ORDINANCE NO. 2017-005

AN ORDINANCE OF THE CITY COMMISSION OF THE
CITY OF COCONUT CREEK, FLORIDA, AMENDING
THE CODE OF ORDINANCES OF THE CITY OF
COCONUT CREEK BY AMENDING CHAPTER 21,
“PERSONNEL ADMINISTRATION,” ARTICLE I, “CIVIL
SERVICE CODE,” SECTIONS 21-1, “GENERAL
PROVISIONS;” 21-2, “ORGANIZATION FOR
ADMINISTRATION;” 21-5, “EMPLOYMENT
INFORMATION AND REQUIREMENTS;” 21-6,
“EXAMINATIONS” BY RE-TITLING IT, “EMPLOYEE
RECRUITMENT AND HIRING PROCEDURES;” 21-8,
“APPOINTMENTS;” 21-9, “EMPLOYEE BENEFITS;” 21-
10, “ATTENDANCE AND LEAVE;” 21-11,
“PERFORMANCE EVALUATIONS AND PAY-FOR-
PERFORMANCE;” 21-17, “SEPARATIONS;” AND 21-
18, “AMENDMENT OF PERSONNEL RULES;” BY
REPEALING ARTICLE |, “CIVIL SERVICE CODE,”
SECTION 21-7, “ELIGIBLE LISTS,” IN ITS ENTIRETY;
AND BY AMENDING ARTICLE Il, “AT-WILL EMPLOYEE
POLICIES AND PROCEDURES MANUAL,” SECTIONS
21-19, “GENERAL PROVISIONS;” 21-22,
“EMPLOYMENT INFORMATION AND
REQUIREMENTS;” 21-23, “APPOINTMENTS;” 21-24,
“EMPLOYEE BENEFITS;” 21-25, “ATTENDANCE AND
LEAVE;” 21-26, “EVALUATIONS/PAY-FOR-
PERFORMANCE INCREASES;” AND 21-29,
“AMENDMENT OF RULES AND REGULATIONS;” IN
ORDER TO UPDATE THE TERMS AND CONDITIONS
OF CITY EMPLOYMENT, PROVIDE CROSS-
REFERENCES TO APPLICABLE ADMINISTRATIVE
ORDERS AND PROVIDE CLARIFICATION FOR SAME;
PROVIDING FOR CONFLICTS; PROVIDING FOR
SEVERABILITY; PROVIDING FOR CODIFICATION;
AND PROVIDING AN EFFECTIVE DATE.

WHEREAS, the City is committed to providing a competitive compensation and
benefits package designed to attract and retain highly-qualified employees while

maintaining fiscal responsibility; and
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WHEREAS, the City Manager has recommended certain amendments to the Civil
Service Code and the At-Will Employees Policies and Procedures Manual that clarify or

alter terms and conditions of employment; and

WHEREAS, the City Commission finds and determines that these amendments

are in the best interest of the City; and

WHEREAS, Section 166.021, Florida Statutes, reinforces the authority granted
under the Florida Constitution and authorizes municipalities to exercise any power for
municipal purposes, except when expressly prohibited by law, and to enact ordinances in

furtherance thereof.

NOW THEREFORE, BE IT ORDAINED BY THE CITY COMMISSION OF THE
CITY OF COCONUT CREEK, FLORIDA, AS FOLLOWS:

Section 1: That the City’s Code of Ordinances shall be amended by amending
Chapter 21, “Personnel Administration,” Article |, “Civil Service Code,” Sections 21-1,
“General Provisions;” 21-2, “Organization For Administration;” 21-5, “Employment
Information and Requirements,” 21-6, “Examinations” by re-titling it, “Employee
Recruitment and Hiring Procedures;” to read as follows:

ARTICLE I. - CIVIL SERVICE CODE
SECTION 21-1. - GENERAL PROVISIONS
Sec. 21-1.1. - Definitions.

The following terms, phrases, words and other derivations shall have the meanings
as listed below:

1.1.1. Alternate shall be defined as a Board member who has been appointed by the
City Commission or elected by the employees to serve when a quorum cannot
be formed.
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1.1.32. At-will employee or At-will position shall mean an employee/position that is
excluded from the provisions of the Civil Service Code, and is not covered under
a collective bargaining agreement.

1.1.2. Average workshift shall mean the number of hours in the employee's reqularly
scheduled workweek divided by five (5) regardless of the number of days the
employee is scheduled to work.

1.1.3. Board means the Civil Service Board.
1.1.4. City means the City of Coconut Creek.

1.1.6. Civil Service shall encompass all positions not specifically identified as at-will
or represented by a bargaining unit.

1.1.7. Contract employee shall mean an at-will employee whose terms and conditions
of employment are governed by a contract between the eentract employee and
the City.

1.1.8. Exempt employee, or FLSA-Exempt employee, shall mean an employee who
is paid on a salaried, versus hourly, basis and is exempt from the overtime
provisions of the Fair Labor Standards Act (FLSA).

1.1.9. Full-time employee shall mean an employee who works a minimum of thirty
(30) hours per week on a continuous year-round basis.

1.1.910. Grievance shall mean a dispute concerning the interpretation or application
of this Civil Service Code.

1.1.1611. Immediate family shall be defined as an employee's spouse, child, parent,

parent-in-law, sibling, step-child, grandparent, step-parent, step-sibling, half-
sibling, sibling-in-law, child-in-law, grandchild, or_step-grandchild—er—partner
ani ha Brow ounty i ip-Ordinance.

1.1.2112. Layoff shall mean the separation from employment due to such reasons as
lack of work, economic reasons or because of reorganization of the City, its
departments or jobs or due to the needs of the City.

1.1.2213. May shall be interpreted as permissive.
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1.1.14. Non-exempt employee, or FLSA-Non-exempt employee, shall mean an
employee who is paid on an hourly basis and subject to the overtime provisions
of the Fair Labor Standards Act (FLSA).

1.1.15. Part-time employee shall mean an employee who works fewer than thirty (30)
hours per week on a continuous year-round basis.

1.1.1516. Probationary employee is an employee who has not completed the original
probationary period of at least twelve (12) months.

1.1.17. Promotional probationary period shall mean the trial period following a

promotion.

1.1.2718. Re-employment list shall mean the listing of those employees who have
been laid off.

1.1.19. Regular employee shall mean an employee who has successfully completed
the original probationary period and is employed in continuous year-round
service.

1.1.2220. Shall is to be interpreted as mandatory.

1.1.2321. Temporary employee shall mean an employee who is employed in a
temporary capacity, for a specific period of time, typically not to exceed six (6)
months, and receives no City benefits.

1.1.2422. Termination shall mean the discharge, dismissal, removal or otherwise
permanently severed from employment with the City.
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1.1.2523. Workday or normal workday shall mean the number of hours regularly
scheduled for an employee to work during a twenty-four-hour period. The term
shall not mean a guarantee of a minimum number of hours per day or per week.

