less than %0-
2. Loss of tax-exempt interest will incur a rate of not less than Yo,
THE TERMS GOVERNING THIS DELIVERY ORDER ARE CONTAINED IN
THE CONTRACT REFERENCED ABOVE AND APPLY WITH THE SAME FORCE
AND LDFFECT AS IF SET FORTH FULLY HEREIN.

Seller shall not be bound by this Agreement until it is executed by an authorized officer
of Seller at Selicr’s principal place of businéss,

DATED as of the day and year first above stated on this Delivery Order.

SELLER: BUYER:
BancorpSouth Equipment Finance, a

division of BancorpSouth Bank

P.O.Box 15097

Hattiesburg, MS 39404-5097

By: - By:

Title: Title:




P
el EQUIPMENT ACCEPTANCE NOTICE

TO: BancorpSouth Equipment Finance, a division of BancorpSouth Barnk

RE: Contract No.

This is to acknowledge that the delivery and/or installation of the Equipment, déscribed
in Delivery Order No. dated as of has been completed in accordance
with the terms of the above-réferéniced Contract and that the Buyer has duly delivered to and
received in proper form from Seller-all purchase orders, invoices or such forms or documents
required by Buyer to assure commencement of Payments on ,in
accordance with Section2 of the Contract.

The undersigned has inspected said Equipment. It satisfied provisions of Section 2-of the
above-referenced Contract, and it is accepted according to the provisions contained therein.

BUYER:

By:

Title:

Date:

EXHIBIT D
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RESOLUTION AUTHORIZING AND APPROVING EXECUTION OF A CONTRACT WITH
BancorpSouth Equipment Finance, A DIVISION OF BANCORPSOUTH BANK

- WHEREAS, (the "Governing Body") of (the "Buyei"), acting for aid on
behalf of the Buyer heréby finds, determiries and adjudicates as follows:

I, The Buyer desires to enter into a Contract with the Exhibits attached theéreto in.

substantially the same form as attachied hereto as Exhibit "A" (the "Contract") with

BancorpSouth Equipment Finarice; a division of BancorpSouth Bank (the "Seller") for the
purpose of presently purchasing the equipment as described therein for the total cost specitied
therein (collectively the "Equipment").

2. Itisinthe best interest of the residents served by Buyer that the Buyer acquire the:
Equipment pursuant to and in accordance with the terms of the Contract; and

3. Itis necessary for the Buyer to approve and authorize the contract.

4, The Buyer desires to designate the Contract as a qualified tax-exempt obligation of

Byer for purposes of Section 265(b)(3) of the Internal Revenii¢ Code of 1986 (the "Code").

- NOW, THEREFORE, BE IT RESOLVED by this Governing Body for and on behalf of
the Buyer as follows:

Section 1, The Coritract and Exhibits attached thereto in substantially the same form as
attached hereto as Exhibit "A" by and between the Seller and the Buyer is hereby approved and
(the "Authorized Officer") is hereby authorized and dirccted to execute
said Contract on behalf of the Buyer.

Section 2. The Contract is being issued in calendar year

_ Section 3. Neither any portion of the gross proceeds of the Contract nor the Equipment
identified to the Contract shall be used (directly or indirectly) in a trade or business carried on by
any person other than a governmental unit, except for such use as a member of the general
publie.

Section 4. No portion of the refital payments identified in the Contract (a) is securéd,
directly or indirectly, by propeity used or o be used in a trade or business carried on by a person
other than & governmental unit, except for such use as a member of the general public, or by
payments in respect of such property; or (b) is to be derived from payments (whether or not to
Buyet) in respect of propeity or borrowed money used ot to be used for a irade or business
carried on by any person other than a governmental unit.




Section 5. No portion of the gross proceeds of the Contract are used (directly or
indirectly) to make or finanicé loans to persons other than governmental units,

Section 6, Buyer hereby designates the Contraci as a qualified tax-exempt obligation for
purposes of Section 265(b) of the Code.

Section 7. In calendar year , Buyer has designated $ of tax-sxempt
obligations (including the Contract) as quahhed tax-exempt obligations. Including the Contract
herein so designated, Buyer will not designate more than $10,000,000 of obligations issued
during calendar year as qualified tax-exempt obligations.

Section 8. Buyer reasonably anticipates that the total amount of tax-exempt obligations.
(other than private activity bonds) to be issued by Buyer during calendar year will not
exceed $10,000,000.

Seéction 9. For purposes of this resolution, the amount of tax-exempt obligations stated as
either issued or designated as qualified tax-exempt obligations including tax-exempt obligations
issued by all entities deriving their issuing authority from Buyer or by an entity subject to
substaiitial control by Buyer as provided in Section 265(b)(3) of the Code.

Section 10. The Authorized Officer is further authorized for and on behalf of the
Goveétning Body and the Buyer to do all things necéssary in furtherarice of the obligations of the
Buyer pursuant to the Contract, including execution and delivery of all other documents
neécessary or apploprlate to carty out the transactions contemplated theieby in accordance with
the terins and provisions thereof.

Following the reading of the foregoing resolution, moved
that the foregoing resolution be adopted. _ seconded the motion for its
adoption. The put the question to a roll call vote and the result was as
follows: ,

Voted:
Voted:
Voted:
Voted:
Voted:
The motion having received the affirmative vote of all members present, the
declared the motion carried and the resolition adopted, this the : day of
(Signature)
ATTEST:

SEAL)
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CERTIFICATE WITH RESPECT TO QUALIFIED TAX EXEMPT OBLIGATIONS

I, the . of (the "Buyer"), am duly authorized to execute that ¢értain
Contract, dated as of ,-(the "Contract”) by and between Buyer and
BancorpSouth Equipment Finance, a division of BancorpSouth Bank do hereby certify as
follows:

1. This Certificate with Respect to Qualified Tax Exenipt Obligations (the "Certificate") is
executed for the purpose of establishing that the Contract has been designated by Buyer as a
qualified tax-exeinpt obligation of Buyer for purposes of Section 265(b)(3) of the Internal
Revenue Code of 1986 (the "Code™),

2. Buyer is a‘political subdivision of the State of Florida.
3. The Céntract is being issued in calendar year

4. Neither any portion of the gross proceeds of the Contract nor the Equipment identified to
the Contract shall be used (directly or indirectly) in atrade or business carried on by any person
other than a governmental unit, except for such use as & member of the general public.

5. No portion of the Payments identified in Section 5 of the Contract (a) is secured, directly
or indirectly, by property used or to be uséd in a trade or business carried on by a person other
than a governmental unit, except for such use as a member of the general public; or by payments
intespect of such pr operty; or (b) is to be derived from payments (whether or. nol to Buyer) in
respect of property or ‘borrowed money used or to be used for a trade or business carried on by
any person other than a governmental unit.

6. No portion of the gross proceeds of the Contract are used (directly or indirectly) to make
or finance loans to persons other than governmental units;

7. Buyer had designated the Contract as qualified tax-exempt obligation for purposes of the
Code, pursuant to a resolution adopted by the governing body of the Buyer on

8. In calendar year , Buyer had designated $ of tax-exempt
obligations (including the Contract) as qualified tax-exempt obligations, Including the Contract
herein so designated, Buyer will not designate more than $10,000,000 of obligations isstied
during calendar year as qualified tax-exempt obhgatlons

9. Buyer reasonably anticipated that the total amount of tax-exempt obligations (other than
private activity bonds) to be issued by Buyer diing calendar year will not exceed
$10,000,000.




10. For purposes of this Certificate, the amount of tax-exempt obligations stated as either
issued or designated as quahﬁed tax-exempt obligations includes tax-exempt obligations issued
by all entities deriving their issuing authority from Buyer or by an entity subject to substantial
control by Buyer; as provided in Section 265(b)(3)(E) of the Code.

11. This Certificate is based on facts and circumstances in existence on this date.

IN WITNESS WHEREOQF, I have set my hand this day of ;

Title:




THIS IS AN ESSENTIAL USE LETTER. IT SHOULD BE TYPED
ON THE BUYER'S LETTERHEAD.

BancorpSouth Equipment Finance;
a division of BancorpSouth Bank
P,0.Box 15097
Hattiesburg, MS 39404-5097

Re;  Contract No. , dated
Ladies and Gentlemen:
The equlpment purchased under the above-referenced contract, and asgociated peripheral

equipment that we are buying under said contract, will be used by the . The
equipment will not be used in any private business or put to any private business use.

The functions of the equipment will include
and are deemed to be éssential to the efficient operation of the

Sincerely,




ST P8rs CECLOES 150D [e10,
000°S62$ | STY6LLS 007 19€$ | €£L°899% [e0L qng
V/N aperq Jodo[g Sunsrxg STH'LS STY'L § | opeig edoj§ SunsiIxg [ 9
ST IHS aperg 1adolg MaN 007 °0v$ opejg wdo[S MaN | €
V/IN JunOdSIp Wun-unAL | 000°01$ JUNOJSIp Hun-N | ¢
000°S01$ | 285°09Z$ I9pe1D 010N INZT || 000°TZ1S | 80SHHTS IopeIn) 00N DOLY | €
000°S6$ | 605°8£C$ JopeIny 010N ZINOZT | | 00T°ST1IS | 00F'80T$ IOPBID IO DOT9 | T
000°S6% | 605°8€TS IopeIn 1010 TINOZI | | 00T°ST1IS | 00¥'S0TS IopeID 0O DOZ9 | 1
Mo,mnfmﬁm uoﬂm Hmz.ﬁ&ow&mu Mom@%ﬂm ooﬁm O.BOQ Eo H w3

uosLiedwo)) J9pe.ar) 100N




€3 JorHnDeEERE

Selling Equipment

Quote td: 16585449 Customer: MADISON COUNTY BOARD OF COMMISSIONERS

JOHN DEERE 670G MOTOR GRADER
Equipment Notes: Per Florida Sheriffs Contract #FSA17-VEH15.0 Suggested List
Total Cost Bid for 7500 HR or 60 Months with $ 370,976.40
Performance Bond Selling Price
Buyback $121,000 $ 234.508.00
Hours:
Stock Number:
Code Description Qty Unit Extended
84407 670G MOTOR GRADER 1 $291,842.00
1010 Standard Antler Rack Hydraulic 1 $0.00 $ 0.00
Controls
1140 John Deere PowerTech PSS 9.0L 1 $ 46,848.00 $ 46,848.00
meets EPA FT4 Emissions
1240 Dual 100 Amp Alternators (200 Amp 1 3 938.00 $ 938.00
total)
1310 Quick Service Group 1 3 660.00 $ 660.00
1410 Standard Fuel & Water Filiration 1 $ 0.00 $ 0.00
1610 Hydraulic Pump Disconnect 1 $ 185.00 $ 185.00
1830 Engine Exhaust with Flat Black Stack 1 $0.00 $ 0.00
(EPA FT4 only)
1920 No Blade Impact Absorption System 1 $0.00 $0.00
2050 14 Ft. x24 In.x 7/8 In. (4.27M x 1 $1,331.00 $1,331.00
810mm x 22mm) w/ 6 In. x 5/8 In. (152
x 16mm) Cutting Edge & 5/8 in.
(16mm) Hardware
2575 No Grade Control Base Kit Installed 1 $0.00 $0.00
2605 English Labels and Decals 1 $0.00 $0.00
2775 No Topcon 3D GPS Grade Control 1 $0.00 $0.00
System installed
2810 Single Input Gearbox without Slip 1 $0.00 $ 0.00
Clutch
4923 No Brand Preference 1 $14,740.00 $ 14,740.00
5020 Low Cab w/ Fixed L.ower Front and 1 $0.00 $0.00
Side Windows
5520 Manual Shift Transmission (no 1 $0.00 $ 0.00
Autoshift)
5710 Transmission Solenoid Valve Guard 1 $209.00 $ 209.00
5815 Hydrau 1 $0.00 $0.00
6030 No Powered Cab Air Precleaner 1 $0.00 $0.00

Confidential
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Quote Id: 16585449

Selling Equipment

Customer: MADISON COUNTY BOARD OF COMMISSIONERS

6130 Premium Heated, Leather/Fabric, High- 1 $1,170.00 $1,170.00
Wide Back, Air Suspension Seat with
Armrests
6530 Base Hydraulics w/ 2 Auxiliary Function 1 $3,084.00 $3,084.00
Conftrols
6610 Base Hydraulics- 4 Function Controls 1 30.00 $0.00
6750 Less Front Attachment 1 $0.00 $0.00
6850 No Rear Aftachment 1 $0.00 $0.00
7130 Grading Lights (10 Halogen Lights) 1 $1,077.00 $ 1,077.00
7820 No Front Fenders 1 $0.00 $ 0.00
8110 24-10-12 Volt Converter (15 amps 1 $0.00 $0.00
peak / 10 amps continuous)
§210 Exterior Mounted Rearview Mirrors 1 $0.00 $0.00
8310 l.ower Front Intermittent Wiper & 1 $ 658.00 $ 658.00
Washer
8410 AM/FM Radio with Aux and Weather 1 $ 966.00 $ 966.00
Band {(WB)
8510 Air Conditioner Refrigerant Charged 1 $ 0.00 $ 0.00
8730 No Sound Absorption Package 1 $0.00 $ 0.00
8820 No Rear Camera 1 $0.00 $0.00
9210 Decelerator 1 $298.00 $ 298.00
9220 5.0 [bs. multi purpose (ABC) Dry 1 $ 128.00 $ 128.00
Chemical Fire Extinguisher
9280 Slow Moving Vehicle (SMV) Sign 1 $ 85.00 $85.00
9298 Beacon with Flip Down Cab Beacon 1 $ 668.00 $ 668.00
Bracket (RH)
9380 Heavy Duty Air Cleaner - 9.0L 14 in 1 $ 987.00 $ 987.00
9395 Adjusting Rotary Ejector Precleaner 1 $ 546.00 $ 546.00
9723 17.5R25 L2 1 STAR NO BRAND 1 $0.00 $0.00
PREFERRED WITH 1PC RIM
Standard Options Total
Value Added Services Total
Freight 1 $2,956.40 $ 2,956.40
Setup 1 $ 1,600.00 $ 1,600.00
Other Charges Total $ 4,556.40
Suggested Price $ 370,976.40
Customer Discounts Total $ -136,468.40 $ -136,468.40

Confidential




Ring Power Corporation
500 World Commerce Parkway
St. Augustine, FL 32092

QUOTE PER THE FLORIDA SHERIFF'S ASSOCIATION CONTRACT

Quote Prepared For: 1/4/2018
Madison County
{1) NEW CATERPILLAR 12M MOTORGRADER
CONTRACT DETAILS
Florida Sheriff's Association
Bid # FSA 16-VEH14.0
Specification # 34, Motorgrader
Extension Dates: October 1, 2017 Through September 30, 2018
BASE MACHINE
BASE Caterpillar 120M Per Sheriff's Contract Specifications $189,346
384-8606 Upgrade to 12M, Base Machine Only 528,467
TOTAL OF BASE MACHINE $217,813
NON-SPECIFIED OPTIONS
385-9294 GLOBAL ARRANGEMENT NC
349-3047 MOLDBOARD, 14' BASIC $1,200
337-7510 HITCH, TOWING $565
353-3316 WEATHER, STANDARD NC
305-2927 LINES,STANDARD W/0 ACCUMULATOR NC
380-6775 PRECLEANER, SY-KLONE $790
324-5328 DRAIN, GRAVITY, ENGINE OIL NC
385-8099 BASE + 4 (WM, WT-FLOAT, FL, RIP) $9,400
394-3945 STARTER, ELECTRIC, HEAVY DUTY NC
309-9879 LIGHTS, FRONT HEADLIGHTS, LOW $2,645
385-9554 CAB, PLUS {(STANDARD GLASS) 51,165
397-7457 CAB, PLUS (INTERIOR} $3,160
394-1492 SEAT BELT NC
464-6804 PRODUCT LINK, SATELLITE PLEG31 NC
362-5222 NO ACCUGRADE NC
357-9151 JOYSTICK CONTROLS, BASIC NC
254-7970 TIRES, 17.5R25 MX XHA * L3 5P $13,440
323-6970 GUARD GP, HITCH NC
469-8157 COOQLANT, 50/50, -35C (-31F) NC
386-1254 LANGUAGE, ENGLISH NC
442-9940 DECALS, ENGLISH {U.S.) NC
395-1967 LIGHTS, WORKING, PLUS $1,085
338-1132 LIGHT, LED WARNING STROBE $590
361-3137 MOUNTING, WARNING LIGHT $760
396-3921 CAMERA, REAR VISION $2,665




233-3295 MIRRORS, OUTSIDE MOUNTED $520

SUB TOTAL $37,985
LESS 34% SHERIFF'S CONTRACT DISCOUNT {512,915)
TOTAL OF NON-SPECIFIED OPTIONS $25,070
NON-CONTRACT OPTIONS
ROME SLOPER ATTACHMENT $35,325
INSTALLATICN OF SLOPER $6,500
FIRE EXTINGUISHER INSTALLED $250
{2) O & O MANUALS 5200
CAB MOUNTED FIRE EXTINGUWISHER $250
5 YEAR / 7,500 HOUR PREMIER ESC WARRANTY 522,400
TOTAL OF NON-CONTRACT OPTIONS $64,925
SUB TOTAL $307,808
LESS ONE TIME ADDITIONAL DISCOUNT (55,401
TOTAL TRANSACTION PRICE $302,407
GUARANTEED REPURCHASE

RING POWER CORPORATION WILL GUARANTEE TO REPURCHASE THIS
MACHINE AFTER 5 YEARS / 7,500 HOURS FOR $105,000. THE MACHINE
MUST BE IN GOOD WORKING CONDITION WITH AT LEAST 20% TIRE
LIFE REMAINING, ANY DAMAGES MUST BE REPAIRED BEFORE THE
COUNTY RETURNS THE MACHINE. NOTE:

Upon the termination of the lease

Madison County will retain ownership of

the ROME Slopper, removal will be at

Madison County’s expense

LEASE OPTION
LEASE OPTION 1 STRAIGHT PAYOUT
SALES AMOUNT $302,407
DOC STAMPS $450
TOTAL AMOUNT TO FINANCE $302,857
60 PAYMENTS IN ADVANCE $5,361
5 ANNUAL PAYMENTS iN ADVANCE $64,852

LEASE OPTION 1 WITH REPURCHASE AS THE OPTION

SALES AMOUNT WITH SCARIFIER $302,407
DOC STAMPS $450
TOTAL AMOUNT TO FINANCE $302,857
60 PAYMENTS IN ADVANCE $3,711

5 ANNUAL PAYMENTS IN ADVANCE 544,804




Madison County
Board of County Commissioners
Personnel Policies and Procedures

Approved by the Madison County Board of County Commissioners on

June 7t 2006

Amended by the Madison County Board of County Commissioners on

April 13, 2016

The Madison County Board of County Commissioners reserves the
right to make any changes to this policy at any time.



