
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 1st – 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.  No item 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. 











 
 

COLLECTION CENTER ADDITIONAL HOURS 
 

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

 12 HOURS TOTAL 

 CLOSED ON THURSDAY  
 

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

 

 12 HOURS TOTAL 

 CLOSED ON TUESDAY 
 
 

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

 12 HOURS TOTAL 

 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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Madison County 

Board of County Commissioners 

Personnel Policies and Procedures 
 

 

 

 

                                  
 

 

 

Approved by the Madison County Board of County Commissioners on 

 

June 7th, 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. 
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SECTION 1 

INTRODUCTION 

 

1.01 Purpose 

The purpose of these policies and procedures rules 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 Personnel 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. 
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            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 rules and regulations.  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 rules and regulations. 
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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. 

 

Bumping Right - The right of an employee to claim entitlement of a position at time of 

layoff based on experience in the position and the accumulation of retention points. 
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Call Back - Reinstatement to active job status after a lay-off. 

 

Classification Plan -A systematic arrangement and inventory of positions. The plan shall 

group similar positions into classes which shall be ordered, according to their degree of 

difficulty and responsibility, into different skill levels for purposes of establishing pay 

relationships. The Classification Plan shall be based on a thorough job analysis and shall 

be maintained on a current basis by the Personnel Office. 

 

Classification Seniority (also referred to as job or position seniority) -The length of time 

an employee has been continuously employed in his/her current position classification.  

This is the date from which the length of service in classification is computed for 

determination of probationary periods, order of layoff and eligibility for merit increases. 

Classification seniority will be lost or changed upon permanent transfer, promotion, 

demotion or reassignment to or from one job classification to another. 

 

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. 

 

County Seniority - The total time an employee has worked for the County without a 

break in service. 

 

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. 

 

Departmental Seniority - The length of time an employee has been continuously 

employed in a department. 

 

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. 
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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. 

 

Grant Appointment - Positions created and funded by a grant. These positions may be 

either O.P.S. or regular status, depending upon the nature of the work, the duration of the 

grant, the likelihood for continuation, recruitment consideration, and budget provisions in 

the grant. The classification, rate of pay, and type of appointment of grant positions shall 

be approved by the Personnel Office Director 

 

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 

 

Layoff - Termination of employment due to abolishment of positions necessitated by a 

shortage of funds, or 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 
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employees. The provisions of this section do not apply to employees serving in positions 

defined as Executive Service. 

 

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. 
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Regular 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. 

 

Regular 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 - Voluntary 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. 

 

Senior Management Service Position - Members of management team whose primary 

duties are to manage a division or planning and administering a County program activity 

or major capital improvement project. They have authority to use discretion and 

judgment in administering program(s). They may act on behalf of the Department Head 

and may have the responsibility to hire and fire; and/or may execute special assignments 

of a sensitive nature. 

 

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 
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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 Personnel 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, 
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promotions, demotions, reductions in workforce layoffs, 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 Personnel 

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 or Personnel Office 

Director in the Personnel Office Division, 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 Personnel Office Coordinator in the 

Division of Personnel Office, the County Coordinator 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, or the Personnel Office Coordinator in the 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 or the Personnel 

Office Coordinator. 

 

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 or designee (for a Board employee), the 
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County Attorney or designee (for a County Attorney employee), the Chairperson (for 

another Commissioner’s Aide or Board Appointee), or the Vice Chairperson (for the 

Chairperson’s Aide) 

 

 

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 The 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.  

 

Employees are discouraged but not restricted from engaging in other employment during 

their off-duty hours. However, County employment shall be considered the primary 

employment and no employee may engage in outside employment, which interferes or 

tends to interfere with the interest of the County or the duties for which the employee is 

responsible as a County employee. 

 

If the employee’s other employment causes absences, tardiness, or otherwise interferes 

with the operations of Madison County or his/her responsibility as an employee of 

Madison County, including but not limited to availability for scheduled and unscheduled 

overtime and/or call-ins, the employee may be required to quit the other job, and if he 

refuses he will be terminated. 
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If permission to engage in other employment is granted, it may be withdrawn at any time 

if in the opinion of the Department Head, the responsibilities of the job are inconsistent 

with the responsibilities as an employee of the County. 

