
RE OLUTIO 02-2017 

A RE OLUTION OF THE ITY CO NCIL OF THE ITY OF 
EMINOLE FLORIDA AMENDING SECTIONS 2.01 

(DE INITIO O TERM ), 4.05 (VA CY ADVERTISE.MENT ), 
4.1 (TRAN FER ), AND 8.09 GRIE AN E PROCEDURE) OF 
THE CITY' PERSO EL POLI IE AND PRO ED RE AND 
PROVIDING FOR AN EFFE TIVE ])AT � HEREOF. 

WHEREA the ity of eminole dcsir to provide th mo t effectiv efficient services to 
it employees and to the public· and 

WHEREA conditions trends and needs within the employ r cruitrn nt, I ti n 
rnanag ment and ret ntion fi lds nstantly evol e and U1 ity fr qu ntly revi w its polici s and 
practices in order lo n ur continued u ce sin hirin , trainin0 and r laining its rnpl y s· and 

WHEREAS the ity Manag r i.n con ultation with th ity ' Human R source Dir tor 
r comm nds that c rtain hange be mad to the ity s Per onnel P lici and Procedw- s in order 
t r fleet current conditi n tr nd and goals a w 11 as th n ds of tb ity; and 

WHEREAS, th prop d arnendm nt to the P rsonn l Poli i s and Pr cedures are 
attach d herewith in striketh:rough/w.1derline fonnat. 

OW, THEREFORE, BE IT RESOLVED BY THE CITY 
-EMlNOLE, FLORIDA, THAT: 

OUNCIL OF THE ITV OF 

E TION 1: e ti ns 2.01 F . [Tl N O • RMS) 4.05 (V Y 
ADVERTISEMENT 4.11 (TRANSF RS and 8.09 (GRIEVANCE PRO EDURE) are h r b 
amended in ac ordan with th attached ction attached as Exhibit A. 

ECTION 2: This Resolution shall b c m ffectiv imm dialely up nit adopti n. 

PA ED AND ADOPTED BY THE CITY COUNCIL OF THE TTY OF SEMINOLE 
FLORIDA, THl d-J- DAY OF ~ UAt 2017. 

ATTE T: 

>f)oPuu,)/3J, ~au -1 
Patricia Beliveau City Jerk 



• ·hibit 

2.01 TERM (CONTINUED) 

EMPLOYEE - Any employe o . th it covered by th pro ision ofthes P rsonnel Polici sand 
Pr edures. 

A alaried Employee - 1110 e mployee designated by the ·ity Manager wluch meet the 
criteria for ex mpt status und r the Fair Labor tandards A t (FL A). 

B. official p rfotmance of duty 

EXAMINATION - Th proc ss of t sting, valuating, or investigating th fitn ss and 
qualifications of applicants and mploy s. 

GRIEVAN E - G1i vane mean an alleged vio lation rnjsint rpretati n or mi application with 
resp ct to on (1 or more employ s of any provision of these polici s and proc dm s whi h aris s 
during the tem1 o the e Pers nnel. Policies and Procedures. 

GROUP - A numb r of po itions wbi h involve imilar dutie respon ibilities and qualifications 
aod is designated by a btl indicative of the kind ofwork. 

HUMAN RE O RCE OFFI ER - An mpl yee d signated by the ity Manager to be 
accountable for the p rsonnel operation of th ity. 

IJVOVlEDlATE FAMJLY - Imrnediat fam ily is d fin d as th empl.oye s spouse ch1!dr n and 
parents. pouse mean a ht band r wife a efined or rec gnized under Fl rida tate law for the 
purpo e of marriage. Parent m ans a biological parent, fa ter parent, stepparent or legal guardian. 

hild m ans a biol gi.cal child adopted foster step or I gal ward. 

L YOFF - paration fan empl ye ash rein defined) from a p .iti n in th p r onn I y tern 
because f the reduction in work load availab le lack of funds by the ity abolition of tb po ition, 
alteration in th departm ntal/divi ionaJ organjzati n r for olh r r lat d caus s. 

PART-TIM E.MPLOYEE - An rnploy e mploy d for an indefinite duration who regularly 
works le · than th stabli h d work we k ofth d partment/cli i ion and cla sin whi h employ d. 

PERFORMAN E EVALUATION - Th p ri die value tion or apprai al of an mpl y e's w rlc 
p r ormanc conduct, attendance and potential. 

