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INTRODUCTION

The Town of Belleair, Florida, welcomes you as a member of its municipal staff. As a
town employee, you are an important part of a group of professional individuals dedicated to
providing the most efficient service possible for our town's citizens, property owners and
visitors.

These personnel policies have been developed to establish a consistent and equitable
basis for administering matters affecting the working environment in which the town's staff
functions. The policies contained in this manual are administered by the town manager. Any
questions you may have regarding this manual can be answered by your immediate supervisor.
These personnel policies are not to be construed as a contract of employment for any definite
period of time between you and the town or to vest entitlement in you to any of the benefits
contained herein. Unless otherwise provided in an employment contract or collective bargaining

agreement, all employment with the town is “at will.,” such that employees are free to voluntarily

sever their employment with the town at any time and for any or no reason while the town retains
the right to terminate employment at any time and for any or no reason. Further, the town
reserves the right to modify the terms and conditions of employment contained in these
personnel policies at any time, for any reason, and without advance notice.

Both the town commission and other staff personnel are pleased to have you as a member
of the town's staff and join with me in the hope that you will enjoy both your work and the new
friends you will make while associated with our town.

Mieah-MaxwellJP Murphy, Town Manager
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SECTION I: MANAGEMENT RIGHTS AND RESPONSIBILITIES
SECHON]

MANAGEMENT RIGHTS AND RESPONSIBILITIES

1.01 OVERVIEW

The town fully recognizes its responsibility to see that the town is run in a smooth and efficient
fashion. To that end, the town reserves and retains exclusively all of its normal and inherent
rights with respect to the management of its operations, whether exercised or not, including, but
not limited to, its right to determine, and from time to time re-determine, the number, location
and type of its various operations, functions and services, the methods, procedures and policies
to be employed; to discontinue the conduct of any operation, function or service, in whole or in
part; to transfer its operations, functions or services from or to, either in whole or in part, any of
its departments or other divisions; to select and direct the working force in accordance with
requirements determined by the town; to create, modify or discontinue jobs; to establish and
change personnel or working rules and regulations; to create new job classifications; to establish
and change work schedules, including hours of work and assignments; to transfer or promote
employees; to lay off, furlough, demote or otherwise relieve employees from work for lack of
work, lack of funds, or other legitimate reason; to suspend, discharge, demote or otherwise
discipline employees—for—just—eause; to subcontract; and to alter or vary past practices and
otherwise to take such measures as the town may determine to be necessary to the orderly and
efficient operation of its various operations, functions and services.

1.02 EMERGENCY CONDITIONS

If in the sole discretion of the town manager, or his designated representative, it is determined
that civil emergency conditions exist, including riots, civil disorders, hurricane conditions,
similar catastrophes or disorders, or public employee strikes, these policies may be suspended by
the town manager during the time of the declared emergency.
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1.03 COMPENSATION DURING DECLARED EMERGENCIES

This policy provides uniform procedures for the payment of salary and wages to town employees
while preparing for an impending emergency during a declared emergency or disaster and during
the disaster recovery period.

PROCEDURE

When a state of emergency is declared by the town manager due to an impending disaster or
other unforeseen event, town employees who are designated by a department director to perform
essential services may be required to work both regular and overtime work hours as deemed
necessary._Employees who fail to work as directed during a state of emergency, unless

specifically approved in advance by the town, are subject to discipline and discharge.

All town employees (including nonunion and union represented employees, exempt or
nonexempt employees) who perform essential services and are required to work during a
declared emergency are eligible to be compensated at one and one-half (1&1/2) their regular rate
of pay for all hours actually worked during the declared emergency condition. Actual work
hours, or sweat time, do not include stand-by, sleep/rest time or other non--duty hours spent
during the emergency._

Employees who_were required to report to work during a declared emergency and who

subsequently receive authorization from their supervisor or other departmental manager to return
home from work during declared emergency conditions will receive their normal compensation
for the remainder of the day. Should declared emergency conditions continue, employees are
eligible to receive their normal pay for additional emergency absences for a period of up to five
(5) work days. If emergency conditions continue beyond five (5) work days, employees will be
required to use accrued vacation or holiday leave, or will be placed in a no pay status.

Employees who are sent home during emergency conditions are, i#fpessibleunless excused by his
or her supervisor, required to remain in daily telephone and electronic mail contact with their
supervisor or other designated department representative to receive information concerning
possible work assignments. If telephone communications are disrupted, employees are advised-
required to monitor_electronic mail, local television and radio stations to receive updates on the
resumption of town operations.

