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EFFECTIVE DATE: April 24, 2018

Employee Policy 100

100- Purpose, Development, and
Revisions of Personnel Policies
I.

OBJECTIVES:
a. To explain the purposes and functions of the personnel policies;
b. To establish a procedure for the development, adoption, and revision of personnel policies;
c. To provide efficient and friendly service at all times to the citizens of Lynn Haven;
d. Improve communications between City employees and management;
e. Establish employee development and training objectives and procedures;
f. To provide a safe and pleasant working environment for employees.

II.

SCOPE:
The City of Lynn Haven recognizes the need for a staff of efficient, loyal, and well-trained
employees who are vitally interested in the operation of the City of Lynn Haven. To further the
development of those qualities in its employees and to assure its employees that those qualities
will be rewarded, the City of Lynn Haven has developed these personnel policies. These
personnel policies are intended as a guideline for personnel practices and procedures of the City
of Lynn Haven. They contain general statements of the City’s policy and should not be read as
including the fine details of each policy or as forming an express or implied contract or promise
that the policies will be applied in all cases. This manual is not a contract with the employees
and does not alter the employment-at-will relationship in any way. The City of Lynn Haven
may add to the policies in the manual or revoke or modify them from time-to-time. Members of
the management staff will try to keep the manual current, but there may be times when policy
will change before material can be revised.
The City Commission shall adopt new policies and make revisions to existing policies in its
discretion upon the recommendation of the City Manager.
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III.

PROVISIONS:
c. The City Commission shall consider the personnel policies recommended by the City
Manager and will adopt those policies, at its discretion, which are consistent with sound
personnel practices and other policies and programs of the City of Lynn Haven. The
City Commission reserves the right to amend all personnel policies at any time it
considers an amendment necessary.
d. The City Commission retains the unilateral right to make amendments without the
consent of the employees. When policies, practices, or procedures are amended by the
Commission, the amendment, where applicable, will take effect and be effective as if
the policy, practice, or procedure had always been written in the manner amended by
the City Commission.
e. Where the City Commission has delegated authority to management to promulgate
administrative policies, such policies may be amended by management under this
policy.
f. As a condition of employment, employees are expected to abide by all policies and
procedures outlined in this manual.
g. These personnel policies are considered guidelines only. In no way shall these
policies and procedures be, or be construed to be, a contract, agreement,
understanding, or other contractual undertaking between the City of Lynn Haven
and any applicant for employment or employee. The City of Lynn Haven
specifically reserves the right to vary from these policies and procedures as
needed, and further, specifically reserves the right to discipline and terminate an
employee at any time without regard to the application of these policies. No term
or condition of employment will be binding on the City of Lynn Haven unless it is
approved by the City Commission and is embodied in a separate, written
agreement, signed by the City Manager of the City of Lynn Haven.

IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 101

101- Ethics Code
I.

OBJECTIVES:
The purpose of this policy is to reaffirm the City of Lynn Haven’s commitment to the highest
standards of legal and ethical conduct in its business practices and to ensure that all employees
adhere to those standards.

II.

POLICY CONTENTS:
It has been the longstanding policy of the City of Lynn Haven to maintain the highest ethical
standards in the conduct of City of Lynn Haven affairs and in its relationships with members,
suppliers, employees, advisors, and the communities that we serve.

III.

PROVISIONS:
a. As integral members of the City of Lynn Haven’s team, employees are expected to
accept certain responsibilities, adhere to acceptable business principles in matter of
personal conduct, and exhibit a high degree of personal integrity at all times. This not
only involves sincere respect for the rights and feelings of others, it also demands that in
both your business and personal life, you refrain from any behavior that might be
harmful to you, your co-workers, or the City of Lynn Haven, or that might be viewed
unfavorably by current or potential members or by the public at large. Whether you are
on/off duty, your conduct reflects on the City of Lynn Haven. You are, consequently,
encouraged to uphold that highest standards of professionalism at all times.
b. It would be virtually impossible to cite examples of every type of activity which might
give rise to a question of unethical conduct. Therefore, it is important that each of us rely
on our own good judgment in the performance of our duties and responsibilities. When
those situations occur where the proper course of action is unclear, request advice and
counsel from your department head. The reputation of the City of Lynn Haven depends
on each one of us. The following are guidelines that may assist employees in
determining appropriate behavior and conduct.
i. Is the action lawful?

ii. Is the action in line with the City’s core values?
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iii. Would I be embarrassed if my family or friends learned of my actions?
iv. Would I be embarrassed to have the public hear about my actions through news
reports? How would the situation look for me and the City?
v. If asked why I acted in a certain way, would I pause to think of a justification for
my action? How would I feel about myself?
c. Full cooperation with City investigations related to allegations of violations pertaining to
one’s self or another employee is required. This includes answering all questions
honestly, providing complete and thorough information that may be relevant and
maintaining confidentiality as directed during the course of the investigation.
d. All employees must conform to ethical and legal standards to abide by the law and to
preserve the City of Lynn Haven’s integrity and reputation. Failure to adhere to this
policy may result in disciplinary action, up to and including discharge from employment.
IV.

RESPONSIBILITY:
The City Manager shall be responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 102

102- Equal Employment Opportunity
and Non-Discrimination
I.

OBJECTIVES:
To establish and maintain a continuing policy of equal employment opportunity that will ensure
compliance with state and federal civil rights laws.

II.

SCOPE:
The City of Lynn Haven will recruit, employ, and promote employees in all job classifications
without regard to race, color, religion, sex, national origin, age, disability, or veteran status.

III.

PROVISIONS:
a. The City of Lynn Haven bases employment and promotional decisions solely upon an
individual’s qualifications for the position to be filled.
b. The City of Lynn Haven will continue to ensure that all terms and conditions of
employment and all personnel actions, such as hiring, promotions, compensation, benefits,
transfers, probation, discharge, layoffs, recalls, training programs, educational programs,
tuition aids, and social and recreational programs (to the extent that any of the foregoing
currently exist or will in the future be adopted) will be administered without regard to race,
color, religion, sex, national origin, age, disability, or veteran status.
c. The City of Lynn Haven will make reasonable efforts to accommodate the disabilities and
religious practices and beliefs of qualified applicants and employees. Accommodations will
be made so long as they do not create an undue hardship. Qualified individuals with a
disability or with special needs for religious observance are encouraging to discuss their
needs for an accommodation with their supervisor, Human Resources or the City Manager.
Any supervisor receiving request for reasonable accommodation should report the request
to the City Manager. The City Manager, in conjunction with the affected employee and the
employee’s supervisor and/or department manager, using reasonable resources available,
will determine what, if any, effective accommodations exist. The Department Manager, in
conjunction with the City Manager, if necessary, will then determine what accommodations
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are reasonable, if more than one reasonable accommodation exists, and, what reasonable
accommodation will be made.
d. Discrimination against any person in recruiting, examination, selection, appointment, rate of
pay, promotion or transfer, retention, daily working conditions, testing and training, awards,
compensation and benefits, disciplinary measures or any other aspect of employment or
personnel management because of political or religious opinions or affiliations, or because of
race, color, age, gender, national origin, disability, genetic information, marital status,
pregnancy, political affiliation, handicap not affecting qualifications for a specific position,
or the disability of a qualified individual with a disability or other unlawful basis is
prohibited;
e. Unlawful discrimination on the basis of race, age, gender, color national origin, religion,
marital status, pregnancy, genetic information, political affiliation, handicap not affecting
qualifications for a specific position, or the disability of a qualified individual with a
disability or disability is prohibited in the enforcement of these policies;
f. Derogatory language against or about any person’s age, race, gender, color, national origin,
religion, marital status, pregnancy, genetic information, political affiliation, handicap not
affecting qualifications for a specific position, or the disability of a qualified individual with
disabilities is prohibited;
g. The City of Lynn Haven will not tolerate retaliation against employees who oppose
discriminatory practices made unlawful under federal and state civil rights law or who
participate in any way in an investigation under federal or state civil rights laws.
h. The City of Lynn Haven will not tolerate harassment based on an employee’s race, color,
religion, sex, national origin, age or disability. An employee should immediately report any
incident of harassment.
i.

Any employee violating the policies against harassment may be subject to discipline up to
and including termination.

IV.

RESPONSIBILITY:
a. The City Commission shall review and approve any changes in this policy statement.
b. The City Manager, supervisory management, and individual employees are responsible
for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 103

103- Employment-At-Will
I.

OBJECTIVES:
To inform employees of the at-will basis on which they are employed by the City of Lynn
Haven.

II.

SCOPE:
All employees who do not have a separate, individual written employment contract for a
specific fixed term of employment are employed at the will of the City of Lynn Haven and may
be terminated by the City of Lynn Haven at any time, for any reason with or without notice,
except as prohibited by law. Any contract or agreement that specifies a fixed term of
employment must be approved by the Commission and signed by the Mayor or City Manager.

III.

PROVISIONS:
a. Employees who do not have separate, individual written employment contracts signed
by the Mayor or City Manager of the City of Lynn Haven are employed at the will of
the City of Lynn Haven and are subject to termination at any time, for any reason, with
or without cause or notice, except as prohibited by law. Similarly, employees may
terminate their employment at any time and for any reason.
b. The City of Lynn Haven’s Commissioners is the only body authorized to override the
Employment-at-Will provision. No City of Lynn Haven representative is authorized to
modify this policy for any employee or applicant for employment or to enter into any
agreement, oral or written, contrary to this policy. Supervisory and management
personnel should not make any representation to employees or applicants concerning
the terms or conditions of employment with the City of Lynn Haven that are
inconsistent with this policy.
c. This policy will not be modified by any statements contained in this or any other
employee handbooks, employment applications, recruiting materials, memoranda, or
any other materials provided to employees in connection with their employment. None
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d. of these documents, whether singly or combined, will create an expressed or implied
contract concerning any terms or conditions of employment.
e. Nothing contained in this manual, employee handbooks, employment applications, City
of Lynn Haven memoranda, or other materials provided to employees in connection
with their employment require the City of Lynn Haven to have just cause in order to
terminate an employee at any time or for any reason, provided, however, that the City of
Lynn Haven will not terminate any employee for reasons that violate state or federal
law.
f. Statements of specific grounds for termination set forth elsewhere in this manual are not
all-inclusive and are not intended to restrict the City of Lynn Haven’s right to terminate
at-will.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 104

104- Attitude, Spirit, and
Cooperation
I.

OBJECTIVES:
To encourage cooperation and a positive attitude among employees and their supervisors, the
citizens, and other employees.

II.

SCOPE:
City of Lynn Haven employees are expected to perform their jobs in a courteous and
professional manner. Employees are expected to use the City of Lynn Haven’s problem–
solving procedure to resolve misunderstanding or disagreements that could otherwise affect the
employee’s ability to do their jobs in an efficient and positive manner.

III.

PROVISIONS:
Bad attitudes, griping, complaining, rudeness, surliness, and so forth will not be tolerated from
anyone on a consistent basis. When such behavior continues on a day to day basis, it can cause
conflicts and disruptions that result in inefficient job performance and, if exhibited in the
presence of the City of Lynn Haven’s citizens, a loss of goodwill. Employees should use the
grievance procedure when they have complaints about their working conditions. Even when
complaints cannot be resolved to their satisfaction, employees are expected to perform their
jobs in the City of Lynn Haven, courteous and professional manner. Employees must always
respect management including management they do not report to on a daily basis. From time
to time, departments overlap, and employees may work with others or communication may
comingle, it is the employee’s duty to make sure they show respect to that manager and the
manager must show respect to the employee. The failure to do so may result in discipline,
including termination.

IV.

RESPONSIBILITY:
The City Manager, supervisory management, and individual employees are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 105

105- Public Safety
I.

OBJECTIVES:
To establish procedures and conditions that safeguard the City of Lynn Haven’s citizens
and the general public from potentially dangerous conditions.

II.

SCOPE:
City of Lynn Haven citizens and the general public should never come into contact with
any unsafe condition. When potentially hazardous conditions are observed, City of Lynn
Haven citizens and the general public should alert the City of Lynn Haven to the condition.

III.

PROVISIONS:
a. The City of Lynn Haven, in the construction, operation, and maintenance of its systems
will at all times adhere to proper safety barricading and protocols.
b. It is responsibility of each employee, contractor, City of Lynn Haven citizen, and
general public to report to the City of Lynn Haven about all unsafe conditions that any
such person observes in the City of Lynn Haven. Any employee, contractor, City of
Lynn Haven citizen, or general public, upon finding an unsafe condition should
immediately notify the City of Lynn Haven. City employees and contractors should
stand by to guard against hazardous conditions until they are relieved or until the defect
is corrected. City of Lynn Haven citizens are not expected to stand by the guard against
hazardous conditions but should notify, in addition to the City of Lynn Haven
personnel, law enforcement and emergency personnel respecting the conditions.
c. All accidents involving the City of Lynn Haven’s assets, vehicles, or property shall be
properly and promptly investigated, with complete accident reports prepared, including
photographs and sketches to substantiate written reports.

IV.

RESPONSIBILITY
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 106

106- Safety
I.

OBJECTIVES:
To assure that every employee of the City is given a safe environment in which to work. To
assure that each employee of the City has quality tools, materials and equipment to work with,
and is trained to and supervised to accomplish their tasks in a safe and accident-free manner;
and to protect the health and well-being of the City’s employees and the public at all times.

II.

SCOPE:
a. Safety Director
i. The City Manager shall designate a “Safety Director.” It shall be this person’s
duty to ensure that regular safety inspections are made of all facilities and
equipment. The Safety Director shall require that all employees receive safety
instructions on a regular basis and shall submit regular reports to the City
Manager, identifying any unsafe conditions that exist, and recommend changes
required to minimize or eliminate all possible hazards. Currently, the Fire Chief
and designee(s) are responsible for acting as the “Safety Director.” The Chief
will have the authority to discipline employees and management for not
following proper safety guidelines.
b. Safety Manual
i. Formal safety regulations shall be adopted by the City Commission. Each
employee shall be furnished a copy of the regulations which shall remain in the
employee’s custody as long as employed by the City. Each employee shall sign
a statement that he/she received a copy of the safety manual and that he/she has
read and understood its contents. The safety regulations shall be examined on a
regular basis and amended where advisable.
c. Safety Maintenance
i. Tools, materials and equipment that meet safety standards will be used. They
shall be inspected on a periodic basis and shall be maintained in a good and safe
working condition. If there exists a question concerning the quality or state of
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repair of any tool, material or equipment, it shall be investigated, and if
determined to be valid, not used again until it is repaired or replaced. A program
of preventive maintenance shall be followed on all vehicles, and they shall be
kept in a good and safe working order at all times. Tools will be stored in an
orderly fashion in the bins when not in use. Surplus materials will not be
allowed to clutter the truck bed. The vehicles will be kept clean and orderly.
d. Safety Meetings
i. Safety meetings will be conducted on a timely basis. General safety meetings for
all employees will be held on a regularly scheduled basis. The importance of
safety will be emphasized to every new employee as a part of the orientation
program.
ii. Employees will be encouraged to participate in as many special safety programs
such as CPR, First Aid, Blood Borne Pathogens or similar programs and
seminars as may be reasonably available to them. Should the City make any
special safety program available to its employees during working hours, the
program will be considered mandatory and a condition of continued
employment or hire for the future employees.
III.