SECTION 1
INTRODUCTION

1.01 Purpose

The purpose of these policies and procedures rHes—and—regulations is to establish
procedures, which will serve as a guide to cover most personnel actions. The final
interpretation and application of these rules and regulations shall be made by the Madison
County Board of County Commissioners, or its designee. The Board reserves the right to
amend, alter, modify, delete and add to these rules and regulations as it deems
appropriate to serve the best interest of the residents, employees, and citizens of Madison
County, Florida. These provisions do not intend to, nor do they create a contract for
employment.

The Human Resources Persennel-Office objectives of Madison County are:
A. To recruit, select, and advance employees on the basis of their ability,
knowledge, skills and demonstrated performance.

B. To provide a pay plan and employee benefits which are fair and competitive.

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

D. To retain and advance employees on the basis of their ability to successfully
Perform their jobs.

E. To assure fair treatment of applicants and employees 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 employed on a contractual basis.

D. Elected officials.



E. All independent constitutional officers and employees of independent
Constitutional Officers (e.g., Sheriff, Tax Collector, Property Appraiser,
Supervisor of Elections, Clerk of the Court).

1.03 Administration

The County Coordinator shall be responsible for the overall administration of these
policies and procedures rilesandregutations. The Department Heads are responsible for
the operation of their department, for the creation and enforcement of department rules
and policy and for the effective administration of these rules to their area of activity.
Specific administrative responsibilities are the responsibility of the County Coordinator
and/or his/her designee.

Such responsibilities include:
1. to administer, interpret and enforce the rules and regulations and to
recommend modifications;

2. to provide assistance and support to the Department Heads as they
recruit, hire, supervise, direct, and discipline, up to and including
discharge, the workforce of the County subject to these policies and

procedures rules-and-regulations;

3. to provide initial orientation of employees to include familiarization
with policies, rules and regulations, benefits and working conditions;

4. to provide custody, maintenance and disposition of the official
personnel files and records to include employment, fringe benefits,
training and other forms and records as required. These files are to be
located within the office of the County Coordinator.

5. to provide and/or coordinate employee training programs;

6. to maintain Pay and Position Classification Plans and recommend
changes to ensure payment of wages and benefits consistent with those in
the County and other similarly situated governmental entities subject
always to the financial of the ability of the County and sound fiscal
planning;

7. to conduct periodic wage and benefit surveys;

8. to foster and develop programs for the improvement of employee
relations; morale and effectiveness; and

9. to review departmental rules and regulations to ensure that they are not
inconsistent with these policies and procedures res-andregulations.




All County employees shall be responsible to the County Coordinator to assist all matters
relating to the morale, discipline, supervision and efficient performance of the workforce
of Madison County.

1.04 Residency Requirement

There shall be no Florida or County residency requirement for any person as a condition
precedent to employment by the County. EMS employees will be subject to department
rules regarding response time, which may include residency restrictions. The only
exception to the residency requirement will be for the County Coordinator, who will be
required to establish residency within Madison County.

1.05 Public Employee Oath

Without any exceptions, all persons employed by the County shall be required to
complete the take-a public employee oath in-the form as shown in Appendix A, and
prescribed in Section 876.05, Florida Status, at the time of accepting employment.

1.06 Employment of Department Heads

It shall be the policy of the County Coordinator to publish a “Notice of Position
Available” in the event that a department head position becomes vacant. The notice shall
be published once in a local newspaper, with Career Source North Florida and other
publication as deemed appropriate by the County Coordinator. The notice shall state the
name of the position, the duties required thereof and other requirements of the Board,
including the qualifications, experience, training, and other selection criteria established
for the position, and that the salary shall be negotiable. All applicants must furnish a
written application for the position within such period of time as may be designated by
the County Coordinator in the notice. The County Coordinator may reject any and all
applications and republish the “Notice of Position Available”. The County Coordinator
may appoint an acting Department Head in the event of a vacancy pending compliance
with this section.

1.07 Definitions
For purposes of administering these policies, the following definitions shall apply:

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

Anniversary Date - The date an employee begins employment and the same date in the
following years. This is the date upon which entitlement to fringe benefits is based. The
anniversary date may be changed in accordance with these rules and regulations.

Appeal - An application for review of a disciplinary action.

Board - The Board of County Commissioners of Madison County, Florida.




Compensation Plan - The official schedule of pay assigning rates of pay to each position
classification.

Compensatory Time (also referred to as Comp Time) -Time off work in lieu of pay.

Demotion - An action which occurs when the employee has violated policy or
performance standards. An employee is moved from a position in one classification to a
position in a lower classification assigned to a lower pay grade.

Department Head - For the purposes of these policies, a person with the title of who is

assigned the overall responsibility for the operation of a recognized department or area of
County operation. For the purposes of these rules, for those County Employees reporting
to the County Extension Agent, the Extension Agent will act with the authority of
Department Head.

Dismissal - Involuntary separation from County employment.

E-Mail - Electronic Mail; i.e. messages typed into a terminal and sent, as by telephone
line, to a receiving terminal, such as documents, memoranda, notes, letters, statements or
communications of any kind produced by county employees for the purpose of
transacting county business.

Employee -Any person occupying a position with Madison County Board of County
Commissioners.



Equal Employment Opportunity - The provision of an environment which manifests
the right of all persons to work and to advance on the basis of merit, ability and potential.

Exempt Employees - 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.

FLSA - The Fair Labor Standards Act. Federal legislation which sets minimum wage,
overtime pay, equal pay, record keeping, and child labor standards for covered
employment.

FMLA — Family and Medical Leave Act.

Hearing Right of Probationary Employee - Employees who have not completed an

initial or promotional probationary period may be discharged or returned to their previous
employment by his/her Department Head. No right of appeal or to a formal hearing shall
exist in such cases.

Hiring Authority - County Coordinator or designee, Department Head, division director,
or supervisory employees (designated by department division) with authority to appoint
or remove an employee from the County.

Immediate Family - Spouse, the grandparents, parents, brothers, sisters, children, and
grandchildren of both the employee and the spouse. This also includes step and half
relationships.

Intern\Work Study Position - Positions provided for students participating in an
accredited educational or vocational program to perform services on a temporary basis.

Insubordination - The refusal to perform work when, and as assigned, failure to obey a
direct legal order and/or any other act or acts of disrespect or disregard of proper
Coordinator authority.

Job Description -A written description of sample duties and responsibilities of a job




Non-exempt Employees -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 -The range of permissible pay from the "minimum®” rate to the "maximum®
rate. Such range is established to administer pay for positions in each skill level.

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 Personnel Office transactions.

Probationary Employee - Regular full-time or regular part-time employee who has not
completed his initial probationary period of twelve (12) months.

Promotion - An action which moves an employee from a position in one classification to
another position in a different classification and to a higher pay grade.

Promotional Probationary Period - The first 3 months after an employee has been
permanently promoted to a higher job classification.

Protected Class - As defined by Title VII of the Civil Rights Act of 1964, those groups
who have borne, in the eyes 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 to a class in a different series,
which is the result of a natural change in the duties and responsibilities of the person.

Reduction in Work Force — Termination of employment due to abolishment of positions
necessitated by a shortage of funds, work, or a material change in the duties or
organization of the County. A layoff shall be affected only upon prior approval of the
County Coordinator and of the Board, and shall not be used as a means of eliminating
unsatisfactory employees.

Re-employment - The hiring of a person who formally worked for the County.




Reqular Full Time Employees - Employees who have successfully completed their
initial probationary period and who are assigned a regular schedule of not less than thirty
(30) hours or more per week.

Reqular Part-Time Employees - Employees who have successfully completed their
initial probationary period and are assigned to work a regular schedule of not more than
twenty-nine (29) hours per week.

Reinstatement - Job changes in which an employee is moved to 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, without loss of seniority or other benefits
of employment.

Resignation - VVoluntary Separation.

Rules and Regulations - These Personnel rules and regulations are for the Personnel
Management System of Madison County, Florida.

Separation -The severing of employment with Madison County.

Separation Pay - Earned leave pay, severance pay and any other pay entitlements due at

the time of departure from Madison County.

Work Week or Work Period - The number of hours regularly scheduled to be worked
during any seven (7) consecutive days or other work period allowed by the Fair Labor
Standards Act and adopted by the Board for an employee or group of employees.

SECTION 2
EMPLOYEE CONDUCT

One of the primary objectives of the Board is to establish and administer a system of
personnel management consistent with the goal of providing superior service to the
community by employing and retaining individuals of the highest qualifications who
display pride and dignity in the performance of their duties.

To an unusual extent and in a special way, employees in the County organization are
“Good Will Ambassadors”. Such status involves a degree of duty and obligation
regarding public and private conduct, which is not common to other classes of
employment. The attitude and deportment of a County employee should at all times be



such as to promote the good will and favorable attitude of the public toward the County,
its programs, and policies.

The Board advocates the concept that the quality of public service at all levels of
government can reach maximum efficiency and effectiveness through a personnel
management system based on merit principles.

All employees are encouraged to develop skills and seek formal training that will
enhance their personal development and add to the overall expertise of the organization.

It is the policy of the Board to expect from employees the compliance of these policies
and prcedures rules, State Statutes and federal regulations in the performance of duties, as
well as compliance of all safety rules and standards. An employee who violates any of the
standards of conduct or policies and procedures rules shall be subject to disciplinary
action.

The Board retains all rights, privileges and authorities provided by law.

2.01 Equal Employment Opportunity

It has been the policy of the Madison County Board of County Commissioners to
subscribe to the principle of Equal Employment Opportunity. This policy reaffirms the
commitment and is implemented to ensure that:

All recruitment, hiring, training and promotion of persons employed by Madison County
in all positions is accomplished without regard to race, color, religion, sex, sexual
orientation, national origin, age or disability.

Employment decisions are made consistent with the principle of Equal Employment
Opportunity.

Units of Madison County Government comply with all federal, state, and other applicable
laws prohibiting discrimination in employment based on race, color, religion, sex, sexual
orientation, national origin, age or disabled status.

All elected officials and supervisory employees are responsible for
supporting this policy and for the furtherance of the principle of Equal Employment
Opportunity in all Human Resource Persenrnel-Office matters.

Goals and objectives for the furtherance of the principle of Equal Employment
Opportunity have been developed. These goals and objectives are periodically
monitored.

The principle of Equal Employment Opportunity is applied to all other Human
Resources activities including compensation, benefits, transfers, reassignments,



promotions, demotions, reductions in workforce tayeffs, separations and disciplinary
actions, as well as to education, training, social and recreational programs sponsored by
Madison County Government.

THE AMERICANS WITH DISABILITIES ACT protects any "Qualified individuals
with a disability from employment discrimination on the basis of a disability."

HIRING OF THE DISABLED
The following guidelines are followed by all departments of Madison County
Government:

Physical standards for employment shall be fair, reasonable, and adapted to the realistic
requirements of the job. These standards must reflect actual work conditions, hazards and
essential physical requirements of the job. Such standards shall not be used to eliminate
Disabled persons from consideration. Reasonable accommodations will be made for the
Disabled.

2.01.1 Procedure: Equal Employment Opportunity
All discrimination claims reported to a supervisor or any other management member shall
be submitted to the County Coordinator or his/her designee.

The County Coordinator or his/her designee will work with line management to
investigate all the facts of the situation.

An analysis of the facts shall be completed by the County Coordinator or his/her designee
with the results going to the Board of County Commissioners, the Department Head and
the County Attorney. Should a recommendation(s) for corrective action be included, with
approval of the County Coordinator or his/her designee, Human Resources the-Persennel
Office will work with the Department Head in implementing changes, when appropriate
disciplinary measures will be taken. In all cases, a final summary of findings will be
provided to all involved parties. Claims of Discrimination may be filed directly with the
County Coordinator or his/her designee.

2.02 Workplace Harassment

The purpose of this policy is to provide a work environment free of workplace
harassment which encourages mutual respect, cooperation and understanding amongst
members of the Board and their employees. This policy applies to—

1. Members of the Madison County Board of County Commissioners and board
employees.

2. Claims of conduct defined as “harassment”.

3. Harassing conduct committed by vendors, clients and members of the public
will not be tolerated. Harassing conduct by non-employees will be addressed
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based on the County’s control over and business relationship with the alleged
harasser.

Policy:
The Board will not tolerate harassment whether it occurs in the workplace or outside the
workplace.

Definition:

For purposes of this policy, harassment consists of unsolicited, offensive or retaliatory
behavior based on race, sex, color, national origin, religion, age, disability, ancestry,
marital status, pregnancy, sexual orientation or an employee’s exercise of their
constitutional or statutory rights. Sexual harassment consists of unsolicited, offensive
behavior involving sexual overtures or conduct, either verbal or physical. Neither
harassment nor sexual harassment refer to occasional comments of a socially acceptable
nature to a reasonable person. Harassment refers to behavior that is not welcome, that is
personally offensive, that lowers morale, and that, therefore, interferes with the work
environment.

Offensive comments about an employee’s race, sex, color, national origin, religion, age,
disability, ancestry, marital status, pregnancy, sexual orientation or an employee’s
exercise of their constitutional or statutory rights constitutes harassment when:

1. submission to such conduct is made either explicitly or implicitly a term of an
individual’s employment,

2. submission to or rejection of such conduct by an individual is used as a basis
for employment decisions affecting such individual,

3. such conduct has the purpose or effect of unreasonably interfering with an
individual’s work performance or creating an Intimidating, hostile or offensive
working environment.

Harassment may also take the form of adverse employment actions such as termination,
demotion or other adverse employment decisions which effect an employee’s working
conditions, if such actions are taken on the basis of an employee’s race, sex, color,
national origin, religion, age, disability, ancestry, marital status, pregnancy, sexual
orientation or an Employee’s exercise of their constitutional or statutory rights.

Employment actions that are based on an employee’s performance or other legitimate
reasons are not harassment.

Complaint Procedure:

Any employee who believes he or she has been subjected to workplace harassment must
promptly bring the problem to the attention of the County. If you believe that you have
been harassed, you should immediately report the problem to your supervisor. If the
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complaint involves your supervisor, or you are uncomfortable presenting this issue to
your supervisor, then you should inform the Department Head er-Personnel-Office
Director-inthe-Personnel Office Diviston; or the County Coordinator or his/her designee.

If a complaint of harassment/discrimination involves a County Commissioner, you
should immediately report the problem to the County Persennel-Office Coordinator in-the
Bivistion-efPersonnel-Office-the-County-Ceerdinater or his/her designee, or the
Chairman of the County Commission. If the complaint involves the Chairman of the
County Commission or you are uncomfortable presenting the issue to the Chairman, then
you should inform the County Coordinator or his/her designee, or the Vice-Chairman of
the County Commission, erthe-Persennel-Office-Coordinator-inthe Personnel Office
Division. At that time, the County Coordinator or his/her designee will refer the
complaint to a private law firm or private entity outside the County’s political
jurisdiction, previously retained, to investigate the claim (this should be complied with
prior to any notification to the Board, or County Attorney). Once the complaint has been
referred to the outside private agency or law firm for investigation, then the party
involved in the complaint is notified. Each complaint will be immediately and thoroughly
investigated in a professional manner.

All harassment complaints reported to a supervisor or any member of management, shall
be promptly reported to the County Coordinator or his/her designee erthe-Persennel

Actions taken to investigate and resolve harassment complaints shall be conducted
confidentially to the extent practicable, appropriate and legal in order to protect the
privacy of persons involved. The person who is accused of engaging in harassing
behavior will be notified and given an opportunity to respond verbally and/or in writing.
Investigation may include interviews with parties involved in the incident, and if
necessary, with individuals who may have observed the incident or conduct or who have
relevant knowledge.

You will be notified of a decision or the status of the investigation in a timely manner.
There will be no discrimination or retaliation against any individual who files a good
faith harassment complaint, even if the investigation produces insufficient evidence to
support the complaint, and even if the charges cannot be proven. There will be no
discrimination or retaliation against any other individual who participates in the
investigation of a harassment complaint.

If the investigation substantiates the complaint, appropriate corrective and/or disciplinary
action will be swiftly pursued. Disciplinary action, which may include discharge, will
also be taken against individuals who make false or frivolous accusations, such as those
made maliciously or recklessly.