 

Equipment, facilities, vehicles or property of the County shall not be used by the 

employees for other jobs. With prior permission of the Department Head, office 

equipment may be used for employment related educational purposes.  Employees will 

not use County telephones during work time, to conduct outside personal business or 

other jobs. 

 

No person shall be employed by the County in more than one full time position. 

 

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 Sometimes 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-Mail 

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: 

 

 To harass, intimidate, or threaten another person. 
 

 To access or distribute obscene, abusive, libelous, or defamatory material. 
 

 To distribute copyrighted materials that are not authorized for reproduction / 

distribution. 

 

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

 To access another person’s E-mail, if not specifically authorized to do so. 
 

 To bypass the systems security mechanisms. 

 

 To distribute chain letters. 
 

 To participate in political or religious debate. 
 

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

addresses. 

 

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

 

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

 

 To pursue an individual’s business interests that is unrelated to the County. 
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 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 

division’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, §286.011 (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 guidelines 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: 

 The individual’s past, present or future physical or mental health condition, 
 

 The provision of health care to the individual, or 

 

 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 The HR Personnel 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 public service notifications, 

notifications to community organizations and any other means deemed necessary by the 

County Coordinator Personnel 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. 

 

F. E-Verify is to be used only after an offer of employment has been made and we utilize 

the E-Verify System to ensure that every employee in the workforce is authorized to 

work in the United States. We are committed to employing only people who are United 

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 not illegally 

discriminate because of a person's citizenship or national origin. 

 

Every new employee is required to complete the Employment Eligibility Verification 

Form I-9 and show documents that prove identity and employment eligibility. We follow 

the requirements of the Federal and State regulations and laws and utilize E-Verify to 

provide further eligibility verification of employment. If E-Verify does not confirm 

eligibility, the employee will be notified as required by law. 

 

If an employee leaves our organization and is rehired, they must complete another Form 

I-9 if their previous I-9 is more than three years old; if the original I-9 is not accurate; or 

if we no longer have the original I-9. If you have questions or want information on the 

immigration laws, contact the Board of County Coordinator Commissioners. 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 Employee Action Request Form (Appendix 3) is used by 

the Department/Division to identify recruitment needs to the County Coordinator 

Personnel Office. The job description should be reviewed and changes documented on 

the Personnel Employee Action Request Form and forwarded with proper signatures to 

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 Personnel 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 Personnel Office to determine eligibility for consideration. A list containing all 

applicants considered to possess the minimum qualifications and their applications will 

be referred to the hiring authority.  

 

Each applicant considered to possess the minimum qualifications, whose application 

contains a Notice of Layoff from a State of Florida agency or department and whose 

application does not indicate employment for any period following the issuance of the 

Notice of Layoff, shall be conspicuously identified on the list to the hiring authority as a 

genuinely displaced state worker, with direction that each such identified applicant must 

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, regardless of layoff 

status will be retained by the hiring Department Personnel Office. 

 

An interview screening/selection committee will be formed by the Department Head 

immediate supervisor for the each regular vacancy, or Temporary O.P.S. position from 

three (3) months in duration to the maximum temporary time of two (2) years. 



 30 

 

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, with at least one being an individual from a protected class. Other important 

considerations are involvement of a similarly classed worker and representation from 

within and outside of the work area.  The committee members must be finalized with the 

Department Head and approved by the County Coordinator or his/her designee. 

 

Should the supervisor, the Department Head or the County Coordinator or his/her 

designee determine that there is a need for an orientation on fair hiring practices for the 

committee, this will be done at the first meeting of the committee. Also at the first 

meeting the job description and any changes on the Employee Action Request Form are 

reviewed. The Personnel Office screens for minimum qualifications before referring 

applications to the supervisor. Based on these facts the applications are reviewed by the 

committee and the interview candidates are chosen. The number of candidates may vary 

by the size of the selection pool, but must include each applicant designated by the 

Personnel Office as a genuinely displaced state worker and applications of veteran(s) who 

are eligible for preference. The committee shall record the criteria and methodology 

established for screening and selection activities. This should be sent to the Personnel 

Office, along with interview questions which will be asked.  