SAFETY AWARD PROGRAM:
a. The Safety Award program is adopted as an incentive for employees to work safely and
to protect City vehicles and equipment from damage. It is not to be construed as an
excuse to not report accidents. Any employees who willfully neglect to report an
accident or incident in an effort to receive an award shall be subject to disciplinary
action up to and including termination.
b. The part of this program relating to personal injury shall be applied on an individual
basis.
c. An employee will be awarded one day off with pay based on their respective Paid Time
Off calculation by completing all of the following:
i. Attending a minimum of twelve (12) safety meetings within the twelve (12)
month period and successfully passing the exams. Should an employee miss a
meeting, they will have one (1) week to make up the meeting and exam to
receive credit.
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ii. Attending and passing all special training such as CPR, Blood Borne Pathogens,
etc. Should the employee miss the meeting, they will have one (1) week to make
up the meeting and exam to receive credit.
iii. Employees are required to report an accident or incident immediately. If the
employee fails to do so after a 24-hour period, the employee will lose their
incentive.
IV.

RESPONSIBILITY:
a. All supervisors are charged with the responsibility to see that all jobs are planned and
performed in a safe and efficient manner.
b. The Safety Director will be responsible for making sure the City of Lynn Haven
remains in compliance with any and all local, state, and federal agencies as it relates to
operating. The Safety Director will make recommendations to management in areas of
operation and will routinely inform the Department heads and City Manager on
changing policies and procedures.
c. Every employee is charged with the responsibility of performing his or her duties in a
safe and efficient manner. Employees are required to immediately report any and all
unsafe conditions that come to their attention to their respective supervisor and those
unsafe conditions should be corrected on a timely basis. Failure to immediately report
unsafe conditions may result in discipline, up to and including termination.
d. Employees are required to work safely and protect City vehicles and equipment from
damage. Employees are required to immediately report any failure to perform work
safely, accident or damage to any equipment. Any employee who fails to report an
accident or incident will be subjected to discipline, up to and including termination.
e. All employees are responsible for their safety and that of others.
f. The City Manager, management and supervisory personnel are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 107

107- Ethics and Conflicts of Interest
in Relationships with Vendors
I.

OBJECTIVES:
To provide a guide to the City of Lynn Haven’s employees so that they may avoid any
employee/vendor relationship that is not in the best interest of the City of Lynn Haven, or that
could be interpreted not to be in the best interest of the City of Lynn Haven.

II.

SCOPE:
No employee may place himself/herself into a situation or a relationship with a vendor where
his/her actions are not in the best interest of the City of Lynn Haven, or could reasonably be
interpreted as not being in the best interests of the City of Lynn Haven without written approval
from the City Manager following full disclosure.

III.

PROVISIONS:
a. Possible conflicts of interest must be discussed with the employee’s supervisor. If the
supervisor is unable to determine if a conflict exists, or if the supervisor determines
that a conflict exists, the conflict will be disclosed promptly, in writing, to the City
Manager.
b. Employee’s Outside Business Interest
i. Possible conflicts of interest relating to an employee’s outside business interests
include but are not limited to:
i.

Ownership, including ownership of stock, in whole or in part, either directly
or through a relative or agent, of vendor companies;

ii.

Relatives employed by or owning vendor companies. (The nature of the
relationship between individuals and the position of the relative with the
vendor company can influence the extent of any possible conflict of interest.
Reporting such relationships to the employee’s manager will permit a proper
evaluation of the facts);

iii.

Direct employment or retention as a consultant by any vendor company;
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iv.

Officers and directorates in vendor companies (Officers or directorates in
national, statewide, material supply, or service City of Lynn Haven
excluded.)

c. Employees as Vendors or Subcontractors
i. Purchase orders and subcontracts may not be awarded to an employee of the City of
Lynn Haven or to a partnership or corporation in which an employee is a principal or
major stockholder.
i.

Business may not be transacted with former City of Lynn Haven employees
who are operating in a sales capacity or as a principle in a business until one
year has elapsed since termination of their employment with the City of Lynn
Haven.

ii.

Deviations from this policy must be approved by the City Manager.

d. Gifts, Favors, and Entertainment
i.

It is the policy of the City of Lynn Haven that gifts, favors, and excessive
entertainment has no place in the conduct of business and should be
a. Adopt the City of Lynn Haven policy as their own and make this policy
known by their actions, communications, and deeds;
b. Courteously decline or return any gift, favor, or offer of excessive
entertainment. It is recognized that it is common trade practice to offer
advertising novelties of insignificant value (pencils, pens, cigarette
lighters, and the like.) These advertising novelties are acceptable.
Whether or not an item can be considered an advertising novelty
depends on the degree of prominence in which the vendor’s name or
trademark is displayed and the value of the item.

e. Business Meals
i.

If an employee does participate in a lunch or dinner engagement with a
supplier, the engagement should be conducted in a manner so that the
employee does not feel obligated to the supplier as a result of accepting
business gifts or entertainment.
a. As a general rule, luncheon and dinner engagements with vendors
should be carefully monitored. The City of Lynn Haven recognizes,
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however, that it is sometimes courteous and appropriate for employees
to have lunch with suppliers during meetings with them that extend
through the noon hour. Employees are advised that only in extremely
rare circumstances will evening business meetings and/or dinner
engagements with suppliers be considered in the best interest of the City
of Lynn Haven.
b. To establish the proper environment for the conduct of the City of Lynn
Haven’s business, meals occurring in the local area of the City of Lynn
Haven should be paid by the employee and are reimbursable as a
normal expense account item subject to approvals and limitations as
may be required by policy. An employee may accept lunch and dinner
invitations while a guest in a supplier facility, when on other occasions
the supplier has accepted similar invitations from the City of Lynn
Haven while a guest at the City of Lynn Havens’ facility.
c. In order to maintain an appropriate business atmosphere and to ensure
attention to the best interests of the City of Lynn Haven, the use of
alcoholic beverages is prohibited.
f. Financial Dealings with Suppliers
i.

Employees must avoid any financial dealings, direct or indirect, with
suppliers or their representatives, including but not limited to:
a. Loans;
b. Gambling or participating in contests;
c. Investments in supplier companies;
d. Use of real or personal property of a vendor, vendor’s employee or
vendor’s representative; and
e. Business or investment dealings with a vendor, vendor’s employee, or
vendor’s representative, such as joint ownership of investment real
estate, joint ownership of other companies, and so forth.

g. Florida law.
i. Notwithstanding the above, City employees are bound by the Florida Statutes
governing the conduct of all public officers and public employees. No
employee shall engage in behavior prohibited by the Code of Ethics for Public
City of Lynn Haven Employee Policies
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Officers and Employees is found in Chapter 112 (Part III) of the Florida
Statutes. Such prohibitions include but are not limited to: accepting or soliciting
gifts or honoraria, misuse of public positions, disclosure of confidential
information gained by reason of their official position, doing business with the
City, etc. Employees are encouraged to become familiar with the Code of
Ethics in order to ensure compliance.
ii. In any direct conflict between the provisions of this policy and Florida law,
Florida law controls unless this policy is more restrictive, then the more
restrictive policy controls.
IV.

RESPONSIBILITY:
The City Manager, department heads, and the City Commission are responsible for the
administration of this policy.

EFFCTIVE DATE: April 24, 2018
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Employee Policy 108

108- City Commission-Management
and Employee Relations
I.

OBJECTIVES:
To delegate management authority to the City Manager and his/her staff and set forth
management’s expectations of its employees.

II.

SCOPE:
The City Commission hereby delegates the responsibility of management to the City Manager
and his/her staff. In addition, the City Commission delegates to the City Manager full authority
to operate the City of Lynn Haven within established policies and procedures. The City
Commission shall not bring pressure to bear, either directly or indirectly, on the City Manager
in the performance of his/her job duties, and the City Manager shall operate the City of Lynn
Haven in a manner that best serves the needs of the City of Lynn Haven. The City Commission
understands it must go through the City Manager for information from his/her staff to make
sure proper protocol is followed.
The City of Lynn Haven’s general expectations of its employees will include, but are not
limited to, those established by this policy.

III.

PROVISIONS:
The City Manager, supervisory employees, and all other employees shall be guided by the
conditions enumerated herein to create a basis for the daily operation of the City of Lynn
Haven. These provisions and guidelines are not all-inclusive, but rather are illustrative, and all
management rights not specifically listed are reserved to the City of Lynn Haven’s City
Commission and/or management personnel.
a. This grants management the right and management reserve the right to:
i. Control and supervise the operation of the City of Lynn Haven;
ii. Determine job requirements and the personnel needed;
iii. Determine crew make-up and size;
iv. Direct the work force, including assignments of duties;
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v. Eliminate jobs determined unnecessary;
vi. Employ, discharge, transfer, promote, demote and discipline employees;
vii. Schedule hours of work, including overtime work;
viii. Change methods of operation;
ix. Maintain control over standards of performance;
x. Resolve all problems related to the daily operation of the City of Lynn Haven,
including the interpretation of the City Commission and Administrative polices.
b. Management expects each City of Lynn Haven employee to:
i. Respect the position, dignity, and rights of all other employees;
ii. Perform his/her work in an efficient manner and in the best interest of the City
of Lynn Haven;
iii. Protect and preserve the property of the City of Lynn Haven to the best of
his/her ability;
iv. Hold inviolate confidential information about the City of Lynn Haven and its
employees;
v. Conduct himself/herself with members and the general public in such a way as
to reflect favorably upon the City of Lynn Haven.
IV.

RESPONSIBILITY:
The City Manager, supervisory management, and individual employees are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 109

109- Maintaining a Drug-Free
Workplace
I.

OBJECTIVES:
a. To provide City of Lynn Haven employees with a safe, drug-free workplace and to
promote high standards of employee health;
b. To carry out the City of Lynn Haven’s basic responsibility to serve the public safely and
without undue interruption;
c. To establish a drug-free awareness program for City of Lynn Haven employees;
d. To comply with the federal Drug Free Workplace Act of 1988;
e. To comply with the state Drug Free Workplace Act (Chapter 440).

II.

SCOPE:
The City of Lynn Haven is committed to maintaining a safe and healthy workplace free from
the influence of alcohol and drugs and complying with the requirements of the federal and state
Drug Free Workplace Act.

III.

PROVISIONS:
a. Federal and State Drug-Free Workplace Act Provisions
i. The unlawful manufacture, distribution, dispensation, possession, or use of a
controlled substance is prohibited while in a City of Lynn Haven facility or vehicle
or while performing City of Lynn Haven business.
ii. Any employee convicted under any criminal drug statute for a violation occurring in
the workplace must notify City of Lynn Haven officials no later than five days after
such conviction.
iii. In the event that any employee is convicted under a criminal drug statute for a
violation occurring in the workplace, the City of Lynn Haven will take the following
action:
a. Discipline up to and including discharge and/or;
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b. Require satisfactory participation in a drug abuse assistance or
rehabilitation program.
iv. To further educate its employees, the City of Lynn Haven’s on-going drug-free
awareness program will inform employees about:
a. the dangers of drug abuse in the workplace;
b. the availability of drug counseling and rehabilitation;
c. the penalties that may be imposed on employees for drug abuse violations.
b. Additional City of Lynn Haven Provisions:
i. The unlawful manufacture, distribution, dispensation, possession, or use of any
controlled substance at any time by the City of Lynn Haven employees is prohibited.
ii. The unlawful manufacture, dispensation, possession, or use of illegal drug paraphernalia
at any time is prohibited. This does not apply to Police Department on duty.
iii. The unauthorized use, possession, or sale of alcohol while on City of Lynn Haven
premises, while on City of Lynn Haven business, while operating or riding as a
passenger in any City of Lynn Haven-supplied vehicle, or at any time while on-duty is
prohibited. Law enforcement officers handling drugs as for official duties related to

their job shall be considered authorized and lawful. An example would be while
undercover working a case.
iv. Any use of alcohol while off-duty or off City of Lynn Haven premises that adversely
affects an employee’s ability to perform his/her own job or his/her own or others’ safety
at work is prohibited.
v. Being under the influence of alcohol or an illegal controlled substance while on City of
Lynn Haven premises, while on City of Lynn Haven business, while operating or riding
as a passenger in City of Lynn Haven- supplied vehicles, or while on-duty is prohibited.
Being under the influence of alcohol is defined as a blood alcohol content of 0.04 or
more. Alcohol concentration or content is measure in grams of alcohol per 210 liters of
breath. Being under the influence of any controlled substance listed under 21 C.F.R.
1308.11 through 1308.15, “Schedules of Controlled Substances,” means testing positive
at a level to be set by the City of Lynn Haven. Testing levels utilized by the City of Lynn
Haven will be applied in a uniform and nondiscriminatory manner.
vi. Storing any illegal controlled substances or any illegal drugs paraphernalia or
unauthorized alcohol in a locker, desk, vehicle, or other repository on City of Lynn
Haven premises is prohibited.
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vii. Employees must submit to inspections, as specified by this policy, when requested by
management.
viii. Employees must comply with the City of Lynn Haven’s Alcohol and Controlled
Substance Testing policy.
ix. Employees must satisfactorily participate in any drug or alcohol treatment or counseling
program required by the City of Lynn Haven pursuant to the provisions of this policy or
pursuant to the City of Lynn Haven’s Alcohol and Controlled Substance Testing policy
(Policy 110).
x. Employees must report to their Department Manager concerning the use of any drug that
alters the employee’s ability to safely perform the essential functions of their position
including medical marijuana.
xi. The City of Lynn Haven will take the following action for any violation of these
provisions:
a. Discipline up to and including termination
b. Require satisfactory participation in a drug abuse assistance or rehabilitation
program.

c. Inspections
i. Whenever the City of Lynn Haven suspects that an employee’s work performance or onthe-job behavior has been affected in any way by alcohol or a controlled substance, the
City of Lynn Haven may search the employee, the employee’s locker, desk or other City
of Lynn Haven property under the control of the employee, as well as the employee’s
personal effects or vehicle on City of Lynn Haven property.
ii. Whenever the City of Lynn Haven suspects that an employee has sold, purchased, used
or possessed alcohol, a controlled substance, or illegal drug paraphernalia on City of
Lynn Haven premises, the City of Lynn Haven may inspect the employee, the
employee’s locker, desk or other City of Lynn Haven property under the control of the
employee, as well as the employee’s personal effects or vehicle on City of Lynn Haven
property. This will be done on a voluntary consent basis or probable cause exists to
search if the employee refuses to comply they are subject to discipline up to including
termination.
iii. The City of Lynn Haven will prominently post on all employee’s bulletin boards the
following notice:

THE RIGHT TO INSPECT
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The City of Lynn Haven or its duly authorized agent’s reserve
the right to inspect the property and person of any
individual or vehicle on City of Lynn Haven property. This right
includes, but is not limited to, the inspection of parcels,
packages, purses, lunch boxes, briefcases, lockers, work
stations, and desks.
iv. All employees must agree in writing to allow the inspection described above under
the conditions described above as a condition of their employment.
v. All inspections under this subsection must be authorized by the City Manager and
may only be conducted by persons authorized by the City Manager.
d. Training
i. Drug-Free Workplace Act
a. As required by the federal and state Drug Free Workplace Act, the City of
Lynn Haven maintains an ongoing drug-free awareness program that
informs employees about:
i. The dangers of drug abuse in the workplace,
ii. The City of Lynn Haven’s policy of maintaining a drug-free
workplace;
iii. The availability of drug counseling and rehabilitation
iv. The penalties that may be imposed on employees for drug
abuse violations.
IV.