If deemed to be in the County’s best interest, the complainant, the respondent or both,
may be placed on administrative leave with pay during the investigation process. This

decision will be made by the County Coordinator erdesigree{foraBoard-employee)the
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County-Attorney-or-designee{fora-County-Attorney-employee), the Chairperson {for
anether-Commissioner s-Aide-or Board-Appeintee), or the Vice Chairperson (ferthe
b o Aid

2.03 Violence Prevention and Intervention Policy
STATEMENT OF POLICY

Violence in the workplace can have a devastating effect on the productivity of
organizations and the quality of life of employees. All across America today we are
seeing an increase in acts of violence that occur within the workplace. Recognizing this
problem, Madison County has developed procedures to identify, report, intervene and
prevent workplace violence.

It is the policy of Madison County to provide a work environment that is reasonably safe,
secure, and free from threats, intimidation, abusive behavior and physical violence. Acts

of physical violence, direct or indirect verbal threats, stalking, aggressive or intimidating
behavior, or provocation, which could lead to violence, will not be tolerated.

SCOPE AND APPLICABILITY
This policy shall apply to all Madison County employees and volunteers:

-in the performance of their assigned duties;
-while on Madison County property;

-in County vehicles, or in personal vehicles on premises defined as Madison
County property.

In addition, the County reserves the right to review any incident of violent behavior
involving a County employee, on or off duty, and take appropriate disciplinary and/or
legal action to discourage future violent behavior and to protect the safety of employees
and the public.

This policy, as stated, shall also apply to members of the public including
vendors/contractors who engage in violent behaviors directed against County employees
or Madison County facilities. This policy, as stated, shall also apply to applicants for
employment.

COMMUNICATION OF POLICY
Human Resources Fhe-Personnel-Office shall be responsible for developing a training
and education plan for the organization.

REPORTING
All occurrences of violent behaviors shall be taken seriously, and situations of
imminent danger should be reported directly to law enforcement.
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All County employees are responsible for immediately notifying their supervisors,
division or department management, following the chain of command, of any actual or
potential violent behaviors which occur in the workplace that they have witnessed, been
the victim of, or have knowledge of. Factual information on behaviors observed, the
nature and type of violent behaviors, any observed or potential weapons, person(s)
involved, time, locations, witness information, and any other relevant information should
be reported through the employee’s chain of command verbally and in writing.
Employees should report the threat to their immediate supervisor or another member of
management.

Upon being notified of actual or potential acts of violent behaviors, supervisors shall
immediately notify the County Coordinator or his/her designee to ensure that the matter
is evaluated, appropriate disciplinary action is initiated, and any potential victim(s)
receive appropriate assistance regarding their safety, security, referral to counseling and
if necessary, other referrals.

Reports of suspected violations of this policy shall be kept confidential to the extent
permitted by law, and employees who report such violations will not be retaliated against.
Any employee or volunteer who is convicted of any felony or a misdemeanor of a violent
nature, shall within one (1) business day of such action notify his/her supervisor in
writing of the occurrence. Failure to make such notification shall be grounds for
disciplinary action up to and including termination.

CONSEQUENCES OF VIOLATIONS

Any employee who commits an act of violent behavior in the workplace shall be subject
to disciplinary action up to and including termination. In addition, such individual may
be immediately removed from the premises and suspended without pay, as quickly as
safety permits. The suspended employee shall remain off County property pending the
outcome of an investigation to determine if further action is warranted. Such further
action may include mandatory counseling, reassignment of job duties, progressive
discipline, suspension, termination from employment, and/or criminal prosecution of the
person(s) involved.

When a situation requires an investigation in order to determine an employee’s
involvement in an alleged act of violence in the workplace, the employee(s) under formal
investigation or employee(s) participating in a formal investigation, may be placed on
Administrative Leave, with or without pay.

Other acts of actual violent behaviors or violations of this policy, and other matters that
are reported shall be fully evaluated by the Personnel Office in coordination with the
affected department to determine the appropriate management response.

When any other non-County employee exhibits threatening behavior which places
employees or other citizens in fear for their safety, brandishes or utilizes a weapon to
create fear or intimidation, or engages in violent behaviors on County property, the
appropriate law enforcement agency shall immediately be notified. The County
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may take whatever legal action is appropriate and necessary to prosecute such person(s)
and ensure that they are not permitted back in the facility or on County property where
the violation occurred.

2.04 Political Activities

Every employee will have the right to express his or her views as a citizen, to cast his or
her vote as he or she chooses, to hold membership in and to support a political party or
maintain political neutrality. Employees may also attend political meetings and take an
active part in political campaigns during off duty hours. However, every employee is
prohibited from:

A. Using his/her official authority or influence for the purpose of interfering with
ir affecting the result of an election or nomination for office.

B. Directly or indirectly coercing, attempting to coerce, commanding, or advising
a County employee to pay, lend, or contribute anything of value to a party,
committee, organization, agency, or person for political purposes.

C. Participating in political activities during scheduled work time.

D. Participating as a candidate for public elective office in a partisan primary,
general or special election will prohibit a person from being principally employed
in a federally funded program.

Employees may engage in political activities during their non-duty time so long as their
activities do not interfere with the actual operation of County business.

Employees shall not wear or display political badges, buttons or stickers when on duty.
“Political” badges, buttons or stickers shall include endorsements of issues, causes or
candidates.

Employees shall comply with all state and local laws involving political activity.

Employees may run for elective office or be appointed to non-elective office so long as
the position in no way interferes with their work as a County employee.

Employees who seek election as a member of the Board shall be given leave without pay
from the date they announce until the election is over. In the event they win the election,
they must resign from the active employment of the County. In the event they lose the
election, the employee will be permitted to return to County employment in the same or a
substantially equivalent position; provided; however, such position or positions are
vacant. In the event no such vacancy exists, the employee will be given up to six (6)
months preferential consideration for any position in the County for which he is qualified
to do all the duties.
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2.05 Nepotism

Madison County does not automatically prohibit members of the same family from
working for Madison County. Each situation involving employment of a relative must be
reviewed on its own individual merits. As a general guideline, however, employees
should know that Madison County will not allow the employment of relatives in any
situation where a conflict of interest exists or where there is substantial likelihood that a
conflict of interest will arise, such as a relative working under the direct supervision of
another, one relative being responsible for the job performance evaluation of another, one
relative being directly involved in job actions with regard to another. It is the obligation
of all affected employees to immediately advise the Department Head if a change in
his/her situation occurs or is anticipated that will result in his/her becoming related to
another employee so the effect, if any, of the relationship on County operations may be
fully explored and appropriate action taken. The County Coordinator and Department
Head shall resolve conflicts with the guidance of the County Attorney and the Board.

For purposes of this policy, "relative" means an individual who is related to an employee
as 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.

There shall be the following restrictions on the employment of employee relatives with
the County: A relative of any County employee with supervisory responsibility shall not
be eligible for employment in or advancement to any position which reports directly to
the supervisory employee. Likewise, a County employee shall not be eligible for
advancement to any position with direct supervisory responsibility over a position in
which a relative is employed.

2.06 Outside Employment

Employees shall not engage in any employment activity or enterprise which has been or
may be determined to be inconsistent, incompatible, or in conflict with the duties,
functions or responsibilities of their County employment.
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2.06.1 Procedure: Outside Employment

Employees who desire to accept outside employment in addition to their regular County
position shall inform their respective Department Head in writing of the

nature and extent of such outside employment. The Department Head shall

thereupon determine whether or not such employment conflicts with the duties and
responsibilities of said County employee. If the Department Head does

determine there is a conflict with the duties and responsibilities of the County employee
and the outside employment they are seeking, the Department Head shall

then submit that determination to the County employee in writing within two weeks of
submittal.

2.07 Tobacco Products

At no time are tobacco products to be used in a Madison County facility or vehicle.
Employees who use tobacco products can do so in the designated areas outside the
facilities and must refrain from using tobacco products in the public eye while on duty.
Breaks that tobacco users take should be in lieu of other personal break time.

2.08 Solicitation
No employee or other person may solicit or be solicited during working hours or in work
areas.

No employee may distribute literature in his\her work area or during work hours.

No person may distribute literature to an employee in that employee's work area or
during that employee's working hours.

No group insurer or provider of County Benefits may be permitted access to employee
work sites except with prior permission from the County Coordinator or designee.
Such access, if granted, shall be limited to communication and implementation of new
plans and/or administration of existing group policies and shall not be used for the
purpose of unapproved solicitation.

Exception - Charitable solicitations may be permitted upon approval of the County
Coordinator or his/her designee and subject to the following:
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Solicitation may take place only for charitable purposes and not for private gain, and only
on behalf of generally recognized and reputable charitable organizations.

The specific activities to be utilized in the charitable solicitation must be communicated
to and approved by the County Coordinator prior to any activity taking place.

All requests for personnel records or county operations shall be referred to the
County Coordinator or his/her designee.

2.09 Access to County Property

Employees shall have access to County property and facilities during their normally
scheduled hours of work, and outside their normal hours of work when on County
business. However, when not engaged in County business, access shall be limited to
public areas. Employees or other persons, not specifically authorized, shall not be
permitted to post materials on bulletin boards which are intended for official County
business.

Employees shall not be permitted to use County facilities, meeting rooms, or
conference rooms, or County equipment for other than County business, unless
such facilities or equipment are available in accordance with established policy on
a regular basis to the general public in which instance the use of such shall be on
the same conditions as for the general public.

2.09.1 Telephone Use

The County’s telephones are used for conducting County business only. Local personal
calls are permitted to the extent that they are brief, and only during approved breaks.
Long distance personal calls are not allowed, however, if an emergency occurs and the
employee needs to place a long distance call, the employee will be responsible for the
charges.

When answering the phone, employees must identify themselves and the department and
must answer in a courteous and prompt manner.

2.09.1A Cell Phone Use

Madison County We provides cell phones to some employees for business use.
Employees with cell phones are allowed to use them for short personal calls within
reasonable limits. The County reserves the right to Semetimes-we-may check cell phone
bills to make sure this policy is being followed.

Madison County Board of County Commissioners prohibits employees using cell phones
for business while they are driving. If you are driving and need to use a cell phone, you
should pull off the road and stop before you place a call or talk on the phone.

2.09.2 Public Access to E-mail
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The public shall have access to records produced by the county including “E-Mail”.
All employees shall comply with the County policy in making E-Mail transactions
available for public inspection.

2.09.3 Procedure: Public Access to E-Malil

Request for public access to e-mail or any other personnel or county records will be
referred to the County Coordinator.

2.09.4 Use of E-mail and Internet

This policy is designed to protect the County, its employees and its resources from the
risks associated with use of E-Mail and Internet. Therefore, E-Mail and Internet are to be
used to facilitate County business and only highly-limited, reasonable personal use is
permitted. Employees are permitted to briefly visit other non-sensitive Internet sites
during non-work time, such as break, lunch, and before or after work hours (with prior
permission of his or her supervisor).

The County’s E-Mail or Internet access systems may NEVER be used in any of the
following ways:

e To harass, intimidate, or threaten another person.
e To access or distribute obscene, abusive, libelous, or defamatory material.

e To distribute copyrighted materials that are not authorized for reproduction /
distribution.

e To impersonate another user or mislead a recipient about your identity.

e To access another person’s E-mail, if not specifically authorized to do so.
e To bypass the systems security mechanisms.

e To distribute chain letters.

e To participate in political or religious debate.

e To automatically forward messages (e.g., with mailbox rules) to Internet E-mail
addresses.

e To communicate the County’s official position on any matter, unless specifically
authorized to make such statements on behalf of the County.

e For any purpose which is illegal, against County policy, or contrary to the
County’s best interests.

e To pursue an individual’s business interests that is unrelated to the County.
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e To conduct any type of personal solicitation.

The County has not forbidden all personal use of E-Mail. Acceptable uses of E-Mail can
be compared to those involving the telephone: the communication must be brief, must not
interfere with work, must not subject the County to any additional costs, and must be
consistent with the requirements set forth in this Internet and E-Mail policy.

No guarantee can be made for privacy of any communication on the network; however,
authorized system administrators may access private correspondence and files if use, is
believed to be in violation of this policy.

Adherence to this policy in neither voluntary nor optional. Violation of this policy is
Grounds for disciplinary action up to, and including, termination of employment.

2.09.5 Use of Telephones, E-Mail, and Internet by Employees Who are Victims of
Domestic Violence

Employees who are victims or survivors of Domestic Violence, Sexual Violence or
Stalking may reasonably utilize County-owned phones, County Computer Systems, and
County E-Mail and Internet systems for safety planning, to conduct research or seek
assistance regarding the violence they are experiencing. Such access is permitted to
enable employees to use safe phone and computer systems that cannot be monitored or
accessed by their abuser. If the employee’s work area does not provide privacy,
employees may ask the County Coordinator to arrange the use of a private area for such

purposes.

2.10 Conflict of Interest

The County's policy in regard to conflict of interest shall be in accordance with the
regulations specified in Sections 112.311-43 of the Florida Statutes. The intent of this
law is to prohibit any public official or employee from having interests, from engaging in
business activities, and from incurring any obligation "which is in substantial conflict
with the proper discharge of his or her duties in the public interest.”

The law prohibits the following:

A. The solicitation or acceptance by any County employee of any gift, loan, favor,
reward or service that would cause a reasonably prudent person to be influenced

in the discharge of official duties, or that is based upon any understanding that the
action and/or judgment of the official or employee "would be influenced thereby."

B. A County employee from transacting business on behalf of the County with
Any agency in which either the employee or a member of the employee's
immediate family has a "material interest.”

C. A County employee from accepting compensation to influence any action in
his/her official capacity with the County.
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D. A County employee from using his/her position to secure a special privilege,
benefit or exemption for him/herself or others.

E. A County employee from holding any employment or contractual relationship
with any business entity or any agency which is subject to the regulation of, or is
doing business with, Madison County Government.

F. A County employee from disclosing or using information not available to the
general public for his/her personal gain or for the gain of any other person or
business entity.

All contractors and suppliers engaging in business transactions with Madison County
Government shall be hereby advised of these prohibitions. This policy shall not

be interpreted to prevent an employee from engaging in a bona fide business
transaction for goods and services from a firm doing business with the County

when no special privilege or benefit is granted or sought by the employee because

of his or her status as a County employee.

This law also requires that any County employee who is "an officer, director, partner,
proprietor, associate, or general agent” of or who has a material interest in any business
entity regulated by the county or doing business with the County, must file a disclosure of
such with the Clerk of the Circuit Court.

Other employees may be required to file disclosure statements at the request of the
County Coordinator.

2.11 Substance Abuse
A. Use, sale, dispensing or possession of illegal drugs, narcotics, and alcoholic
beverages are strictly prohibited.

B. Appropriate disciplinary action will be taken against employees who are in
possession of or under the influence of alcohol or illegal drugs while on County
premises. (See Madison County Board of County Commissioners Drug-Free Workplace
Policies and Procedures)

2.12 Dress Code

Policy Statement:

It is the intent of this policy that work attire should complement the Madison County
Core Values which reflect a customer oriented and professionally operated
organization. In order to balance the County’s image with the employee’s

freedom to make his/her own wardrobe choices, casual business wear will be
acceptable in the office environment during regular business hours. A department’s
divisien’s-policy may vary based on safety regulations, the tasks they perform, and the
customers they serve.

Guidelines:
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The general parameters for casual business wear include using good judgment about
what to wear during the work day. Casual Business wear means comfortably fitting,
clean, neat clothing, in good condition, that communicates a professional attitude. Dress
standards apply to both women’s and men’s attire.

The following items are inappropriate for office wear: apparel typically worn to

the beach or for work in the yard or gym; clothing that is excessively revealing
(transparent, or that overly exposes areas of the body such as the midriff or chest);
bedroom slippers; garments meant to be worn as underwear; T-shirts, shorts or attire with
graphics or text endorsing gang membership, obscenity, illegal activities, violence, drugs,
alcohol or tobacco.

Employees who have their uniforms supplied by the County, or those employees who are
required to wear uniforms in the performance of their job, shall report in full uniform,
with shirt tails tucked in at all times. Failure to comply with the uniform requirement may
result in the employee being sent home for the day without pay.

Employees are expected to report to work in clean clothes.
Employees are expected to observe normal and reasonable standards of personal hygiene.

Failure to comply with this policy may result in the employee being dismissed from duty
to correct the situation or dismissed for the day without pay.

Beards and mustaches will be allowed, except as otherwise required by law or where in
the opinion of the Department Head they interfere or tend to interfere with the safe and
efficient performance of the job. All hair, beards and mustaches must be of a length so as
not to create operational or possible safety problems and must be maintained in a neat
and orderly fashion.

Facial Body Piercing is not allowed except for earrings in ears.

Exceptions:

In an effort to have a work-friendly environment, Madison County employees may
observe a Casual Day on Fridays, which will be designated by the Department Head.
Clean non faded jeans and casual shirts meeting the criteria in this policy may be worn
during dress down day. An employee’s schedule may dictate a more traditional attire,
such as attendance at Board or other business related meetings. Department Head may
approve certain Dress Code exceptions on casual day.

Enforcement:

Each Department Head shall interpret Dress Code Policy in light of the appropriateness
to the work environment. Immediate supervisors shall be responsible for ensuring that
their staff dress in accordance with this policy.
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When an employee disagrees with the supervisor’s interpretation of the Dress Code, the
employee shall consult with the Department Head to determine if clothing meets the
Dress Code standards.

The Department Head’s decision is final.

For the first violation, inappropriately dressed employees shall be given a verbal warning
and be sent home.

For the second violation, inappropriately dressed employees shall be given a written
reprimand and be sent home.

Any employee sent home shall use annual leave to dress properly and return to work.
Future violations shall result in progressive disciplinary actions.