Employees who are on previously approved leave during the time of the declared emergency,
(e.g. vacation, sick leave, family or medical leave, etc.), will not be eligible for emergency
related excused absence(s) or emergency pay during their approved leave.

All determinations regarding hours worked, hours to be compensated, and applicable rate of pay
under this policy shall be solely determined by the town and shall not be subject to erievance or

appeal.
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SECTION II: GENERAL PROVISIONS

2.01 PURPOSE

The rules herein establish orderly procedures for the administration of the personnel policies for
the Town of Belleair. The system provides a means for recruitment, selection, development, and
retention of the most qualified employees for each position.

2.02 POSITIONS COVERED

The personnel policies shall apply to all employees except to the extent they differ from the town
charter, ex-code, collective bargaining agreement, or any individual contract of employment.

2.03 ADMINISTRATION

The town manager shall be responsible for the administration and interpretation of the personnel
policies.

2.04 AMENDMENTS
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Amendments, changes or revisions of the personnel policies may be made at any time, but are
subject to approval by the town commission. Upon enactment or modification, the new personnel
policies shall be distributed to all town departments and made available to all employees for
review and retention. Any amendments, changes or revisions shall take effect immediately upon
approval of the town commission unless otherwise specified and shall automatically be deemed
to supersede all prior policies on the same subject.

2.05 DEPARTMENTAL POLICIES

Departmental procedures may be developed to serve as supplements to the personnel policies,

but are subject to prior approval of the town manager._Absent written approval from the town
manager, departmental procedures may not conflict with or override any provision of these

policies, charter, code, collective bargaining agreement, or other applicable law.

10
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SECTION III: DEFINITION OF TERMS

DEFINITION OF TERMS

3.01 Terms not specifically herein defined shall have meanings as defined by common and
ordinary usage. The decision of the Town Manager as to the meaning of any non-
defined term is final.

Absenteeism - Any failure to report for, or remain at work as scheduled, regardless of reason.

Administrative Leave Without Pay - An interim unpaid status, typically pending a final
decision as to disciplinary action or where otherwise deemed to be in the town's best interest.

Anniversary Date - The date an employee begins employment and the same date in following
years. Also, the date from which vacation and sick leave benefits are computed. If an employee
is in a non-pay status for a period of thirty (30) days or greater, the anniversary date shall be
deferred by an equivalent amount.

At Will Employment — A right granted to the employer to terminate an “at will” employee’s
services at any time, with or without cause, provided that no law is violated.

Benefit Programs - Employee health and welfare programs, which may be provided. Such
programs may include vacation leave, sick leave, holidays, group medical and life insurance,
employee credit union, tuition reimbursement and the retirement savings plan.

Classification - An act of grouping positions having similar duties and responsibilities, requiring
similar qualifications, which can be equitably compensated within the same salary range.

Classification Plan - An approved system of grouping positions into appropriate classes.

Compensation - The standard rates of pay established for the respective classes of work, as set
forth in the compensation plan.

Compensation Plan - The schedule of rates of pay assigned to each class title.

Compensatory Time — Excused paid time off from work, which may be granted in lieu of pay
for overtime work.

Conflict of Interest — using one’s position, influence or decision-making power to gain personal
favors for one’s self or for one’s friends, family members, relatives, or business associates.

Continuous Service — Employment that is uninterrupted except for authorized leave of absence.
Dismissal - Involuntary separation from town employment.

11
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Enclosed Indoor Area — means closed in by a roof and walls on at least three (3) sides with
appropriate opening for ingress and egress.

FLSA - Fair Labor Standards Act.
FMLA — Family and Medical Leave Act.

Full Time Employee — Unless otherwise specifically defined in any policy or benefit plan,

Aany employee whose position regularly requires a work week consisting of at least thirty-five
(35) hours.

Grievance — A grievance is any difference, dispute or complaint regarding the interpretation or
application of the terms of this policy including rights and working conditions.

Grievance Procedure — an orderly method for resolving disputes among employees or for
challenging recent decisions made by one’s supervisor for which strong disagreement exists.

He/His/Him — Are generic and used for reference purposes only to signal reference to both
males and females.