1.1.2624. Workweek or normal workweek means the number of hours regularly
scheduled for an employee to work during the seven (7) consecutive days
commencing and ending on the days defined by the payroll cycle. The term shall
not mean a guarantee of any minimum number of hours per day or per week.

Sec. 21-1.2. - Authority and administration.

1.2.1. Fhese-policies—and-procedures This Article shall apply to and govern all civil

service employees of the City regardless of the time of creation of the office or
position or appointment to that position.
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SECTION 21-2. - ORGANIZATION FOR ADMINISTRATION

Sec. 21-2.1. - The Civil Service Board.
There shall be a Civil Service Board who shall consist of five (5) members as follows:

2.1.1. Two (2) members shall be appointed by the City Commission who shall be
residents of the City of Coconut Creek and who shall not be employees of the
City.

2.1.2. Two (2) members, elected by majority vote of the regular employees who shall
be regular employees holding regular full-time positions in the Civil Service
provided, however, that such members shall not be employed in the same City
department and shall not be employees of the Human Resources, City Manager,
City Commission, City Clerk, or City Attorney departments. Employees who are
serving promotional probation may vote, as long as they have successfully
completed a twelve-month probationary period.

2.1.3. One (1) member shall be appointed by the City Manager and shall be a resident
of the City of Coconut Creek and whe shall not be an employee of the City.
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2.1.4. There shall be two (2) alternate members to the Civil Service Board, one (1) of

whom shall be elected by the employees and shall hold a regular full-time position
in the Civil Service, shall not be employed in the same City department as the
regular employee members, and shall meet the requirements and restrictions
described in 21-2.1.2, and one (1) of whom shall be appointed by the City
Commission (who shall not be a City employee but who shall be a resident of the
City).

If needed, there may be elected temporary alternates for the employee members
position, elected to hear grievances or appeals in which the regular member
and/or alternate have a conflict of interest as described in Section 2.1.8 below.

are members of the same department as the grievant.

2.1.5. All terms shall be for two (2) years.

2.1.6. Any unexpired term vacancy shall be filled by the electing or appointing

authority.

2.1.7. On-or-before-October1stof-each-fiscal-year—theThe bBoard shall elect its

€Chairperson and wVice-eChairperson, who shall serve in those respective

positions for the ensuing year—ending—September30th. No eChairperson or

vVice-eChairperson shall serve in such position beyond the term for which
appointed or elected to the Civil Service Board.

2.1.8. The Civil Service Board shall have the following powers:

CODING:

A. Hear appeals in the method provided in this Code of any regular employee
in the civil service who has been suspended without pay for more than three
(3) work shifts, demoted or dismissed and report its decision in writing to the
City Manager.

B. Hear appeals in the method provided in this Code of any Regular Employee
in the civil service who has a grievance as provided in Section 15 of the Civil
Service Code and report in writing its recommendations to the City Manager.

C. Establish its own rules for the conduct of Civil Service Board meetings as well

as to establish requirements for attendance by members of the Board

empbye&rep#esentaﬂveamhea#ﬂl—st—feﬁ@qeaﬂngt A Board member shall

be prohibited from voting on any matter presenting a conflict of interest,
including but not limited to, an appeal by a family member or someone with
whom the Board member has a close working or personal relationship. If the
City and appellant do not agree as to whether a conflict of interest exists, the
remaining Board members shall decide by majority vote (with a tie resulting
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in the Board member in question being prohibited from voting). In such
instances, an elected alternate employee representative will vote on the
matter being heard.
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Sec. 21-2.4. - The Director of Human Resources.

The City Manager shall appoint a Director of Human Resources who shall be
responsible to the City Manager for the administrative and technical direction of the City
Personnel Program. He/she shall be known as the Director of Human Resources (which
may be used interchangeably with Human Resources Director or Director of Human
Resources and Risk Management) and shall:
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SECTION 21-5. - EMPLOYMENT INFORMATION AND REQUIREMENTS
Sec. 21-5.1. - General guidelines for employment
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5.1.2. Basis of employment. All employment with the City shall be based upon merit,
knowledge, skill, ability, qualifications and moral fithess as evidenced by:

A. Training and experience as reflected by the application form and other
documentation of certification, registration, etc.

B. Psychological examination and/or performance tests (when applicable).

C. Pre-employment (after conditional offer of employment is made) physical
examination and drug testing shall may be required to determine whether the
individual can effectively perform the essential duties and functions of the
position for which he/she is applying with or without reasonable
accommodation. Such examination shall be performed by a eCity-designated
physician and laboratory and paid for by the City.

D. Background investigation of the individual, his/her training, education or other
characteristics relatesd to being an employee of the City.

Sec. 21-5.2. - Nepotism.

CODING: Words in struek-threugh type are deletions from existing text. 7
Words in underscored type are additions to existing text.
A line of *** indicates existing text not shown.



kkkkkkkkkkkkkkkkkkkkkkkkkkhkkkkkkhkkhkkkkkkkkkkhkkkkkhkkkkkkkkkkkkkhkkkhkkkkkkkkhkkkkhkkkhkkhkkkhkkkkkkkkkhkkhkkkkkkkkkkx

5.2.4. Family members for the purpose of this section only, mean: father, mother,
son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece,
husband, wife, mother-in-law, father-in-law, son-in-law, daughter-in-law,
sister-in-law, brother-in-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half-brother, half-sister, or registered domestic
partner registered—under—the—Broward—County—Demestic—Partnership
Ordinance.
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Sec. 21-5.53. - Minimum qualifications.

The Director of Human Resources may, after consultation with the Department
Directors concerned, prescribe specific requirements, physical or otherwise as in his/her
judgment are required bonafide occupational qualifications by the nature of the work to
be performed. Such requirements shall be shown in the position announcement, and shall
constitute the minimum qualifications to apply for any particular position.
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Sec. 21-5.74. - Age requirements.

It shall be the policy of the City that there be no discrimination in the employment of
any person on the basis of age. However, the minimum age for full-time employment with
the City shall be eighteen (18) unless the applicant has graduated from high school,
earned a GED or is currently enrolled in school or a GED program.
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Sec. 21-5.155. - Driver license updaterequirements.

5.155.1. The City may require and confirm the status of a valid driver license and a
good driving record for all applicants for and employees in positions required to

obtain-the current driver license status for-allemployees-whe drive City vehicles.

5.455.2. Employees required to drive a City vehicle shall maintain a valid driver

license. Upen-netification-that-If an employee's driver license has been expired,

suspended, or revoked, the-affected-employee-shall-withinforty-eight {48)-hours
of such-verification,-he or she must notify his or her supervisor within twenty-four

(24) hours and provide proof of having a valid driver license within forty-eight (48)
hours.

SECTION 21-6. - EXAMINATHONS EMPLOYEE RECRUITMENT AND HIRING
PROCEDURES
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Sec. 21-6.1. The City shall abide by all local, state, and federal laws pertaining to the
recruitment, selection, and hiring of employees.