 

Should a listed question be phrased in a manner which might be misinterpreted, the 

Personnel Office will notify the supervisor within twenty-four (24) hours of receipt of 

listed questions. Barring such notification, the committee continues to schedule interview 

appointments coordinated by the supervisor. 

 

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 telephone 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 

Coordinator. hiring authority along with relevant written materials. Included in the 

material should be specific reasons why the chosen applicant is better qualified and/or 

why the County's needs will be better served by such a hiring decision and a brief, but 

detailed, explanation as to why the other applicants were not chosen. Upon approval by 

the hiring authority, the recommendation shall be sent to the Personnel Office. 

 

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

process, for the return of all reviewed applications, the completion of all prior 

employment verifications and a completed Personnel Employee Action Request Form 

with appropriate signatures. The committee chairperson is also responsible for contacting 

the prospective employee to guarantee their continued interest. 



 31 

 

After review of the documented process by a Personnel Office Representative, an offer of 

employment will be made to the selected candidate. letter will be written and proper 

signature obtained. (The County Coordinator or designees will sign all letters except for 

part-time and OPS new hires). A Personnel Office representative will extend a job offer, 

conditioned upon obtaining a signed authorization for the procurement of a satisfactory 

background investigation and a negative drug test result, to the selected candidate and 

schedule a new employee sign-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 Personnel Office.  This procedure is designed 

to ensure equal opportunity for all candidates and may only be altered upon the approval 

of the Personnel Office. 

 

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 Personnel 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 

Initial Placement of Employees Hired as A Result of Competitive Selection Or 

Emergency Appointment 

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 Personnel 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 Personnel 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 Personnel 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 Report 

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 Personnel 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 Personnel 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 Personnel 

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 Personnel 

Office 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 hiring authority 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 

Classification Organizational Structure 

 

4.01  Contents  Board of County Commissioners 

The Classification Plan consists of: 

A. Grouping positions into classes so that each position class: 

1. requires basically the same entry qualifications; 

2. Can be filled by substantially the same methods of selection; 

3. Is of comparable value and therefore deserves the same pay range. 

B. Class titles which are descriptive of the work of the class and do not construe 

discriminatory bias. 

C. Written class specifications for each classification containing a statement describing 

the nature of the duties of the class, job qualifications, and special requirements 

necessary. 

 

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 quality 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 Personnel Office shall have the responsibility for the administration and maintenance 

of the Classification Plan. 

 

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 legislation. 

 

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 4.02.1   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  4.02.2   Procedure: Establishment/Abolishment of Positions Class 
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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. 

 

4.03   Reclassification 

Positions may be reclassified when: 

A. There have been significant changes in the actual duties and responsibilities, and/or 

the changes are the result of organizational, technical, legal or other advancement 

which is of a permanent nature. 

B. An error has occurred. 

Positions may not be reclassified when: 

A. An increased workload has the effect of creating the need for a new position. 

B. The added duties and responsibilities are minor in nature and would be a logical 

function of the class. 

C. The added duties and responsibilities are to be performed for a temporary period of 

not less than three (3) weeks or more than six (6) months. 

D. The effect is a raise for an employee who has reached the job range maximum; it is 

a reward for performance; or to correct an inequity in pay. 

 

When an upward reclassification occurs, the employee shall be placed at the appropriate 

step of the new level which considers a 5% of the current salary for one grade level 

change, and 10% of the current salary for two or more grade level changes. 

 

A reclassification downward is an administrative action independent of an employee's 

performance and should not be confused with a demotion. 

 

In a downward reclassification, when the employee's salary exceeds the maximum of the 

new pay range, the salary is red circled and is frozen until changes in the pay grade 

schedule raise the maximum above the employee's salary. 

 

If reclassification results in the position being assigned to a class in a skill level with the 

same pay range as the original classification, an incumbent employee shall maintain the 

same pay as before classification. 

 

4.03.1   Procedure: Reclassification 

The Personnel Office, upon request of a Department/ Division Head, or as a 

function of administering the Wage and Salary Program, shall analyze positions and 

recommend reclassification where appropriate. Upon the review by the Department Head, 

the Finance Director, and the approval of the County Coordinator, 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 Personnel 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 Personnel 

Office through continued audit, investigation, and review. Department Heads shall notify 

the County Coordinator Personnel 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. 