2.13 Personal Use of County Equipment and Vehicles

No County officer or employee shall use any public equipment or motor vehicle for
personal use. However, those employees approved by the Board, due to the peculiar
nature of their responsibilities, may use the motor vehicle assigned to each to drive to
his/her residence at the end of each work day, to use during their off duty hours only for
the performance of their duties to County, and to return to work from their residence at
the beginning of the next work day.

No unauthorized County employee shall be allowed to ride in or drive County-owned
vehicles. Persons other than County employees will be allowed to ride in County-owned
vehicles only when it is in connection with County business and with the knowledge and
consent of the County employee to whom the vehicle has been entrusted, Department
Head, or County Coordinator.

All County vehicles must display Madison County markings appropriate to the
department which it represents.

Vehicles must be kept clean at all times.
Seatbelts MUST be worn by all persons traveling in County vehicles and or equipment.

2.14 Safety

Madison County is interested in the safety and well-being of its employees and
continuously monitors working conditions and equipment for compliance with safety
requirements. Safety equipment and devices are provided to protect employees in
potentially hazardous jobs. All employees are encouraged to act in a safe manner.

2.15 Social Media/Networking

All official presences on social media/networking sites, applications, or services that are
posted by official Madison County representatives and shall be coordinated through the
County Coordinator’s office. No individual departments shall create nor utilize social
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media/ networking sites or applications for dissemination of information unless approved,
in advance, by the County Coordinator.

Employees who utilize non-County social media/networking sites shall not utilize these
sites or applications in any official capacity as an employee of Madison County. While
nothing shall prohibit the use of social media/networking sites by employees in their
individual and personal capacities, the use of such personal sites or applications as an
extension of Madison County, or as part of the employee’s job duties, or to disseminate
information about the employee’s job duties, or County business, is prohibited.

Employees utilizing approved social media/networking sites or applications in any
official capacity or as employees of Madison County must adhere to the guidelines
established in the Madison County Personnel Policies and Procedures manual.

All content posted to social media/networking sites or applications shall be captured by
the individual posting the information to ensure compliance with the Florida Public
Records Law retention requirements, and to safeguard against interaction that could result
in improper communication or posting by officials or employees. Individuals who are
subject to the requirements of Florida Statutes, 8286.011 (Sunshine Laws) are requested
to not engage in any two-way communication, or other discussions on social
media/networking sites, or applications with any members of the same boards,
committees, or authorities so as to avoid even the appearance of potential improprieties or
violations of the Florida Statutes, Sunshine Laws.

2.16 Self-Reporting of Arrests/Investigations, and Injunctions of Protection

In the event of an arrest of a County employee, or when an employee has been notified
that they are the focus of a criminal investigation by a local, state, or federal law
enforcement agency, the following shall apply:

1. It shall be the responsibility of the employee to notify his/her immediate
supervisor of the arrest/investigation as soon as possible, but no later than at the
commencement of the employee’s next scheduled work day.

2. Upon being notified by the employee of the arrest/investigation, the supervisor or
other member of management shall notify the County Coordinator of the
arrest/investigation.

3. Failure on the part of a County employee to notify his/her supervisor of an
arrest/investigation may result in disciplinary action up to and including termination
of employment.

Employer Notification — Injunction for Protection.

An Employee who is a Respondent to an Injunction for Protection (“Employee/
Respondent”) shall notify his/her supervisor of such Injunction for Protection as soon as
possible, but no later than at the commencement of the Employee’s next scheduled work
day, if any of the following applies:
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1. If the Petitioner for such Injunction for Protection is an Employee with whom
the Employee/Respondent may come in contact with during such Employee/
Respondent’s Madison County work-related duties; or

2. If the Petitioner for such Injunction for Protection is another person with whom
the Employee/Respondent may come in contact with during such Employee/
Respondent’s Madison County work-related duties; or

3. If the Employee/Respondent used any Madison County resources in any of the
conduct which gave rise to the Injunction for Protection, as contained in the court
records for such Injunction for Protection.

Upon receipt of notification, the supervisor will notify the County Coordinator, who will
subsequently contact the County Attorney’s office to discuss appropriate actions to be

taken, if any.

As used in this section:
1. “Injunction for Protection” means a court-ordered restriction placed on an
individual who has, or who has allegedly, committed acts or, in some cases, made
threats of violence against another individual;

2. “Petitioner” means the person who is seeking or obtains an Injunction for
Protection:;

3. “Respondent” means the person who is alleged to have engaged in an act or
acts of domestic violence, or another form of violence, and whom an Injunction
for Protection may be or is issued against;

4. Madison County “resources” includes, but is not limited to, work time,
Madison County vehicles, telephones, printers, copiers, FAX machines, mail, e-
mail or other Madison County resources; and

5. “Contact” includes, but is not limited to, phone, e-mail, text, in person,
third party conduit, Internet or social network, and any other contact proscribed
by the court in the Injunction for Protection.

2.16.1 Arrests/ Investigations Guidelines
The following guidelines shall apply regarding employees who have been arrested, are
the subject of criminal investigation, or who are participating in an internal County

investigation:

A. Employees who have been arrested, who are the subject of criminal
investigation, or who have lost driving privileges, insurability, required
certifications or the ability to perform their essential job duties as a result of
criminal charges/allegations, may temporarily be assigned other duties, placed on
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special restrictions within their current position or be placed on administrative
leave until a final determination is reached regarding the incident which gave rise
to the arrest, criminal investigation or loss of driving privileges, insurability or
required certification. The period of temporary assignment, special restrictions, or
administrative leave is to allow adequate time for court proceedings or criminal
investigations to be completed and shall not exceed ninety (90) days. If
circumstances require that the employee be placed on administrative leave, the
leave shall be paid or unpaid.

B. Employees who are the subject of or otherwise involved in an internal county
investigation may temporarily be assigned other duties, placed on special
restrictions within their current position or be placed on administrative leave with
or without pay if the employee’s absence from the work location is deemed
appropriate. The period of temporary assignment, special restrictions, or
administrative leave shall not exceed thirty (30) days for any internal County
investigation. If circumstances require that the employee be placed on
Administrative Leave, the leave shall be paid or unpaid.

C. Implementation of these quidelines and the utilization of paid or unpaid
Administrative Leave is intended to be applied in a uniform manner, based upon
the facts and circumstances of the incident giving rise to the leave. However,
every situation is different and presents its own unique set of circumstances;
therefore, the final decision regarding the manner by which each incident giving
rise to the provisions of this section is dealt with shall remain subject to the
discretion of the County though its Department Heads in consultation with the
County Coordinator and subject to the approval of the County Coordinator. The
use of paid Administrative Leave may be recommended by Department Heads
in consultation with the County Coordinator for final approval.

2.17 Bulletin Boards

There shall be an official County bulletin board in each department. Announcements of
special events, changes in policies, transfer/promotional opportunities and other items
related to official County business will be posted there. No other information is to be
posted on such bulletin boards.

2.18 Acceptance of Gifts

Employees shall not accept loans, advances, gifts, gratuities, or favors from a supplier,
bidder or other person doing business with the County except as prescribed by Florida
Statutes, Chapter 112.313. Invoices presented to the finance office with “Free Gifts”
included will be returned to the department unpaid and presented to the County
Coordinator for disposition.

2.19 HIPAA

Madison County Board of County Commissioners is not covered by the requirements of
the Health Insurance Portability and Accountability Act (HIPAA). However, since we do
have health care plan(s) which are subject to HIPAA regulations, we have determined
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that we will follow the HIPAA privacy and security provisions which apply to Protected
Health Information (PHI) maintained by the organization.

Protected Health Information (PHI) PHI is individually identifiable health information
including demographic data that relates to:
e The individual’s past, present or future physical or mental health condition,

e The provision of health care to the individual, or

e The past, present or future payment for the provision of health care to the
individual.

Individually identifiable health information includes many common identifiers (e.g.,
name, address, birth date, Social Security Number).

All employees who have access to PHI will receive the appropriate training relating to the
HIPAA regulations. Any breach of privacy or confidentiality will be subject to
disciplinary action.

Human Resources Fhe-HR-Persennel is designated as the HIPAA Compliance Officer
(HCO). Any questions or concerns regarding the HIPAA regulations should be referred
to the HCO.

All records governed by the HIPAA policy will be maintained for a period of six years
unless a state law requires a longer period of retention. After the required retention
period, the records will be destroyed according the organization's record destruction

policy.
SECTION 3

RECRUITMENT, SELECTION and APPOINTMENT

3.01 Recruitment
A. Madison County is an Equal Employment Opportunity Employer.

B. Applicants are recruited on the basis of job requirements.

C. Job opportunities are communicated through job postings within the departments,
Career Source North Florida, paid advertisements, web based publie-serviee notifications,

netifications-to-community-erganizations and any other means deemed necessary by the
County Coordinator Rersennel-Office.

D. It is mandatory that all payroll checks be direct deposited to a checking or savings
account.
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E. In compliance with s.119.071 (5) (a) 2.-4. Florida Statutes, the Madison County Office
of the Clerk and Comptroller has adopted a written policy which limits the collection and
use of social security numbers to the following purposes:
a. collection from job applicants as a means for background checks;
b. collection from employees for Internal Revenue Service, Social Security
Administration, and other payroll administrative purposes, such as retirement,
insurance, and benefits for employees;
c. collection as a requirement for certain county activities, such as contracting, or
court activities such as court filings and used only for any searches or court
purposes.

Compliance with the above statute is confined in writing to each employee and any other
person whose social security number is collected for the means of county or court
activities.

week—m—the—Umted%tatesr We are commltted to employlng onIy people Who are Unlted
States citizens or who are aliens legally authorized to work in the United States in
accordance with the Immigration Reform and Control Act of 1986. We-do-rot-iHegaly

cerimminate : o citizenchi onal oriain

Every new employee is required to complete the Employment Eligibility Verification
Form 1-9 and show documents that prove identity and employment eligibility. We follow
the requwements of the Federal and State regulatlons and Iaws and—utlJ&e-EA#thy—te

If an employee leaves our organization and is rehired, they must complete another Form
I-9 if their previous 1-9 is more than three years old; if the original 1-9 is not accurate; or
if we no longer have the original 1-9. If you have questions or want information on the
immigration laws, contact the Beard-ef County Coordinator Cemmissteners. Retaliation
of any form is against the law and if you ask questions or want to complain about the
immigration law compliance policy, you will not be punished in any way.

3.01.1 Procedure: Requisitioning a Position

The Madison County Personnel Empleyee Action Request Form (Appendix 3) is used by
the Department/Bvisten to identify recruitment needs to the County Coordinator
Persennel-Office. The job description should be reviewed and changes documented on

the Personnel Employee Action Request Form and-forwarded-with-proper-sigraturesto
the Personnel Office.

3.02 Filing of Job Applications

A Madison County Employment Application is required in all cases. A separate
application must be made for each position applied for. All applicants must apply for
vacant positions through the CareerSource North Florida office.
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3.03 Consideration of Applications
The County Persennel-Office deems applications to be valid for consideration when:

A. The application is submitted or postmarked on or before the deadline date.
B. The application is filed on the prescribed form.
C. The application is substantially complete.

D. The application reflects that the applicant possesses the required knowledge,
skills, ability and experience.

E. The application is not in any way falsified.

F. The application reflects that the employment of the applicant would not
violate the County's nepotism policy.

G. The application reflects that the applicant meets other valid and lawful
employment requirements for the position which is vacant.

3.03.1 Procedure: Method of Rating and Selection
After the advertising period, applicants shall be initially evaluated by the Department
Head Pe#senneLQiﬁee to determlne ellglblllty for con5|derat|on AJrlsPeemammgaH

be granted an interview by the selection committee.

Madison County gives preference in appointment to eligible veterans and spouses of
veterans as defined in Chapter 295, Florida Statutes. In order for applicants to claim
veteran’s preference, the documentation required by law shall be provided to the County
at the time of application.

Applicants requiring special accommodations must make a request.
Those applications not meeting the stated minimum qualifications+regareless-of-tayoff
status will be retained by the hiring Department Persenrnel-Office.

An interview sereentngiselection committee will be formed by the Department Head
%meéﬁe—supew;se% for the ee(eh—|ce§yc|+a4E vacancy—elL'FempeFaFyLQ—Pé—pesmen—#em
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3.03.1 Procedure: Interview Selection Committees

Committee Composition: The committee shall be comprised of the Department Head
and/or immediate supervisor of the available position and not less than two (2) other
members W|th at Ieast one belng an |nd|V|duaI from a protected class. cheHmpeFtant

w%%n&eutsqeleeﬁheweﬂeareen The commlttee members must be flnallzed W|th the
Department Head and approved by the County Coordinator or his/her designee.

Candidates may be contacted by telephone or mail. Interview comments must be
documented for all interviewed applicants.

After completion of the interviews, the committee shall determine its recommendation.
The Department Head or his/her designee and shall conduct three-telephene employment
reference and local background checks on its top candidates. All employment reference
and background checks will be documented. Upon completion of satisfactory reference
and background checks, the recommendation shall be forwarded to the County

Coordlnator mﬁngeuthentyalengwmpetevanwmmateﬁals—memdedrmthe

The Department Head is responsible for the accuracy of the documentation of the

process, forthereturn-ofalreviewed-appheations, the completion of all prior

employment verifications and a completed Personnel Employee Action Request Form

with appropriate signatures. Fhe-committee-chairpersen-is-also-respensible-for-contacting
the prospective employee to guarantee their continued interest.
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After review of the documented process by-a-Personnel-Office- Representative; an offer of
employment WI|| be made to the selected candrdate letteem%e%mttenend—preper

condltloned upon-ebtaini ' izati i ,
Ieaekgreundmwstrgatree&r}d a negatrve drug test result tetheeeleetedear%date&nd

schedulea-new-employeesign-on. Sign on for new employees is generally done prior to
the employees hire date; however, in special needs the Department Head hiring-authority

will coordinate with Human Resources the-Persennel-Office. This procedure is designed
to ensure equal opportunity for all candidates and-may-enby-be-altered-upon-the-approvat
ofthe Personnet Offtee.

An employee who perceives that they have been treated unfairly in the hiring process
and/or the promotional process should contact either the EEO Coordinator or the County
Coordinator Persennel-Office for fact finding. If determined to be a valid claim, the
appropriate authority will investigate the issue further and make the recommendation to
the County Coordinator.

3. 03 2 Procedure Initial Placement

Competitive initial placement refers to the procedures to be followed for determining
initial salary within the salary range for the pay grade classification to which the
position is assigned for any individual who is selected from a pool of applicants who
have competed for the same position. Emergency appointments occur when it is
impossible to fill a position utilizing normal hiring procedures. When the appointment
is to last beyond three weeks, the hiring authority shall make arrangements to fill the
position under the provisions of the hiring policies.

The starting salary for those meeting the minimum qualifications will be the minimum
salary in the salary range to which the position is assigned.

All recommendations for exceeding the minimum salary must be agreed upon by the
Personnel Office prior to the extension of the offer.

Education and experience exceeding the minimum requirements for the position as
verified by an associate degree, bachelor’s degree, master’s degree, doctorate degree or
professional certification and job related experience may be considered for higher than
minimum initial placement within the salary range. The Department Head,

in consultation with the Personnel Office, may approve initial placement up to 15%
above the minimum salary of the range.

Determination of whether or not education and experience is job related and of qualifying

criteria for professional education or certification will be made by the Personnel Office in
consultation with the hiring Department Head.
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No individual shall be initially placed higher than 15% above the minimum of the
salary range for any combination of experience and education except upon the written
approval of the County Coordinator. The County Coordinator may approve additional
compensation. Placement at a salary level higher than 15% above the minimum must be
recommended by the Department Head and forwarded through the Personnel Office to
the County Coordinator.

If a regular county employee applies for a position through the competitive process, and a
position is offered, then the employee has a right to negotiate the salary.

3.04 Medical Examination

Applicants/employees may be required, prior or subsequent to their employment, to
undergo a medical examination to determine fitness to perform the duties of the position.
Additional guidelines for Emergency Medical Services’ applicants/employees are found
in the Emergency Medical Services Standard Operating Guidelines Manual.

3.05 Probationary Period

A person employed on a full or part-time basis shall serve a probationary period. The
probationary period should be considered the "working test" portion of the evaluation
process. It shall be utilized to closely observe the employee's work, determine suitability
for continued employment and for ensuring the most effective adjustment of an employee
to the position. The probationary period shall be twelve (12) months in duration, unless
extended. The Department Head can recommend not hiring the employee after
completion of the probationary period or can elect to extend the probationary period for
up to six (6) additional months.

3.05.1 Extension of Probationary Period

The County Coordinator Persennel-Office, upon receipt of a request, justification, and
development plan from the Department Head prior to the expiration of the probationary
period of a particular employee, under extenuating circumstances, may extend the
duration of a probationary period for up to six (6) months. No extension shall be allowed
which would make the probationary period longer than eighteen (18) months.

3.05.2 Procedure: Extension of Probationary Period

The County Coordinator Persennel-Office, upon receipt of a request and justification
from the Department Head may extend the duration of such period. Requests to extend
probationary period must include a staff development plan; including time table, goals
and measurements.

3.05.3 Procedure: Termination of Employment during Initial Probationary Period
During the initial probationary period of an employee, a recommendation may be made to
the County Coordinator Persennel-Office for termination if the development plan has not
been met or the employee violates County policy. Should an employee change jobs
during the probationary period, the employee will serve a complete probationary period
of twelve (12) months in the new job.
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3.05.4 Procedure: Probationary Period Evaluation Repert

At least two weeks before the expiration of an employee's probationary period, the
Department Head or supervisor will conduct an evaluation and go over it with the
employee. At this time, the evaluator can recommend to hire or not. After completing the
evaluation, the evaluator shall submit a written performance evaluation to the County
Coordinator Rersennel-Office indicating whether or not the employee is recommended
for regular status.