Sec. 21-6.2. - Reserved: The City’'s procedures for recruiting, selecting, and hiring
employees are outlined in the Human Resources Recruitment and Hiring Policies and
Procedures.
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Section 2: That the City’s Code of Ordinances shall be amended by amending
Chapter 21, “Personnel Administration,” Article I, “Civil Service Code” by repealing
Section 21-7, “Eligible Lists” in its entirety as follows:

SECTION 21-7. - EHIGIBLEHISTS RESERVED
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Section 3: That the City’s Code of Ordinances shall be amended by amending
Chapter 21, “Personnel Administration,” Article I, “Civil Service Code,” Sections 21-8,
“‘Appointments;” 21-9, “Employee Benefits;” 21-10, “Attendance and Leave;” 21-11,
“Performance Evaluations and Pay-For-Performance;” 21-17, “Separations;” and 21-18,
“‘“Amendment of Personnel Rules” to read as follows:

SECTION 21-8. - APPOINTMENTS
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Sec. 21-8.2. - Promotional appointment.
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8.2.4. Performance Evaluation. A promotion changes an employee's anniversary
date for performance evaluation purposes. However, upon promotion, an
employee may be eligible for a prorated pay-for-performance, based on the
number of months spent in the prior position, subject to the provisions of the
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Sec. 21-8.11. - Temporary assignment.
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8.11.3. Rate of pay. An employee who is temporarily assigned the duties and
responsibilities of a position which has a higher pay classification than the
permanently assigned position shall be compensated at four percent (4%) above
his/her current pay rate, after serving at least five{5) seven (7) consecutive
workingcalendar days in the temporary assignment. The higher rate of pay shall
begin on the first day following the completion of the five{5) seven (7) consecutive
workingcalendar days minimum service.

*kkkkkkkkkkkkkkkkkkhkkkkkhkkhkkhkkhkkkhkkhkkkhkkhkkhkkhkkhkkkhkkkhkhkkkkkkkkkhkkhkkhkhkkhkkkkhkkkkhkkhkkhkkkhkkkkkkkkhkkhkkkhkkkkkkkkkkkx

SECTION 21-9. - EMPLOYEE BENEFITS
Employees-in-the Civil Service employees shall be entitled to thefellowingcertain
employment beneflts WhICh mav varv by fuII time or part trme status and FLSA exemptron
status.
desrgnatedas—banga\mﬂableemwe%m—um&empleyee& The Crty reserves the rrght to
alter employee benefits contained herein, with financial impacts subject to #-approved-by
the City Commission’s approval through the annual budget process or other appropriate
Commission action. Details of the following employment benefits, including eligibility, shall
be outlined by Administrative Order:

Sec. 21-9.1. - Longevity plan.

Sec. 21-9.2. - Retirement plan.
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Sec. 21-9.4. - Meluntary Tuition Reimbursement Program (/FRP).
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Sec. 21-9.5. - Leave benefits.

The City shall maintain a leave program as described in the Attendance and Leave
section of this Code.

SECTION 21-10. - ATTENDANCE AND LEAVE
Sec. 21-10.1. - Hours of work.
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Sec. 21-10.2. - Overtime Compensation.
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10.2.3. Overtime Requirements. When circumstances require reasonable overtime
on the part of any employee, he/she will be asked to work such reasonable and
scheduled overtime. Such overtime shall be performed only with authorization of
the Department Director. Compensation for authorized overtime shall be provided
in the budget and approved by the City Manager.

A. Employees shall be compensated at the rate of one and one half (1 %2) times
their normal hourly rate or, in lieu of paid overtime, granted compensatory
time as described under Section 10.6.10. of this Code for any hours
exceeding 40 hours in a workweek. Hours that do not exceed 40 hours in a
workweek shall be compensated at the regular rate. In declared emergency
conditions, paid overtime shall be mandatory, and compensatory time shall
not be granted.

B. Employees must have proper authorization prior to working overtime,
including monitoring or responding to e-mails remotely or from a personal

device, or altering/flexing hours. Employees who work overtime or flex work
hours without proper authorization shall be subject to disciplinary action, up
to and including termination.

2C. When the an employee works on thea holiday, he/she shall receive one (1)
average workshift of holiday pay at the employee's regular rate of pay and
the actual hours worked at the employee's overtime rate of pay.

3D. If an employee is called in to work on the employee's regular day off, or after
arriving home after completing their work shift, regardless-of-whetherornota
heliday-has-eceurred-during-the-week; the employee shall be paid overtime

for the three_(3) -hour minimum, or for time actually worked, whichever is
greater.

BE. Employees shall submit all overtime/compensatory time entries within one
(1) week of the overtime being worked. Overtime/compensatory requests
must be rounded up or down to the nearest fifteen (15) minutes.
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Sec. 21-10.6. - Leave.
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All authorized absences from work shall be covered under one of the following types
of leave:

a)
b)
c)

d)

Sick leave
Funeral leave
Military leave
Vacation leave

Holiday leave
Leave of absence without pay

Jury duty

Occupational disability leave
Non-occupational disability leave
Compensatory leave

Personal leave

Family Medical Leave (FMLA)
Administrative leave

Job Basis leave

The use of all types of paid leave shall not be considered as a right which employees may
use at their discretion. It is a benefit, and therefore, employees must request the use of
paid leave from their supervisors prior to taking time off from work.

10.6.1. Sick leave.

CODING:

A.

Earned. Each full time and part time employee shall accrue .0462 hours of
sick leave allowance for each hour of regular paid service. Sick leave is
earned from the date of employment.

Sick leave shall not be granted in advance of actually being accrued.
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C. Accumulation. Sick leave may be accumulated to a maximum of six hundred

twenty (620) hours as of the last day of the pay period including November
1%t of any year. If an employee accumulates over five hundred twenty (520)
hours, the City shall convert for cash payment to the employee all sick leave
over five hundred twenty (520) hours at the rate of two (2) hours of sick leave
for one (1) hour of pay. Payment of this conversion shall be on the first bi-

weekly pay perlod in December Ihe—enor|eleyee—srIqecLI—net—Iee—gweﬂ—eaeh—teqC

3)years—of City-service may be eligible to convert sick leave annually to

offset the employee's medical insurance deduction, pursuant to Seetien-21-
9-3Administrative Order.

Separation. Upon permanent separation from the City, an employee, or
his/her designated beneficiary will be paid for accumulated sick leave at their
pay rate at the time of separation as follows:

21. Resignation, retirement, or layoff in good standing after completion of
twenty (20) years of continuous service—One hundred percent (100%)
of each hour accumulated.

32. Resignation, retirement, or layoff in good standing after completion of
fifteen (15) years of service, but less than twenty (20) years of service—
Seventy-five percent (75%) of each hour accumulated.

43. Resignation, retirement, or layoff in good standing after completion of
three (3) years of service, but less than fifteen (15) years of service—
Fifty percent (50%) of each hour accumulated.