 

When approved by the Board, the Pay Plan shall constitute the County's pay schedule for 

pay grades of all positions and shall become effective as designated. 

 

5.03  CHANGES IN PAY 

 

5.03.1  Promotion 

Upon a promotion of one grade level, the employee will receive 5% or will be placed 

at the new grade minimum salary for that position, whichever is greater. Upon a 

promotion of two grade levels, the employee will receive 10% or will be placed at the 

new grade minimum whichever is greater. In no case will the promotional increase place 

an employee's salary above the maximum for that position of the assigned 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 on the new pay grade 

level at a rate determined by the Department Head based upon the recommendation 

of the County Coordinator Personnel 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 in a lower 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 Personnel 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 Personnel 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 through the Personnel 

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 Personnel 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 classification 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 shall 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. 

B. 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 is 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.  
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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 regular 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 regular 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 regular 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 regulations.  
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5.10   State of Emergency Pay 

When the County Coordinator (or designee) declares a “state of emergency” and 

employees are excused from their duties, they are granted Administrative Leave. 

Employees required to work, while Board offices are closed and other staff is on 

approved Administrative Leave, will be compensated as follows: 

A. Non-exempt employees will receive: (1) pay equal to one and one half times their 

regular rate of pay for the time they are required to work during the 

“state of emergency”, and (2) pay equal to their regular rate of pay for the time they 

would otherwise be on Administrative Leave for their scheduled work day. 

B. Exempt employees will receive compensatory leave credits on an 

hour for hour basis for the time they are required to work during the “state of 

emergency”. 

C. Employees classified as Senior Management, Executive Support or Executive 

Service will receive no additional compensation. 

D. Employees who are on previously scheduled Annual Leave or Sick Leave will 

have these “Emergency” status hours converted to Administrative Leave. 

 

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/Division shall be determined by the County 

Coordinator and Department/ Division 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 Division Director. 

 

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 Division 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 Personnel 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 at least 8 hours prior to the beginning of their work 

shift. The employee must call in himself/herself and speak with a supervisor. Messages 

left on an answering machine or voice mail are not acceptable. Excessive absenteeism, 

tardiness, and failure to notify supervision of an absence are grounds for disciplinary 

procedures.  

Twenty-four (24) Three (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. 
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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 any 12 month 

(calendar year) period 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 1st. 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 

Illness, 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 at least 8 hours prior to the beginning of their work 

shift. The employee must call in himself/herself and speak with a supervisor. Messages 

left on an answering machine or voice mail are not acceptable. Excessive absenteeism, 

tardiness, and failure to notify supervision of an absence are grounds for disciplinary 

procedures.  
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Twenty-four (24) Three (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. 

 

The employee must call in himself / or herself and speak with a supervisor within the 

time frame established by the Department before scheduled for duty. E.M.S. Department 

requires a minimum of eight (8) hours notice. Speaking with someone other than a 

supervisor, or leaving a message is not acceptable and will be grounds for disciplinary 

action. 

 

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 (½) hour, nor in increments of less than 

one quarter (1/4) hour. 
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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 consultation and approval of the County Coordinator Personnel 

Office. Each request shall be immediately reported in writing by the Personnel Office to 

the County Coordinator for approval. 

 

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 

Personnel Office 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 Personnel 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 Personnel Office within twenty-four (24) hours after the 

accident.  

 

Accidents are investigated by the Department Personnel Office with results forwarded 

back to the County Coordinator Department/Division. 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 Director 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 Division Director 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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B. 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. 

 

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

 

B. 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. 

 

C. The employee is not eligible for disability leave. 

 

D. 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. 

 

B. 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, 



 59 

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 Personnel 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 Personnel 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 Personnel 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 

Personnel 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 Personnel 

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 Personnel 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 
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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. Illegal 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 successive  

work 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 Personnel Office Director, Department 

Heads Division Directors 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 rules, as well 

as all County policies rules 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 Division 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 immediate supervisor. 

 

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 supervisor and the employee. The Department 

Head supervisor will document the resolution or the response to the allegations. 