3.06 Filling Temporary (O.P.S.) Positions

Positions with duration of less than three (3) months may be appointed. Positions with
duration of three (3) months or more must follow the normal hiring process outlined
previously. Seasonal placement is exempted.

3.06.1 Procedure: Establishing Temporary (O.P.S.) Positions

Temporary (O.P.S.) positions shall be established by the Board annually through the
normal budgeting process. Pay for Temporary (O.P.S.) positions shall not exceed the pay
range of comparable positions. Duration of need is determined ahead of time. When it
becomes necessary to request Temporary (O.P.S.) positions outside the normal budgeting
process to meet unforeseen temporary work demands, requests, with justification must be
forwarded to the County Coordinator Persennel-Office for coordination with Budget and
for approval by the County Coordinator. The maximum duration of any Temporary
(O.P.S.) position should not exceed two (2) years.

3.07 Transitioning

A. Employees filling temporary (O.P.S.) positions may be considered for transition to
a like vacant position upon written justification to the County Coordinator Persennel
Office.

B. Transitioned employees shall serve an initial probationary period after transition.
C. Length of service for purposes of establishing the accrual rate shall begin on the
date of the transition.

D. The annual performance review date shall be the date of the transition.

3.08 Emergency Appointment

When an emergency makes it impossible to fill a regular position utilizing normal
procedures, the hiring authority may request the appointment of any qualified person to
such position. Such a request shall be submitted to the County Coordinator Persennel
Offiee with justification for the appointment. Upon approval by the County Coordinator
the appointment shall be made.

In the event an emergency continues beyond a three (3) week period, the Department
Head hiringauthority shall make arrangements to fill the position with either a temporary
or regular employee under the provisions of the hiring policies.
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SECTION 4
Classiication Organizational Structure

4.01 Gentents Board of County Commissioners

In accordance with Florida Statutes 125, Madison County is a non-chartered county and
has a commission-administrator form of government. The commissioner-administrator
form a county government assures an adequate and efficient provision of services to the
citizens of Madison County, provides for coordinated administration of county
departments to better protect the health, welfare, safety, and guality of life of the
residents, and places in the hands of a county administrator (County Coordinator) the
multitude that arise from the operation of a county as a unit of local government and,
thus, enabling the Board of County Commissioners to perform freely, without
unnecessary interruption, its fundamental intended purpose of making policies within the
framework of law applicable to county government in this state.

4.02 Administration- County Coordinator

The County Coordinator is hired by the Board of County Commissioners and reports
directly to the Board. The County Coordinator is the administrative head of the county
and is responsible for the administration of all departments of the county government
which the board of county commissioners has authority to control pursuant to Florida
Statute 125, the general laws of Florida, or other applicable leqgislation.

4.02.1 County Coordinator — Personnel Related Powers and Duties

The County Coordinator is responsible for the administration of all departments
responsible to the Board of County Commissioners and for the proper administration of
all affairs under the jurisdiction of the board. To that end, the County Coordinator may,
by way of enumeration and not by way of limitation, have the following specific powers
and duties to:
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1. Organize the work of county departments, including creating or deleting employee
position, and combining or reorganizing employee responsibilities within the
approved annual budget.

2. Select, employ, and supervise all personnel and fill all vacancies, positions, or
employment under the jurisdiction of the board. However, the employment of all
Department Heads shall require confirmation by the Board of County
Commissioners.

3. Suspend, discharge, or remove any employee under the jurisdiction of the board
pursuant to procedures adopted by the board.

Department Head

The Department Head oversee the daily operation of the county’s department in which
they are entrusted. Responsibilities include the departmental budget, facilities,
equipment and personnel. Personnel actions, including hiring and termination will be
approved by the County Coordinator. The Department Head is responsible for
maintaining accurate job descriptions for all employees and has the ability to change the
employee’s job description as needed to ensure the County delivers cost effective
Services.

Supervisors
Supervisors report directly to the Department Heads and help direct the daily activities of

the employees under their supervision. They are to report the progress of county actives
to the Department Head and can provide recommendations on employee issues.

Staff Employees

Staff are the most important part of any organization. Without staff, services cannot be
delivered to the public. The Madison County Board of County Commissioners and
management greatly appreciate the work and dedication of county staff and are
committed to providing a good work environment for all employees. Staff are
encouraged to make recommendations and report issues that may help deliver a higher
level of service to the public.

4.03 4621 Procedure: New Positions

Requests to establish new positions shall be submitted by Department Heads in writing to
the Personnel Office. The Personnel Office shall analyze the new position requested and
recommend to the Department Head the appropriate title and rate of pay in accordance
with the County's Classification Plan. The request, with Personnel Office
recommendations, shall then be submitted through the Office of Management and Budget
(OMB), to the County Coordinator who shall review the request. Upon the County
Coordinator's approval, the request shall be submitted to the Board for final approval
during the normal budget process.

4.03.1 4022 Procedure: Establishment/Abolishment of Positions Glass
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The Personnel Office shall, upon request of the Department Head, investigate and make a
recommendation to the County Coordinator as to the need for establishing, consolidating,
or abolishing classes to provide the most appropriate classification of positions. The
County Coordinator shall review the recommendation, and upon the Coordinator’s
approval the recommendation shall be submitted to the Board for final approval during
the normal budget process.

4.04 Re-titling
Upon request of the Department Head, the County Coordinator Persenrnel-Office may
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recommend re-titling of a position. An incumbent employee in a retitled position shall
maintain the same rate of pay, unless there is an increase in responsibility.

4.05 Maintenance

The Classification Plan shall be kept current by the County Coordinator’s Persennel
Office through continued audit, investigation, and review. Department Heads shall notify
the County Coordinator Persennel-Office of change of duties, responsibilities or work
assignments as they occur.

SECTION 5
PAY PLAN
(Subject to funds availability)

5.01 Contents

The procedure for establishment, maintenance, and administration of an equitable pay
plan shall be applicable to all positions. The salary schedules shall include the minimum
and maximum rates of pay for all skill levels. When an employee reaches the ceiling of a
salary range they are “red circled” and receive no additional pay increases until the pay
grade schedule raises the maximum above the employee’s salary or through other Board
action.

5.02 Administration

The Personnel Office shall maintain the salary schedule. This includes conducting a
general salary survey periodically from which recommendations may be made to adjust
the schedules. The salary survey shall consider prevailing pay rates and fringe benefits
within the appropriate market.

When Florida Minimum Wage Adjustments take effect, and when other proposed
changes to the Pay Plan are approved by the Board, the Pay Plan shall constitute the
County's pay schedule for pay grades of all positions.

5.03 CHANGES IN PAY

5.03.1 Promotion
Upon a promotion ef-ene-grade-tevel, the employee will receive 5% or will be placed
at the new gtade minimum salary for that posmon whlchever Is greater. upena

newgtad&mrmam%@ehevepr&gteatep In no case WI|| the promotlonal increase place

an employee's salary above the maximum for that position efthe-assignred-pay-grade,
even if this results in less than a 5% increase.

5.03.2 Demotion
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Upon demotion for cause, the employee's salary will be placed-onthe-newpay-grade
fevelatarate determined by the Department Head based upon the recommendation

of the County Coordinator Persennel-Office. If the adjusted salary is above the
maximum of the lower position grade, the salary will be red circled until changes in the
pay grade schedule raise the maximum above the employee's salary.

5.03.3 Transfer to Lower Classification

An employee may be transferred to a position with a low salary range ir-atewer-pay
grade, without cause, and without a pay reduction, and the transfer may not be considered
a demotion if the transfer is voluntary or if it is the result of the employee's position being
terminated. The employee shall not be eligible for a subsequent promotional pay increase
if the employee is later transferred to a position in a salary range pay-grade equal to the
position occupied prior to the initial transfer as a result of a merit promotion for a period
of two years. The employee shall be eligible for pay adjustments as they occur annually.
Employees placed in a higher pay grade as a result of competitive selection shall have
pay established in accordance with Competitive Initial Placement.

5.04 Annual Salary Adjustment

The Department Heads Persennel-Office will recommend to the County Coordinator, for
approval by the Board, any adjustments in the salary structure or segments of the salary
structure and levels of such adjustments. In temporary (O.P.S.) positions of longevity or
seasonal return the employee may meet the requirements of annual salary adjustment
movement, when the incumbent has been in the same position at least six (6) months
prior to salary adjustment period or the incumbent has returned for three (3) consecutive
seasons with total employment of six (6) months or more. To be eligible, employees
need to have completed their probation period.

5.05 Longevity Bonus

Employees may be eligible for a longevity bonus of up to $500.00 after fifteen (15) years
of continuous service under the Board. Each five (5) years thereafter, employees may be
eligible for up to $500.00 longevity bonus. The request for bonus shall be made to the
Board of County Commissioners through the budget process Persenrnel-Office.

5.06 Other Pay Adjustments

It is anticipated that the needs of employees and departments will be met within the
framework of the Wage and Salary Program; however, should unforeseen circumstances
occur which may be considered in the best interest of the County, the Department Head
may request a rate adjustment. This request may be submitted threugh-the-Persennel
Office to the County Coordinator for BOCC approval.

5.07 Compensation for Temporary Work in Higher Classification

In situations where the assignment or scheduling of work requires an employee to
perform in a higher position level-classification to fill a temporary need, a new pay rate
may be established by the Department Head after consultation with the County
Coordinator Rersennel-Office for the period of temporary assignment. In cases where a
budget amendment is necessary to fund the temporary pay rate, County policies on
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budget amendment approvals shall apply. This provision is not to be applied in a situation
of annual leave replacement or cross training opportunities. An employee must work in
the higher position elassifieation a minimum of three (3) full weeks and not more than
three (3) months.

The rate of pay for the temporary assignment will be determined using the guidelines for
a promotional increase. At the conclusion of the assignment, the employee's pay shall
revert to his or her previous rate of pay. When it is established that the need may exceed
three (3) months, and it is not for training, the replacement employee may be
compensated at the higher rate immediately.

Extensions may be approved by the County Coordinator.

Any such temporary assignment should shal not affect the employee's eligibility for
annual salary adjustments merit-pay.

5.08 Overtime

The established work week is forty (40) hours within a seven (7) day period, Monday
through Sunday. Overtime is calculated at 1-1/2 times an hour on hours worked over
the established workweek. All overtime work must have prior authorization by
Department Head or designee. Not securing this authorization may result in disciplinary
action.

Annual leave, Sick Leave, or any other leave, Workers’ Compensation Leave and
Administrative Leave are “paid leave”, not “hours worked”. They will not be counted
toward overtime.

An un-worked holiday shall be counted as hours worked solely for the purpose of
computing entitlement to overtime, provided the employee meets the eligibility
requirements for holiday pay. No other time, except actual hours worked, shall be
counted as time worked for the purpose of computing entitlement to overtime.

A. Non-Exempt Employees: All hourly and non-exempt salaried employees are
entitled to overtime compensation after forty (40) hours of work in a seven (7)
day workweek. Unless overtime is given in the form of compensatory time off as
provided-below,. Hourly employees shall receive time and one half their regular
rate of pay for all hours worked in excess of forty (40) hours per week.

Exempt Employees: Executive, professional, and administrative employees that
meet the criteria defined by the Fair Labor Standards Act are normally exempt
from overtime. Department Heads and other administrative staff reporting directly
to the Board of County Commissioners and the County Coordinator are included
in this exemption. These employees are hired for an annual salary rate to
accomplish a job for the County. Although generally expected to be present and
working for the total hours of the normal workweek, exempt employees are
allowed some latitude with respect to time spent at work. For example, a
Coordinator who works numerous additional hours to complete a project may take

|
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some time off at a later date. When an emergency arises that requires the
employee to work abnormal hours or for prolonged periods of time, he/she may
be given compensatory time off at the rate of time and one half, at the discretion
of the County Coordinator.

5.08.1 Assignment of Overtime

When operating requirements or other needs cannot be met during regular working hours,
employees may be scheduled to work overtime hours. When possible, advance
notification of these mandatory assignments will be provided. All overtime work must
receive the supervisor’s prior authorization. Overtime assignments will be distributed as
fairly and equitably as practical to all employees qualified to perform the required work,
keeping in consideration fiscal restraints.

Failure to work scheduled overtime, or overtime worked without prior authorization from
the supervisor except in cases of personal emergency, or other appropriate reasons, is
deemed to be insubordination and may result in disciplinary action, up to and including
possible termination of employment. Exceptions shall be granted in cases of such
emergency or other appropriately approved reason.

5.08.2 Procedure: Overtime
Leave time earned and used shall be s recorded daily on the official time sheet.

5.09 On-Call, Stand-By and Call-Out Pay

Employees in positions which provide "emergency" service on a recurring basis may
volunteer or be designated "on-call" during other than normal working hours.
Employees in such "on-call" status are expected to be constantly available in order
to respond immediately to the need for their services. Such employees shall receive
"ON-CALL" pay consisting of a weekly premium in an amount designated by the
Board, and shall be paid for the time worked.

When an emergency requires employees not scheduled for "ON-CALL" duty to be

in preparedness status to come to work upon call, they are considered to be on
"STAND-BY", and are compensated according to the established "ON-CALL"
premium amount. Should these employees' status move from ON-CALL or STAND-BY
into "CALL-OUT", or should any employee with no prior notice be called out,

they are compensated from the time of the call and provided a minimum of two hours
worked. Compensation differs between normal weekday (Monday thru Friday),
weekend (Saturday & Sunday) and Holiday.

On-Call pay is set by the Board of County Commissioners.

Weekend days are defined as Saturday and Sunday. Should the employee be called-
out, a minimum of two (2) hours pay will be granted.
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5.10 Emergency Guidelines for Compensation, Work Hours, and Work
Assignments

The purpose of this policy is to provide guidelines for compensating employees and
designating work hours and work assignments for employees of the Board of County
Commissioners during a Declared Local State of Emergency (DLSOE).

The County shall make a reasonable effort to release employees from work prior to,
during, and after any DLSOE to take care of personal and family related safety matters.
Whether the County remains operational or shuts down operations due to a DLSOE, all
employees will be required to report to work, if needed. Employees may be reassigned to
other work areas and work hours altered in order to ensure continuation and restoration of
community services, maintain safety, and fulfill the County’s responsibilities to its
citizens.

DEFINITIONS:

DLSOE: A Declared Local State of Emergency made pursuant to the authority granted
the Board of County Commissioners under Chapter 252, F.S.

Department Essential: An employee designated by the County, who is required to report
to their regular work assignment to assist with the department’s essential functions as
designated in the department’s Continuity of Operation Plan or emergency operating

procedures.

EOC Essential: An employee not designated as Department Essential will be designated
as an EOC Essential employee and assist with assigned functions at the Emergency
Operations Center (EOC) or other location.

Non-Exempt (Hourly): An employee who is paid an hourly wage under the Fair Labor
Standards Act (FLSA) to receive overtime pay for hours worked in excess of 40 in a
workweek.

Exempt (Salaried): An employee who is paid a salary (not an hourly wage) to perform the
duties and responsibilities of a job regardless of hours worked in a workweek. In
accordance with the Fair Labor Standards Act, this category of employee is exempt from
the overtime pay provisions of the Act.

PROCEDURE:

A. All Madison County employees will be designated as either Department Essential in
accordance with the Departments Continuation of Operations Plan (COOP) and/or
emergency operating procedures; or Emergency Operations Center (EOC) Essential.
Each department is responsible for making this designation for its employees and
providing an annual listing of employees assigned in each category to the County
Coordinator and Emergency Management Department by the end of March each year.

41



B. Upon issuance of a DLSOE and activation of the County’s EOC, the County
Coordinator, or designee, may initiate implementation of this policy. Emergency
Management will issue the date and time that the EOC activation occurs.

C. Upon activation of the EOC as identified above, all County employees designated as
EOC Essential may be required to report to the EOC or other locations, to assist in the
County’s disaster response efforts. Roles may be pre-assigned or assigned as the
situation dictates.

D. Administration: The Madison County Emergency Management Department will
assume the responsibility for assigning, training, and supervising County employees in
their respective emergency management functions.

APPLICATION:

Non-Exempt Employees on Duty. Non-exempt Career Service employees reporting for
duty during a DLSOE will be compensated as follows:
 Pay equal to their regular rate of pay for the time they are required to work
during a DLSOE, up to 40 hours actually worked.
» Overtime Pay at one-and one half times their reqular pay for hours actually
worked over 40 hours in accordance with FLSA.
* Pay equal to their regular rate of pay for the time they would otherwise be on
Administrative leave (See Personnel Policy Section 7.19 D.)
* This provision does not apply to EMS Special Risk employees.

Exempt Employees on Duty. Exempt employees reporting for duty during a DLSOE will
be compensated as follows:
» Exempt Career Service employees will receive one hour of compensatory time
for each hour worked over 40 hours in a workweek.
» Exempt Career Service employees will receive pay equal to their reqular rate of
pay for the time they would otherwise be on Administrative leave.

Employees off Duty. Any employee who is off duty and is requested to report to work
will be expected to report to work during a DLSOE.
« If the employee is unable to report to work due to hardship reasons at the time of
the DLSOE, the employee will not be eligible for Administrative leave during a
DLSOE.
« If it is determined that the employee is not needed to report to work or is not
needed at the EOC, the employee will be eligible for Administrative Leave.

Employees on Approved Scheduled Leave: Any employee on scheduled leave during a
DLSOE may be called in and required to report for duty, if needed. Employees on
previously approved leave and who report to work shall be eligible for Administrative
Leave and/or regular pay, whichever is applicable.
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Employees on Extended Leave: Any employee away from work on sick leave, extended
FMLA, Military Leave, Workers Compensation, or other extended leave will not be
required to report for duty during a DLSOE. Employees on extended leave will not be
eligible for Administrative Leave.