54. Resignation or layoff with less than three (3) years of service—No
payment.

65. Termination or resignation not in good standing—No payment.

#6. The City Manager has the sole discretion to authorize payouts of up to
100% of accrued leave in situations involving reorganization, separation
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agreements, retirement incentives, and other situations that are in the
best interest of the City.
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10.6.2 Funeral leave. Funeral leave shall be granted to an employee requesting same

by filing of appropriate form with the dDepartment dDirector, for a period not to
exceed five-average-workshiftsthe number of reqularly scheduled hours in one

(1) workweek, per occurrence, in the event of death in his/her immediate family
for the purpose of attending the funeral or should it be necessary for the employee
to attend to the funeral arrangements of the deceased.

Any absence in excess of this amount shall be charged to vacation leave, o
compensatory time if accrued, personal leave, job basis leave, or to leave without

pay if no vacation-er-compensaterypaid leave is available.

The Department Director may require sufficient proof of a death in the family
before compensation is approved and paid.

10.6.3. Military leave. Any employee who presents official orders requiring his or her

attendance for a period of training or ether active duty as a member of the United
States Armed Forces or the State of Florida National Guard shall be entitled to

military leave with no loss of pay for a—periedhotto-exceed-two-hundred-forty
240)-hours,—or-such—periodprovided the duration required by Federal and/or

State law, in addition to any pay received from the Federal or State government.
Authorized leave of absence for additional or longer periods of time for
assignment to duty functions shall be without pay and shall be granted by the
City. The appropriate provisions of Federal and State laws shall apply to the
reemployment of employees granted a leave of absence on active military duty.

10.6.4. Vacation leave.

CODING:

A. Each employee in the Civil Service shall accrue annual vacation leave, in
accordance with the applicable schedule as follows:

B. FLSA-Exempt Employees.

1. FLSA-Exempt employees shall accrue vacation leave in accordance with
the following schedule:
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Fewer than three (3) years of service

.0385 hours vacation accrual per each
regularly scheduled paid hour

Completion of three (3) years of service

.0577 hours vacation accrual per each
regularly scheduled paid hour

Completion of six (6) years of service

.0770 hours vacation accrual per each
regularly scheduled paid hour

Completion of nine (9 years of service

.0962 hours vacation accrual per each
regularly scheduled paid hour

Completion of thirteen (13) years of .1154 hours vacation accrual per each
service (only employees hired on or regularly scheduled paid hour (only

before September 30, 1996 and eligible |employees hired on or before September 30,
for this accrual rate by September 30, 1996_and eligible for this accrual rate by

2016)) September 30, 2016)
Completion of seventeen (17) years of |.1347 hours vacation accrual per each
service (only employees hired on or regularly __scheduled paid hour (only
before September 30, 1992 and eligible |employees hired on or before September 30,
for this accrual rate by September 30, 1992 and eligible for this accrual rate by
2016) September 30, 2016)

For FLSA-Exempt employees, vacation leave may be accumulated up to
a maximum of two hundred forty (240) hours as of the last day of the pay
period including Oeteber November 1st of any fiscal year. Once the
maximum two hundred forty (240) hours has been reached, no further
accumulation shall occur until the vacation leave balance is less than two
hundred forty (240) hours. Employees with fewer than ten (10) years of
service shall be paid for any accumulations over two hundred forty (240)
hours, one (1) time per year up to a maximum payment of forty (40)
hours. Employees with at least ten (10) years of service shall be paid for
any accumulations over two hundred forty (240) hours, one (1) time per
year up to a maximum payment of eighty (80) hours.

C. FLSA Non-Exempt Employees.

FLSA Non-exempt employees shall accrue vacation leave in accordance
with the following schedule:

Fewer than four (4) years of service

.0385 hours vacation accrual per each
regularly scheduled paid hour werked

CODING:
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service (only employees hired on or
before September 30, 1994 and eligible
for this accrual rate by September 30,
2016)

. . .0577 hours vacation accrual per each
Completion of four (4) years of service regularly scheduled paid hour ked

. . 1.0770 hours vacation accrual per each
Completion of seven (7) years of service regularly scheduled paid hour ked

. . .0962 hours vacation accrual per each
Completion of ten (10) years of service regularly scheduled paid hour ked
Completion of fifteen (15) years of|.1154 hours vacation accrual per each

regularly_scheduled paid hour werked (only
employees hired on or before September 30,
1994 _and eligible for this accrual rate by
September 30, 2016)

Completion—of—twenty—(20}—years—of
ice_ton! I mirad
betore-September3061989}

employees-hired-on-or-before-September36;
1989)

For FLSA Non-exempt employees with fewer than ten (10) years of

service, vacation leave may be accumulated up to a maximum of two
hundred (200) hours as of the last day of the pay period including Octeber
November 1st of any fiscal year. Once the maximum two hundred (200)
hours has been reached, no further accumulation shall occur until the
vacation leave balance is less than two hundred (200) hours. For
employees with at least ten (10) years of service, vacation leave may be
accumulated up to a maximum of two hundred forty (240) hours as of the
last day of the pay period including ©¢eteber November 1st of any fiscal
year. Employees with at least ten (10) years of service shall be paid for
any accumulations over two hundred forty (240) hours, one (1) time per
year up to a maximum payment of eighty (80) hours.

D. Vacation leave may be used to supplement sick leave due to sickness or
injury only after sick leave has been fully exhausted.

An non-probationary employee, or his or her designated beneficiary; in case

of death, shall receive full payment for all earned vacation leave, not to
exceed 520 hours minus the number of hours paid out upon entering the

Deferred Retirement Option Program, if applicable, upon separation of

service at the rate of his or_her final bi-weekly-or hourly pay rate wage-or

salary. Probationary employees shall receive no payment upon separation of

service. Vacationleave-is-earned-on-each-hour-of servicehot-onan-annual

basis-
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F. Holidays which occur during a selected period for vacation leave shall not be
charged against such vacation leave.

G. The period selected by an employee for his or her vacation leave must have
prior approval of the Department Director.

H. An employee cannot be paid in lieu of taking his/her vacation, except upon
separation, or pursuant to subsection 21-10.6.4.B.2 or C.2., above.

|. Department Directors will arrange vacation schedules and reallocate
remaining duties on such a basis as to cause minimum interference with the
normal functions and operations of the organization. Department Directors
shall have the discretion to determine their respective department's vacation
schedule and the system by which their respective employees are assigned
vacation leave.

J. Vacation pay will be based on hours worked per week and vacation pay will
be at the employee's regular hourly rate of pay.

10.6.5. Holiday leave.

A. The following days shall be observed by all Civil Service employees as
holidays:
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New Year's Day

Martin Luther King Junior's Birthday Day
Presidents' Day

Memorial Day

Independence Day

Labor Day

Veterans Day

Thanksgiving Day

Day after Thanksgiving Day

Christmas Day

One-half day on Christmas Eve Day
One-half day on New Year's Eve Day
Except as described in Sections 21-10.6.5.C and H below, holidays occurring

on a Saturday shall be observed on the previous Friday, and—Hholidays
occurring on a Sunday shall be observed on the following Monday.

Departments that remain open on holidays shall observe the actual holidays.

Holidays must be taken as they occur and may not be accumulated, except
as provided in Section 21-10.6.5.H below.