RESPONSIBILITY:
a. Employees
i. All City of Lynn Haven Employees are responsible for abiding by this policy as
a condition of their employment.
b. Management Officials and Supervisors
i. All supervisors are responsible for being alert to possible violations of this
policy by employees under their supervision.
ii. Any violation or suspected violation of this policy should be reported to the City
Manager.
iii. The City Manager will oversee the overall application of this policy.

EFFECTIVE DATE: April 24, 2018
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CITY OF LYNN HAVEN
DRUG FREE WORKPLACE AGREEMENT
I hereby declare that I have received a copy of City of Lynn Haven’s Drug-Free Workplace
Policy. I understand the City of Lynn Haven’s Drug-Free Workplace Policy which includes the
requirements of the federal and state Drug Free Workplace Act and that I agree to abide by its terms as
a condition of my employment. I further agree to allow the inspections described in this policy, with
respect to my property and person, while I am on the City of Lynn Haven’s property and/or on the City
of Lynn Haven’s business. I understand that if I violate the provisions of this policy, I may be
immediately discharged.
By this agreement, I hereby consent to be tested for controlled substances and/or alcohol
pursuant to the City of Lynn Haven’s Alcohol and Controlled Substance Testing Policy (Policy 110). I
authorize the City of Lynn Haven’s officers, employees, and agents to communicate the test results
among themselves for official purposes and to communicate the results at any judicial or
administrative proceedings.

__________________________
Employee’s Name

_________________________
Employee’s Signature

___________________________
Date
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Employee Policy 110

110- Controlled Substances and
Alcohol Use and Testing
I.

OBJECTIVES:
c. To maintain a safe, healthy, and efficient working environment for all City of Lynn
Haven employees and to protect City of Lynn Haven property, equipment, and
operations;
d. To reduce highway accidents that result from driver use of alcohol and/or controlled
substances, thereby reducing fatalities, injuries and property damages; and
e. To comply with federal regulations requiring controlled substances and alcohol testing.
f. To comply with Florida State statute requiring controlled substances and alcohol testing
for employees in safety sensitive positions.

II.

POLICY CONTENTS:
This policy describes the City of Lynn Haven’s requirements and procedures for controlled
substances and alcohol testing.

III.

PROVISIONS:
a. Federal Highway Administration (FHWA) Controlled Substances and Alcohol Testing
for Employee Drivers, Leased Drivers, Contract Drivers, and Driver Applicants. The
provisions apply to all employee drivers, leased drivers, contract drivers, and driver
applicants who are subject to driving any vehicle in interstate or intrastate commerce
that: (a) has a gross combination weight rating of 26, 001 or more pounds inclusive of a
towed unit with a gross vehicle weight rating of more than 10,000 pounds; or (b) has a
gross vehicle rating of 26,001 or more pounds; or (c) is designed to transport 16 or more
passengers, including the driver; or (d) is of any size and is used in the transportation of
materials found to be hazardous for the purposes of the Hazardous Materials
Transportation Act and which require the motor vehicle to be placarded under the
Hazardous Material Regulations.
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b. Florida statute requires controlled substance and alcohol testing of all employees in
safety sensitive positions.
i.

The use of alcohol, including any medication containing alcohol, is prohibited
as follows:
a. No driver or safety sensitive employee shall report for duty or remain on duty
requiring the performance of safety-sensitive functions while having an alcohol
concentration of 0.04 or greater. A driver/safety sensitive employee is
considered to be performing a safety-sensitive function from the time a
driver/safety sensitive employee begins to work or is requiring to be in
readiness to work until the time he/she is relieved from work and all
responsibility for performing work. Safety sensitive functions shall include:
i.

All time that an employee is at an employer or shipper plant, terminal,
facility, or other property, or on any public property, waiting to be
dispatched, unless the driver/safety sensitive employee has been
relieved from duty by the employer;

ii.

All time inspecting equipment, servicing or conditioning any
commercial motor vehicle at any time;

iii.

All time spent at the driving controls of a commercial motor vehicle in
operation;

iv.

All time, other than driving time, in or upon any commercial motor
vehicle except time spent resting in a sleeper berth;

v.

All time loading or unloading a commercial motor vehicle,
supervising, or assisting in the loading or unloading, attending a
commercial motor vehicle being loaded or unloaded, remaining in
readiness to operate the commercial motor vehicle, or in giving or
receiving recipients for shipments loaded or unloaded;

vi.

All time repairing, obtaining assistance, or remaining in attendance
upon a disabled commercial motor vehicle.

b. No driver/safety sensitive employee shall use alcohol while performing safety-sensitive
functions.
c. No driver/safety sensitive employee shall perform safety-sensitive functions within four
hours after using alcohol.
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d. No driver/safety sensitive employee required to take a post-accident alcohol test shall
use alcohol for eight hours following an accident, or until he/she undergoes a postaccident alcohol test, whichever occurs first.
i.

The use of controlled substances is prohibited as follows:

ii. No driver/safety sensitive employee shall report for duty or remain on duty
requiring the performance of safety-sensitive functions when the driver/safety
sensitive employee uses any controlled substances, except when the use is
pursuant to the instructions of a physician who has advised the driver/safety
sensitive employee that the substance does not adversely affect the driver/safety
sensitive employee’s ability to safely operate a commercial motor vehicle.
Driver/safety sensitive employees must inform the City of Lynn Haven of any
therapeutic controlled substance use.

e. Tests Required:
i. Pre-Employment Testing:
a. Prior to the first time a driver/safety sensitive employee performs safetysensitive functions of the City of Lynn Haven, the driver/safety sensitive
employee must undergo testing for controlled substances. No
driver/safety sensitive employee will be allowed to perform safetysensitive functions unless he/she has received a controlled substances test
result from the medical review officer indicating a verified negative test
result.
ii.

Post-Accident Testing:
a.

As soon as practicable following an occurrence involving a
commercial motor vehicle operating on a public road in commerce,
the City of Lynn Haven will test for alcohol and controlled
substances (1) who is performing safety-sensitive functions with
respect to the vehicle if the accident involved the loss of human life,
or (2) who receives a citation under state or local law for a moving
traffic violation arising from the accident if the accident involved: (1)
bodily injury to any person who, as a result of the injury immediately
receives medical treatment away from the scene of the accident; or
(2) one or more motor vehicles incurring disabling damage as a result
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of the accident, requiring the motor vehicle to be transported away
from the scene by a tow truck or other motor vehicle.
iii.

Post-Accident Testing Conditions:
a. If a post-accident alcohol test is not administered within two
hours following the accident, the City of Lynn Haven will
prepare and maintain on file a record stating the reasons the test
was not promptly administered. If a post-accident alcohol test is
not administered within eight hours following the accident, the
City of Lynn Haven will cease attempts to administer an alcohol
test and will prepare and maintain the same record.
b. If a post-accident controlled substances test is not administered
within 32 hours following the accident, the City of Lynn Haven
will cease attempts to administer a controlled substances test and
prepare and maintain on file a record stating the reasons the test
was not promptly administered.
c. A driver/safety sensitive employee who is subject to postaccident testing shall remain readily available for such testing or
may be deemed by the City of Lynn Haven to have refused to
submit to testing.
d. The City of Lynn Haven will provide driver/safety sensitive
employees with necessary post-accident information, procedures
and instructions, prior to the driver/safety sensitive employee
operating a commercial motor vehicle, so that driver/safety
sensitive employees will be able to comply with the requirements
of Section III.B.2.
e. Post-accident testing under this section does not apply to: (a) an
occurrence involving only boarding or alighting from a stationary
motor vehicle; or (b) an occurrence involving only the loading or
unloading of cargo; or (c) an occurrence in the course of the
operation of a passenger car or a multipurpose passenger vehicle
by an employer unless the motor vehicle is transporting
passengers for hire or hazardous materials of a type and quantity
that require the motor vehicle to be marked or placarded in
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iv.
a.

Random Testing:

Each DOT driver and employees in a safety sensitive positive have an equal
chance of being tested each time selections are made.

b. Random alcohol and controlled substances tests are unannounced and dates for
administering random alcohol and controlled substances tests are spread
reasonably throughout the calendar year.
c. Each driver/safety sensitive employee who is notified of selection for random
alcohol and/or controlled substance testing is required to proceed to the test
site immediately provided, however, that is a driver is performing a safetysensitive function at the time of notification, the City of Lynn Haven will
ensure that the driver ceases to perform the safety-sensitive function and
proceeds to the testing site as soon as possible.
i.

Random Alcohol Testing
a. The City of Lynn Haven will randomly select a sufficient number
of driver/safety sensitive employees for alcohol testing during
each calendar year to equal an annual rate of less than the
minimum annual percentage rate of 10 percent of driver/safety
sensitive employees.
b. A driver will be tested for alcohol only while the driver is
performing safety-sensitive functions, just before the driver is to
perform safety-sensitive functions, or just after the driver has
ceased performing such functions.

ii.

Random Controlled Substances Testing
a. The City of Lynn Haven will randomly select a sufficient number
of driver/safety sensitive employees for controlled substances
testing during each calendar year to equal an annual rate not less
than the minimum annual percentage rate of 50 percent of
driver/safety sensitive employees.

iii.

Reasonable Suspicion Testing:
a. Observations for alcohol and/or controlled substances reasonable
suspicion testing will be made by a supervisor or City of Lynn
Haven official who is trained in accordance with Drug Free
Workplace Act or FHWA regulations.
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b. Reasonable Suspicion Alcohol Testing
c. A driver/safety sensitive employee will be required to submit to
an alcohol test when the City of Lynn Haven has reasonable
suspicion to believe that the driver/safety sensitive employee has
violated the prohibitions of this policy concerning alcohol. The
City of Lynn Haven’s determination that reasonable suspicion
exists to require the driver/safety sensitive employee to undergo
an alcohol test will be based on specific, contemporaneous,
articulable observations concerning the appearance, behavior,
and speech or body odors of the driver/safety sensitive employee.
d. The individual who makes the determination that reasonable
suspicion exists to conduct an alcohol test shall not conduct the
alcohol test of the driver/safety sensitive employee.
e. Alcohol testing is authorized only if the observations above are
made during, just preceding, or just after the period of the work
day that the driver/safety sensitive employee is required to be in
compliance with this policy. A driver/safety sensitive employee
will be directed by the City of Lynn Haven to undergo reasonable
suspicion testing only while the driver/safety sensitive employee
is performing safety-sensitive functions, just before the
driver/safety sensitive employee is to perform safety-sensitive
functions or just after the driver/safety sensitive employee has
ceased performing such functions.
f. If a reasonable suspicion alcohol test is not administered within
two hours from the time the City of Lynn Haven has a reasonable
suspicion, the City of Lynn Haven will prepare and maintain on
file a record stating the reasons the alcohol test was not promptly
administered. If an alcohol test was not administered within eight
hours, the City of Lynn Haven will cease attempts to administer
an alcohol test and will state in the record the reasons for not
administering the test.
g. Notwithstanding the absence of a reasonable suspicion alcohol
test, no driver/safety sensitive employee shall report for duty or
remain on duty requiring the performance of a safety-sensitive
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function while the driver/safety sensitive employee is under the
influence or impaired by alcohol, as shown by the behavioral,
speech and performance indicators of alcohol misuse, nor will the
City of Lynn Haven permit the driver to perform or continue to
perform safety-sensitive functions, until (1) an alcohol test is
administered and the driver’s alcohol concentration measures less
than 0.02; or (2) 24 hours have elapsed following the
determination that there is reasonable suspicion to believe that
the driver has violated prohibitions concerning alcohol use.
h. Except as provided in paragraph (e) above, the City of Lynn
Haven will not take any action against a driver/safety sensitive
employee based solely on a driver/safety sensitive employee’s
behavior and appearance, with respect to alcohol use, in the
absence of an alcohol test.
v. Reasonable Suspicion Controlled Substance Testing:
a. A driver/safety sensitive employee will be required to submit to a
controlled substances test when the City of Lynn Haven has reasonable
suspicion to believe that the driver/safety sensitive employee has
violated the prohibitions of this policy concerning use of controlled
substances. The City of Lynn Haven’s determination that reasonable
suspicion exists to require the driver/safety sensitive employee to
undergo a controlled substances test will be based on specific,
contemporaneous, articulable observations concerning appearance,
behavior, speech or body odors of the driver/safety sensitive employee.
Observations may include indications of the chronic and withdrawal
effects of controlled substances.
b. A written record will be made of observations leading to controlled
substances reasonable suspicion test and signed by the supervisor or
City of Lynn Haven official who made the observations, within 24 hours
of the observed behavior or before the results of the controlled
substances test are released, whichever is earlier.