Hardship Exemption: Employees who are already aware that they will not be able to
work during a DLSOE should request a hardship exemption approval form from their
supervisor. Upon approval by the County Coordinator, the approved hardship exemption
form will be placed in the employees personnel file. Employees claiming hardship
exemptions will not be eligible for Administrative leave during a DLSOE.

Reassignment of Employees: Employees who are released from their reqular job duties
will be reassigned to other work areas, as needed, and will be expected to report for duty.
Employees may be required to work alternative shifts during a DLSOE. Non-exempt
employees shall be paid their normal rate of pay for all hours actually worked, including
overtime when applicable.

Required Training: Annually, the Emergency Management Department will determine
the EOC Essential employees that will be required to complete EOC Training as

appropriate.

Failure to Report for Duty: During a DLSOE, employees who refuse to report to work
may be subject to disciplinary action.

Non-assigned employees: Employees who have not been assigned to work during a
DLSOE should not report to work without the approval of appropriate supervisory or
management staff.

Return to Normal Conditions: Employees will return to work when notified by
appropriate means. The County will use internal communication systems (telephone,
Internet, etc. ) and external media such as television, radio, etc, to announce the “all
clear” notice for employees to return to work under recovery or normal conditions. The
employee is responsible for monitoring the communication media to ensure prompt
notification. Department Heads may adjust hours as needed to allow for periods of rest
from working extended hours during a DLSOE, however, managers are still responsible
to ensure that all County offices are properly staffed when returning to normal conditions.

Employees unable to report back to work that day, due to extenuating circumstances
beyond their control (i.e., child care issues, storm related damages, road closures,
flooding, etc,) shall not be required to return to work and may use personal annual or
compensatory leave for this time.

Documentation: Employees shall be required to document and report to management all
hours worked during an emergency in accordance with established pay practices,
procedures and requlations.
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5.11 Payroll

Each Department/Division is required to keep an accurate account of all hours

worked and leave used by their employees on the official time sheet. All

leave taken must be documented on a Leave Request Form and the official time sheet for
the department. Time sheets must be turned into the Payroll Department by the
designated time. All payroll shall be direct deposit.

5.12 Travel

All travel payments and expenses must be approved by the Department Head in advance
and shall conform to the allowances provided in Chapter 112.061, Florida Statutes.
Reimbursement for travel expenses will be paid to County employees only upon
submission of an itemized statement. Employees will be reimbursed for Class C meals
for documented, i.e. authorized employee job-related purposes only when travel extends
beyond Madison County and approved by the Department Head.

SECTION 6
ATTENDANCE AND LEAVE

6.01 Hours of Operation

The hours of operation for each Department/Bivisien shall be determined by the County
Coordinator and Department/Bivision-management Heads in accordance with the needs
of the County. Work schedules may vary according to the needs of the individual
organization, subject to the approval of the Department Head Bivisien-Directer.

6.01.1 Flextime/Staggered Work Hours

Flextime/staggered work hours allow employees to work around traffic congestion,
school and day care schedules, etc., when it is not in conflict with the County’s
operations. While it is desirable to accommodate the work schedule of employees
where possible, the operational needs of the County must come first. Supervisors
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shall ensure that a sufficient number of employees are at their work stations during
normal hours to perform routine work functions and provide services to the public.
Because of individual work assignments, supervisors and other employees may be
subject to special restrictions being applied to their work schedules and flextime may
not be an option.

6.01.2 Procedure: Flextime/Staggered Work Hours
A. All full-time employees are subject to working forty hours per week.

B. In all cases, including flextime/staggered work hour schedules, adherence to starting
times, lunch periods and end of work day is required.

C. Each Department Head Bivistion-Director is expected to institute reliable
Coordinatorial controls to ensure that employees arrive and leave at their appointed time
and are involved in performing their assigned duties.

D. Flextime/staggered work hours may be altered or canceled by supervisors as is
deemed necessary to fulfill the responsibilities of the work unit.

E. Employee abuse of flextime/staggered work hours may result in withdrawal of
flextime privileges or more severe disciplinary actions.

6.01.3 Lunch Breaks
All employees are required to take a minimum of 30 minutes not to exceed 60 minutes
for lunch break unless prior approval by department head.

6.02 Attendance and Leave Records
Finance/Payroll and-Personnel-Office shall maintain complete and accurate attendance
and leave records.

The Department Heads shall be responsible for forwarding all associated

documentation of attendance and leave to Finance/Payroll and-Persennel-Office by the
posted due date. Notification of exceptions requiring early timesheet turn-in will be made
when necessary.

6.03 Attendance Standards

In order to ensure the efficiency and productivity of County operations, regular
attendance and arriving at work on time are requirements of continued employment. As a
general guideline, over a period of not less than six (6) months, an average of over eight
(8) hours a month is excessive time missed from work for whatever reason (except as
noted below), regardless of whether the absences are excused, unexcused, paid or unpaid.
Absences due to Disability Leave, Parental Leave, Compensatory Leave, Administrative
Leave or Annual Leave, all of which have been scheduled and approved in advance shall
not be counted against this standard. Lengthy periods of well documented illness, as well
as other unusual circumstances, will be considered in the context of the overall
attendance and employment record in applying this standard.
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6.04 Notification Requirement

If an absence is unavoidable, employees are required to notify their immediate supervisor
of such absence as soon as possible atleast-8-heurs prior to the beginning of their work
shift. The employee must call in himself/herself and speak with a supervisor. Messages
leftonananswering-machine-orvoice-matare-netacceptable: Excessive absenteeism,
tardiness, and failure to notify supervision of an absence are grounds for disciplinary
procedures.

Twenty-four (24) Fhree{3) successive work hours days missed without notifying a
supervisor shall be considered abandonment of one's position and shall be grounds for
automatic termination.

6.05 Holidays

Holidays shall be designated by the Board of County Commissioners. Each full time
employee is entitled to an eight (8) hour Personal Holiday that does not count toward
annual leave. This Personal Holiday should be used on a calendar year basis and does
not roll over to the next year if not used.

An employee normally scheduled to work on the designated holiday shall be paid for the
number of hours normally worked that day at his or her rate of pay.

When the actual holiday falls on the employee's scheduled work day, the holiday
may be observed on the actual holiday instead of the designated holiday.

Should the designated holiday not fall on a normal workday of a full time employee, the
employee shall be paid for an additional eight (8) hours at his or her rate of pay for the
holiday.

When work schedules are adjusted by mutual agreement between employee and County
Administration, Holiday Pay will be based on a 40 hour workweek. Any employee that is
required to work less than 40 hours per week is not entitled to holiday pay.

An employee who is not on approved paid leave, and fails to report on the scheduled
workday before or after a holiday, shall not be paid for the holiday in proportion to their
hours regularly worked during the week.

E.M.S. employees shall receive pay equivalent to 8 hours at straight time for holidays
that fall on their day off, and 12 hours at straight time in addition to their regular pay for
holidays worked.

6.06 Family and Medical Leave Act:

In accordance with the Family and Medical Leave Act of 1993, eligible County
employees are entitled to extended leave without pay under specified conditions.
Depending upon the reason, employees may elect to substitute their accrued annual,
compensatory, swing, or sick leave for any part of the 12 weeks of leave granted under
the Act.

46



Employees must request coverage through immediate supervisors and the Personnel
Office. The Personnel Office will interpret provisions of the Act not stated below. In
general, the Act provides for the following:

Entitlement
Eligible employees are entitled to a total of 12 work weeks of leave during the 12-month
period measured forward from the date of an employee’s first FMLA usage anry-t2-meonth
{ealendaryear)perted when leave is taken for one or more of the following
circumstances:
A. The birth of a son or daughter of an employee and to care for the child;
B. The placement of a son or daughter with an employee for adoption or foster
care;
C. To care for the spouse, son, daughter, or parent of an employee, if the family
member as a serious health condition;
D. An employee is unable to perform the functions of the position because of the
employee's own serious health condition.

Eligible Employees
To be eligible for coverage, an employee must:
A. Be a executive support service, senior or executive management service
employee, full or part-time;
B. Have been working for the County for least 12 months before the leave
request; and
C. Have worked at least 1,250 hours during that time.

Notice Requirement

Eligible employees are under a general duty to give 30 days’ notice of their intent to take
leave for foreseeable events, such as the expected birth of a child or planned medical
treatments. Thirty days notice is not required in all cases, but the employee must give as
much notice as is possible.

Certification
Certification issued by a health care provider must be submitted to the County
Coordinator
Division which includes a statement of:
A. The date the condition began;
B. It’s probable duration;
C. Appropriate medical facts; and
D. An assertion that the employee is unable to perform the employee's job
function, or that the employee is needed to care for a sick family member for a
specified time.

An employee may be required to provide certification of ability to return to work.

Restoration
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Eligible employees returning from family and medical leave have the right to be returned
to the job position that they held when they went on leave, or they may be placed in an
equivalent position with equivalent benefits, pay, and other terms and conditions of
employment.

Benefits

Eligible employees retain all accrued benefits while on leave. Health plan coverage is
maintained by the County while an employee is on family and medical leave. Provisions
for collection of employee contributions to health plan coverage shall be made on an
individual basis.

Periodic Reporting
An employee, in consultation with their supervisor, is required to report periodically on
their status and plans to return to work.

6.07 Annual Leave Accrual

Annual leave is provided for the purpose of rest, recreation, and time with family, travel,
and other forms of renewal by getting away from the job. It also enables employees to
take care of other time consuming personal matters which may arise from time to time.
Annual leave is not intended as a substitute for regular on-time attendance and will not be
approved by supervisors to make up for habitual lateness. All regular employees shall be
entitled to earn and accrue annual leave. Employees who work less than full-time shall
accrue leave in proportion to their hours worked.

Creditable service for annual leave shall begin to accrue immediately upon employment.
Credits for annual leave shall be allowed on the following basis:

Regular, Full Time employees:

Annual leave shall be accrued at the rate of eight (8) hours for years 1 thru 9; ten (10)
hours for years 10 thru 14; thirteen and one-half (13.50) hours for years 15 thru 19 and
sixteen and three-quarters (16.75) hours for years 20 and above.

Part Time employees:
Employees who work less than the normal workweek shall be credited with leave in
proportion to the amount of time worked, computed on a base rate of 8 hours per month.

Temporary employees or casual employees:
Annual leave shall not be credited or granted to temporary employees.

Shift EMS employees:

E.M.S. employees are scheduled to work 2928 hours per year compared to 2080 for
regular employees. By pro-rating the hours worked, E.M.S. shift employees will accrue
annual leave time at the following rate:
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Annual leave shall be accrued at the rate of twelve (12) hours per month for years 1 thru
9; sixteen (16) hours per month for years 10 thru 14; eighteen (18) hours per month for
years 15 thru 19 and twenty (20) hours per month for years 20 and above.

6.08 Request for Annual Leave

A request for annual leave shall be submitted to the employee's immediate supervisor on
the official Leave Request Form for the department. Annual leave should be requested as
soon as possible, but not less than two (2) weeks in advance. Leave may be taken only
after approval of supervisor.

Approval or disapproval of request for three (3) days or less will be given within the
same day. Requests for four (4) or more annual leave days should be given within two (2)
working days.

When approved leave has been granted and a County emergency occurs requiring the
Employee to work, costs associated with leave travel plans which are not reimbursable,
will be paid by the County.

E.M.S. operates 24 /7 and employees will be granted leave only if the supervisor is able
to staff the units for the requested dates.

No employee shall be granted annual leave unless the time granted shall have already
accrued or will accrue during the period.

Department Heads: A Department Head shall notify the County Coordinator one (1)
week in advance if the Department Head plans to take more than two (2) weeks of
vacation leave in sequence.

Other employees: All requests for vacation leave in excess of three (3) working days by
employees other than Department Heads should be submitted to the employee’s
supervisor at least one (1) calendar month before the employee’s commencement date or
such advanced notice as deemed appropriate by the Department Head. The supervisor
shall be responsible for coordinating all vacation leaves in his department in order that
the work program of that department will not be adversely affected. The supervisor shall
grant vacation leave on a first-come, first-serve basis and shall be empowered to deny
vacation leaves, if necessary, to retain on duty such employees as necessary to reasonably
conduct the work program of that department.

Payment in lieu of vacation time is not authorized, provided, however, that when an
employee is separated from employment, he may be paid for all accrued vacation leave
up to but not exceeding 240 hours.

Annual leave usage shall be reported to the payroll department with each payroll request.
Accrual balance will be reported back to the employee on their pay stub.

6.09 Treatment of Leave for Less Than One Day
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Leave can be taken on an hourly basis if approved by the supervisor.

6.10 Duration of Annual Leave

Annual leave may be accumulated in excess of two hundred and forty hours (240) during
the calendar year. At the option of the employee excess annual leave over the two
hundred forty hours (240) may be converted to sick leave on January 1%. Not more than
fifteen (15) consecutive working days of accumulated annual leave time may be taken at
any one time unless approved in advance by the employee’s Department Head.

6.11 Sick Leave Accrual

All regular employees shall be entitled to accrue sick leave. Employees who work less

than full time shall accrue sick leave in proportion to their hours worked. Sick leave is
credited at the rate of eight (8) hours per calendar month with no limit to accumulation.
Part-time credits are prorated. E.M.S. shift employees will receive 10 hours monthly.

6.12 Uses of Sick Leave

IlIness, debilitating injury, pregnancy, childbirth, adoption, medical or dental
appointments and care for employee's immediate family are valid uses of sick leave. An
employee on annual leave is allowed to convert such leave to sick leave when the
employee becomes ill or injured and proper documentation is submitted to the Personnel
Office.

When requesting sick leave for immediate family illness, the person who is ill or injured,
as well as the general nature of the illness or injury, must be identified.

An employee who is to be absent from work and wishes to request sick leave shall submit
an official Leave Form in advance, when possible. Otherwise, the employee shall notify
his or her supervisor before the usual reporting time, and then upon returning to work, the
employee shall immediately submit to the supervisor an official Leave Form. Failure to
do so may result in a loss of pay for the absence.

A Supervisor may require a medical statement from a physician for use of sick leave
when a pattern of abuse is indicated. The Personnel Office attendance records are
monitored by supervisors and the Personnel Office, for compliance with established
attendance standards (See Attendance Standards in this section).

Use of sick leave under false pretenses, or non-compliance with attendance standards,
may be grounds for disciplinary actions up to and including termination.

6.12.1 Method for Calling in Sick

If an absence is unavoidable, employees are required to notify their immediate supervisor
of such absence as soon as possible atleast-8-heurs prior to the beginning of their work
shift. The employee must call in himself/herself and speak with a supervisor. Messages
left-onananswering-machine-orvoice-matlare-net-aceceptable: Excessive absenteeism,
tardiness, and failure to notify supervision of an absence are grounds for disciplinary
procedures.
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Twenty-four (24) Fhree{3) successive work hours days missed without notifying a
supervisor shall be considered abandonment of one's position and shall be grounds for
automatic termination.

6.12.2 When Earned Sick Leave is exhausted

No sick leave in excess of the leave accumulated to the employee's credit may be granted.
In instances where the illness of an employee extends beyond the employee's sick leave
credits, annual leave may be approved for sick leave use by the Department Head in
special cases.

In instances, other employees may donate sick leave. See section 6.23 Sick Leave
Transfer.

6.13 Compensatory Time (Comp Time)

Comp time must have prior authorization by the Department Head or designee and shall

be computed at time and one half for actual hours worked over forty (40) hours per work
week. An un-worked holiday shall be counted as hours worked solely for the purpose of

computing entitlement to comp time.

Comp time must be used within six (6) months of earning and must be used prior to using
any other accrued leave.

6.14 Method of Leave Accumulation

A. Upon employment, annual and sick leave shall be credited at the rate of one quarter
(1/4) the appropriate monthly amount for each forty (40) hours of actual work
completed during the initial month of employment.

B. Upon separation, annual leave shall be credited at the rate of one quarter (1/4) the
appropriate monthly amount for each forty (40) hours of actual work completed
during the final month of employment.

Annual and sick leave shall be credited on the first day of the month following the month
the leave was accrued. If an employee has insufficient leave credits to cover a period of
absence, he or she shall be placed on leave without pay. In such cases, appropriate payroll
adjustments shall be made for the period during which the absence occurred.

No leave shall be granted for less than one half (%2) hour, nor in increments of less than
one quarter (1/4) hour.

o1



6.15 Credit for Unused Sick Leave

Payment in lieu of sick leave is not authorized. Provided, however, upon separation of
employment an employee shall be paid twenty-five percent (25%) of his/her accumulated
sick leave after ten (10) consecutive years of service. When an employee reaches normal
retirement as defined by law, and is at the time of such retirement employed by the
County he/she shall be paid fifty percent (50%) of his/her accumulated sick leave. The
amount paid for either of the above shall be determined by the hours of accrued leave
multiplied by the employee’s current hourly rate of pay.

6.16 Military Leave

Long term leave is extended to an employee who is drafted or who volunteers for active
Military service. This leave begins the day of induction and ends ninety (90) days after
the date of separation from service or from hospitalization continuing after discharge.
Active military service includes active duty with any branch of the Armed Services.
When an employee is granted military leave for active military service, the employee's
position may be filled by another employee. Upon separation from the military service,
not more than five (5) years from date of induction, the employee shall be eligible to
return to the position held. However, the employee may be placed in another class with
duties the employee is able to perform.

Application for reinstatement following extended leave must be made within ninety (90)
days after completion of military service and within thirty-one (31) days after completion
of initial active duty for training of not less than three (3) months.