The employee must work the day before and the day after each holiday to be
eligible for holiday pay with the exception of normal days off or excused
absences.

All employees shall be allowed to take vacation, personal, or compensatory
leave, if available, for religious reason, including but not limited to attendance
or participation in services for Good Friday, Passover, Yom Kippur, Rosh
Hashanah, or other recognized religious days. This leave is subject to the
discretion of the Department Director or his/her designee, but shall not be
unreasonably withheld, and shall be granted only if minimum departmental
staffing needs are met.

Words in struek-threugh type are deletions from existing text. 30
Words in underscored type are additions to existing text.
A line of *** indicates existing text not shown.



G. When an employee works on a holiday, he/she shall receive one average

workshift of holiday pay at the employee's reqular rate of pay and the actual
hours worked at the employee's overtime rate of pay. Additionally,
Eemployees required to work a full scheduled work shift on Thanksgiving Day
or Christmas Day shall be granted overtime pay or _compensatory time

equivalent to the hours actually worked on the holiday-ir-addition-te-any-paid
compensation.

If a holiday falls on a regular day off, the employee shall be scheduled for an
average workshift off during the same week, or be awarded compensation at
the employee's regular rate of pay, or be provided banked leave time based
on the average workshift, whichever City/Department operations permit.

Holiday pay shall be based on the average workshift, which is the reqularly
scheduled hours in the workweek divided by five (5) regardless of the number
of days the employee is reqularly scheduled to work, except that paid holiday
leave shall be granted for the full number of hours the employee would have
otherwise been scheduled to work had the holiday closure not prevented the
employee from working his or her reqularly scheduled hours.
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10.6.8. Occupational disability leave.

CODING:

A. Definition. Authorized absence from work due to injury or sickness incurred

while on duty and directly related to work performed, excluding negligence
on the part of the employee.

Negligence shall be defined as any action which is taken that is not necessary
in the actual performance of duty, as determined by the Director of Human
Resources or his/her designee. Sick leave accumulation shall be used in
cases of negligence.

Occupational Disability Leave (ODL) Benefit and Workers' Compensation
Disability Benefit. An employee who is enautherized-oceupational-disability
leave-shall-be eligible to receive Werkers—Compensation statutory workers’
compensation disability benefits shall be eligible to receive ODL benefits as
follows:

1. Calendar day one (1) through calendar day fourteen (14), the employee
shall receive a combination of Wworkers' €compensation disability
benefits and a City wage supplement equal to the employee's gross
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CODING:

wages. In no event shall the total of the statutory Wworkers'
Scompensation disability benefits and the wage supplement received
from the City equal more than the employee's gross wages in effect at
the time of injury. The Human Resources Director may extend this period
of full compensation if the Worker's Compensation insurance provider
has been unsuccessful in scheduling the employee's first appointment
during this period.

Calendar day fifteen (15) (unless delayed pursuant to Sub-Ssection 21-
10.6.8.C.1 above) to the end of statutory Wworkers' €compensation
Bdisability Benefits or until the employee is no longer employed by the
City, whichever is first in time, the employee shall receive a combination
of Wworkers' ©compensation disability benefits and a City wage
supplement equal to seventy-five percent (75%) of the employee's gross
wages. In no event shall the total of Wworkers' €compensation disability
benefits and the wage supplement received from the City under this
paragraph equal more than seventy-five percent (75%) of the employee's
gross wages in effect at the time of the injury. Employees shall use sick
leave, vacation leave or any other leave time that they have accumulated
to supplement their wages under this sSection up to a maximum of one
hundred percent (100%) of the employee's gross wages in effect at the
time of the injury. No employee shall be permitted to receive any more
than one hundred percent (100%) of their gross wages in effect at the
time of injury.

Any and all statutory Wworkers' €compensation disability payments for
loss of wages shall be endorsed to the City, and the City will issue a
regular payroll check to the employee.

The employee shall be required to cooperate in the treatment as
prescribed by the City's designated Wworker's’ €compensation
physician{s) health care provider(s) in order to obtain maximum medical
improvement or recovery, and in order to remain eligible for the City wage

supplement.

Health care provider appointments. Employees who are released to

return to work reqular duty or provided with temporary light duty following
their initial visit to the designated workers’ compensation health care
provider are not eligible for the Occupational Disability Leave wage
supplement benefit. Health care provider appointments should be
scheduled during non-working hours when possible, or employees shall
use sick leave, vacation leave, or any other leave time that they have
accumulated if their appointments fall within the scheduled workday.
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10.6.9. Non-occupational disability leave.

A. Definition. Authorized absence from work due to injury or sickness incurred
not while on duty.

B. Short-Term and Long-Term Disability insurance. The City provides full-time
employees with Short-Term Disability (STD) and Long-Term Disability (LTD)
insurance for absences from work due to sickness or injury incurred not while
on duty.

C. Coordination of benefits with sick, vacation or other authorized leave. Any
employee who is on non-occupational disability leave, as defined above, and
upon approval of the required forms with the STD or LTD Insurance Catrrier,
shall receive disability insurance payments as specified by the STD/LTD
policy, and shall use accumulated sick, vacation or other authorized
accumulated leave to supplement the STD/LTD and receive the maximum of
one hundred percent (100%) of their salary at the time of sickness or injury.
No employee shall be permitted to receive any more than one hundred
percent (100%) of their salary in effect at the time of injury. All individuals
requiring STD/LTD shall file the required forms with the appropriate insurance
carrier through the City.
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SECTION 21-11. - PERFORMANCE EVALUATIONS AND PAY-FOR-PERFORMANCE

Performance evaluations shall be conducted and pay-for-performance shall be awarded
following the procedures outlined by Administrative Order, subject to funding availability
as determined through the budget process.
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SECTION 21-17. - SEPARATIONS
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Sec. 21-17.2. - Lay-off.
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#em—the—da%e—ef—layeﬁ— An employee placed in lay- off status shaII have hls/her

name placed on a reemployment list for the same class and position held at the
time of separation, or in the position held immediately prior to promotion in the
case of failure to pass a promotional probationary period, for twelve (12) months.
The name of such employee shall be placed upon the list in the order of his/her
total continuous time served in the class.
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21-18. - AMENDMENT OF PERSONNEL RULES

Sec. 21-18.1. - Amendments.

Amendments or revisions to this Code may be recommended for adoption by the
City-Coemmissionby-the City Manager, or by the City Commission of its own motion. Such
amendments or revisions of the Code shall become effective after approval by Ordinance
of the City Commission.
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Section 4: That the City’s Code of Ordinances shall be amended by amending
Chapter 21, “Personnel Administration,” Article I, “At-Will Employee Policies and
Procedures Manual,” Sections 21-19, “General Provisions,” 21-22, “Employment
Information And Requirements,” 21-23, “Appointments,” 21-24, “Employee Benefits,” 21-
25, “Attendance and Leave,” 21-26, “Evaluations/Pay-for-Performance Increases,” and
21-29, “Amendment of Rules and Regulations,” to read as follows:

ARTICLE II. - AT-WILL EMPLOYEES POLICIES AND PROCEDURES MANUAL
SECTION 21-19. - GENERAL PROVISIONS
Sec. 21-19.1. - Definitions.