vi. Return-to-Duty Testing:
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i. Before a driver/safety sensitive employee returns to duty requiring the
performance of safety-sensitive functions after engaging in prohibited
conduct regarding the use of alcohol, the driver/safety sensitive
employee must undergo a return-to-duty alcohol test with a result
indicating alcohol concentration less than 0.02.
ii. Before a driver/safety sensitive employee returns to duty requiring the
performance of safety-sensitive function after engaging in prohibited
conduct regarding the use of controlled substances, the driver/safety
sensitive employee shall undergo a return-to-duty controlled substances
test with a result indicating a verified negative result for controlled
substance use.
vii. Follow-Up Testing:
i. Following determination that a driver/safety sensitive employee is in
need of assistance in resolving problems with alcohol misuse and/or use
of controlled substances, the City of Lynn Haven will ensure that the
driver/safety sensitive employee is subject to an unannounced follow-up
alcohol and/or controlled substances testing as directed by a substance
abuse professional.
ii. Follow-up alcohol testing will be conducted only when a driver/safety
sensitive employee is performing safety-sensitive functions, or just
before or just after performing safety-sensitive functions.
i. Follow-up testing will include at least six tests in the first 12
months following the driver or safety sensitive employee’s
return to duty but will not continue for more than 60 months.
f. Access/Confidentiality of Records
i. Records pertaining to controlled substances and alcohol use and testing are
maintained in a secure location with controlled access. The City of Lynn
Haven will not release driver information contained in records it is required to
maintain under FHWA regulations except as authorized or required by law.
ii. A driver or safety sensitive employee is entitled, upon written request, to
obtain copies of any records pertaining to the driver or safety sensitive
employee’s use of alcohol or controlled substances, including any records
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pertaining to his/her alcohol or controlled substances test. The City of Lynn
Haven will promptly provide records request by the driver. Access to the
driver’s records is not contingent upon payment for records other than those
specifically requested.
iii. Records will be made available to a subsequent employer upon receipt of a
written request from the driver.
iv. The City of Lynn Haven may disclose information required to be maintained
under this policy pertaining to a driver to the decision maker in a lawsuit,
grievance, or other proceeding initiated by or on behalf of the individual, and
arising from the results of an alcohol and/or controlled substances test
administered under this policy, or from the City of Lynn Haven’s
determination that the driver engaged in conduct prohibited by this policy
(including, but not limited to, a worker’s compensation, unemployment
compensation, or other proceeding relating to a benefit sought by the driver.)
v. The City of Lynn Haven will release information regarding a driver’s records
as directed by specific, written consent of the driver authorizing release of
information to an identified person.
g. Employer Notification
i. The City of Lynn Haven will notify a driver of the results of a preemployment-controlled substance test if the driver requests such results within
60 calendar days of being notified of the disposition of the employment
application.
ii. The City of Lynn Haven will notify a driver of the results of random
reasonable suspicion and post-accident test for controlled substances
conducted under this part, if the test results are verified positive. The City of
Lynn Haven will also inform the driver which controlled substance(s) was
verified as positive.
iii. The designated City of Lynn Haven official will make reasonable efforts to
contact and request each driver who submitted a specimen under the City of
Lynn Haven program, regardless of the driver’s employment status, to contact
and discuss results of the controlled substances test with the medical review
officer if the medical review officer has been unable to contact the driver. The
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designated City of Lynn Haven official will immediately notify the medical
review officer that the driver has been notified to contact the medical review
officer within 24 hours.
h. Procedures for Testing Programs
The City of Lynn Haven will ensure that all alcohol and controlled substances
testing conducted under this policy complies with the procedures set forth in 49
C.F.R. Part 40.
i. Controlled Substances Testing:
a. The City of Lynn Haven will test for marijuana, cocaine, opiates,
amphetamines, and phencyclidine. The split sample method of
testing will be used. Testing will be performed by a laboratory
certified by the Department of Health and Human Services.
b. If the test result of the primary specimen is positive, the employee
may request that the medical review officer direct that the split
specimen be tested in a different DHHS-certified laboratory for
presence of the drug(s) for which a positive result was obtained in the
test of the primary section. The medical review officer will honor
such a request if it is made within 72 hours of the employee having
been notified of a verified positive test result.
ii. Alcohol Testing:
a. Alcohol test will be conducted by a trained health alcohol technician
or screening test technician (screening tests using non-evidential
screening devices only). Screening test using non-evidential breath
testing device or non-evidential screening device approved by the
National Highway Traffic Safety Administration Confirmatory tests
will be done by a trained breath alcohol technician using an
evidential breathing testing device.
b. If the result of the screening test is a breath alcohol concentration of
less than 0.02, no further testing is authorized.
c. If the result of the screening test is a breath alcohol concentration of
0.02 or greater, a confirmation test will be performed.
i. Information to be obtained from Previous Employers
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i. The City of Lynn Haven will obtain, pursuant to the driver’s consent
information on the driver’s alcohol tests with a concentration result of 0.04 or
greater, positive controlled substances test results, and refusals to be tested,
within the preceding two years, which are maintained by the driver’s previous
employers.
ii.

The drivers’ specific, written consent to release of this information is a
condition of employment with the City of Lynn Haven. The City of Lynn
Haven will provide the driver or safety sensitive employees’ consent form for
release of this information to each of the driver’s previous employers within
the two preceding years.

iii.

The City of Lynn Haven will maintain a written, confidential record with
respect to each previous employer contacted.

iv.

This information will be obtained and reviewed by the City of Lynn Haven
prior to the driver performing safety-sensitive functions, but if this is not
feasible, then no later than 14 calendar days after the first time a driver
performs a safety-sensitive function. The City of Lynn Haven may not permit
a driver to perform safety-sensitive functions after 14 days without obtaining
the information.

v.

The City of Lynn Haven must still obtain this information even if the driver
stops performing the safety-sensitive function before the City of Lynn Haven
obtains the information.

vi.

The City of Lynn Haven may not use a driver to perform safety-sensitive
functions if the City of Lynn Haven obtains information on the driver’s
alcohol test with a concentration of 0.04 or greater, verified positive controlled
substances test result, or refusal to be tested, without obtaining information on
a subsequent substance abuse professional evaluation and/or proof of
completion of rehabilitation and compliance with return-to-duty testing
procedures.

vii.

The City of Lynn Haven may also obtain, pursuant to the driver’s written
consent, any of the information concerning the driver which is maintained
under FHWA regulations by the driver’s previous employers.

j. Consequences of Positive Alcohol or Controlled Substances Test
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i.

In addition to, and independent of, any consequences for testing positive to
alcohol or controlled substances set forth in 49 C.F.R. Part 382, any driver
who tests positive for alcohol or controlled substances, adulterates or
substitutes a specimen, or refuses to submit to testing is subject to discipline,
up to and including discharge, as set out in the City of Lynn Haven’s
established disciplinary procedures.

ii.

No driver will be allowed to perform safety-sensitive functions, including
driving a commercial motor vehicle, if the driver has engaged in conduct
prohibited by this policy, unless the driver has met the requirements.

iii.

No driver tested and found to have an alcohol concentration of 0.02 or greater
but less than 0.04 will be allowed to perform or continue to perform safetysensitive functions, including driving a commercial motor vehicle, until the
start of the driver’s next regularly scheduled duty period, but not less than 24
hours following administration of the test.

iv.

Except as provided above, the City of Lynn Haven will not take any action.
Based solely on test results showing an alcohol concentration less than 0.04.
This does not prohibit the City of Lynn Haven from taking any action
otherwise consistent with law under its authority independent of FHWA
regulations.

k. Referral, Evaluation, and Treatment
i. A driver who has engaged in conduct prohibited by this policy will be advised by the
City of Lynn Haven of the resources available to the driver in evaluating and resolving
problems associated with the misuse of alcohol and use of controlled substances.
ii. Before a driver returns to duty requiring the performance of a safety-sensitive function
after engaging in conduct prohibited by this policy, the driver must undergo a return-toduty alcohol or controlled substances test as set forth. In addition, each driver identified
as needing assistance in resolving problems with alcohol misuse or controlled
substances use must be evaluated by a substance abuse professional to determine that
the driver has properly followed a rehabilitation programs and will be subject to
unannounced follow-up alcohol and controlled substances tests as set forth.
iii. The requirements do not apply to applicants.
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l.

Any employee’s inquiries about this policy should be directed to the City Manager.

m.

Each driver is required to sign a statement certifying that he or she has received a copy
of this policy.

n. All Employees and Employee Applicants:
i. This drug testing policy applies to all employees and applicants for employment in
safety sensitive positions or where the City has a reasonable basis to test, including an
applicant’s prior drug or alcohol related issues or incidents.
ii. Testing under Section III.A.14. of this policy may be done to determine the presence of
alcohol or any controlled substances as listed under 21 C.F.R 1308.11 through 1308.15.
“Schedules of Controlled Substances.” Positive test levels will be established by the
City of Lynn Haven.
iii. Drivers and driver applicants tested under the DOT Procedures above will only be
tested for controlled substances and alcohol:
i. By use of a second urine sample collected separately from that used to
conduct DOT testing, or
ii. By means of another urinalysis.
o. Pre-employment
i. The City of Lynn Haven conducts pre-employment screening for alcohol and controlled
substance use for all applicants where the City has a reasonable basis to test, including
an applicant’s prior drug or alcohol related issues or incidents. Any applicant for
employment requested to submit to such screening will be notified that urine, breath,
blood or saliva samples will be used to test the presence of alcohol and controlled
substances. Any applicant testing positive for alcohol or controlled substances or who
refused to be screened for alcohol or controlled substances does not meet the
qualifications for employment by the City of Lynn Haven.
p. Reasonable Cause Testing
i. An employee must provide urine, breath, blood and/or saliva sample for purposes of
alcohol and controlled substances testing when the City of Lynn Haven has reasonable
cause, based upon the employee’s conduct to suspect that the employee is under the
influence of alcohol or a controlled substance while on duty or otherwise performing
City of Lynn Haven business. The adulteration or substitution of a specimen provides
reasonable cause to conduct testing under this section.
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q. Post-Accident Testing
i. An employee must provide a urine sample for the purpose of controlled substance
testing when the employee is involved in an accident or incident involving the actual or
potential loss of human life, serious bodily injury, or significant property damage.
r. Random Testing
i. A safety sensitive employee must provide a urine sample for the purpose
of controlled substance testing on a random basis. The random selection
of employees is made by a scientifically valid method. Each employee
subject to random testing has an equal chance of being selected each
time selections are made. Such procedure is applied in a uniform and
nondiscriminatory manner.
ii. An employee who refuses to consent to testing under Section III.A.14.,
who adulterates or substitutes a specimen, or who test positive for
alcohol or illegal controlled substances will be disciplined, up to and
including termination.
iii. Employees testing positive will be given the opportunity to present
alternative medical explanations for the positive test, including evidence
that medication prescribed by a licensed medical professional for use by
the employee was the cause of the positive test result.
iv. Any person who is trained in employment after testing positive may be
retested at any time for a period of up to five years.
v. Test results are confidential. Results may be disclosed to the City of
Lynn Haven’s medical and legal advisors, and to those individuals
within the City of Lynn Haven who have a need to know of such results.
Results may also be disclosed in any lawsuit, grievance, or other
proceeding initiated by or on behalf of an employee.
vi. All testing under this section of the policy is conducted on a
nondiscriminatory basis so that no employee is harassed or treated
differently from other employees in similar circumstances.
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RESPONSIBILITY:
a. Employees
i. All City of Lynn Haven Employees are responsible for abiding by this policy as a
condition of their employment.
b. Management and Supervisors
i. All supervisors and management are responsible for being alert to employee conduct
that raises a reasonable suspicion that an employee is using or is under the influence of
alcohol or controlled substances while on duty or otherwise performing City of Lynn
Haven business.
c. The City Manager is responsible for the implementation of this policy and he/she will have
oversight of the employees responsible for scheduling drug testing as required by this policy.

EFFECTIVE DATE: April 24, 2018
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Instructions to Employees
As provided for by federal and state regulations and by the City of Lynn Haven’s Alcohol and
Controlled Substance Testing Policy, employees are required to submit urine specimens for controlled
substance testing under various circumstances. These instructions outline your employee
responsibilities pertaining to the testing procedure.
1. Report to the collection site at the time provided.
2. All unnecessary outer garments (coats/jackets) shall be removed.
3. You may not carry with you any personal belongings; however, you may retain your
wallet.
4. You must provide positive identification, such as photo identification, to collection site
personnel.
5. You will be required to wash and dry your hands prior to urination.
6. After washing your hands, you must remain in the presence of collection site personnel,
and you may not have access to a water fountain, faucet, soap dispenser, or any material
that could be used to adulterate the specimen.
7. You will be given a specimen bottle or container. You may provide your specimen in
the privacy of a stall or partitioned area that provides individual privacy. At least 45
milliliters of urine must be provided.
8. You may wash your hands after providing a specimen.
9. You must keep your specimen in your sight until the container has been sealed and
labeled.
10. You shall initial the identification label secured on the bottle by collection site
personnel, certifying that the specimen collected was yours.
11. You shall sign the chain of custody form.
12. If requested, you shall sign a consent or release form authorizing collection of the
specimen, analysis of the specimen, and release of the results to the employer.
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Employee Policy 111

111- Tobacco and Electronic
Simulation Use
I.

OBJECTIVES
a. To promote and maintain a productive and favorable working environment in City of
Lynn Haven buildings and vehicles at all times for all employees; and
b. To clearly indicate the limitations on tobacco use and electronic stimulation
accommodations to be made for tobacco/electronic users where limitations apply based
on the Florida Clean Indoor Act of 1985 this also includes the revision effective July 1,
2016 of state law that does not allow electronic simulation. Specifically, the bill amends
the definition of “smoking” to include, inhaling, exhaling, carrying, or possessing a
nicotine dispensing device.

II.

POLICY CONTENTS:
a. The City of Lynn Haven does not discriminate against any employee, or employee
group, nor are any special rights afforded to any employee by this policy.
b. The efficient and effective performance of services for members and the maintenance of
a favorable working environment require the City of Lynn Haven to prohibit
tobacco/electronic use in certain areas of the City of Lynn Haven’s facilities and
vehicles.
c. This policy will be implemented in a spirit of cooperation, courtesy, and mutual respect.
The harassment of tobacco/electronic users or nontobacco user will not be tolerated.

III.

PROVISIONS:
a. Employee Meetings
i. Tobacco/electronic use are not permitted at meetings of employees.
b. Office and Warehouses
i. Tobacco/electronic use are not permitted in any City of Lynn Haven facility.
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c. Any employee who wishes to utilize tobacco/electronic simulation must do so in a
designated area. Management will designate the area to ensure tobacco/electronic use
does not offend any non-user especially around entrances to the facilities.
d. City of Lynn Haven Vehicles
i. Tobacco/Electronic use is not permitted in the City of Lynn Haven’s vehicles.
e. “No Tobacco/Electronic Simulation” signs are posted all entrances to City of Lynn
Haven facilities.
f. Cleanliness of designated tobacco/electronic simulation areas will be the responsibility
of the tobacco/electronic simulation users.
IV.

RESPONSIBILITY:
The City of Lynn Haven’s employees, supervisors, and the City Manager are responsible for
the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 112

112- Antidiscrimination and
Confidentiality Regarding Human
Immunodeficiency Virus (HIV) Infection and
Acquired Immune Deficiency Syndrome
(AIDS)
I.

OBJECTIVES:
a. To ensure that all individual who have tested HIV positive or who are suspected of
having the HIV are not discriminated against with regard to any employment
opportunities.
b. To provide safe working conditions for all employees; and
c. To assure HIV infected individuals that all information regarding their condition will
remain strictly confidential.

II.

SCOPE:
The City of Lynn Haven will comply with the Rehabilitation Act of 1973 and the
Americans with Disabilities Act of 1990 which prohibit discrimination on the basis of HIV
infection. The City of Lynn Haven also complies with Florida statute 381.004. Such laws
are premised on the current consensus of the medical and scientific communities that HIV
transmission does not occur through causal body contact typical of the workplace.
Therefore, the City of Lynn Haven will not discriminate against persons who are infected
or are suspected of being infected with the HIV or who have or who are suspected of
having AIDS. Any information supplied to the City of Lynn Haven regarding an
employee’s condition in regard to HIV infection or AIDS is strictly confidential. In
addition, no employee will be required to submit to HIV resting as a requirement of
employment.
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III.

PROVISIONS:
a. The City of Lynn Haven will educate its employees concerning HIV infection and AIDS
and their impact on the workplace. The City of Lynn Haven will continue to monitor the
accepted medical and scientific opinions concerning the transmission of the HIV and will
revise this policy as necessary to maintain a safe workplace for all employees.
b. The City of Lynn Haven will not discriminate against employees or applicants who have
been exposed to the HIV, are suspected of being infected with the HIV, or are infected with
the HIV. The City of Lynn Haven will hire and continue to employ such persons as long as
they are qualified to perform the essential functions of the job in accordance with City of
Lynn Haven standards.
c. The City of Lynn Haven will not require applicants or employees to submit to HIV testing.
d. As with any other disability, the City of Lynn Haven will make reasonable efforts to
accommodate the needs of an employee afflicted with AIDS.
e. The City of Lynn Haven will assist HIV infected employee with any benefits to which they
might be entitled under either group medical insurances or disabilities insurance.
f. All medical information, including information concerning HIV infection, is confidential.
g. Any unauthorized disclosure of information relating to an individual’s condition shall be
violation of City of Lynn Haven policy.

h. Any employee or applicant having questions about this policy or wishing to have further
information about AIDS or the human immunodeficiency virus should contact the City
Manager.

IV.