Immediate Family - Includes the employee's spouse, father, mother, son, daughter, brother,
sister, mother-in-law and father-in-law, son-in-law, daughter-in-law, step-father, step-mother,
step-son, step-daughter, half brother, half sister, grandson, granddaughter, grandmother,
grandfather, uncle, aunt, nephew, niece, brother-in-law, sister-in-law, step-brother, step-sister,
first cousin.

Insubordination — The unwillingness, er—refusal, or failure on the part of the employee to
submit to the authority vested in any superior; a willful disregard of express or implied directions
or refusal to obey reasonable orders; a showing of disloyalty to superiors.

Layoff — Reduction of the number of employees due to the lack of work, funds or other causes.
Leave - An approved or directed absence from work.
May — The word “may” shall be interpreted as permissive.

Merit Pay Increase - An increase in compensation, which may be granted to an employee based
on job performance evaluation.

Merit Review Date - The date an employee entered, transferred, or was promoted to their
current position. If an employee is in a non-pay status for a period of thirty (30) calendar days or
greater, the merit review date shall be deferred by an equivalent amount.

12
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Overtime - For purposes of the Fair Labor Standards Act, actual hours—tme worked by
employees in excess of the applicable maximum hour standard for the work week or work period
is considered overtime, although the town may pay additional compensation for hours worked
outside an employee's regular schedule.

Part Time Employee - An at will employee hired into a position requiring the employee to work
an average of less than thirty-five (35) hours per week on a non-regular basis.

Part Time Regular Employee - A non probationary employee working in a position that
requires the employee to work fewer hours than normally designated for others in a similar
classification, usually less than forty (40) hours per week, but more than twenty (20) hours per
week. A person in this category regularly works on an established weekly schedule. Any
benefits authorized to employees in this capacity will be provided on a pro-rata basis in
proportion to those benefits provided to full-time employees.

Performance Evaluation - A written appraisal relative to the job performance of an employee.

Position Description - A general written description of a job or position, its qualifications and
essential functions.

Probationary Employee - Any newly hired, promoted or transferred person serving a
probationary period prior to being confirmed to a position.

Probationary Period - A period of time provided to allow the town the opportunity to evaluate

an employee's abilities and performance and to decide whether or not the employee is to be
retained in the position or in the employ of the town in general.

Regular Employee - A non-probationary employee of the town who receives benefits.

Resignation - Voluntary separation from town employment. Unless otherwise precluded by

applicable law, Aabsence from duty without leave for three (3) consecutive days shall be treated
as a resignation.

Seniority — The length of time an employee has been employed continuously with the town.
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Stand-by Assignments - An assignment made by a department supervisor which requires an
employee to be available for emergency work on the employee's off-duty time; on nights, week-
ends, holidays, or at any other specified time.

Suspension - The placing of an employee in an unpaid status as a disciplinary measure.

Temporary Employee - An at will employee hired to perform seasonal work or other special
projects as required.

Termination - Voluntary or involuntary separation from town employment.
Town — The word “town” shall mean the Town of Belleair.

Work Area — means any room, desk, station, or other area normally occupied by an employee
while carrying out his primary work function.

14
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—SECTION 1V: STANDARDS OF CONDUCT

——STANDARDS OF CONDLCT
4.01 POLICY AND INTENT

One objective of the town is to establish and administer a system of personnel management
consistent with the goal of providing quality service to the community. This is accomplished by
employing and retaining individuals who display pride and dignity in the performance of their
duties.

The town advocates the concept that the quality of public service is maximized through a
personnel system based on merit principles. Employees are encouraged to develop skills and
seek formal training related to the enhancement of personal development. Compliance is
expected with all personnel policies, local ordinances, state statutes and federal laws by all
employees in the performance of their duties. Any employee who violates any of the personnel
policies herein contained, or any departmental policies, or in any way acts in a manner
inconsistent with the best interests of the town may be subject to disciplinary action.

4.02 POLITICAL ACTIVITY

(a) Any town employee who becomes a candidate for nomination or election for public office
in the Town of Belleair shall be deemed to have resigned his employment.

(b) Employees are prohibited from conducting or participating in any political activity while
on work time.

(c) All employees are subject to all legal restrictions on political activity as provided by state,
federal or local law. It is each employee's responsibility to familiarize himself with any
such restrictions or limitations prior to engaging in any political activity. Any violations
may result in discharge.