The following terms, phrases, words and other derivations shall have the meanings
as listed below:
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19.1.1. City-means—theCity-of Coconut-Creek—Administrative Officers shall mean

those at-will employees performing the functions of upper level management, as
identified by the City Manager.

Managers/Deputy City Manager shall mean those positions of Assistant City

Manager or Deputy City Manager that are filled by appointment by the City
Manager.

19.1.3.

the—City—Manager- At-will employee or At-will position shall mean an
employee/position that is excluded from the provisions of the Civil Service Code,
and is not covered under a collective bargaining agreement.

A i aTa "kvl'n'

19.1.4. Average workshift shall mean the number of hours in the employee's regularly
scheduled workweek, divided five (5), regardless of the number of days the
employee is scheduled to work.

19.1.5. nerfo :
of an administrative officer, as identified by the City Manager. City sha
City of Coconut Creek.

Il mean the

19.1.6. City Manager shall mean that position identified as the Chief Executive Officer
by the City Commission pursuant to the City Charter.

19.1.7. Class Titles are descriptive of the work performed and identify each class.
Class Titles shall be used in all personnel, accounting, budget, appropriation and
financial records. No person shall be appointed, or employed in a position in the
City under a title not included in the Classification Plan. Titles used in the course
of departmental routine to indicate authority, status in the organization, or
administrative rank, may be used for such purposes.

19.1.8. Contract employee shall mean an at-will employee whose terms and
conditions of employment are governed by a contract between the employee and

the City.

19.1.49. Department Director/Department Head shall mean those positions in which
such individual performs the function of directing and supervising the operations
of any department or division as established and designated by the City Manager.
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19.1.10. Full-time employee shall mean an employee who works a minimum of thirty
(30) hours per week on a continuous year-round basis.

19.1.11. Immediate family shall be defined as an employee's spouse, child, parent,
parent-in-law, sibling, step-child, grandparent, step-parent, step-sibling, half-
sibling, sibling-in-law, child-in-law, grandchild, or step-grandchild.

19.1.12. May shall be interpreted as permissive.

19.1.13. Shall is to be interpreted as mandatory.

19.1.614. Temporary employee shall mean an employee who is employed in a
temporary capacity for a specific period of time, typically not to exceed six (6)
months, and receives no City benefits.

19.1.815. Termination shall mean the discharge, dismissal, removal or otherwise
permanently severed from employment with the City.

19.1.916. Workday or normal workday shall mean the number of hours regularly
scheduled for an employee to be worked during a twenty-four-hour period. The
term shall not mean a guarantee of a minimum number of hours per day or per
week.

19.1.10617. Workweek or normal workweek shall mean the number of hours regularly
scheduled for an employee to be worked during the seven (7) consecutive days
commencing and ending on the days defined by the payroll cycle.

Sec. 21-19.2. - Authority and administration.
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19.2.1. Fhesepolicies—and-procedures This Article shall apply and govern the

following positions, unless otherwise specified herein:

A. The City Manager

B. Deputy/Assistant City Managers

C. Department Directors or Department Heads
D. Administrative Officers (all grades)
E. Temporary employees

F. Deputy/Assistant City Attorneys and-Assistant-City-Attorneys

G. Contract Employees
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SECTION 21-20. - ORGANIZATION FOR PERSONNEL ADMINISTRATION
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Sec. 21-20.2. - The Director of Human Resources.

The City Manager shall appoint a Director of Human Resources who shall be
responsible to the City Manager for the administrative and technical direction of the City
Personnel Program.

He/she shall be known as the Director of Human Resources (which may be used
interchangeably with Human Resources Director or Director of Human Resources and
Risk Management) and shall:
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SECTION 21-22. - EMPLOYMENT INFORMATION AND REQUIREMENTS
Sec. 21-22.1. - General guidelines for employment.

22.1.1. Basis of employment. All employment with the City shall be based upon merit,
skill, ability, qualifications and moral fithess as evidenced by:

A. Training and experience as reflected by the application form and other
documentation of certification, registration, etc.
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B. Psychological examination and/or performance tests.

C. Pre-employment physical examinations and drug testing shalmay be
required to determine whether the individual can effectively perform the
essential functions of the position for which he/she is applying with or without
reasonable accommodation. Such examination shall be performed by a
eCity-designated physician and laboratory and paid for by the City.

D. Background investigation of the individual, his/her training, education or other
characteristics as relates to being an employee of the City.

Sec. 21-22.2. - Nepotism.
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22.2.4. Family members, for the purpose of this section only, are defined as: father,
mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece,
husband, wife, mother-in-law, father-in-law, son-in-law, daughter-in-law, sister-
in-law, brother-in-law, stepfather, stepmother, stepson, stepdaughter,
stepbrother, stepsister, half-brother, half-sister, or registered domestic_partner
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Sec. 21-22.53. - Minimum qualifications.
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The Director of Human Resources may, after consultation with the City Manager
and/or Department Directors concerned, prescribe specific requirements, physical or
otherwise, as in his/her judgment are required bonafide occupational qualifications by the
nature of the work to be performed. Such requirements shall be shown in the vacancy
announcement, and shall constitute the minimum qualifications to apply for any particular
position.
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Sec. 21-22.74. - Age requirements.

It shall be the policy of the City that there be no discrimination in the employment of
any person solely on the basis of age. However, the minimum age for full-time
employment with the City shall be eighteen (18) unless the applicant has graduated from
high school, earned a GED or is currently enrolled in school or a GED program.
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Sec. 21-22.435. - Prohibition on campaign activities.

In order to avoid the appearance of impropriety, the €City mManager, aAssistant eCity
mManager(s), aAssistant to the eCity mManager, €City €Clerk, dDeputy €City eClerk,
pPolice €eChief, dDeputy pPolice eChief, €City aAttorney and aAssistant €City
aAttorney(s) shall not participate in a campaign involving any candidate or incumbent
eCommissioner, for the City of Coconut Creek City Commission, including being a
member of an election or re-election committee for a candidate; public endorsement with
or without financial support of a candidate; holding campaign signs, wearing a campaign
t-shirt, or other public display of support for a candidate; signing an endorsement card for
a candidate; attending a candidate's campaign fundraiser; chairing or co-chairing an
ongoing election campaign or fundraiser for a candidate; or providing a financial
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campaign contribution. Nothing in this section shall be deemed to prohibit the €City
mManager, aAssistant €City mManager(s), aAssistant to the eCity mManager, €City
€Clerk, dDeputy €City eClerk, pPolice eChief, dDeputy pPolice eChief, eCity aAttorney
and aAssistant eCity aAttorney(s) from casting a vote for any such municipal candidate
in a municipal election.

SECTION 21-23. - APPOINTMENTS
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Sec. 21-23.3. -Examinations—Employee recruitment and hiring process.

The City’s procedures for recruiting, selecting, and hiring employees shall be

outlined in the Human Resources Recruitment and Hiring Policies and Procedures and
shall be in accordance with all local, state, and federal laws.