RESPONSIBILITY
The City Manager is responsible for the administration of this policy and for delegating the
establishment of an HIV and AIDS educational program to a ranking management official.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 113

113- Safety Hazardous
Communications
I.

OBJECTIVES:
To comply with the OSHA Hazard Communication Standard - Final Rule, dated August 27,
1987, and subsequent amendments to the Standard. In complying with the Standards, it is the
City’s intent to provide a safe work environment for all employees.

II.

SCOPE:
a. A copy of this policy will be available at all offices to any employee who requests a
copy for review.
b. Copies of Material Safety Data Sheets (MSDS) covering all hazardous chemicals to
which employees may be exposed on the job will be maintained at each district and
available to all employees. Management will acquire a MSDS on any new hazardous
material purchased.
c. The personnel responsible for the storage of any hazardous material will assure that
containers are properly labeled and in good condition. Any unusual conditions will be
reported to the Safety Director at once.
d. Training will be provided to all employees to minimize risk in the storage, handling, use
and disposal of all hazardous materials. Before beginning a non-routine hazardous task,
the supervisor will conduct a “tailgate” session reviewing protective procedures to be
followed.
e. Outside contractors will be advised of any hazardous materials their crews may be
exposed to by the line superintendent in the area in which the crew will be working.

III.

RESPONSIBILITY:
Each employee is responsible to seek guidance before exposure to any unfamiliar hazardous
material. The Safety Director is responsible to see that the provisions of this policy are
followed.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 114

114- Confidentiality of Personnel
Files and Employee Privacy Rights
I.

OBJECTIVES:

a. To establish guidelines to govern the confidentiality of employee personnel files;
b. To establish procedures for employees to review the contents of their personnel file; and
c. To designate individuals who may access personnel files and to designate responsibility
to those individuals for maintaining the confidentiality of those files.
d. To ensure only information that is allowable under the Florida Sunshine Law is released
to the public.
II.

SCOPE:
Because certain information contained in employee personnel files is confidential in nature,
access to such files is limited. However, persons shall have the right to inspect personnel
files subject to the restrictions in Florida law and employees may insert explanatory
statements into their personnel file subject to the City policy and recordkeeping
requirements.

III.

PROVISIONS:
a. Personnel files are property of the City of Lynn Haven. They may not be removed or
copied by anyone without permission of the City Manager.
b. Information contained in personnel files is confidential and shall be treated as such.
Improper disclosure of confidential information will result in discipline up to and
including discharge.
c. Central personnel files are in the official custody of Human Resources. Access to
central personnel files is restricted to the City Manager and Human Resources Director.
d. Other personnel information, including medical information and information kept by
supervisors, and the payroll department is subject to the terms and conditions of this
policy.
e. Employee Rights:
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i. Upon written request, employees will be granted the opportunity to review their
personnel files. Inspection shall occur during normal office hours and in the
presence of the City Manager or his/her delegate. Such review will take place at
the location where personnel files are maintained. The City Manager will sign
and date the log.
ii. The City of Lynn Haven may, in its discretion, deny any employee’s request for
review of his/her personnel record if the requesting employee has reviewed
his/her personnel file within the last six months as long as no Florida Sunshine
Law Public Records request is being violated.
iii. No employee may remove, copy or alter any information contained in his/her
personnel file.
iv. An employee may insert a written statement concerning any information or
matter contained in the employee’s personnel file with which he/she disagrees or
objects. The employee may also file a written protest to the City Manager
requesting removal of such information. The City Manager will determine
whether contested information shall remain or be removed from the employee’s
personnel file.
v. Employees shall not have access to files relating to the investigation of a
possible or alleged criminal offense by the employee unless the employee is
under internal investigation.
f. Access to Personnel Files
i. No employee, including supervisors, may have access to the personnel file of
any other employee unless they have a legitimate business necessity to have
information contained in the file. Such access to personnel files must be
obtained through the City Manager or his/her delegate and not through direct
access using the public records request process.
ii. Personnel files are available to the City Commission as an entity but not to
individual members of the City Commission unless the City Commission, by
express resolution, authorizes an individual City Commission member to inspect
personnel files.
iii. Outside Request
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i. Inquiries from outside this organization concerning personnel file data
(verification of employment, reference checks, and so forth for both
present and former employees) shall be referred to the City Manager for
reply. Responses to requests for information will be limited to the release
of the employee’s or former employee’s dates of employment and
positions held with the City of Lynn Haven, unless the employee has
provided written authorization for the release of further information.
iv. Litigation Inquires
Request by litigants (including administrative agencies) for information from
personnel files or for copies or personnel files will not be honored unless:
i. The City of Lynn Haven’s general counsel authorizes such release;
ii. The request for such copies is accompanied by a search warrant or a duly
authorized subpoena, in which case the City of Lynn Haven’s general
counsel will be consulted regarding whether the personnel files will be
turned over or whether appropriate legal action will be instituted to
quash such request.
g. Medical information (including results from alcohol and controlled substance testing) is
maintained in files separate from employee personnel files. An employee’s access to
his/her medical file is governed by policy. Employees have unlimited access to their
medical file. Medical information is to be treated as confidential information except that
the information may be released in the following situations:
i. Supervisors and managers may be informed regarding necessary
restrictions on the work or duties of the employee and necessary
accommodations.
ii. First aid and safety personnel may be informed of a disability that might
require emergency treatment.
iii. Government officials investigating compliance with the Americans with
Disabilities Act of 1990 shall be provided relevant information upon
request.
iv. Notwithstanding any other provision in this policy, employees and
persons shall have access to personnel records as required by federal or
Florida law.
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IV.

RESPONSIBILITY

The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 115

115- Method of Handling Personnel
Problems
I.

OBJECTIVES:
a. To establish a system that employees can follow to ensure prompt hearing and resolution
of grievances, and
b. To ensure that problems relating to personnel practices and administration will be
promptly resolved.

II.

POLICY CONTENTS:
Employees may present grievances, questions, or problems in a step-like progression to his/her
immediate supervisor, their department head, and ultimately to the City Manager as the final
step.

III.

PROVISIONS:
a. This policy applies to regular and part-time employees.
b. Any differences between the City of Lynn Haven and an employee involving the
meaning or application of the City of Lynn Haven’s policies and procedures relating to
the personnel administration or work practices and rules is reviewable under this
procedure, except that matters related to an employee’s termination are not reviewable
under this procedure.
c. The following procedure shall be used to resolve employee grievances or problems,
except as to an employee termination:
i. The employee shall initially bring the grievance or problem to the attention of
his/her immediate supervisor. The supervisor will attempt to resolve the grievance
or problem (if the proposed solution is within the authority of the immediate
supervisor) to the satisfaction of the employee and the City of Lynn Haven,
typically within five (5) days after submission of the problem to the supervisor.
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ii. If the grievance or problem is not resolved to the employee’s satisfaction by the
immediate supervisor, the employee shall submit the grievance or problem in
writing to his/her department head. The written statement should clearly indicate:
a. The employee’s question or complaint,
b. The facts on which the complaint is based, and
c. The policy provisions or procedures that are controlling the
situation.
iii. After receiving the employee’s written statement, the department manager will
arrange to meet with the employee to discuss the problem. The department head
will, within one week after receiving the employee’s written statement, attempt to
resolve the grievance or complaint to the satisfaction of the employee and the City
of Lynn Haven.
iv. If the problem or grievance is not resolved to the employee’s satisfaction by the
department, the matter should be brought to the attention of the City Manager by the
employee and/or the department head. The City Manager will review the problem or
grievance and, within thirty (30) days after receipt of the written statement by the
department head, meet with the employee to discuss the problem or grievance and
render a decision in the matter that is communicated to all concerned.
d. NOTHING IN THIS POLICY IS INTENDED TO CHANGE THE
EMPLOYMENT-AT-WILL RELATIONSHIP EXISTING BETWEEN THE CITY
OF LYNN HAVEN AND ITS EMPLOYEES. THE PROCEDURES OUTLINED
ABOVE ARE INTENDED AS GUIDELINES ONLY, AND THE CITY OF LYNN
HAVEN EXPRESSLY RESERVES THE RIGHT TO HANDLE EMPLOYEE
PROBLEMS AND GRIEVANCES DIFFERENTLY, DEPENDING ON THE
FACTS AND CIRCUMSTANCES PRESENT IN INDIVIDUAL CASES.
IV.

RESPONSIBILITY:
a. City Manager
i. Exceptions to this policy are the responsibility of the City Manager, who will be
guided by recommendations from the management staff and attorneys.
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ii. The City Manager will review all problems present to him/her and render decisions
as required by the situation. Those decisions will be final.
b. Supervisors and Department Heads
i. The immediate supervisor of each employee is responsible for hearing and resolving
the problems of employees under the procedures established in this policy, if the
problem and the proposed solution are within the supervisor’s authority.
ii. Department heads are responsible for hearing problems and making every effort to
resolve problems under the procedures established in this policy. If a solution
cannot be reached at this level, department heads are responsible for arranging for a
further discussion between the employee and the City Manager.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 116

116- Political Activity
I.

OBJECTIVES:
a. The objective of this policy is to provide guidance in determining what type of political
activities are permitted and what types are prohibited.

II.

POLICY CONTENTS:
The policy outlines employee’s rights to express freely his/her views as a citizen and to cast
their vote appropriately.

III.

PROVISIONS:
a. Employees are encouraged to vote and to participate fully in public affairs to the extent
that such endeavors do not impair the neutral and efficient performance of official
duties or create real or perceived conflicts of interest.
b. The City of Lynn Haven encourages employees to participate in matters of responsible
citizenship while remaining committed to providing a non-partisan work environment in
which the staff can responsibly carry out their duties without political coercion.
c. Employees shall not use their positions for or against any candidate for public office.
d. Employees shall not directly or indirectly coerce, attempt to coerce, command, or
advise other employees to pay, lend, or contribute anything to a party, committee,
organization, or person for political purposes.
e. An employee considering seeking or holding any appointive or elective/political office
in any jurisdiction should advise the City Manager to determine if the office could
create a conflict of interest. Should the City Manager seek office, the Commission will
be notified to determine a conflict of interest.

IV.

RESPONSIBILITY:
The City of Lynn Haven’s City Commission and City Manager are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 117

117- Military Leave
I.

OBJECTIVES:
To provide eligible employees with military leave benefits pursuant to state and federal law.

II.

SCOPE:
Military leave is to be used solely for the purpose of fulfilling short-term annual military
training obligations and extended active duty status of any branch of the United States
Armed Forces.

III.

PROVISIONS:
a. Employees must notify their immediate supervisor and Human Resources Director
immediately upon receiving notification, or not less than 30 days before pending duty,
whichever occurs first.
b. Written performed duty verification must be submitted prior to the leave or within a
reasonable period of time in order to confirm payment of military pay and confirm the
veteran’s reemployment rights.
c. Employees who are members of military service shall be granted supplement payment
while on military leave not in excess of 240 hours per year. (Per Florida Statute 115.07)
d. Such leave will be granted without loss of time, efficiency rating or seniority rights.
Additional leave may be charged to PTO or leave without pay.

IV.

RESPONSIBILITY
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 118

118- Anti-Harassment
I.

OBJECTIVES:
a. To clearly state the policy of the City of Lynn Haven regarding harassment on the basis
of race, color, religion, sex, national origin, age, or disability.
b. To provide specific grievance and investigatory procedures to be followed when an
employee feels he/she has been harassed; and
c. To inform employees that violation of this policy will result in discipline up to and
including discharge.

II.

POLICY CONTENTS:
The City of Lynn Haven prohibits harassment on the basis of race, color, religion, sex, national
origin, age or disability and will provide all City of Lynn Haven employees and applicants with
protection against harassment in the workplace. All employees must avoid offensive or
inappropriate behavior at work.

III.

PROVISIONS:
a. “Harassment” is verbal or physical conduct that denigrates or shows hostility or aversion
toward an individual because of his/her race, color, religion, sex, national origin, age or
disability or that of his/her relatives, friends or associates and that:
i. Has the purpose or effect of creating an intimating, hostile or offensive working
environment;
ii. Has the purpose or effect of unreasonably interfering with an individual’s work
performance; or
iii. Otherwise adversely affects an individual’s employment opportunities.
b. “Harassing Conduct” includes but is not limited to the following:
i. Epithets, slurs, negative stereotyping, or threatening, intimidating, or hostile acts
that relate to race, color, religion, sex, national origin, age or disability and
ii. Written or graphic material that denigrates or shows hostility or aversion toward an
individual or group because of race, color, religion, sex, national origin, age or
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disability and that is placed on walls, bulletin boards, or elsewhere on the
employer’s premises or circulated in the workplace.
c. Any and all activities described in Sections III.A. and B. are expressly prohibited.
However, the behavior and conduct specified are examples and are not intended to be an
all-inclusive list of what the City of Lynn Haven may determine to be harassment under
this policy.
d. ANY EMPLOYEE WHO FEELS THAT HE/SHE IS A VICTIM OF
HARASSMENT OR WHO OBSERVES OR OTHERWISE HAS REASON TO
BELIEVE THAT HARASSMENT IS OCCURRING IN THE CITY OF LYNN
HAVEN’S WORKPLACE SHALL IMMEDIATELY REPORT THE MATTER
TO THE MOST APPROPRIATE MANAGEMENT OFFICIAL WITH WHOM
THEY FEEL COMFORTABLE TALKING.
e. The following reporting procedures are suggestions only.
i. In the event that an allegation of harassment is made against the employee’s
supervisor, the employee should report the matter directly to the City
Manager.
ii. Any allegation of harassment against a City Commission member should
also be reported directly to the City Manager, who will report the incident to
the City Attorney.
iii. If an allegation of harassment is made against the City Manager, a report
should be made directly to the City Commission and the City Attorney.
f. Harassing conduct may occur between an employee and a non-employee, as well as
between coworkers. If an allegation of harassment is made against a non-employee (such
as a vendor, subcontractor, supplier, consultant, or consumer), the City Manager will
take immediate action to remove the alleged harasser from the presence of the
complaining employee. The City Manager will also address the non-employee directly
concerning the City of Lynn Haven’s intolerance of such conduct. The City Manager
shall take other actions as necessary to guarantee that the employee is protected from any
further harassment by the non-employee.
g. Harassment complaints, reports, grievances will be promptly and thoroughly
investigated. The investigation will be conducted on a confidential basis to the extent
possible. The City of Lynn Haven’s attorney may be consulted for advice, and all
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personnel are expected to cooperate fully in investigations. When appropriate, the results
of the City of Lynn Haven’s investigation and its recommendations will be discussed
with the complainant before any action is taken.
h. Upon the completion of the City of Lynn Haven ’s investigation, the following procedure
will be used:
i. Except as otherwise provided below, the results and recommendations of the City of
Lynn Haven’s investigation will be forwarded to the City Manager for a final
decision. After reviewing the investigation’s results and recommendations, the City
Manager will make a final decision as to the appropriate resolution of the
harassment allegation.
ii. If an allegation of harassment is made against the City Manager, the investigative
report will be submitted directly to the City Commission or the City Attorney. The
City Commission may then attempt to resolve the matter with the City Manager. If
an allegation of harassment is made against a City Commission member, a report of
the City of Lynn Haven’s investigation shall be submitted to the City Manager, and
the City Manager shall bring the investigation’s results and recommendations to the
attention of an officer of the City Commission or the City Attorney. The City
Commission as a whole shall then attempt to resolve the matter with the City
Commission member.
i. The management team will meet with his/her employees as frequently as is necessary to
answer any questions about this policy. The City of Lynn Haven will periodically
explain the provisions of this policy and the City of Lynn Haven’s intolerance of
harassment.
j. Any employee violating this policy may be subject to immediate discipline ranging from
written warning to discharge, depending upon the severity of the violation. Any further
incident of harassment will result in more severe discipline.
k. No employee will be retaliated against for filing a grievance or complaint alleging
harassment in an investigation.
IV.