4.03 EQUAL OPPORTUNITY, NON-DISCRIMINATION AND SEXUAL-INAPPROPRIATE

HARASSMENT
(a) Policy

In order to provide a productive and pleasant working environment, it is important that the town
maintain an atmosphere characterized by mutual respect. Accordingly, the kind of conduct
characterized as discrimination or harassment will not be tolerated. In addition, the town will

endeavor to protect employees;—to—the—extent—possible; from reported discrimination or
harassment by non-employees in the workplace.

15
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(b)  Equal Employment

The Town of Belleair is an equal opportunity employer. The town hires without regard to sex,
race, color, national origin, ethnicity, religion, age, pregnancy, handieap;—physical-or—mental—
disabilitiesdisability, marital status, veteran status, genetic information, or any other protected
status. All personnel actions including hiring, promotions, selection for training, compensation,
layoffs, recall from layoffs and terminations will be administered in a manner consistent with this
policy, the personnel policies as a whole and general principles of non-discrimination.

(c) SexualMisconduetinappropriate Harassment

The Town of Belleair adheres to federal and state laws prohibiting sexualinappropriate
harassment on the basis of sex, race, color, national origin, ethnicity, religion, age, pregnancy,
disability, marital status, veteran status, genetic information, or any other protected status. The
town will not tolerate the inappropriate harassment of any of its employees, contractors, vendors,
citizens, or any other individual who does business with the town.and-sexual-misconduet:

The Town is committed to promptly and thoroughly investigating all complaints of harassment
as set forth in this policy. If, after a thorough investigation, it is determined that inappropriate
harassment has occurred in violation of this policy, immediate and appropriate disciplinary
action, up to potential discharge, will be taken to promptly end the harassment. Appropriate
follow-up steps will also be taken where necessary to ensure that the harassment ceases and does
not re-occur.

Improper harassment includes harassment on the basis of one’s sex. Prohibited forms of sexual
harassment include, but is not limited to, offensive sexual advances, requests for sexual favors,
unwelcome sexual propositions; sexual innuendo; sexually suggestive remarks; vulgar or
sexually explicit comments, gestures, noises or conduct:; sexually-oriented kidding, teasing or
practical jokes:; physical contact of a sexual nature such as brushing against another’s body,
pinching, grabbing, rubbing, hugging, poking or patting: publication or display of documents,
objects, text, pictures, or graphics in the workplace that contain material that is of a sexual
nature; and using the computer or other electronic equipment to access any content that contains
material of a sexual nature.

In addition to inappropriate sexual harassment, the Town also prohibits harassment on the basis
of race, color, national origin, ethnicity, religion, age, pregnancy, disability, marital status,
veteran status, genetic information, or any other protected status. Any verbal or physical conduct
of an offensive or harassing nature and which is based upon or directed toward any individual
based upon any of these characteristics will not be tolerated. Such prohibited conduct includes,
but is not limited to:

16
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1. Derogatory, critical, offensive or uncomplimentary jokes, comments, displays,

posters, other written materials based upon another’s race, color, creed, religion,

national origin, ethnicity, age, gender, pregnancy, marital status, veteran status or
disability.

1. Any physical conduct taken against another individual because of his or her race,

color, creed, religion, national origin, ethnicity, age, gender, pregnancy, marital
status, veteran status or disability.

1il. Teasing or making fun of another individual’s ethnicity, accent, cultural or
religious beliefs or Towns, mental or physical disabilities or medical limitations
and other similar characteristics.
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(d)

(e)

Responsibility and Prevention

Each department head and supervisor is responsible for making sure that all employees
within his or her area of responsibility are aware of this policy, for ensuring that
personnel decisions are in accordance with this policy, and consulting with the town
manager when improper behavior is observed or reported.

Complaint Procedure

Any employee who experiences or witnesses impermissible discrimination, harassment or

retaliation has an affirmative obligation to immediately report it to either his or her

supervisor, department head, or the town manager. Employees who witness

impermissible discrimination, harassment or retaliation and fail to report it are subject to

disciplinary action, up to and including dismissal.

Emplovyees are not expected to report complaints to the person they believe is harassing

them or discriminating or retaliating against them. However, in such cases, emplovyees are

expected to report the harassment to another employee identified above.

If, after reporting the harassment as outlined above, the harassment, discrimination, or

retaliation continues, or any further incidents of inappropriate behavior occur, the

employee must immediately report each incident of continued inappropriate behavior.