¥ERSONNEL ADVISORY BOARD The City Council shall establish a Personnel Advisory 
Board made up of thfee Et3) members. The City Coooci l shall appoint one El) City resident: to the 
&a:FEl.- the City Manager saalI appoint--a-Fesieent of the Fire Distriel to th~d those two (2) 
appointees shall appoint a lhird member. AJI appointees shall have experience i11 dea.liflg----w:i-th 
personne.1 issues ru:1d-efle (1) memeef--Sfla]I be an attorney. Appointees shall not be a current or 
fe:F:mer emp!oyee or family member of same. The ~erm of appointment sbaJ I be for three (3) yea:FS-: 
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4.04 RECRUITMENT 

A. When a vacancy occurs in a classified position, the Department/Division Head shall notify 
the City Manager stating the date of vacancy, position, title, and any other pertinent facts 
which may be necessary. 

B. When a Depa1tment/Division Head wishes to establish a new position, he/she shall notify 
the City Manager, in writing, stating Lhe cl.ass title, if such a class exists, or a position 
description, when no such position is classified, and the reason for the request. No new 
position will be established w ithout the approval ofthe City Manager and the City Council. 

4.05 VACANCY ADVERTISEMENTS 

A. The City Manager/1:foman Resource Officer shall advertise a ll such vacancies except those 
to be filled by promotion or lateral movement internal transfer by ofexisting municipal staff 
in at least one ( l) issue of a nev.•spaper circulated in the City giving the job title and salary 
range. Position vacancies will be advertised externally utilizing any of the following 
methods at the discretion of the City Manager: the City's website, external job posting 
websites. social media websites. and/or advertisement placed in a newspaper circulated in 
the City. The City Manager may also authorize Lhe Department/Division Head to advertise 
the position as indicated above. Applications shall be received for at least one (l) week after 
the date ofadvertisement. 

B. During emergency situations that could affect public safety, the hiring process involving 
advertising may be waived by the City Manager. 

4.06 SELECTION/ APPOINTMENT 

The City Manager shalJ endeavor to select and appoint the best-qualified candidate for the available 
position. During the recruitment and selection process, the City Manager shall have discretion to 
recognize like prior employmenl with regards to employment offers as it pe1tai.ns to salaries and 
benefits as guided by the City's Personnel Policies and Procedures. 

4.07 PRE-EMPLOYMENT MEDICAL EXAMJNATIONS 

For those positions in the City's service that require particular mental and physical conditions in 
order to properly carry out or withstand the prescribed tasks ofthe position, it may be necessary for 
job applicants to pass a medical evaluation by a city physician prior to an employment offer. Such 
medical examinations will be based on bona fide occupation standards established to accommodate 
physical handicaps and limitations. 

In addition, all applicants will be required to submit to drug screen testing in accordance with the 
City's DRUG FREE WORK PLACE POLJCY adopted by Resolution 09-93. Arrangements for all 
medical examinations will be made by the City Manager or !us/her designee with a physician 
assigned by the City. The City shall bear the costs ofall such examinations. 
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4.08 FRAUDULE T CONDUCT F L E, OR OMITT D TATEMENTS BY AN 

APPLICANT 

-< raudulent ondu fals , or omitted tat m nt b an appli an or by 1.h r with th applicant's 
c ns nt in an applicati n or at an point .in th selection process shall be deemed reason .6 r 
exclusion of the applicant from consideration fi r the position or for termination from ity 
mployment re ardl of wh n di o er d. 

4.09 PROBATIO ARY APPOINTMENT 

The probationary period hall b gin imm d.iat ly up n appoin1m nt or promotion to a p ition and 
hall continue for a period of six (6 months n n-ex mpt empl yees) or twe'lve (l2 months 
xempt employee and Fire Rescue Department employ es - ee definitions . Upon succ ssful 

completion of th probationary tatus an emplo e hall b grant d emplo ment tatu in that 
position. Vacati n and sick leave red.it or the pr bati nary period shall accrue but ord.inaril no 
such leave ma be taken by newly hired emplo ee without the approval of the City Manager. An 
empl ye r mo d during a probationary period ha NO righ f appeal. 