RESPONSIBILITY:

The City of Lynn Haven’s City Commission, City Manager, department managers, and
supervisory personnel are responsible for the administration of this policy.
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EFFECTIVE DATE: April 24, 2018
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Employee Policy 119

119- Sexual Harassment
I.

OBJECTIVES:
a. To clearly state the policy of the City of Lynn Haven regarding sexual harassment.
b. To provide specific grievance and investigatory procedures to be followed when an
employee’s feels he/she has been sexually harassed, and
c. To inform employees that violation of this policy will result in discipline up to and
including discharge.

II.

SCOPE:
The City of Lynn Haven prohibits sexual harassment and provides male and female employees
and applicants with protection against sexual harassment in the workplace. All employees must
avoid offensive or inappropriate sexual behavior at work.

III.

PROVISIONS:
a. Sexual Harassment is defined as unwelcome sexual advances, request for sexual favors,
and other verbal or physical conduct of a sexual nature when:
i. Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual’s employment;
ii. Submission to or rejection of such conduct by an individual used as the basis for
employment decision affecting the individual; or
iii. Such conduct has the purpose or effect of substantially interfering with an
individual’s work performance or creates an intimidating, hostile, or offensive
working environment.
b. In addition to the conduct described in Section III.A., the following conduct may be sexual
harassment prohibited by this policy:
i. Unsolicited verbal, sexual comments (i.e., off-color jokes or stories);
ii. Subtle pressure for sexual activity;
iii. Remarks about a person’s body or about sexual activities;
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iv. Demanding sexual favors accompanied by implied or overt threats concerning
one’s employment (i.e., telling an employee that he/she cannot be promoted or
cannot receive a pay increase without submitting sexually to his/her supervisor);
v. Physical assault;
vi. Harassment directed toward the same gender;
vii. Use of social media, cell phones, or any other electronic media as a vehicle or
means of creating or suggesting an approach, advance or action that is or may be
considered of a sexual nature or intended to create an uninvited environment that
would make a normal person uncomfortable as a result thereof.
c. Sexual harassment also occurs when any condition of employment is granted because of an
individual’s submission to a superior’s sexual advances or requests for sexual favors. In
such cases, an employee who did not receive employment benefits or opportunities solely
because of another’s sexual submission can file a complaint of discrimination. Any manger
that influences, recommends or approves an employment decision in return for an
employee’s sexual favors may be liable for discriminating against other persons who were
qualified for but denied that employment opportunity or benefit.
d. Any and all activities described in Sections III. A., B., and C. are expressly prohibited;
however, the behavior and conduct specified are examples only and are not intended to be
an all-inclusive list of what the City of Lynn Haven may determine to be sexual
harassment under this policy.
e. Activities such as those described in Sections III. A. and B. are prohibited between fellow
employees as well as between supervisory and non-supervisor employees. It is not
necessary that there be a supervisory relationship between employees for the City of Lynn
Haven to determine that sexual harassment has occurred.
f. ANY EMPLOYEE WHO FEELS THAT HE/SHE IS A VICTIM OF SEXUAL
HARASSMENT OR WHO OBSERVES OR OTHERWISE HAS REASON TO
BELIEVE THAT SEXUAL HARASSMENT IS OCCURRING IN THE CITY OF
LYNN HAVEN’S WORKPLACE SHALL IMMEDIATELY REPORT THE
MATTER TO THE MOST APPROPRIATE MANAGEMENT OFFICIAL WITH
WHOM THEY FEEL COMFORTABLE TALKING.
g. The following reporting procedures are suggestions only. In the event that a sexual
harassment allegation is against the employee’s supervisor, the employee should report the
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matter directly to the City Manager. Any allegation of sexual harassment against a City
Commission should also be reported directly to the City Manager, who will report the
incident to an officer of the City Commission. If the allegation of sexual harassment is
made against the City Manager, a report should be made directly with the Mayor of the
City Commission and the City of Lynn Haven’s attorney. All sexual harassment
complaints, reports, and grievances will be handled in a confidential manner by City of
Lynn Haven officials, managers and supervisors, to the extent possible.
h. If an allegation of sexual harassment is made against a non-employee (such as a vendor,
subcontractor, supplier, consultant or consumer) the City Manager will take immediate
action to remove the alleged harasser from the presence of the employee allegedly
harassed. The City Manager will also address the non-employee directly concerning the
City of Lynn Haven’s intolerance of such conduct. The City Manager will take other
actions necessary to guarantee that the employee is protected from any further harassment
by the non-employee.
i. Sexual harassment complaints, reports, and grievances will be promptly and thoroughly
investigated. The investigation will be conducted on a confidential basis to the extent
possible. The City of Lynn Haven’s attorney may be consulted for advice, and all
personnel are required to cooperate fully in investigations. When appropriate, the results of
the City of Lynn Haven’s investigation and its recommendations will be discussed with the
complainant before any action is taken.
j. Upon the completion of the City of Lynn Haven’s investigation, the following procedure
will be used.
i. Except as otherwise provided below, the results and recommendations of the City
of Lynn Haven’s investigation will be submitted directly to the City Manager. The
City Manager shall then attempt to resolve the matter with staff, the attorney and
HR Director. If a sexual harassment allegation is made against a City Commission
member, a report of the City of Lynn Haven’s investigation shall be submitted to
the City Manager, and the City Manager shall bring the investigation’s results and
recommendations to the attention to the City Attorney or an officer of the City
Commission. The City Commission as a whole shall then attempt to resolve the
matter with the City Commission member.
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k. Each department head will meet with his/her employees as frequently as is necessary, but
at least annually, to explain the provisions of this policy and the City of Lynn Haven’s
intolerance of sexual harassment.
l. Any employee violating this policy may be subject to immediate discipline ranging from a
written warning to discharge, depending upon the severity of the violation in each case.
Any subsequent act of sexual harassment will result in more severe discipline.
m. No employee will be retaliated against for filing a grievance or complaint alleging sexual
harassment or for participating in an investigation.
IV.

RESPONSIBILITY:
The City Commission, City Manager, department managers, and supervisory personnel are
responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 120

120- Workplace Violence
I.

OBJECTIVES:
a. To clearly state the policy of the City of Lynn Haven regarding workplace violence.
b. To provide specific grievance and investigatory procedures to be followed when an
employee feels he/she has been the victim of or witness to workplace violence.
c. To inform employees that violation of this policy will result in discipline up to and
including termination.

II.

POLICY CONTENTS:
The City of Lynn Haven prohibits all forms of workplace violence.

III.

PROVISIONS:
a. Workplace violence is prohibited. Workplace violence includes, but is not limited to,
harassments, threats, physical attack or property damage.
i. “Harassment” is behavior or communication designed or intended to intimidate,
menace, or frighten another person.
ii. A “threat” is the expression of intent to cause physical or mental harm. An
expression constitutes a threat regardless of whether the party communicating has
the present ability to carry out the threat regardless of whether the expression is a
present, conditional or future threat. Threats may be either express or implied.
iii. “Physical attack” is unwanted or hostile physical contact, including but not limited
to hitting, fighting, pushing, shoving, throwing objects or using a weapon against an
individual.
iv. “Property damage” is intentional damage to property which includes property
owned by the City of Lynn Haven, employees, visitors, vendors, or
member/consumers.
b. Any form of violence is prohibited in City of Lynn Haven facilities and vehicles, during
either working or non-working time, and while performing City of Lynn Haven business
either on or off City of Lynn Haven premises.
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c. The use or possession of a weapon is prohibited in City of Lynn Haven facilities or
vehicles, during either working or non-working time, and while performing City of Lynn
Haven business either on or off City of Lynn Haven premises, unless such possession or
use is lawful. For example, any of the law enforcement officers are required to carry a
weapon as part of their job.
d. Any and all activities described in Sections A.B. and C. are expressly prohibited;
however, the behavior and conduct specified are examples only and are not intended to
be an all-inclusive list of what the City of Lynn Haven may determine to be workplace
violence under this policy.
e. Any employee who feels that he/she is a victim or workplace violence or who observes
or otherwise has reason to believe that violence is occurring in the City of Lynn Haven’s
workplace must immediately report the matter to his/her supervisor, manager or the City
Manager.
f. Workplace violence reports will be promptly and thoroughly investigated. The
investigation will be conducted on a confidential basis to the extent possible. All
personnel are required to cooperate fully in investigations.
g. Any employee violating this policy is subject to immediate discipline, up to and
including termination.
h. No employee will be retaliated against for filing a good faith grievance or complaint
alleging workplace violence or for participating in an investigation.
IV.

RESPONSIBILITY:
The City of Lynn Haven’s City Commission, City Manager, department managers, and
supervisory personnel are responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 121

121- Privacy Records
I.

OBJECTIVES:
The Health Insurance Portability and Accountability Act (HIPAA) was enacted in 1996 and
was designed to improve access and transferability of health insurance and combat abuse in the
health care industry. The U.S. Department of Health and Human Services has issued privacy
and security regulations that cover health plans and health care providers, including the City of
Lynn Haven’s health plan. In accordance with HIPPA, the following actions or requirements
have been implemented.

II.

POLICY CONTENTS:
The U.S. Department of Health and Human Services has issued privacy and security
regulations that cover health plans and health care providers, including the City of Lynn
Haven’s health plan. In accordance with HIPPA, the following actions or requirements have
been implemented.

III.

PROVISIONS:
a. The City’s privacy policy is located in the Human Resources Department;
b. Before accessing Personal Health Information proper authorization from the City
Manager is required;
c. The Privacy Officer is the HR Director;
d. All medical information concerning employees will be maintained in separate,
confidential medical files that are stored apart from regular personnel records. Only
authorized employees will have access to such files, and access will be provided solely
on a need-to-know basis. Furthermore, such access shall be granted only in accordance
with applicable law, which includes (but is not limited to) the Americans with
Disabilities Act, the Family and Medical Leave Act, the Federal Rehabilitation Act, state
workers’ compensation law and state privacy.
e. Employees are hereby notified that medical information concerning employees and
employee family members is absolutely confidential under state and Federal laws and

may not be discussed at any time with any person under any circumstances.
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f. Exceptions are if an employee needs to do so in order to carry out his or her duties, or if
the person discussing the information is talking with the subject of the information at that
person’s invitation. If an employee is concerned about a co-worker’s possible medical
condition, the employee should direct these concerns only to the HIPPA Compliance
Officer and to no one else.
g. Any employee who is found to have discussed medical information about another
employee or an employee’s family member in violation of this policy, or who is found to
have released such information without authorization, will be subject to disciplinary
action, up to and including immediate termination from employment. In addition,
employees who violate medical information confidentiality may be subject to civil and
criminal liability under state and Federal laws.
h. All access to employee medical records must be approved by the HIPAA Compliance
Officer. If an employee believes that this medical information confidentiality policy has
been violated, he or she should contact the HIPAA Compliance Officer. If it is believed
that the HIPPA Compliance Officer has violated the policy, the employee should contact
the City Manager.
i. Medical records will not be provided to third parties, except when the City is properly
served with a valid subpoena, release or applicable Open Records Request. When
possible, the City of Lynn Haven will notify the employee of the proper service of a
subpoena upon an Open Records Request, in order to enable the employee to seek to
quash the subpoena or take other action as deemed appropriate by the employee.
IV.

RESPONSIBILITY:
The HR Director and the City Manager shall be responsible for the administration of this
policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 122

122- Employee Status
I.

OBJECTIVES:
To define employee classifications used by the City.

II.

SCOPE:
The City's employees are classified as (1) temporary, (2) part-time, (P/T>20, and P/T<20, (3)
probationary, (4) regular, police, and fire and (5) student intern.

III.

PROVISIONS:
a. The following classifications and conditions of employment are applied to City of Lynn
Haven employees.
i. Temporary Employees
a.

A temporary employee is an individual employed for a limited period of
time or employed to perform work on a temporary project. Such
temporary vacancies may be occasioned by vacation schedules and/or
extended illnesses of employees. A temporary employee is normally
employed for a period of time not to exceed 1,000 working hours during
any continuous 12-month period.

b.

Temporary personnel will be paid in accordance with the level or work
they are performing. Where skilled personnel are required, they will be
paid at least the minimum of the grade in which the position falls,
providing performance justifies such pay grade.

c.

A temporary employee does not:
i.

Receive PTO

ii.

Receive pay for Jury Duty

iii.

Receive pay for holidays not worked, or

iv.

Participate in employee insurance benefit programs other than
workers’ compensation or other legally mandated benefits.
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d.

Temporary employees do participate in the retirement program if they
meet the minimum age, service and eligibility requirements of the plan
and/or Employee Retirement Income Security Act (ERISA).

ii. Part-Time, (P/T>20, and P/T<20 Employees (Part Time)
a.

Employees who are expected to work less than 1,000 hours in a
continuous 12-month period and who have a recurring schedule or work
hours are classified as part-time employees. Such part-time status confers
no right to placement in a regular position but may afford rights over
temporary employees.

b.

Part-time employees under 20 hours do not and Part-time employees
over 20 hours do:
i.

Receive PTO

ii.

Receive pay for Jury Duty

iii.

Receive pay for holidays not worked, or

iv.

Participate in employee insurance benefit programs other than
workers’ compensation or other legally mandated benefits.

c.

Part-time employees do participate in workers’ compensation and other
legally mandated benefits.

d.

Part-time employees do participate in the retirement program if they
meet the minimum age, service and eligibility requirements of the plan
and/or ERISA.

iii. Probationary Employees
a.

The City of Lynn Haven will have a trial period starting with the first
day of employment and lasting for (180 day) for all new employees. In
some cases, the probationary period can be longer. During the
evaluation period, the City of Lynn Haven will have the opportunity to
observe the employee’s work, to make any needed adjustments related to
the position, co-workers and, the work surroundings and to determine if
his/her position performance warrants continued employment. The City
of Lynn Haven retains the right to layoff, terminate, transfer or discipline
such employees and retains those rights after the employee has
completed their probationary period subject only to applicable law and
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any applicable contract approved by the City of Lynn Haven City
Commission.
b.

An Employee will be evaluated periodically during the evaluation
period. The evaluations will be based on the essential duties and
performance standards of the job.

c.

An employee in an evaluation period may be discharged without advance
notice if his/her performance is inadequate in fulfilling the
responsibilities of the job for which he/she was hired.

d.

An employee who is absent due to illness or needs to take off during an
evaluation period will not be paid during this absence. PTO time is
earned on the first pay period. However, the PTO cannot be used until
the completion of ninety (90) days of continuous employment. Eligible
employees can receive holiday pay immediately. Employee insurance is
available the first of the month following thirty (30) days of continuous
employment, employees are eligible for enrollment in the City’s medical,
dental, long-term disability and life insurance benefit plans.

e.