 

A. A resolution will be forwarded through the chain of command to the Benefits 

Coordinator Human Resources 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 supervisor, 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 immediate supervisor 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. Personnel 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 guidelines 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. Changes in organizational structure; 

d. Lack of work, reduction in services, program discontinuation, outsourcing of 

functions, changes in technology; 

e. Material changes in a job; 

f. Any condition of serious distress or disaster that may be determined or 

declared by the Board of County Commissioners. 
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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. 

 

9.04.1 Prior to Layoff 

Employees with career status who are filling positions to be abolished may be transferred 

to vacant positions for which they are qualified. Employees must be notified in writing of 

the transfer. The letter will include notification to the employee of the reporting date, 

time, and place. Failure to report to the new position will constitute abandonment of 

position. 

Employees with career status who are filling positions to be abolished shall be given 
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priority consideration for vacant positions for which they qualify. No original 

appointment of a new employee may be made to fill a vacant position until all 

eligible and interested employees facing layoff have been considered. If the hiring 

authority does not wish to appoint an affected employee, justification for the action 

is to be provided to the Personnel Office prior to advertising for recruitment to fill the 

position. 

 

9.04.2 Notice of Layoff 

When it becomes necessary to abolish positions, specific steps must be taken as 

follows: 

Employees who are to be laid off will be notified by the County Coordinator or his/her 

designee in writing. Notice shall be sent to the employee by certified mail, return receipt 

requested, and except for positions for which grant funding ends sooner, will be mailed at 

least fourteen (14) calendar days prior to layoff. In lieu of the fourteen (14) calendar day 

notice, the employee (except those in grant funded positions) may be paid two (2) weeks 

pay at the employee's current rate or a combination of days notice and pay. The notice 

shall advise the employee of the action, the reason for the action, and the right of appeal 

to the County Coordinator or his/her designee. An appeal must be based upon whether 

the layoff was conducted in accordance with defined procedure. The notice will also 

advise the employee that within five (5) working days after receiving notice of layoff, the 

employee will have the right to request transfer (or bump) within the County, in lieu of 

layoff, to a class in which the employee held permanent status; or the employee may 

request a transfer to a class within the same class series at a level below the class in 

which the employee held permanent status. Such transfer cannot be affected to a higher 

class. A requested transfer by an employee being laid off will be granted except when 

the result would be to cause the layoff of another regular employee with more retention 

points than the employee who is requesting the transfer, or unless the employee is not 

qualified for the requested class. If an employee fails to exercise the right to request 

transfer, such action will, in lieu of other options being available, result in the employee 

being laid off. 

Failure to submit a request for transfer within five (5) working days will result in the 

employee's loss of transfer right as described in this section. 

 

9.04.3 Procedure: Notice of Layoff 

Except for positions funded by grants, the County Coordinator or his/her designee, upon 

approval of the Board, shall advise the Personnel Office and the appropriate Department 

Head(s) of the position(s) to be abolished; including effective date(s) at least twenty-one 

(21) calendar days prior to the date they are to be abolished. 

A regular employee who is bumped as a result of the transfer of another employee 

having greater retention points has the same right to request transfer provided in these 

rules. 

 

9.04.4 Order of Layoff 

Within the affected class employees will be laid off in the following order: 

1. Emergency or temporary (O.P.S.) excluding grant funded employees. 

2. Employees in their initial probationary period. 
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3. Regular employees. 

An employee who is in probationary status in any class may be laid off without the 

provisions of this section applying. 

No employee with regular status in any class may be bumped or laid off while an 

employee who does not hold regular status in the class is serving in that class. 

Employees serving a promotional trial period shall have retention rights in the class from 

which they were promoted. 

Employees filling grant funded positions will have rights of transfer within the grant 

only, but shall be given priority consideration for vacant positions and priority 

consideration for reemployment. 

Among regular employees the order of layoff within each class will be based on the total 

retention points earned each calendar month of service following evaluation at the Met or 

Exceeded Expectations level. 

No credit may be granted for a month in which: 

A. The employee's overall performance evaluation was at the "Did Not Meet 

Expectations" level. 

B. The employee was on suspension any length of time during the month. 

C. The employee was on unapproved leave of absence of one or more workdays. 

D. The employee was on leave without pay or on layoff for a consecutive period 

of over thirty (30) days (except for Maternity or Disability Leave). 