Sec. 21-23.43. - Rate of pay—At-will employees.

At-will employees may be hired at any pay rate within the pay range established for
the position.

SECTION 21-24. - EMPLOYEE BENEFITS

Administrative Officers Al-full-time—at-will-employees-covered-by-these-regulations

shall receive the following benefits. Assistant-City-Attorneys—shall-receive-benefits—as
determined-by-the City-Commission: City Commissioners’ benefits shall be outlined by
Resolution. The City reserves the right to alter employee benefits contained herein, with
financial impacts subject to #approved-by-the City Commission’s approval through the
annual budget process_or other appropriate Commission action. Details of the following
employment benefits, including eligibility, shall be outlined by Administrative Order:

Sec. 21-24.1. - Retirement plan.
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Sec. 21-24.2. - Insurance program.
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Sec. 21-24.4. — Longevity plan.

Sec. 21-24.45. - Leave benefits.
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The City shall maintain a leave program as described in the Attendance and Leave

section of these-policies-and-proceduresthis Article.

SECTION 21-25. - ATTENDANCE AND LEAVE

Sec. 21-25.1. - Hours of work.
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Sec. 21-25.6. - Leave.

All authorized absences from work shall be covered under one of the following types
of leave for at-will employees:
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Sick leave
Funeral leave
Military leave
Vacation leave

Holiday leave
Leave of absence without pay

Jury duty
Occupational disability leave
Non-occupational disability leave

Job basis leave
Compensatory leave

Personal leave
Family and medical leave

Administrative leave

25.6.1. Sick leave

CODING:

A.

B.

C.

Earned. Each full-time employee shall accrue .0462 hours of sick leave
allowance for each hour of regular paid service. Sick leave is earned from the
date of employment.

Sick leave shall not be granted in advance of actually being accrued.

Accumulation. Sick leave may be accumulated to a maximum of six hundred
twenty (620) hours as of the last day of the pay period including November
15t of any year. If an employee accumulates over five hundred twenty (520)
hours, the City shall convert for cash payment to the employee all sick leave
over five hundred twenty (520) hours at the rate of two (2) hours of sick leave
for one (1) hour of pay. Payment of this conversion shall be made on the first

bi-weekly pay period in December. Fhe-employee-shallnotbe-given-cashfor
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3)years—of City-service may be eligible to convert sick leave annually to

offset the employee's medical insurance deduction, pursuant to the
Administrative Order Seetion21-24-2.

D. Separation. Upon permanent separation from the City, an employee, or
his/her designated beneficiary will be paid for accumulated sick leave at their
pay rate at the time of separation as follows:

21. Resignation, retirement, or layoff in good standing after completion of
twenty (20) years of continuous full-time service - One hundred percent
(100%) of each hour accumulated.

32. Resignation, retirement, or layoff in good standing after completion of
fifteen (15) years of service, but less than twenty (20) years of service -
Seventy-five percent (75%) of each hour accumulated.

43. Resignation, retirement, or layoff in good standing after completion of
three (3) years of service, but less than fifteen (15) years of service - Fifty
percent (50%) of each hour accumulated.

54. Resignation, retirement, or layoff with less than three (3) years of service
- No payment.

65. Termination or resignation not in good standing - No payment.

#6. The City Manager has the sole discretion to authorize payments for up
to 100% of accrued leave in situations involving reorganization,
separation agreements, retirement incentives, and other situations that
are in the best interest of the City.
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25.6.2. Funeral leave. Funeral leave shall be granted to an-full-time employee

requesting same by filing of appropriate form with the dDepartment dDirector, for

a period not to exceed five-average-workshiftsthe number of reqularly scheduled
hours in one (1) workweek , per occurrence, in the event of death in his/her

immediate family for the purpose of attending the funeral or should it be
necessary for the employee to attend to the funeral arrangements of the
deceased.

Any absence in excess of this amount shall be charged to vacation leave, e
compensatory time if accrued, personal leave, job basis leave, or to leave without

pay if no-vacation-er-compensatery paid leave is available.

The City Manager and/or Department Director may require sufficient proof of a
death in the family before compensation is approved and paid.

25.6.3. Military leave. Any full-time employee who presents official orders requiring

his or her attendance for a period of training or ether active duty as a member of
the United States Armed Forces or the State of Florida National Guard shall be
entitled to military leave with no loss of pay for aperiod-rotte-exceedtwo-hundred
forty (240) hours-orsuch-period-provided the duration required by Federal and/or
State law, in addition to any pay received from the Federal or State government.
Authorized leave of absence for additional or longer periods of time for
assignment to duty functions shall be without pay and shall be granted by the
City. The appropriate provisions of Federal and State laws shall apply to the
reemployment of employees granted a leave of absence on active military duty.

25.6.4. Vacation leave.

A. Administrative Officers shall accrue annual vacation leave, in accordance
with the following schedule:

Less than one (1) year service

.03845 hours vacation accrual per each
regularly scheduled paid hour werked

Completion of one (1) year service

.05757 hours vacation accrual per each
regularly scheduled paid hour werked

Completion of three (3) years service

.076670 hours vacation accrual per each
regularly scheduled paid hour werked

Completion of five (5) years of service

.09622 hours vacation accrual per each
regularly scheduled paid hour werked
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Completion of ten (10) years service

11534 hours vacation accrual per each
regularly scheduled paid hour werked

: :
Sen_npleneE “I of I'Itel &R (15|). 5e| ars—of
before September 30, 1994)

1346 hours vacation accrual per each regular
hour—worked—(enly—employees—hired—on—or
before September 30, 1994)

Completion of twenty (20) years of
service (only employees hired on or
before September 30, 1989 and serving
as __Administrative  Officers _as _ of
September 30, 2016)

1538 hours vacation accrual per each
regularly_scheduled paid hour werked (only
employees hired on or before September 30,
1989 and serving as Administrative Officers as
of September 30, 2016)

Administrative Officers may accumulate up to a maximum of two hundred

eighty (280) hours of vacation leave as of the last day of the pay period

including ©eteber November

1 of any fiscal year. Employees with more than

two hundred eighty (280) hours may be paid for any accumulations over two
hundred eighty (280) hours, one (1) time per year, up to a maximum payment

of eighty (80) hours.

Vacation leave shall be accrued from date of employment but may not be

granted in advance of being actually earned.

Vacation leave may be used to supplement sick leave due to sickness or

injury only after sick leave has been fully exhausted.

An employee, or his or_her designated beneficiary; in case of death, shall

receive full payment for all earned vacation leave, not to exceed 600 hours
minus the number of hours paid out upon entering the Deferred Retirement

Option Program, if applicable, upon separation of service at the rate of his or

her final bi-weekly—or hourly pay rate. wage-orsalary—\/acation-leaveis
earned-on-each-hourofservice—noton-an-annual-basts:

Holidays which occur during a selected period for vacation leave shall not be

charged against such vacation leave.

. The period selected by an employee for his or her vacation leave must have

prior approval of the City Manager and/or Department Director.