4.10 El\1PLOYMENT RESTRICTION 

An employee hall not appoint, employ promote or advanc or advocate for appointment 
empl ym rrt, pr motion, or advan m nt in or to a p siti n an individual who is r lat d to th 
employee either by affinity marriage or by con anguinity (blood . uch aid individual may not 
be appointed employed promoted or advanc d in or to a p siti n if uch app iatment 
mployment, promoti n, or advancement ha been advocated by an employee who is relat d o the 

individual a afor said. Fwih r in order to avoid any potential contlic no re lative shall occup a 
supervisory position in r lation to an ther relative. If a onfli ting r lationship should o m 
subs qu nt to mployrn nt th ity Manager shall have the authority to take appropriate action t 
liminat the conflict. 

4.11 TRANSFERS 

A position ma be filled b transferring an mploye who m ls th minimum qualifications fr m 
an th r po i'li n after int rnal vacan y advertisemenl without the requir rnent for external vacancv 
adverti ement of the same class to a ela-ss for which th~i:l-EH-i.§.es-and having the same 
maximum salary. Transfi rs m u t b appr v d b b th Department/Division Heads cone ro d and 
the ity Manag r. 

IV -



8.08 POLITI AL ACTIVITY 

All empl y s are en ourag d to regist r to vot and rcis this privil g . 1n th public intere t it 
i ity poli y and a go errun ntal ben fit to r move career emplo e s from the arena of partisan 
political activit . Flmida .. tatutes impo e e11ain restricti ns on the political acti ities of tate 
county muni ipal offi. ers and emplo ees. Also those employe s in positions supported .in whol 
r in part by federal flmds ma b subje t to thos restrictions contained in th Federal "Hatch Act.'' 

T.h.e following prohibitions shall apply to all ity officers and employees: 

A. o per n shall promise, att mpt ruse p faical po ition influence or c ercion in an effort 
t er d them rit · t m nature of th ity' work force by pa:tT nag or favoritism for pa t 
or futw-e political influences r servic s ither .implied or actual. 

B. Tb ity shall not p rmit the us of its equipment, propert fa ilities or suppli s for 
partisan portical purp se . 

~mpl y s hall not olicil, during working hour for c ntributi n r any rt f upport 
or influence for an political party office or candidate ith r from oth r mployee ' 
superi rs el cted ffi ial r cancLidat . 

Vi lation of any of these restrictions shall result in disciplinary action including di charg as 
det rmin d by th pr vi ions f hapt r IX f th rule . 

8.09 GRIEVANCE PRO ED RE 

Any mploye who believes that b /she ha recei d inequitable treatment becau of some 
condition of hi /her employment ma pers nally or through his/her repr sentative, appeal for relief 
from that condition through the following steps: 

An employee is e p cted to discuss an grievanc initially with hi /h r imm dial 
up rvisor with.in thr e (3) days f the alleged inequitable Lr a1ment. 

If th matt r is not ettl d, th employee may submit a writt n gri vance and relief 
sought to th D partrnent/Divi ion H ad no lat r than seven 7) days of the alleged 
in quitable treatment. The Departm nt/Divisi n H ad -hal l r pond t U1 mploy 
in writing within three (3) working days of receipt ofth grie ance. ate: For Fire 
R scue D partm nt empl y p 2 hall be to the istric hief/A i tant hi.ef 
b fore pre entation to the Fir hiet). 

If the employee feel that the grie ance has not been satisfactoril adjusled 
addressed by the D partm at/Di i ion Head a wri tt n gri vance may b submitted 
t the ity Manager within l:i mt n 14) days of the ail ged inequitable treatment. 
The ity anager may conduct bearing , inv stigations and/or r vi "WS n ce ary t 
determin the facts of the grie anc r alleg d inequitabl treatment, and issue a 
written finding n later than twenty-one (2 1 days from lh all g d in quitabl 
tr atment. 
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~ If the employee feels the findings of !-he-City Manager does not address--!he 
grievance within five (5) days of receipt of the City Manager's findings, a written 
appeaJ may be submitted to the :Personr:.el Advisory BOOfEh 

~ The Personnel Advisory Board shall meet within !en (10) calendar days from receipt 
~peaJ to hear an employee's grie•,'ance and-,make a •.witten finding 
vfithin se¥en (7) ca.lendaf days. Said findings sbalJ be considered advisory and 
submitted l:o the City Manager. 

8.10 HOURS OF WORK 

The normal work week of full-time employees will be forty (40) hours. The normal hours of 
administrative and office personnel shall be from 8:00 a.m. to 4:30 p.m. The meal period is unpaid 
time and shall normally be one-half (1 /2) bom. 