An employee who is a member of the United States Armed Forces Reserve, including the
National Guard, shall upon presentation of a copy of the employee's official orders be
granted leave with pay for periods during which the employee is ordered to active duty
for training. Whether continuous or intermittent, such leave with pay shall not exceed
seventeen (17) working days in any one annual period.

An employee who is a member of the United States Armed Forces Reserve, including the
National Guard, and is ordered to active duty (not active training) shall upon presentation
of a copy of the employee's official orders, be granted military leave. The first thirty (30)
calendar days of such leave shall be with pay, and the remainder without pay.

Leave payment of this type shall be made upon receipt of evidence from the appropriate
military authority that thirty (30) days of active military service has been completed.

E.M.S. employees who qualify for military leave will use one (1) working day for every
twelve (12) hours of duty missed.

6.17 Disaster Leave

An employee who is a Certified Disaster Service Volunteer of the American Red

Cross may be granted a leave of absence without pay for not more than 15 working days
in any 12-month period to participate in specialized disaster relief services for the
American Red Cross. Such leave of absence may be granted upon the request of the
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American Red Cross and upon the approval of the County Coordinator. Upon request, an
employee may make a request to his/her department head to use up to 5 working days of
their sick leave to help with a church or civic group during a disaster. An employee
granted leave under this section shall not be deemed to be an employee of the county for
purposes of workers’ compensation. Leave under this policy shall be granted only for
services related to a disaster occurring within the boundaries of the State of Florida.

6.18 Administrative Leave

Administrative Leave is “paid leave” and will not be considered for the purposes of
overtime calculation. Approval of administrative leave is limited to an amount necessary
to bring the employee to full pay (40 hours of work in the work week or pro-rated for part
time employees). In no case can the approval of administrative leave cause the employee
to exceed the number of hours he/she is normally scheduled in the work week. (The only
exception is for those employees required to work during “state of emergency” situations;
see section 5.10)

Administrative Leave may be authorized for the following reasons:

A. Court - An employee who is summoned as a member of a jury panel or is
subpoenaed as a witness, not involving personal litigation, shall be granted leave with
pay. Employees shall not be reimbursed by the County for meals, lodging, or travel
expenses incurred while serving as a juror or witness. The employee shall be

required to submit a copy of the summons or subpoena when requesting this type of
administrative leave.

B. Donating Blood - An employee may be granted up to two (2) hours of leave with pay
for the purpose of donating blood.

C. Death in Immediate Family - An employee shall, upon request be granted up to but
not exceeding 24 hours leave with pay on the death of a member of the employee's
immediate family.

Sick leave may also be used for death in the immediate family. (See definition of
Immediate Family in Sec. I.)

Employees must notify the supervisor of the deceased relative's name and relationship to
the employee. Proof of the death may be requested by the supervisor.

D. Man-Made or Natural Disasters - The County Coordinator or designee shall have the
authority to close County offices due to man-made or natural disasters such as, but not
limited to, hurricanes, tornadoes, ice/snow conditions, or floods. All employees affected
shall be granted administrative leave with pay for the hours they would have normally
been scheduled to work during such “state of emergency”. Any employee who reports to
work during scheduled administrative leave during a man-made or natural disaster may
be eligible to receive the hours granted as compensatory time or straight pay, as
determined by the County Coordinator.
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Refer to Section 5.10, Emergency Guidelines for Compensation, Work Hours and Work
Assignments for eligibility to receive Administrative Leave. The length of
Administrative Leave granted will be determined by the County Coordinator. For
extended periods of disasters, employees may be required to use their own personal
leave.

E. Election Volunteer - Up to (8) hours of administrative leave may be granted by the
County Coordinator (or designee) to non-OPS employees who, on a regularly scheduled
County work day, serve as an elections day poll worker for the Madison County
Supervisor of Elections. Eight hours is the maximum number of administrative leave
hours that will be awarded to an employee for serving as a poll worker on an elections
day, regardless of the number of hours an employee is regularly scheduled to work that
day. Administrative leave hours for part-time employees will be pro-rated. Each request
must be submitted in writing to the employee’s supervisor, who upon consideration and
approval will forward it to the County Coordinator (or designee). Advance approval by
both the employee’s supervisor and the County Coordinator (or designee) is required for
leave authorization. The approved request must be attached to the employee’s time sheet
(or leave/compensation request form) and submitted to payroll for payment.

F. Formal Investigations - An employee under formal investigation or an employee
who is participating in an investigation for a violation of rules, policies or procedures
for which suspension or dismissal may result, may temporarily be assigned other

duties if deemed advisable, or may be placed on administrative leave with or without
pay if the employee’s absence from the work location is deemed appropriate. The

period of the temporary assignment or the administrative leave shall not exceed 20
working days for each investigation. Administrative leave may be granted by
Department Heads upon consultatlon and approval of the County Coordinator Pepsennel

G. Other reasons - Administrative Leave may be granted by the Board or by the County
Coordinator for education and other job related purposes not paid for or provided by the
County policy, when such leave is deemed of benefit to the operations of the County
government. Leave shall be authorized in writing and documented on the official Leave
Request Form or on the official time sheet. Leave credit shall be accrued during such
periods of paid leave.

If an employee does not use administrative leave as authorized in this section, the
employee shall not accrue or be paid for such unused leave.

6.19 Unauthorized Absence

An absence of an employee from duty, including any absence for a single day or part of a
day, that is not authorized by a specific grant of leave of absence under the provisions of
these regulations shall be deemed an unauthorized absence. Any such absence shall be
without pay and may subject the employee to disciplinary action.
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6.20 Workers' Compensation Leave
Workers’ Compensation Leave is “paid leave” and will not be considered for the
purposes of overtime calculation.

An employee who sustains a job-related disability that is compensable under the
Workers' Compensation Law shall be carried in full pay status for a period not to exceed
seven (7) calendar days without being required to use accrued leave credits. Such pay
will be contingent upon written confirmation of inability to work from the attending
physician treating the employee. If the employee receives Workers' Compensation
benefits for this period of leave with pay, the employee shall reimburse the County the
amount of the benefits. Such reimbursement shall not include payments for medical,
surgical, hospital, nursing, or related expenses, or lump-sum or scheduled payments of
disability losses.

If the employee is unable to resume work at the end of the seven (7) calendar day period:
The employee may elect to use accrued sick, compensatory, or annual leave in an amount
necessary to receive salary payment that will supplement the Workers' Compensation
payments to the total salary being received prior to the occurrence of the disability. If the
employee elects to use accrued leave to supplement worker's compensation benefits, the
employee's compensation shall revert to standard Workers’ Compensation benefits when
accrued leave is exhausted.

In no case shall the employee’s combined salary and Workers’ Compensation benefits
exceed the amount of the employee’s regular salary payments; or if the employee elects
not to use accrued leave, the employee shall receive normal Workers' Compensation
benefits; or if, in the opinion of the Accident Review Board (ARB), the employee’s
actions were heroic, a recommendation for 100% compensation of wages shall be
forwarded to the County Coordinator. Upon approval by the County Coordinator, the
request shall be forwarded to the Board for final approval. "Heroic Action™ is defined as
follows:

Heroic Action: A Heroic Action is when an employee, without regard for his/her own
safety goes beyond normal job responsibilities in an attempt to prevent an accident or
correct a potential hazard of life threatening proportions for him/her or others, and is
subsequently injured. The hazard which brought about the heroic action must be real,
imminent,and life threatening. Others injured in the accident may be considered
heroic if their actions, or lack thereof, did not contribute to or cause the accident.

6.20.1 Procedure: Reporting an Accident
At the time that an accident occurs, there is an assessment of the severity of injury
sustained by the employee by the supervisor.

1. If the injury is life threatening or is of a very serious nature, the supervisor is
responsible for getting the employee immediately to a hospital. Should such an
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accident occur away from the office, the supervisor is responsible for communicating
with the office and for filing the Notice of Injury form with the Benefits Coordinator
Persennel-Offiee within twenty-four (24) hours after the accident.

2. If the injury requires medical treatment, but is not life threatening or of a very
serious nature, the supervisor is responsible for getting the employee immediately

to a physician designated on the County’s Workmen’s Compensation Policy and
Procedure. Should such an accident occur away from the office, the supervisor is
responsible for communicating with the office and for filing the Notice of Injury form
with the Benefits Coordinator Persennel-Office within twenty-four (24) hours after the
accident.

3. If the injury requires no medical treatment the Notice of Injury form is completed
by the employee immediately and the supervisor is responsible for filing the form with
the Benefits Coordinator Persenrnel-Office within twenty-four (24) hours after the
accident.

Accidents are investigated by the Department Persennel-Office with results forwarded
back to the County Coordinator Bepartment/Biviston. Identified unsafe acts by
employees may be subject to disciplinary actions. All accidents involving property
damage of over $500 require a drug test. Refer to the Madison County Drug-Free Policy
and Procedure Manual.

6.20.2 Procedure: Extending Salary during Workers' Compensation Leave

In those cases where the employee has elected to use accrued leave credits, has exhausted
all accrued sick leave credits, and is still unable to return to work, the Board may approve
a request for an extension of disability leave with pay. In such cases, the Department
Head Division-Direetor must submit to the County Coordinator, along with the request
for authority to carry the employee in pay status, a medical report which gives a current
diagnosis of the employee's physical condition and a prognosis regarding his or her
recovery and ability to return to work.

The request from the Department Head Biviston-Birector shall specify the period for
which the extension of disability leave with pay is requested and shall state the reasons
why the extension is recommended by the department and any other pertinent
information so as to why such an action is in the best interests of the County.

6.21 Sick Leave Transfer — Board of County Commissioners Departments
Employees may voluntarily transfer sick leave time to an employee who has utilized all
available leave time (including annual, sick and compensatory) subject to the following
criteria:

A. Participation is at all times completely voluntary on the part of the
donating employee and the receiving employee.
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Voluntary transfer of sick leave is permitted provided that a minimum of
eighty (80) hours of sick leave remain in the employee’s account
following execution of the sick leave transfer. The minimum transfer
amount for each transaction shall be eight (8) hours. The donation may not
be cancelled once the transfer has been recorded in the payroll computer
program.

When transferring sick leave, the County shall credit the employee with
only the amount of sick leave needed to bring the employee’s total number
of compensable hours up to the minimum number of hours for the pay
period.

To be eligible to receive sick leave transfers, the employee must meet the following

conditions:

A.

B.

Utilized all accrued sick leave, annual leave and compensatory leave.

The employee has suffered a documented illness, accident or injury, and
requires, as certified by the treating physician, absence from the workplace
for a minimum of five consecutive workdays. Transferred sick leave shall
be used for absences associated with such documented conditions
beginning with the sixth missed workday or partial workday or on the first
day the employee has exhausted all leave credits, whichever is later.
Donated leave may be used consecutively, intermittently or in increments
of a quarter hour, as needed.

The employee is not eligible for disability leave.

The employee has not used more than 1040 hours of transferred sick leave
credits in the preceding twelve-month period.

6.21.1 Sick Leave Transfer between Constitutional Officers and Board of County
Commission Departments.

A. It is appropriate for employees within various Constitutional Officers and

Departments of the Board of County Commissioners to transfer their available
sick time (voluntarily) to employees in other Constitutional Offices or
Departments of the Board of County Commissioners.

For audit purposes a detailed record of this transfer of sick leave should be
maintained by both the office or department transferring the sick leave and the
office or department receiving the sick leave. The transfer should be
documented in writing and signed by both employees acknowledging the
voluntary transfer of sick leave.
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C. This policy will in no way supersede parameters and restrictions on these
transfers in the personnel policies and procedures of the various Constitutional
Offices and Board of County Commissioners.

SECTION 7
DISCIPLINE

7.01 Intent

The intent of this chapter is not to restrict the rights of employees, but to protect the rights
of all and ensure equality. There shall be no discrimination against an employee because
of race, color, national origin, sex, sexual orientation, age, disability, marital status,
religion, or political affiliation. Executive Service employees are "at will" employees;
therefore disciplinary procedures are not applicable.

7.02 Administration of Discipline

The immediate supervisor has the authority to give an oral or written warning and
effectively recommend to the appropriate authority other disciplinary action. In cases of
fighting, threat or use of weapon on the job, the possession of illegal substance,
intoxicant or abuse of county property, the supervisor has the authority to suspend
immediately. The authority to administer all other disciplinary action is vested with the
Department Head, County Coordinator or their designees. The immediate supervisor
must make recommendations.

7.03 TYPES OF ACTIONS

7.03.1 Oral Warning

This is the least severe disciplinary action. It should serve as an "alert mechanism" to
establish more satisfactory performance or behavior. A written account including the date
and nature of the oral warning shall be made for the department's reference. An employee
shall be advised when an oral warning is being made.

7.03.2 Procedure: Oral Warning

1. The immediate supervisor of an employee is authorized to give a verbal warning to an
employee in order to establish or reestablish satisfactory performance or behavior. An
effective oral warning includes a clear description of the correct performance or behavior
which is desired and notice to the employee that the conversation is to be considered an
oral warning.

2. The supervisor documents such oral warning in an informal written record (incident

file). Such documentation should include the date of the oral warning and, if possible, a
brief summary of the conversation to include major points, requests, suggestions,
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directions, etc. given by the supervisor and any remedial action agreed upon by the
employee.

7.03.3 Written Warning

This is a disciplinary action whereby the employee is notified in writing of unsatisfactory
conduct or performance. The employee shall receive a copy of the written warning and
the original shall be forwarded to the Benefits Coordinator Persernel-Office for inclusion
in the employee's personnel file. This action is grievable.

7.03.4 Procedure: Written Warning

1. Although the immediate supervisor has the authority to issue a written warning, before
doing so consultation with the County Coordinator Persennel-Office is advisable. Such
consultation may provide assistance in assuring fairness and consistency of discipline
across departmental lines and in developing language for the written warning which is
fair, clear, accurate, and less susceptible to challenge through a grievance procedure.

2. The supervisor prepares a written warning on the Employee Discipline Report Form
and makes an appointment with the employee to discuss it in private. A good written
warning should include a clear description of the correct behavior which is expected,
reference to the fact that the written notice constitutes a written warning and a statement
that continued unsatisfactory performance or conduct will result in more severe
disciplinary action.

3. Following discussion with the employee, the original of the Employee Discipline
Report Form is forwarded to the Benefits Coordinator Persennel-Office through line
management for inclusion in the employee’s personnel file.

4. The employee must be told that this action is grievable.
Discipline

7.03.5 Suspension

1. An employee may be suspended with or without pay for disciplinary reasons for a
length of a time that the County considers appropriate provided it does not exceed
fourteen (14) calendar days. The period of suspension may be extended with approval of
the County Coordinator. If an employee again becomes subject to disciplinary action
(except oral warning) within twelve (12) months after being suspended, he or she may be
terminated. Unless outlined in the administration of discipline, this action is grievable.
This action may only be taken with the approval of the County Coordinator or his/her
designee.

2. If a workplace situation necessitates the immediate removal of an employee from the
work site, such an employee may be immediately suspended by the supervisor and
directed to report back to the supervisor at a date and time certain (within two (2)
working days) concerning further disposition of the matter.
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7.03.6 Procedure: Suspension

1. When employee conduct warrants consideration of suspension, the supervisor gathers
from the employee involved and witnesses (if appropriate) all possible information
concerning the improper conduct. The supervisor then notifies the employee that
following consideration of all facts, the supervisor will notify the employee of a decision
concerning any disciplinary action to be taken. Investigations will be conducted as
quickly as administratively possible.

Once the investigation is completed, employees will be notified of action to be taken
within two (2) working days.

2. In an emergency situation involving the necessity to immediately remove the employee
from the worksite, an employee may be suspended "pending further disposition of his or
her case™ and directed to report back to the supervisor at a time certain concerning further
disposition of the case. This appointed time will be within two (2) working days of the
incident, and the employee will be so notified. Following a thorough investigation, the
supervisor or other representative of the County consults with the County Coordinator
Persennel-Office concerning the proposed disciplinary action to be taken. The purpose of
such consultation is to assist in assuring fairness and consistency of discipline county-
wide, and to assist with the procedures and preparation of documentation, so that proper
and correct procedures are followed.

3. Following such consultation with and approval by the County Coordinator Persennel
Office, the appropriate person shall prepare a Personnel Action Form and an Employee
Disciplinary Report Form, which includes a clear statement of disciplinary action to be
taken as well as the reason for the action. These are both forwarded to the Benefits
Coordinator Persennel-Office with a copy of the Employee Disciplinary Report Form
going to the employee.

4. The supervisor meets with the employee to explain the disciplinary action to be taken,
the reasons behind the discipline, the nature of the correct conduct which is expected in
the future, and the fact that continued unsatisfactory conduct will be dealt with utilizing
more severe disciplinary action, including possible termination of employment.

7.03.7 Termination

Termination is the most severe form of discipline. Terminations may be necessary due to
unacceptable personal conduct, unsatisfactory work performance, or failure to observe
County rules and regulations. This action may only be taken after consultation with the
County Coordinator or his/her designee.

7.03.8 Procedure: Termination
The procedure for termination is outlined in Section 9.02.1 of this manual.

7.04 Application of Disciplinary Action to Offenses

60



The severity of any disciplinary action should be related to the gravity of the offense, the
employee's work and discipline record, length of County service, and past County
practice in similar cases.