An employee cannot be paid in lieu of taking his/her vacation, except upon

separation or, if an Administrative Officer, pursuant to subsSection 21-

25.6.4.B., above.
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The City Manager and/or Department Director will attempt to arrange
vacation schedules and reallocate remaining duties on such a basis as to
cause minimum interference with the normal functions and operations of the
organization. The City Manager and/or Department Director shall have the
discretion to determine respective department's vacation schedules and the
system by which their respective employees are assigned vacation leave.

Vacation pay will be based on hours worked per week and vacation pay will
be at the employee's regular rate of pay.

CODING:

The following days shall be observed by all full-time employees as holidays:

New Year's Day

Martin Luther King Junior's Birthday
Presidents' Day

Memorial Day

Independence Day

Labor Day
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Veterans Day
Thanksgiving Day
Day after Thanksgiving Day
One-half day Christmas Eve Day
Christmas Day
One-half day New Year's Eve Day
B. Except as described in Sections 21-25.6.5.C and H below, Hholidays

occurring on a Saturday shall be observed on the previous Friday, and-
Hholidays occurring on a Sunday shall be observed on the following Monday.

C. Departments that remain open on holidays shall observe the actual holidays.

D. Holidays must be taken as they occur and may not be accumulated, except
as provided in Section 21-10.6.5.H below.

CE. Holidays must be taken as they occur and may not be accumulated, except
as provided in Section E below.

BE. The employee must work the day before and the day after each holiday to be
eligible for holiday pay with the exception of normal days off or excused
absences.

EG.If a holiday falls on a regular day off, the employee shall be scheduled for an
average workshift off during the same week, or be awarded compensation at
the employee's regular rate of pay, or be provided banked leave time based
on the average workshift, whichever City/Department operations permit.

FH. Holiday pay shall be based on the average workshift, which is the reqularly
scheduled hours in the workweek divided by five (5) reqardless of the number
of days the employee is reqularly scheduled to work, except that paid holiday
leave shall be granted for the full number of hours the employee would have
otherwise been scheduled to work had the holiday closure not prevented the
employee from working his or her reqularly scheduled hours.
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25.6.7. Jury duty. An full-time employee who is legally summoned to serve on a jury,

shall be permitted absence with pay, minus the amount received from the courts,
for the time during regularly scheduled work hours required to perform such duty.
The employee shall provide his/her supervisor with a copy of the summons upon
its receipt.

25.6.8. Occupational disability leave.

CODING:

A. Definition. Authorized absence from work due to injury or sickness incurred

while on duty and directly related to work performed, excluding negligence
on the part of the employee.

Negligence shall be defined as any action which is taken that is not necessary
in the actual performance of duty, as determined by the Director of Human
Resources or his/her designee. Sick leave accumulation shall be used in
cases of negligence.

Occupational Disability Leave (ODL) Benefit and Workers' Compensation

Benefit. An full-time employee who is enr-authorized-occupational-disability

leave-shall-be eligible to receive Weorkers-Compensation statutory workers’

compensation disability benefits shall be eligible to receive ODL benefits as
follows:

1. Calendar day one (1) through calendar day fourteen (14), the employee
shall receive a combination of Wworkers' €compensation disability
benefits and a City wage supplement equal to the employee's gross
wages. In no event shall the total of the statutory Wworkers'
Scompensation disability benefits and the wage supplement received
from the City equal more than the employee's gross wages in effect at
the time of injury. The Human Resources Director may extend this period
of full compensation if the Worker's Compensation insurance provider
has been unsuccessful in scheduling the employee's first appointment
during this period.

2. Calendar day fifteen (15) (unless delayed pursuant to SSub-section 21-
25.6.8.C.1 above) to the end of the statutory Wworkers' Scompensation
disability Bbenefits or until the employee is no longer employed by the
City, whichever is first in time, the employee shall receive a combination
of Wuworkers' ©compensation disability benefits and a City wage
supplement equal to seventy-five percent (75%) of the employee's gross
wages. In no event shall the total of Wworkers' Scompensation disability
benefits and the wage supplement received from the City under this
paragraph equal more than seventy-five percent (75%) of the employee's
gross wages in effect at the time of the injury. Employees shall use sick
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leave, vacation leave or any other leave time that they have accumulated
to supplement their wages under this sSection up to a maximum of one
hundred percent (100%) of the employee's gross wages in effect at the
time of the injury. No employee shall be permitted to receive any more
than one hundred percent (100%) of their gross wages in effect at the
time of injury.

3. Any and all statutory Wworkers' Scompensation disability payments for
loss of wages shall be endorsed to the City, and the City will issue a
regular payroll check to the employee.

4. The employee shall be required to cooperate in the treatment as
prescribed by the City's designated Wworker's’ €compensation
physician{s) health care provider(s) in order to obtain maximum medical
improvement or recovery, and in order to remain eligible for the City wage

supplement.

5. Health care provider appointments. Employees who are released to
return to work reqular duty or provided with temporary light duty following
their initial visit to the designated workers’ compensation health care
provider are not eligible for the Occupational Disability Leave wage
supplement benefit. Health care provider appointments should be
scheduled during non-working hours when possible, or employees shall
use sick leave, vacation leave, or any other leave time that they have
accumulated if their appointments fall within the scheduled workday.
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SECTION 21-26. - EVALUATIONS/PAY FOR PERFORMANCE INCREASES
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Sec. 21-26.2. - Merit pay for performance.

Administrative Officers shall be eligible for pay for performance compensation, ranging

from—0—5%,—based upon their annual evaluation, provided said compensation is
approved and funded in the City's adopted budget.
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SECTION 21-29. - AMENDMENT OF RULES AND REGULATIONS

Sec. 21-29.1. - Amendments.
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Amendments or revisions to these Policies and Procedures may be recommended
for adoption by the City-Ceuncil,-by-the City Manager, or by the City Ceunre#Commission
of its own motion. Such amendments or revisions of the Code shall become effective
after approval by Ordinance of the City Commission.
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Section 5: Conflicts. That all ordinances or parts of ordinances, all City Code
sections or parts of City Code sections, and all resolutions or parts of resolutions in conflict
with this Ordinance are hereby repealed to the extent of such conflict.

Section 6: Severability. That should any section or provision of this Ordinance
or any portion thereof, any paragraph, sentence, clause or word be declared by a court
of competent jurisdiction to be invalid, such decision shall not affect the validity of the
remainder hereof as a whole or part hereof other than the part declared invalid.

Section 7: Codification. That the provisions of this Ordinance shall be codified
within the Code of Ordinances of the City of Coconut Creek, Florida, and any paragraph
or section may be renumbered to conform with the Code of Ordinances.

Section 8: Effective Date. That this Ordinance shall become effective upon its
passage on second and final reading.

PASSED FIRST READING THIS 8™ DAY OF JUNE , 2017.

PASSED SECOND READING THIS 22N° DAY OF JUNE , 2017.

Rebecca A. Tooley, Mayor

Attest:

Leslie Wallace May, City Clerk
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