Since the Town may not be aware that the harassment, discrimination, or retaliation is

ongoing or that its initial handling of the matter has not satisfactorily resolved the issues

18
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or caused the offending conduct to cease, the employee is required to report any
continuing inappropriate conduct or new incidents of misconduct even where he or she
has previously reported a complaint.

§)) Investigation_and Prohibition Against Retaliation

Upon receiving a complaint of impermissible discrimination, harassment or retaliation,

the Town will promptly investigate the allegation and take any action deemed appropriate
based upon the results of the inquiry. Investigation of a complaint will normally include
conferring with the parties involved and any named or apparent witnesses. The
investigation may also entail reviewing pertinent documents, e-mail communications,
pictures and/or any other relevant physical evidence. All investigations will be conducted
in a fair and impartial manner.

Any emplovyee found to have violated this policy will be subject to disciplinary action, up
to and including dismissal. The Town may also require remedial training concerning its
policies and procedures relating to prohibited discrimination, harassment and retaliation,
and may take any other measure determined to be necessary for the effective enforcement

of this policy.

Any individual who files a complaint under this policy or who participates in an
investigation will be protected from coercion, intimidation, retaliation, interference or
discrimination for filing a complaint or participating in an investigation. An employee
who believes he or she has been subjected to retaliation on the basis of having filed a
complaint or having participated in an investigation, must immediately report it pursuant
to the complaint process outlined above. Any employee determined to have retaliated
against another individual in violation of this policy will be subject to disciplinary action,
up to and including dismissal.

4.03 EQUAL OPPORTUNITY, NON-DISCRIMINATION AND SEXUAL HARASSMENT

(2) Bad faith claims of sexual misconduct

Bad faith claims of sexual-misconduet—or—other—iHegal or—impreperinappropriate

discrimination, harassment, or retaliation are claims made when the person making the

19
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)

4.04

claims knows the claim is false but makes it anyway. Persons who make bad faith claims
under this section will be subjected to disciplinary action up to and including termination.

Prevention

Prevention is the best tool for the elimination of discrimination, harassment, retaliation,

and/or misconduct. The town shall take all reasonable steps necessary to prevent
harassment and/or discrimination from occurring, such as affirmatively raising the
subject, expressing strong disapproval, inferming-and educating employees of their rights
under this policy and the proper procedure for making a complamt about alleged

%seeﬂdﬂet—fer—aﬂ—rweh%d—Trammg w111 rdlnarlly be conducted on a yearly bas1s for
all employees and volunteers.

All employees and volunteers must go through a thorough background check, including
but not limited to: FDLE criminal history record check, driver’s license verification,
“Sexual Offenders Hot-Lines” and sexual predators record search and local law
enforcement agencies.

As a further demonstration of commitment to harassment and/or misconduct prevention,
the town shall provide access to the Employee Assistance Program to provide advice,

guidance and direction to individuals with concerns about harassment and/or misconduct.

CONFLICT OF INTEREST

To avoid misunderstandings and conflicts of interest that could arise, the following policies will
be adhered to by employees of the town in addition to all provisions of state law:

(a)

(b)

(©)

Employees shall not accept any gifts, including Christmas gifts, favors or services that
might reasonably tend to influence them in the discharge of their official duties or be
reasonably construed by others to influence them in the discharge of their official duties.

Employees shall not use or attempt to use their position to secure special privileges or
exemptions for themselves or any others with whom they have a relationship or
affiliation of any sort, except as may be provided by policy and/or law.

Employees shall not disclose confidential information gained by reason of their official
position, nor shall they otherwise use such information for their personal gain or benefit

4:04—CONFHEF OFINTERESF(eont'd)

or the gain or benefit of others with whom they have a relationship or affiliation of any
sort.

20
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(d) Employees shall not transact any business in their official capacity with any business
entity of which they are an officer, director, agent, or member, or in which they own a
controlling interest.

4.05 OUTSIDE EMPLOYMENT

(a) Upon prior written approval by the town manager, employees may engage in other
employment during their off-duty hours. However, town employment shall be
considered the primary employment of full time employees. No employee may engage or
continue in outside employment that could interfere with the best interest of the town or
create the appearance of conflict or impropriety with regard to the employee's town
employment.

(b) Every full time employee engaging in outside employment under this rule shall respond
immediately to any emergency call to duty by the town whenever the town manager or
the department head determines their services to be necessary.