Retention points shall be earned only for the most recent term of continuous County 

service. 

Other special conditions which apply for retention point earnings are: 

A. Special performance evaluations initiated within three months of the layoff 

will not be used in the calculation of retention points. 

B. An employee will be considered to have met expectations during the periods 

not covered by an evaluation. 

C. The period since the last evaluation will be considered at the same 

performance level as the last evaluation. 

Employees who work less than full-time will have their retention points computed 

in proportion to the percentage of time worked. 

In extraordinary cases in which a Division Director deems it necessary to maintain 

essential County services to retain an individual in preference to one who has greater 

retention points, the Division Director shall submit a written request to the County 

Coordinator or his/her designee, through the Personnel Office. This request shall set forth 

in detail the specific skills and abilities possessed by the individual to be retained and the 

reasons why such individual is essential to the operation of the department. With the 

approval of the County Coordinator or his/her designee, the individual may be retained. 

 

9.04.5 Procedure: List Preparation of Layoff 

Layoff lists will be prepared by listing retention points for employees in the affected 

class, and by placing the employee with the highest total at the top of the list, and the 

employee with the lowest total at the bottom of the list. Layoff shall be in inverse order, 

beginning at the bottom of the list. Non-permanent employees in an affected class will 

not appear on a layoff list for that class. 

Should two or more employees have the same retention points, the order of layoff will 
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be determined by preference for retention in the following sequence: 

1. The employee with the highest overall rating on his or her most recent performance 

evaluation. 

2. The employee with the longest service in the class. 

3. The employee who is entitled to veterans' preference. 

If no preference is determined by the above, the County Coordinator will make the final 

determination. 

 

9.05 Call-Back 

Within a period of one year, when a vacancy occurs, or a new position is established, in a 

class from which an employee was adversely affected, preference for reinstatement will 

be given to employees in order of their retention points. This policy will be applied in the 

following order: 

A. Employees who voluntarily transferred to vacant positions in a different class. 

B. Employees who were "bumped". 

C. Employees who were laid off. 

Reinstatement of such employees may be with permanent status at the discretion of the 

hiring authority. An employee who refuses such offer of reinstatement forfeits any 

priority rights to subsequent placement offers. 

No original appointment of a new employee may be made until all qualified adversely 

affected employees and former employees on the register have been considered. 

An employee who accepts a voluntary transfer or is bumped to a lower skill level in lieu 

of layoff, and who is subsequently reinstated to the class, from which he or she 

transferred, may be reinstated with permanent status at the discretion of the hiring 

authority. The provisions of Section V (Pay Plan) will apply with respect to pay. 

 

9.05.1 Procedure: Call Back 

The name, current mailing address, classification, and current application, if available, for 

all employees adversely affected or laid off will be forwarded to the Personnel Office by 

the department head. 

The employees' name will be placed on a register to be distributed to all departments. 

Names will remain on the register for period of one year unless the employee submits a 

written request to have his or her name removed. The names of non-permanent 

employees who are laid off will not be placed on the register. 

 

9.06 Treatment of Benefits at Layoff 

 

9.06.1 Break in Service 

Except as provided by contractual retirement plan provisions, employees who are 

separated because of layoff, and who have permanent status in any class at the time of 

layoff, are not considered to have had a break in service if reemployed within a period of 

one (1) year from the time of layoff. However, time spent in a layoff status shall not be 

included when computing retention points. 

 

9.06.2 Leave Credits 
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Upon layoff, employees shall receive payment for all accrued annual leave. If the 

employee is reemployed within a year of the layoff, the employee will be credited with 

their remaining sick leave at time of layoff. 

 

9.06.3 Insurance 

Employees who are participating in the County health and life insurance programs at the 

time of layoff may convert their group coverage to a direct payment contract by 

contacting the Payroll Dept. within thirty (30) days from the commencement of the 

layoff. 

 

9.06.4 Pay upon Reemployment 

An employee who is reemployed in the same class within one (1) year following layoff 

shall be paid at the same rate being paid at the time of layoff, except that the employee 

shall be granted any general pay adjustment which occurred while the employee was laid 

off. 

 

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 Personnel 

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.  



 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 commodities 
          -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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