Management will ensure the evaluation period is referenced in the offer
of employment letter and during the orientation period.

f.

The immediate supervisor will have the responsibility for monitoring the
evaluation period of each new employee. Should the supervisor
determine performance to be below expectations, he/she should contact
the department head prior to the expiration of the evaluation period. The
department head can recommend to the City Manager that the
employee’s employment be terminated.

g.

Any exceptions to this procedure must be approved by the City Manager.

h.

Probationary employees:
i.

Cannot use PTO for ninety (90) days;

ii.

Receive pay for Jury Duty

iii.

Receive pay for holidays

iv.

Participate in employee insurance the first of the month following
thirty (30) days of continuous employment, benefit programs
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other than workers’ compensation or other legally mandated
benefits.
iv. Regular, Police, and Fire Employees (Regular)
a.

Employees who are expected work 1,020 hours or more in a continuous
12-month period are classified as regular employees. By use of the term
“regular employee” to describe a classification of employment, it is not
meant that any regular employee has an indefinite right to his/her job.
The City of Lynn Haven recognizes that the employee may terminate
his/her position at any time, and the City of Lynn Haven retains the same
right.

b.

Regular employees do:
i.

Receive PTO

ii.

Receive pay for Jury Duty

iii.

Receive pay for holidays not worked, or

iv.

Participate in employee insurance benefit programs other than
worker’s compensation or other legally mandated benefits.

v. Student Intern Employees
a.

A student intern employee is an individual employed for a limited period
of time and is a student. The student intern employee may be a student at
any type of learning or training center. A student intern’s schedule
usually varies during the school year depending on their class schedule.
For the time, the student intern employee is attending classes, the hours
worked per week is usually less than 40 hours. During the quarter or
semester that the student does not attend classes, the student intern
employee may work 40 hours a week or more. Such student intern status
confers no right to placement in a regular position.

b.

Student intern employees do not:
i.

Receive PTO

ii.

Receive pay for Jury Duty

iii.

Receive pay for holidays not worked, or

iv.

Participate in employee insurance benefit programs other than
workers’ compensation or other legally mandated benefits.
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c.

Student intern employees do participate in the retirement programs if
they meet the minimum age, service and eligibility requirements of the
plans.

b. Employment-at-Will
i. NOTHING IN THE POLICY SHALL BE CONSTRUED TO BE A
CONTRACT, AGREEMENT OR UNDERSTANDING BETWEEN THE
CITY OF LYNN HAVEN AND ANY APPLICANT FOR
EMPLOYEMENT OR ANY EMPLOYEE, WHICH ALTERS THE
EMPLOYEMENT-AT-WILL RELATIONSHIP IN ANY WAY. THE
CITY OF LYNN HAVEN SPECIFICALLY RESERVES THE RIGHT TO
DISCIPLINE AND DISCHARGE EMPLOYEES AT ANY TIME, FOR
ANY REASON OR NO REASON, WITHOUT REGARD TO THIS OR
ANY OTHER POLICY.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 123

123- Employment and Placement of
Employees
I.

OBJECTIVES:
To set forth procedures that will enable the City of Lynn Haven to employ qualified
individuals in every position that becomes available.

II.

SCOPE:
The City of Lynn Haven will attempt to employ qualified individuals in every position that
becomes available. The City of Lynn Haven will also comply with all laws affecting the
employment and placement of employees.

III.

PROVISIONS:
a. Applicants and Employment of New Employees
i. The City of Lynn Haven provides equal employment opportunities and practices
nondiscrimination. The City of Lynn Haven will not discriminate on the basis of
race, color, religion, sex, national origin, age, disability, or veteran status.
ii. In accordance with the Americans with Disabilities Act, no applicant for
employment will be required to undergo a physical examination prior to being
offered a position with the City of Lynn Haven. An applicant will be required to
undergo a physical examination, which shall include alcohol and controlled
substance testing, after an offer of employment has been made. An offer of
employment will be contingent upon the results of the medical examination. The
City of Lynn Haven will not require an applicant for employment or an employee to
submit to a test for HIV or AIDS.
iii. Misrepresentation or omission of relevant facts in seeing employment will
disqualify an applicant from further consideration for employment. In the case of an
employee who has already been hired by the City of Lynn Haven, a determination
that the employee misrepresented or omitted relevant facts in seeking employment
may result in discipline or termination.

City of Lynn Haven Employee Policies

75

iv. All recruiting and interviewing of applicants is included in the personnel functions
of each Department Manager.
v. Department Managers should notify the City Manager and HR Director of all
expected vacancies. All vacancies will be posted in the City of Lynn Haven’s
designated work areas. Qualifications necessary for the job will be posted with the
job announcement. The City of Lynn Haven may notify that State Job Service of
employment openings except executive and top management positions that will be
filled from within the City of Lynn Haven or pursuant to a customary and
traditional hiring arrangement. The City of Lynn Haven will also advertise the
position with mass media.
vi. The City of Lynn Haven accepts employment applications only when a vacancy
exists. After an employment decision has been made, the applications of
unsuccessful applicants will be retired to an inactive file for a one-year period, and
then destroyed in accordance with law.
vii. All application forms are immediately forwarded to the Department Manager. The
Department Manager reviews all application forms, selecting any and all applicants
who appear to be qualified for the job vacancy. All Veterans are given Veterans
preference per Florida statute.
viii. The Department Manager, in consultation with the Human Resources Manager, if
appropriate, will select several qualified applicants from the available pool,
preferably as many as five but more if the available applicant pool is larger than ten.
The Human Resources Manager is responsible for ensuring that the group selected
includes representative number of protected category applicants, if possible.
ix. The applicants selected will then be notified by letter or telephone that they should
appear for a personal interview. The interview should be conducted by the
Department Manager or immediate supervisor, as appropriate. Reference checks on
the applicants selected will be commenced at this point.
x. The employment of new employees is made on the basis of job specifications for
the open position. Such specifications include the education and work experience
required, the skills and abilities (mental or physical) that must be demonstrated, and
the minimum scores required on various tests of ability, aptitude, and interests (if
any). Any tests used will be validated in accordance with U.S Department of Labor
regulations and guidelines.
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xi. Each applicant’s experience, training, and references will be measured against the
job specifications or qualifications and the position description. During the personal
interviews, only nondiscriminatory questions will be asked, and the interview will
concentrate on the applicant’s previous work history and his/her skills as compared
to the skills required in the position description. The Department Manager will
reduce the interview to a written memorandum, concentrating on the applicant’s
skills as compared to the objective criteria such as appearance, attitude, and general
demeanor.
xii. Based upon the foregoing, the Department Manager, with the participation of the
Human Resources Manager, if appropriate, will make a selection to be
recommended to the City Manager.
xiii. Individuals selected for employment from outside the City of Lynn Haven’s
existing work force will be required to take a physical examination performed by a
physician selected and paid by the City of Lynn Haven.
xiv. All new employees must document their employment eligibility per the department
of U.S. Homeland Security. U.S. Citizenship and Immigration Services provides a
list of acceptable documents. Three general categories of documents are acceptable.
One document from List A is sufficient to establish both identity and employment
eligibility. In the event a List A document is not presented by the employee, then
the employee/applicant must present on List B document (identity) and one List C
document (employment eligibility).
a. Refer to form I-9.
b. The City of Lynn Haven participates in E-verify.
c. The required documentation must be presented by the
employee/applicant within three business days of the date
employment begins. If the employee/applicant is unable to provide
the required document or documents within the time period of three
business days, then the individual must present a receipt for the
application for the document or documents within three business
days and present that required documentation within 90 days of the
date employment begins. The employee/applicant must also
complete the portions of Form I-9, as required.
d. The Human Resources Manager will examine one document from
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List A or one from List B and one from List C on form I-9 and
record the title, issuing authority, number and expiration date (if
any) of the documents. The date of hire must be entered on the I-9
form, which must also be signed and dated. A photocopy of the
documents presented to prove eligibility may be made. Form I-9
must be retained for three years after the date employment begins or
one year after the person’s employment is terminated, whichever is
later.
b. Internal Transfer or Employees
i. The internal placement of transferring employees will be made on the basis of job
specifications for the open position. Such specifications include the education and
work experience required, and the minimum scores required on various tests of
ability, aptitude, and interest (if any). Any tests used will be validated in accordance
with U.S Department of Labor regulations and guidelines.
ii. Present employees are encouraged to make known to the Department Manager their
desire for transfer to another position and to meet specifications and take the test
required, if any, to qualify for other positions. The City of Lynn Haven prefers to
transfer and promote present employees whenever possible, provided that job
specification standards are met.
iii. Department Managers should notify the City Manager of all expected vacancies. All
vacancies will be posted in designated work areas. Qualifications necessary for the
job will be posted with the job announcements, and employees will have until the
posting deadline to inform the Department Manager that they wish to be considered
for the job.
iv. When an employee is transferred, demoted, or reassigned to a lower grade position,
the employee’s pay will be reduced to fit the rate range of the lower grade position.
Management will determine what the employee’s new pay rate will be.
v. Should an employee, in the judgment of the City of Lynn Haven, become physically
unable to perform the essential functions of his/her positions, then the following
procedure will be used:
a. The employee will submit to an examination by a physician selected and
paid by the City of Lynn Haven. If the examination verifies that the
employee is physically or mentally unable to safely perform his/her job
duties, the City of Lynn Haven will endeavor to reasonable accommodate
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the employee in his/her current position. If accommodation is not possible
without undue hardship, then the City of Lynn Haven will try to place the
employee in another position if a vacancy exists and the employee is
qualified to fill the vacancy.
b. If the foregoing accommodations do not permit placement of the employee
and the employee will not be able to return to employment within
reasonable period of time, the employee will be separated from employment
by resignation, termination, or retirement.
c. THESE PERSONNEL POLICIES ARE INTENDED AS GUIDELINES ONLY. IN
NO WAY SHALL THESE POLICIES AND PROCEDURES BE, OR BE
CONSTRUED TO BE, A CONTRACT, AGREEMENT, UNDERSTANDING, OR
OTHER CONTRACTUAL UNDERTAKING BETWEEN THE CITY OF LYNN
HAVEN AND ANY APPLICANT FOR EMPLOYMENT OR EMPLOYEE. THE
CITY OF LYNN HAVEN SPECIFICALLY RESERVES THE RIGHT TO VARY
FROM THESE POLICIES AND PROCEDURES AS NEEDED, AND FURTHER,
SPECIFICALLY RESERVES THE RIGHT TO DISCIPLINE AND TERMINATE
AN EMPLOYEE AT ANY TIME. NO TERM OR CONDITION OF
EMPLOYEMENT WILL BE BINDING ON THE CITY OF LYNN HAVEN UNLESS
IT IS APPROVED BY THE CITY COMMISSION AND IS EMBOIDED IN A
SEPARATE, WRITTEN AGREEMENT, SIGNED BY THE MAYOR OR THE CITY
MANAGER OF THE CITY OF LYNN HAVEN.

IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employment Agreement
I accept the City of Lynn Haven’s offer of employment. I understand and agree that: (1) my
employment with the City of Lynn Haven is at-will, and that employment may be terminated at any
time for any reason or no reason, with or without cause; (2) my at-will status may only be changed in
writing, by a separate agreement signed by the City Manager or the City Commission; (3) the City of
Lynn Haven’s employment practices and polices do not create a contract of employment with me nor
do they alter my status as an employee at-will or guarantee any benefit of employment set out therein;
(4) I am expected to abide by the City of Lynn Haven’s policies and procedures; and (5) the City of
Lynn Haven has made no other promises to me to other than those outlined in this agreement; (6) I
understand that I work for the City of Lynn Haven and can be assigned to any of its locations.

______________________________
Employee’s Name
______________________________

__________________________

Employee’s Signature

Date
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Employee Policy 124

124- After Hours Work for another
Employer (Moonlighting)
I.

OBJECTIVES:
a. To discourage regular employees from working second jobs, and
b. To specifically designate certain after hours work that conflicts with employment with the
City of Lynn Haven.

II.

SCOPE:
Regular employees are discouraged from moonlighting and are prohibited from performing after
hours work which conflicts with their employment with the City of Lynn Haven.

III.

PROVISIONS:
a. Regular employee is discouraged from working second jobs. Studies by industrial psychologists
and other experts indicate that after hours work often interferes with productivity, efficiency, and
job satisfaction with the principle job.
b. After hours work with any company with which the City of Lynn Haven does business is strictly
forbidden.
c. No employee shall perform work nor solicit work during his/her working hours for person or
entities other than the City.
d. Performing after hours work while in City of Lynn Haven uniform is strictly forbidden unless it
is police officers helping another agency or having presence.
e. Any employee who decides to take a second job must consult with his/her immediate supervisor
to explore the possibility of conflict before accepting such positions.
f.

Any employee violating this policy will be given the opportunity to cease the prohibited conduct
before discipline is imposed.

g. Part-time employees must understand they are hired by the City and must confirm to all training
and policies that are deemed imposable by the City.
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IV.

RESPONSIBILITY:
The City Manager, through his/her department managers, are responsible for the administration of
this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 125

125- Anti-Nepotism
I.

OBJECTIVES:
To set forth the policy of the City of Lynn Haven with regard to employment of relatives of
City Commission members and employees of the City of Lynn Haven.

II.

SCOPE:
To ensure the City is hiring qualified individuals that have no relation to current employees
or Commissioners.

III.

PROVISIONS:
a. No relative (spouse, child, brother, sister, parent, aunt, uncle, nephew, niece,
grandparent or grandchild) of an employee or an employee’s spouse may be hired by
the City of Lynn Haven.
b. Should two current employees marry, one of them may be required to terminate his/her
employment; the employee with the shortest tenure with the City of Lynn Haven will be
terminated if all other factors of employment are equal. Such termination must occur
within 30 days of marriage.
c. If an employee marries another employee and both are permitted to continue to work for
the City of Lynn Haven, they will be required to work in different departments, shifts
and/or offices of the City of Lynn Haven.
d. This policy does not apply to any Student Intern employee positions. However, the
student intern will not be able to work directly for their relative.

IV.

RESPONSIBILITY
The City Manager and department managers are responsible for the administration of this
policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 126

126- Physical Examinations
I.

OBJECTIVES:
To ensure that employees are able to safely perform the essential functions of their jobs.

II.

SCOPE:
All new employees are required to submit to a physical examination before reporting for
work. Employment is conditional on the results of the physical examination. Employees
unable to perform the essential functions of their jobs will also be required to submit to a
physical examination.

III.