4.06 SOLICITATION AND DISTRIBUTION

There shall be no solicitation by employees for donations or support of any kind for any person
or organization ea-during the work time of either the person making the solicitation or the person

who is the target of the solicitation or distribution. There shall be no distribution by employees
of literature of any type on work time or in areas where work is performed. Work time does not
include recognized breaks and lunch periods.

4.07 USE OF TOWN PROPERTY

Employees shall not use town property, equipment or vehicles except in the performance of their
official duty, nor permit its use by an unauthorized person, either on or off duty.

4.08 DRESS AND APPEARANCE

Dress and grooming shall be appropriate for proper performance of assigned duties. When
uniforms are provided for an employee, they will be responsible for maintaining those uniforms
and are required to properly wear the uniform when on duty. Employees are prohibited from
wearing town uniforms while off duty. Specific departmental dress codes may be established by
department heads, with the approval of the town manager.

21
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SECTION V: APPLICANTS AND APPLICATIONS

5.01 APPLICATION FOR EMPLOYMENT

All applications must be made on a standard form as designated by the town manager. This form
must be completely filled out and attested to by the applicant. Applications not completely filled
out or attested to will not be considered.

5.02 TERM OF APPLICATION

Applications for positions with the town shall be accepted only when a vacancy occurs and has
been announced as open and to be filled.

5.03 CHARACTER AND FITNESS OF APPLICANTS

Applicants must have the physical and mental abilities and qualifications necessary to perform
the essential functions of the position sought, either with or without reasonable accommodation.
All applicants are subject to both a background investigation and verification of all information
contained on any employment related forms. Information produced at any time to the town of an
applicant's inability to perform duties even with reasonable accommodation, unfitness for duty,
dismissal for good cause not disclosed by the applicant, or any falsification or omission during
the application process or any information reflecting possible unsuitability for employment shall
be deemed sufficient cause to exclude the applicant from consideration for said position.

5.04 SPECIAL QUALIFICATIONS OR PREFERENCES

In the case of applications for positions requiring special technical, professional or scientific
knowledge and experience or qualifications, the town may require evidence of a satisfactory
degree of training or experience, and may require such certificate of competency or licenses as
may be desired or as the laws or ordinances may require for the practice of the profession, art, or
trade involved. In situations where an applicant claims veteran's preference, all necessary
documentation must be submitted at the time of making application.

5.05 FALSE STATEMENTS BY APPLICANT

False statements or omissions by an applicant or by others with the applicant's support or at the
applicant's direction, connivance in any application or employment related form or during any

22
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interview shall be deemed cause for exclusion of such applicant for consideration, or for
termination if employed regardless of when the false statement or omission is discovered.

5.06 MEDICAL EXAMINATION OR INQUIRIES

To the extent permitted by applicable law, Aapplicants for employment may be subject to
medical examinations or inquiries, including but not limited to drug testing, after a conditional
offer of employment has been made. A conditional offer of employment may be withdrawn if an
applicant’s test is confirmed positive for drugs or if the examination or inquiry reveals that the
applicant cannot perform the essential functions of the position offered, even with reasonable
accommodation, or the applicant poses a direct threat to his or her health and safety or the health
and safety of others.

5.07 EMPLOYMENT OF RELATIVES

It shall be the policy of the town in hiring personnel to review family relationships with regard to
blood, marital or step-relative status with all applicants and current employees/family members.
In performing this review, the hiring of immediate family members of employees within the
town will be limited as described below, thereby eliminating potential problems that may be
created in the future.

(a) New Applicants

Immediate family members of an employee/family member shall not be eligible for hire
by the town in any capacity if the current employee/member occupies a sensitive position
with the town. Sensitive positions are defined as the town commission members, town
manager, department heads, or supervisors.

(b) Current Employees/Family Members

1. Employees/family members who would be disqualified for employment as a
result of this directive, but were employed under such status as of 11/2/93 are
grandfathered in for their status as of that date and will not be required to
terminate their employment, although such employees may be subject to transfer
to minimize any potential for conflict. Further, such employees will not be
eligible for promotions or transfers if it would result in the creation of a
conflicting situation as described in this policy. Employees/family members
grandfathered in under this directive who terminate employment after 11/2/93 are
thereafter subject to this policy.