7.05 Guidelines for Disciplinary Action for First Offenses
Listed below are guidelines for disciplinary action involving first offenses. The list is not
intended to be exhaustive nor are the suggested actions for any offense required. The
circumstances of each case shall govern the disciplinary action.
A. Misconduct Normally Resulting in an Oral Warning

1. Absenteeism;

2. Tardiness; and

3. Failure to perform assigned duties properly or in a timely manner.

B. Misconduct Normally Resulting in a Written Warning for First Offense
1. Absence without authorized leave;
2. Offensive conduct or abusive language;
3. Improper use of County equipment;
4. Leaving assigned work station without permission, when responsibility
mandates a presence; and
5. Abuse of sick leave.

C. Misconduct Normally Resulting in Suspension for First Offense
1. Flagrant violation of safety rules, resulting in a dangerous situation;
2. Insubordination;
3. Sleeping on the job;
4. Fighting;
5. Sexual Harassment; and
6. Discrimination.

D. Misconduct Normally Resulting in Termination for First Offense
1. Conviction of a felony;
2. Abuse or theft of County property;
3. Willfully making false statements about the County or its employees;
4. Falsification of records such as, but not limited to, time and attendance,
employment history, travel vouchers;
5. lllegal acceptance of gratuities;
6. Possession or use of intoxicants or controlled substances on the job;
7. Violence leading to the injury of another or destruction of County property;
8. Abandonment of job (twenty-four (24) successive work hours three-suecessive
werk-days missed without notification to supervisor); and
9. Threat or use of weapon on the job.

7.06 County Standards

It is the policy of the County that what a person does on his or her own time is exclusive
of employment with the County. However, such policy is not absolute. If an employee's
outside conduct impairs the reputation of the County; causes the employee to be unable to
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perform work or appear at work; or leads to refusal or reluctance on the part of others to
work with the employee, barring protection under law; then the appropriate supervisory
authority is justified in taking disciplinary action. When an employee is on County
property, he or she is subject to the County's work standards. Furthermore, an employee
officially representing the County at a location other than his or her normal place of work
is accountable for compliance with the County's policies, procedures, and standards.

7.07 Division Work Rules

Subject to the approval of the County Coordinator Persennel-Office Director, Department
Heads Biviston-Direetors are authorized to establish certain work rules and regulations
governing their operations in regard to hours of work, employee conduct, and work
procedure, as long as these rules do not conflict with those specified in this manual. All
employees are required to adhere to departmental policies and procedures rtHes, as well
as all County policies rees and procedures. Violation of these policies and procedures
rules on the part of the employee may result in disciplinary action.

SECTION 8
GRIEVANCE PROCESS

8.01 Intent
This process is intended to provide a method for employee complaints to be heard
and acted upon by the appropriate authority in an appropriate time frame and fair manner.

8.02 Grievance Process
A grievance can be filed for work-related dissatisfaction. Grievances cannot be filed due
to administrative policy or disciplinary oral warnings.

Employees have the right to consult with representatives or counsel of their own
choosing throughout the Grievance process. However, all meetings shall be limited to
County Employees and/or those invited by the County Coordinator. Any employee
having successfully completed the probationary period may grieve.

Temporary and probationary employees may pursue grievances only to the Department
Head Bivision-Director level.

An employee who voluntarily separates from County employment waives the right to
initiate or process a grievance.

A grievance process must be initiated within five (5) days of the grievable action.

8.02.1 Procedure: Grievance Process

Most jobs related dissatisfaction or problems can be handled by the Department Head
supervisor. The first step in resolving work related problems or dissatisfaction is always
to attempt to resolve them with the Department Head Hnmediate-superviser.

Step 1 - A written statement prepared by the employee identifying the issues is submitted
to the Department Head supervisor. Within three (3) working days of action there will be
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a meeting between the Department Head superviser and the employee. The Department
Head superviser will document the resolution or the response to the allegations.

A. A resolution will be forwarded threugh-the-chain-efcommand to the Benefits
Coordinator Human-Reseurces-for placement in the employee’s personnel file. A

resolution exists only when signed by both employee and supervisory/management
employee.

B. A response will be given back to the employee so they can decide whether
to continue the process. In those instances where the problem cannot be resolved in this
first step, the employee may continue the process accordingly.

Step 2 - The employee will notify the Department Head superviser, or County
Coordinator, of the intent to continue the grievance process within twenty-four (24) hours
of receipt of the response, by presenting the documented written grievance paper. A
meeting will be scheduled between the employee and the County Coordinator. The

Department Head #nmediate-superviser may attend if requested by the employee.

A. Within five (5) working days of employee's intent to continue notification, the County
Coordinator will present a resolution to the Benefits Coordinator for placement in the

employee’s personnel file. Persennel-Office-through-the-chain-of command. A resolution

exists only when signed by both employee and supervisory/management employee.

B. A response will be given back to the employee so they can decide whether to continue
the process. In those instances where the problem cannot be resolved in the second step,
the employee may continue the process accordingly with the Board of County
Commissioners at a regular scheduled meeting.

SECTION 9
SEPARATION

9.01 Resignation

To resign in good standing, except in the case of an emergency, an employee should give
at least two weeks (14 calendar days) notice in writing to his or her Department Head
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
(vacation) up to but not exceeding 240 hours. See section 6.15 for sick leave pay out.

9.02 Termination

All terminations must be brought to the attention of the County Coordinator prior
to notifying the employee.

Prior to termination of any regular employee, the employing Department Head shall give
the employee written notice and an opportunity for conference.

9.02.1 Procedure: Notification of Termination
1. The employee shall be given written notice of the proposed action at least five (5)
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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 sent via certified mail, return

receipt.

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.
c. 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 two (2)
working days after the request is made or upon a mutually agreed upon time.
e. The place is determined by the Department Head.
f. The conference shall be held during regular business hours and prior to the
proposed effective date of the action.
g. A statement to the employee which states that he or she may bring witnesses to
the conference or may submit statements from witnesses in the form of affidavits.

9.02.2 Procedure: Conference
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 employee 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.

9.02.3 Procedure: Notice of Final Action

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

Separations

9.03 Appeals Process

The employee has five (5) working days after receipt of final notice to notify the County
Coordinator in writing of desire to appeal.

The appeal must be in writing and must contain the following:

1. The specific action or actions giving rise to the appeal.
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2. The specific issues to be addressed by the employee.

3. Who will be in attendance at the appeal? (An employee may be represented by
an attorney. Attorney fees are the responsibility of the employee.)

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

The County Coordinator or a designee will meet with the employee and others affected
within five (5) working days of the filing of the appeal. The County Coordinator or the
designee shall render a decision in writing within ten (10) working days following the
meeting.

The decision shall be final.

9.03.1 Timing in the Appeal Procedure

Any time limit designated herein shall exclude the length of time an employee 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 to 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.

9.04 Reduction in Workforce
Madison County is a performance based organization and strives to provide a stable
employment environment for employees. However, reductions in work force and/or
elimination of positions, programs, 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 on the basis
of or because of an employee’s age, race, creed, sex, color, ethnic background, religion,
national origin, or disability. The provisions of this policy are quidelines for reductions
in work force. The county reserves the right to alter this policy, and may choose another
process in order to meet the governmental and organizational needs of the County with
minimal impacts as possible to employees. A reduction in work force may occur due to
specific circumstances, which may include but are not limited to the following:

a. _Unfunded legislative mandates;

b. Budget reduction, constraints, lack of or shortage of funds;

c

d

Changes in organizational structure;

Lack of work, reduction in services, program discontinuation, outsourcing of
functions, changes in technoloqgy;

Material changes in a job;

Any condition of serious distress or disaster that may be determined or
declared by the Board of County Commissioners.

@

=h
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9.04.1 Procedure: General Provisions

The County Coordinator shall determine the organizational unit(s) in which the reduction
may best be accomplished. Every effort will be made to 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 type of vacant positions available, as
well as the qualifications of the employee.

Primary consideration for retention of employees will be given to an employee’s
performance record, experience, training, education, professional credentials, knowledge,
skills, and abilities to perform the essential functions needed by the particular Department
or needs identified in other program areas. Only in the event of similar job performance,
knowledge, skills, and abilities, preference in retention may be granted to employees with
the longest service with the County; or to veterans who may qualify for Veternas
Preference in accordance with Florida Law.

9.04.2 Notice to Impacted Employees

Employees who will be separated from employment due to the reduction in work force
shall be given written notification of the separation by their Department Head. Notice
will be given at least fourteen (14) calendar days prior to layoff. In lieu of the fourteen
(14) calendar day notice, the employee may be paid two (2) weeks pay at the employee’s
current rate, or a combination of days notice and pay. Any separation pay approved will
be in accordance with F.S. 215.425.

Employees impacted by the reduction in work force shall be paid out for up to 240 hours
of accrued annual leave, compensatory leave, and one-fourth of accrued 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 to continue health insurance as a retiree.

9.04.3 Rehire of Impacted Employees

Employees may be rehired following a reduction in work force if they had an acceptable
work record, meet the minimum qualifications of the vacant position and successfully
complete the background check and drug screening.

If an employee is rehired within one (1) year of the reduction in work force, the employee
will be credited with the remaining unpaid sick leave accrual balance. Also, the
employee will be granted credible service for the accrual of annual leave based on their
previous service with the County.
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9.05 Termination

Following consultation with the County Coordinator or his/her designee, the Department
Head may terminate an employee 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 appealed. (See appeal
section.)

9.06 Retirement

An employee of the County may retire subject to the provisions of the Florida Retirement
System. An employee planning to retire shall notify the Benefits Coordinator Persennet
Office at least ninety (90) days prior to the planned date of retirement.

9.07 Deferred Retirement Option Program (DROP) — Annual Leave Payout

Each employee who elects to participate in the DROP shall be allowed to elect to receive
a lump-sum payment for accrued annual leave earned in accordance with County policy
upon beginning participation in the DROP. Such accumulated leave payment certified to
the division upon commencement of DROP shall be included in the calculation of the
member’s average final compensation. The employee electing such lump-sum payment
upon beginning participation in DROP will not be eligible to receive a second lump-sum
payment upon termination, except to the extent the employee has earned additional
annual leave which combined with the original payment does not exceed the maximum
lump-sum payment allowed by the employing County’s policy or rules. Such early lump-
sum payment shall be based on the hourly wage of the employee at the time he or she
begins participation in the DROP. If the member elects to wait and receive such lump-
sum payment upon termination of DROP and termination of employment with the
employer, any accumulated leave payment made at that time cannot be included in the
member’s retirement benefit, which was determined and fixed by law when the employee
elected to participate in the DROP. (F.S. Chapter 121.091 (13) © 2.) A form can be
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obtained from the Payroll Department for the employee to elect which option he/she will
take on lump-sum annual leave payoff.

9.07.1 Deferred Retirement Option Program (DROP) — Sick Leave Payout

Each employee who elects to participate in the DROP shall be allowed to elect to receive
a lump-sum payment for one-half (1/2) of their accrued sick leave earned in accordance
with County policy upon beginning participation in the DROP. The employee electing
such lump-sum payment upon beginning participation in DROP will not be eligible to
receive a second lump-sum payment upon termination. Such early lump-sum payment
shall be based on the hourly wage of the employee at the time he or she begins
participation in the DROP. A member can elect to wait and receive such lump-sum
payment upon termination of DROP and termination of employment with the employer.
A form can be obtained from the Payroll Department for the employee to elect which
option he/she will take on lump-sum sick leave payoff.

9.07.2 Benefits Package for Retiree’s
After an employee completes at least 10 years of service and retires, the following
benefits apply:

Life Insurance:
- Can be kept until retiree’s death
- Retiree will pay the premium
- Once retiree terminates this coverage, he/she will not be allowed to re-enroll

Health Insurance:
- Can be kept until retiree’s death
- Retiree’s spouse, if enrolled at time of death, can be kept until his/her death
- Retiree will pay the premium for both retiree and spouse
- Once retiree terminates this coverage, both retiree and spouse will not be
allowed to re-enroll

9.08 Death While Employed

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.

9.09 Exit Interviews

The Department Head shall make every reasonable effort to interview separating
employees.
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MADISON COUNTY
BOARD OF COUNTY COMMISSIONERS
PURCHASING PROCEDURES

AUTHORIZATION FOR PURCHASES up to $1,500

The Department Head may authorize the purchase of equipment, supplies and services for County
purposes when the amount to be paid by the County does not exceed $1,500 to the lowest and best

quote.

Procedures

The Department Head will strive to obtain a minimum of three competitive quotes.

Quotes may be obtained by telephone from current vendors and suppliers, or the open market.
Quotes should be kept on file with the department.

Circumstances creating the inability to secure multiple quotes shall be documented and kept on
file with the department.

Sole source items are an exception; however, written documentation confirming this condition
should be kept on file with the department.

When the Department receives an invoice it should be approved and then submitted along with
the pink copy (purchasing/clerk’s office) of the purchase order for payment to the Clerk’s Office.

Office supplies (i.e., pencils, pens, paper, etc.) do not require quotes.

AUTHORIZATION FOR PURCHASES from $1,501 to $5,000

The Clerk and County Coordinator may authorize and empower the purchase of equipment, supplies
and services for County purposes when the amount to be paid by the County does not exceed $5,000 to
the lowest and best quote.

Procedures

The Department Head will strive to obtain a minimum or three competitive quotes.

Quotes must be in writing from current vendors and suppliers, or the open market. Quotes
should be submitted with the Purchase Requisition.

Circumstances creating the inability to secure multiple quotes shall be documented and listed
on the Purchase Requisition.

Sole source items are an exception; however, written documentation confirming this condition
shall be required on the Purchase Requisition.

A Purchase Requisition shall be completed and forwarded to the Clerk’s Office.

The Clerk’s Office will return to the department the assigned purchased order with the yellow
copy of the requisition.

The department will hold the purchase order until goods have been received.

Under no circumstances should an item be ordered or picked up if it costs more than $1,500 by
a department before it has been assigned a purchase order number by the Clerk’s Office.



e When the Department receives an invoice for goods that were ordered using a purchase order
issued by the Clerk’s Office it should be approved and then submitted with the purchase order
number highlighted on the invoice to the Clerk’s Office for payment.

RECEIPT OF GOODS AND SERVICES:

--Any equipment, supplies or services when shipped must be checked by that department as to
accuracy, quantity and quality.

CANCELING OF PURCHASE ORDERS:

--When a department determines that an order is to be canceled the department should send the
Clerk’s Office the pink copy of the purchase order with void/canceled written on it for their records.

EXCEPTIONS:

--Local vendors should be given a 10% consideration over out of town vendors. When considering non-
local vendors, shipping and/or travel costs must be taken into account, as well as the time it takes to
obtain the goods or services.

AUTHORIZATION FOR PURCHASES above $5,000

The Board of County Commissioners may authorize and empower the purchase of equipment, supplies
and services for County purposes when the amount to be paid by the County when the purchase
exceeds $5,000 to the lowest and best quote.

SEALED BIDS

--This method is used when the following conditions exist: a complete, adequate and realistic
specification or purchase description is available; two or more responsible suppliers are willing and able
to compete effectively for Madison County’s business; the procurement lends itself to a firm fixed-price
contract (a specified price to be paid when the items or services are delivered); selection of the
successful bidder can appropriately be made principally on the basis of price; projected cost may exceed
$5,000. Bids are solicited in publications and kept in confidence until there is a public bid opening. A
firm-fixed price contract is awarded to the responsible contractor whose bid is responsive and lowest in
price.

--Exceptions to sealed bid and award method include:

-Emergency Purchases — when accompanied by a memo of justification and approved by County
Coordinator.

-Repairs to Existing Equipment — when accompanied by a memo stating only one firm can or should
repair the equipment



-Sole — Source Items — when accompanied by a memo of justification approved by the County
Coordinator following Board approval, (1) after solicitation from a number of sources, competition is
determined inadequate; (2) the item or services required are available only from one source; (3) public
exigency or emergency is such that urgency will not permit a delay beyond the time needed to employ
one of the other methods described herein.

-Exempt Purchases — during the normal course of general operations, it is expected that certain
purchases are highly dependent upon market conditions or extenuating circumstances that although
may be influenced by the county, are none the less, generally considered beyond the scope of these
purchasing policies and are as follows:

-Insurance

-Utility services, maintenance or replacement of commaodities
-Pre-existing contractual authorizations

-Board of County Commissioners authorized agreements
-State or Federal procurement contracts or agreements
-Property and easement acquisitions

-Legal proceedings

BID ADVERTISEMENTS:

--The invitation shall be publicly advertised in sufficient time prior to the opening of bids. Bids shall be
solicited from an adequate number of known suppliers. Fifteen (15) day publication requirement shall

apply.

--The invitation, including specifications and attachments, must clearly describe the goods or scope of
services required in order to permit bidders to be responsible to the invitation.

--All bids must be opened publicly at the time and place stated on the invitation for bids.

--A firm, fixed-price contract award must be made in writing to the lowest responsive bidder.

--The county reserves the right to reject any and all bids on the basis of inconsistency or non-compliance
with specifications and for specific overriding reasons, to which the reason for bid rejection must be

entered into the public record of Madison County proceedings.

CAPITAL OUTLAY:

--Capital outlays are defined as any tangible item purchased with a cost of $1,000 or more and an
expected life of one or more years. Capital outlay items should be expensed in account 6400 and shall
receive a property identification tag from the Clerk’s office.



Definition — Purchase Order System

--An internal control system whereby all purchases must be approved prior to purchase by the
Department Head in order to make the most efficient purchase and control budget line items.

Benefits — Expenditures of County Funds are Safeguarded Against
--Waste (over purchase, purchase a lesser quality product)
--Fraud (vendor kickbacks)

--Inefficiencies (paid too much)

Accounting records are raised to a higher level (accuracy and reliability) to withstand review and
scrutiny

Internal Control Documents

--All purchase transactions shall be evidenced by serially numbered purchase orders and are matched
with invoices and receiving reports.
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