8.11 DEPARTMENT RULES 

Department/Divjsion Heads are authorized to frame and promulgate mies, additional and 
supplemental to these rules, provided they are not in conflict with these rules. All such rules are 
subject to approval, amendment, and/or revocatjon by the City Manager. 

8.12 PERSONNEL RECORDS 

The City Manager shaU direct the maintenance and location of personnel records of each employee 
to a single location. Such records shall include a personnel file for each employee giving basic vital 
statistics, disciplinary actions, employee appeals, and official acts involving the employee, any 
examination records, and any employment records. They shall be available for inspection and 
review insofar as such is permitted under the Public Records Act. 

8.13 PARTICIPATION INEMJ>LOYEE ORGANIZATIONS 

Ali employees have the right to organize, join, or patt ici.pate in or to refuse to join or participate in 
any employee collective bargaining organization under procedures established by the State Statutes. 
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CITY OF SEMINOLE 

AGENDA MEMORANDUM 

DATE: August 22 2017 AGENDA ITEM: 3.C. 

DEPARTM:E T: hunan Resourc s DIVISION: 

UBMITTED BY: . rica Ortmann 

UBJECT: R solution No. 02-2017 Am nding hapter II e ·tion 2.01 hapter IV Section 
4.05.A and 4.11 and bap er VIII Section 8.09 of the ity of eminole s Policies and 
Procedur Manual. 

BACKGROUND: 

h propo d change t hapter IV f th City s Policie and Pro dures Manual updat s the 
d finiti n of internal tran fer to in Jud oluntary redu tion in grade r v luntary transfer 
from full time to par time in addition to volw,tary promotion or lateral tran fer . 

'b se prop ed hange would al o revi the requirements fo r ext rnaJ vacancy 
advertisements. The current policy requir s th ity to plac an mp! ym nt advertis m nt in at 
lea t ne i ue of an wspap r irculated i.n the ity e c pt :fi r th s po iLions which are filled 
by an internal prom tion or a lateral tra� fer. ew ·paper advertisements result in significantly 
fe er job applications than onlin vacancy adv rti, m nts they typically tak 3-5 busin ss day 
to print, and aus th ity to in ur additional expenses for an a verti ement method with a 
comparatively low applicant yield_ The proposed changes to the polici s would lirninat th 
requirement to place an advertisement in an w pap r ir ulated in th ity, and ould all w the 

ity Manag r or uman sourc Director to h o e the e temal job adverti ement method 
re ulti.ng in an anticipat d r duction in the a erage ad rtising cost p r applicant. 

Th propos d chang to ha.pter II of the P licie and Pr cedures Manual removes the definition 
of th 'P rsonnel Ad .i ory Board. In addition th proposed chan tu Chapter Vlll f th 
Policies and Pr cedur s Manual r move th P rs nneJ Advi or Board fr rn the j y 
grievance procedUie for non-union emplo ees. The P rsonnel Advisor Board is by definition 
advi ory and ha no authorit to overturn a d cision determinati n mad by th ity Manag r. 
The ity currently utilize th ervi es of a labor attorney t en ure emplo ee rights are 
prot ted and that employment decision ar aligned with City policies. Having a P r onnel 
Ad isory Board d n t redu th ri k of litigation related to employment actions does not 
provide any meaningful protection of employee right , and pre ents a risk r undermining the 
de i ions and a tions of Lb ity administration. This change i re ommended by the ity 
labor and mployment law specia l counsel. 

Revised on 8/2/2017 



ATTACHMENT: 

resolu i n of th ily ouncil f th ity f minol Fl rida am nding sections 2.01 
Definitjon f Terms 4.0 (Vacan y Adv rtis ments , 4.11 ( ran fer ) a:nd 8.0 
Grievance Pr cedw·e of the City s Personnel Po]jcies and Procedures and providing for an 

effe ti dat . 

RECOMMENDATlO 

Approv th propos d chang s t the ity of eminol s Pers nnel Polici s and Pro edmes. 

SUGGE TED CITY COUNCIL ACTION: 

pprove Resolution o. 02-2017 am nding ha.pt r Il Section 2.01 Chapter IV e tion 4.05.A 
and 4.11 and ha.pt r VIII cti n 8.09 f the it of min le s Polici and Procedur s 
Manual. 

Revised on 8/2/2017 