S507—EMPEOYMHENT OF REEATIVES (eont'd)

2. If an employee/family member should marry or otherwise come into any familial
situation that would have precluded him or her from being hired due to the
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restrictions relating to employees in sensitive positions, one of the
employees/family members in the conflicting situation must terminate his
employment. If the two employees/family members involved cannot agree as to
which person is to terminate his employment, the decision shall be made in the
discretion based on the needs of the town.

3. No employee/family member regardless of hire date shall work within the
supervisory chain of command of another employee/family member. If an
employee/family member is or should marry or come into a familial situation that
would have precluded his or her initial employment due to the restrictions on
relatives working within the supervisory chain of command, one of the
employees/family members shall be transferred to another position, if available.
If no suitable position is available, one of the employees/family members in the
conflicting situation must terminate his employment. If the employees/family
members involved cannot agree as to which person is to terminate his
employment, the decision shall be made in the discretion of the town manager
based on the needs of the town.

4. No employee who has the ability to appoint, employ, promote or advance

employees or to recommend such action shall do so with regard to an
immediate family member.
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SECTION VI: PROBATIONARY PERIOD
6.01 OBJECTIVES

The probationary or working test period is an integral part of the examination process. It shall be
used to observe closely the employee's work, to secure the most effective adjustment of a new or
promoted employee to their position, and to reject any employee whose performance does not
meet required work standards. All appointments, whether entrance, promotional or involving
any change in status, shall be in a probationary status.

6.02 DURATION

The probationary period shall be for a period of six (6) months from the first day of work for the
employee. Newly promoted employees shall also serve a probationary period of six (6) months.
An extension of the probationary period not to exceed three (3) months may be granted by the
department head with town manager’s approval. All employees in a probationary status are at
will and may be removed at any time, with or without cause.

6.03 DISMISSAL OR DEMOTION DURING THE PROBATIONARY PERIOD

(a) At any time during the probationary period, a department head may remove an employee,
if in the department head's opinion, the working test indicates that such employee has not
performed the duties of the position satisfactorily, or that the employee's performance
does not merit continued employment with the town. The department head shall report in
writing to the town manager and the employee removed, the action and reasons for the
action.

(b) For newly promoted employees, a department head may instead demote or return an
employee to a lower class or position at any time during the probationary period. Any
employee so demoted shall begin a new probationary period. Demotion may also cause a
reduction in the employee's rate of pay.

6.04 PROBATIONARY PERIOD REPORTS

For both initial entrance and promotional probationary employees, the immediate supervisor will
initiate a performance evaluation on the probationary employee prior to the completion of his or
her probationary period. Any employee on whom such an evaluation is generated will be
provided a copy and may submit written comments to it within seven (7) days of receipt.

25



Town of Belleair Personnel Policies

SECTION VII: EMPLOYEE PERFORMANCE EVALUATIONS

7.01 PURPOSE

The town manager shall establish and administer a program for rating the work performance of
employees in town service. The Employee Performance Evaluation shall be designed to permit
the evaluation of the employee's performance as accurately and as fairly as possible. The ratings
shall be set forth on the performance evaluation forms designated by the town manager. Each
employee shall be given a copy of the performance and shall be entitled to discuss it with the
supervisor who rates him or her. The employee may also provide written comment in response
to any evaluation within five (5) working days following the reception of a copy of his
evaluation.

7.02 INTENT OF PERFORMANCE EVALUATION

The evaluation will indicate to the employee how past performance had been evaluated by his
immediate supervisor, bringing out strong and weak points, serving as the basis for discussion of
how to improve performance, and providing for counseling of the individual employee. In
addition, the evaluation will provide recommendations to assist the employee in identifying
methods for improving work performance. The results of each employee’s performance
evaluation will be considered a factor for granting increases in salary and promotion. An
employee's evaluation does not mean an automatic increase.

7.03 RESPONSIBILITY FOR PROVIDING RATINGS

For both initial entrance probationary employees and promotional probationary employees, the
immediate supervisor will provide initial ratings at the end of the probationary period, and
regular annual ratings thereafter. These rating periods are keyed to the date an employee entered
his or her current position classification.

7.04 MAINTENANCE OF RECORDS

The town will maintain the original copy of all completed personnel evaluation records, which
will be made a part of each employee's personnel file. All employees may at reasonable times
inspect and make copies of all of their personnel records.

7.05 FITNESS FOR DUTY
The town has the option of requiring, at the town's expense, a physical screening or examination

for any current employee whenever the town has a reasonable basis to question eencerning-that-