PROVISIONS:
a. A physical examination, which includes a drug and alcohol test, is compulsory for every
new employee in DOT or safety sensitive positions prior to reporting for work. The
physical examination will be scheduled and authorized after an applicant has been
offered a position with the City of Lynn Haven. The cost of the examination is paid by
the City of Lynn Haven. While employment is conditional on the results of the medical
examination, the medical requirements will be job-related and consistent with business
non-discriminate against qualified individuals with disabilities. No applicant for
employment will be required to submit to an HIV test as condition of employment.
b. The City Manager may require a physical examination of any employee to determine
the employee’s ability to safely perform the essential requirements of his/her job,
should the City Manager have a reasonable question as to the employee’s ability to
perform such duties. Such examinations will be limited to determining whether the
employee can safely perform the essential requirements of his/her job.
c. Routine employee physical examinations may be arranged the City of Lynn Haven for
the convenience of the employees. The cost of these examinations will be paid by the
employee’s medical insurance. Any balance remaining may be paid by the City of Lynn
Haven. Employees will not be required to have an examination if they are not a driver
or safety sensitive employee.
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d. Hearing tests and other physical examinations will be conducted as required by
applicable occupational safety and health regulations for all employees who are exposed
to physical hazards or toxic or hazardous materials at or above the action level. Such
examinations may include a baseline examination, annual examinations, and other
examinations as required by applicable occupational safety and health regulations.
e. All information collected during the medical examination is maintained in a separate
medical file. Information regarding the medical condition or history of an employee will
not be maintained in the employee’s personnel or employment file.
f. All medical information will be treated as confidential except in the following
situations:
i. Supervisors and managers may be informed regarding necessary medical
restrictions on the work or duties of employees and necessary accommodations.
ii. First aid and safety personnel may be informed if an employee has a disability
that might require emergency treatment.
iii. Information may be released to government official’s investigation compliance
with the Americans with Disabilities Act upon request and when relevant.
IV.

RESPONSIBILITY:
a. It is the responsibility of all employees in supervisory positions to see that all
employees under their supervision abide by the provisions of this policy.
b. The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 127

127- Personal Protective Equipment,
Tools, and Other Safety Equipment
I.

OBJECTIVES:
a. To provide for the protection of employees and comply with OSHA regulations #29
CFR, part 1910.269. The City of Lynn Haven will provide at no cost to employees
Personal Protective Equipment (PPE) and other safety equipment used to ensure that the
employees can perform their job safely and efficiently.
b. To specify provision and accountability for tools and other equipment.

II.

SCOPE:
This policy outlines procedures for the acquisition of PPE, tools and other safety equipment.

III.

PROVISIONS:
a. Each employee in the City will be required to take care of all tools provided by the City
of Lynn Haven upon approval by the department head or City Manager.
b. The employee will replace City of Lynn Haven tools that are lost, destroyed or damaged
due to employee’s negligence.
c. All tools provided by the City of Lynn Haven will remain the property of the City of
Lynn Haven.
d. The City of Lynn Haven will purchase PPE, which it will provide new, and replacement
items to include, but are not limited to:
i. Uniforms,
ii. Hard hats, liners, face shields,
iii. Rain gear, including rubber boots
iv. Eye protection
v. Chaps
vi. Hearing Protection
vii. Leather Gloves
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e. Personal ownership of equipment is not a requirement for employment with the City of
Lynn Haven. Replacement PPE will be issued only when necessary due to normal wear
and tear. If items are lost or damaged due to abuse or improper use, the employee will
be held responsible for the replacement cost. All items to be replaced need to be turned
into the employee’s department head. Furthermore, the City of Lynn Haven will not pay
for upgraded or personal preference PPE requested by an employee, provided adequate
PPE is already available that meets OSHA standards. If the employee desires upgraded
replacement equipment, they shall purchase the PPE and retain ownership. The City of
Lynn Haven will retain ownership of all PPE that it issues. In doing so, the PPE is not to
be used in any other capacity other than providing service to the City of Lynn Haven.
f. Items specifically exempted from the OSHA standard which the City of Lynn Haven
will not pay for includes, but are not limited to:
i. Ordinary Clothing
ii. Hygiene Products
IV.

REPONSIBILITY:
The City Manager and Department Managers are responsible for the administration of this
policy.

EFFECTIVE DATE: April 24, 2018
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City of Lynn Haven
Uniform Issue Agreement

Name:

DOH:

Department:

Supervisor:

Item

Quantity

Cost

__

Date:

Total Cost

Employee Initials

[] Uniforms
[] Shoes
[] Short Sleeved Shirts
[] Long Sleeved Shirts
[] Pants
[] Jackets
[] Safety Items
[] Tools
[] ID/Time Badge

By signing below, I acknowledge that I have received all of the items initialed above and agree to
return all items in good condition or have the entire cost deducted from my final paycheck. In the case
of uniforms, which will not be returned, if my employment is ended before I complete my orientation
period of 90 days, the entire cost of the uniforms will be deducted from my final paycheck. If my
employment is terminated or uniforms are lost or damaged before the completion of one year, a
prorated portion of the cost of the uniforms will be deducted.
Employee Signature: _______________________________
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Employee Policy 128

128- Uniform/Dress Code
I.

OBJECTIVES:
a. To create a favorable public identity for the City of Lynn Haven
b. To aid citizens and the general public in identifying City of Lynn Haven employees
c. To provide for the personal safety of employees
d. To provide employees with assistance in obtaining uniforms
e. To maintain a professional workplace environment, and
f. To provide guidelines for appropriate business attire to be worn by City of Lynn Haven
employees during business hours.

II.

SCOPE:
a. Uniforms meeting City standards will be provided by the City of Lynn Haven to those
employee’s management deems necessary. These uniforms will be rented or purchased
by the City of Lynn Haven.
b. Appropriate business attire must be worn during regular business hours by all City of
Lynn Haven employees. Appropriate causal business attire may be worn during regular
business hours on Friday. Office employees can only wear blue jeans on Friday unless
it is a designated “special occasion day”.
c. Any employee who violates this policy may be subject to discipline up to and including
discharge.

III.

PROVISIONS:
a. The City of Lynn Haven will rent or purchase protective uniforms for each employee
required by OSHA standards to wear protective clothing.
i. The City of Lynn Haven will purchase for each employee required to wear
protective clothing, one jacket and liner that complies with OSHA clothing
standards. When this jacket is worn and in need of replacement the City of Lynn
Haven will purchase a replacement after the employee presents the worn jacket
to the department manager for inspection.
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ii. The City of Lynn Haven will approve emblems or monograms, if any, to
employees that shall be sewn on all uniforms. No other emblems, monograms,
insignias, buttons and the like, will be allowed.
iii. All clothing must be turned in upon termination of employment. If not returned,
the employee will have to pay for the cost of the items in their possession from
their last paycheck.
iv. Only City of Lynn Haven approved caps may be worn and these caps will be
provided by the City of Lynn Haven. All caps must be worn correctly, i.e. ball
cap bills facing forward, sun hats worn right side out, etc.
b. All City of Lynn Haven employees who are not required to wear protective clothing
should use the following guidelines when determining what appropriate business attire
is.
i. Appropriate business attire to be worn Monday through Thursday includes the
following:
i.

Blazers, suits, or sport coats,

ii.

Dress sweaters

iii.

Tailored dress pants or slacks such as Chino or Dockers type. Employees
working outside who are not required to wear protective clothing may wear
nice jeans, i.e. no patches, frays or holes, etc.

iv.

Skirts or dresses no shorter than two or three inches above the knee,

v.

Blouses,

vi.

Dress shirts with buttons, traditional collars or collared polo shirts,

vii.

Ties,

viii.

Dress shoes, dress sandals or dress boots if the length of the skirt or dress
worn is no shorter than two or three inches above the knee, and

ix.

Recreational employees can wear shorts only when supervising children if
they are working on fields or doing any other work they must wear pants.

x.

The City recognizes that due to the nature of their work the Firefighters have
a timeframe when they are allowed to wear shorts. They will only be
allowed the shorts while around the firehouse. If they are dispatched to a
call, they are required to wear proper protective clothing.

City of Lynn Haven Employee Policies

90

c. Appropriate casual business attire may be worn on Friday by all City of Lynn Haven
employees who are not required to wear protective clothing, and includes the following:
i.

Blazers or sports coats,

ii.

Sweaters, including cardigans,

iii.

Slacks such as chinos, Docker-style, or nice blue jeans,

iv.

Stirrup, Capri, or crop pants,

v.

Culottes, skorts, or split skirts (all no shorter than two or three inches above
the knee),

vi.

Oxford-style button down shirts, and

vii.

Loafers or other casual shoes including nice athletic shoes,

d. The following attire is inappropriate for any City of Lynn Haven employee to wear to
work at any time:
i. T-Shirts other than City of Lynn Haven T-shirts which may be worn on “special
occasion days” as designated by the City Manager,
ii. Mid-riff length tops, off-the shoulder tops, tank tops, tube tops, halter tops, or tops
with spaghetti straps,
iii. Shirts and hats with profane or sexually explicit displays or language,
iv. Camouflage clothing,
v. Beach wear including beach/shower style flip-flops,
vi. Cut-off shorts,
vii. Any item of clothing that is tight fitting, especially those made completely or
substantially of spandex or lycra (i.e., biking shorts),
viii. Athletic wear, including exercise clothes unless supervising a sports event in
community services,
ix. Evening wear (i.e., loungewear or bed clothes; or club attire),
x. Underwear worn as outerwear,
xi. Provocative attire (i.e., braless, micro-mini styles or shirts/blouses with neckline
lower than approximately midway between the breasts and shoulder),
xii. Birkenstocks,
xiii. Any cap that is not City provided.
e. The City Manager may designate “special occasion days” from time to time.

City of Lynn Haven Employee Policies

91

f. The examples listed above are provided as guidelines only and should not be construed
to be all-inclusive lists of what is appropriate or inappropriate attire for the workplace.
When determining what appropriate business attire is, employees should use good
judgment. If you question the appropriateness of your attire, chances are it is
inappropriate attire for the workplace. Anyone needing assistance in interpreting the
appropriateness of certain attire should direct his/her questions to his/her immediate
supervisor or the City Manager.
g. Appearance Standards are as follows:
i. Employees of the City of Lynn Haven are expected to present a neat, businesslike
appearance on the job while maintaining good personal hygiene.
ii. Clothes that are torn or severely stained should not be worn.
iii. Management has the right to determine appearance standards that reflect the
image that the City of Lynn Haven wishes to project in the communities we serve.
iv. Supervisors are responsible for counseling their subordinates, either on an
individual or group basis, regarding what is acceptable appearance.
v. Employee Identification is considered part of an employee’s professional attire
and is required for access to all facilities. Employees are required to keep their ID
visible at all times while in any office building. Field/outside personnel should
have their ID readily available.
vi. All employees are expected to have clean, well-groomed, colors within the
parameters of normal hair colors. If a female employee has long hair, it must be
styled, or confinement may be needed so hair does not fall forward over the face
or possibly endanger the employee while working.
vii. Long hair or ponytails on employees must be groomed properly. If employee
works in a dangerous environment it must be properly secured to prevent an
accident.
viii. Earrings worn in visible places other than on the ears of employees are prohibited
while in uniform or on the job to include any facial or tongue piercings.
ix. Visible tattoos are prohibited for both male and female employees. The City
recognizes that some employees already have tattoos prior to coming to the City.
However, if an employee is thinking of getting a new tattoo it must be in a place
that can be covered.
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x. Facial hair must be groomed neatly on male employees any form of long facial
hair is prohibited. Facial hair must always be trimmed and kept clean maintaining
a length of no longer than 2 inches for safety purposes. This does vary for those
employees in fire and police. These departments have their own set of guidelines
that exceed the minimum requirements for regular employees.
i.

Employees violating this policy will be sent home immediately to change
into appropriate attire before returning to work. Any employee who
repeatedly violates this policy may be subject to discipline up to and
including discharge.

IV.

RESPONSIBILITY:
a. All City of Lynn Haven employees are responsible for adhering to this policy and
projecting a professional image of the City of Lynn Haven to the public.
b. The City Manager, management, and supervisory personnel are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 129

129- Work Week, Work Day, OnCall, Call-Outs, and Overtime Compensation
I.

OBJECTIVES:
a. The Fair Labor Standards Act, as amended, and interpretive bulletins issued by the U.S
Department of Labor establish rules and regulations that are used by the Department of
Labor to determine what constitutes working time. The purpose of this policy is to set
forth the application of these rules and regulations to the City of Lynn Haven’s
Employees.

II.

SCOPE:
The City of Lynn Haven will comply with the Fair Labor Standards Act, as amended, and
Department of Labor rules and regulations pertaining to payment for overtime worked. This
policy applies only to employees covered by the overtime provisions of the Fair Labor
Standards Act, as amended (nonexempt employees).

III.

PROVISIONS:
a.

The normal working hours and workweek for all employees not exempt from the overtime
provisions of the Fair Labor Standards Act, as amended, are as follows.
i. Office employees normally work an (8) hour shift with an unpaid lunch
break, Monday through Friday.
ii. Trades and crafts employees, recreational, police or fire work any scheduled
number of hours within a 24-hour period, as determined by management.
Normally, trades and crafts employees will work an eight-hour day, with one
hour or half hour unpaid for lunch break, Monday through Friday.
b. Call-Out
i. All employees are subject to call-out in the event of an emergency.
ii. Employees called out for emergency work on a day they are not scheduled to
work must complete their sweat equity (hours actually worked) before
overtime pay will be paid.
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c. On-Call
i.

Employees of the City of Lynn Haven are required to be on-call for various
periods of time. Employees who are on-call are not required to restrict their
movement during such time to their homes or any other location but are
required to respond to radio or cellular telephone provided by the City of
Lynn Haven. If radio or cellular telephone is not provided by the City of
Lynn Haven, employees’ on-call should leave word where they may be
reached by telephone.

ii. Management will assign employees to be on-call. Employees will perform
on-call duty on a rotating basis, as assigned.
iii. For each weekday during which an eligible employee is on-call, he/she will
receive a minimum of one hour pay at his/her overtime rate of pay. For each
Saturday and Sunday during which an employee is on call, he/she will
receive a minimum of two hours pay at time and one-half his/her regular rate
of pay. For each holiday during which an employee is on-call, he/she will
receive a minimum of four hours pay at time and one-half his/her regular
rate of pay.
iv. Eligible employee’s on-call are expected to be ready and capable of
responding to a call-out. Any employee, who is impaired for any reason,
including sickness, must notify management and request to be relieved of the
on-call assignment. Management will then find someone to take the
remaining shift.
v. All employees are eligible to be on-call and are subject to be called out at
any time. Due to circumstances, the City of Lynn Haven realizes sometimes
employees cannot come to work when requested. However, the City of Lynn
Haven does expect employees to answer the phone and communicate their
situation. Refusing to answer the phone or not communicating is
unacceptable and can result in disciplinary actions including, but not limited
to termination.
vi. Should the on-call person become overwhelmed and need more help, it is
their responsibility to contact management for assistance. Management will
then communicate with the employee on-call and assess the situation to
City of Lynn Haven Employee Policies

95

assign assistance and equipment. Management will keep a log of the outage
which will include but not limited to location, people, etc. Management will
also log those individuals that did not respond to the City of Lynn Haven’s
need for assistance.
vii. It is mandatory that all employees that are on-call work their assigned shifts.
No employee is eligible to give or trade their on-call duty to another
employee unless approved by Management. Should an employee have a
scheduling problem and need to change the week of their on-call, they must
submit in writing to Management their request and reason. It is then at the
discretion of Management to grant the switch or not. If the on-call duty is
switched, the employee that requested the switch must then pull standby of
the other employee within the rotation. No employee will be allowed to pull
back-to-back on-call two weeks in a row. However, they may be eligible to
be called out to assist.
viii. An employee must have the minimum qualifications to be considered to pull
on-call duty.
d. Attendance at meetings, seminars, or training programs is counted as working time
unless the following four criteria are met:
i. Attendance is outside the employee’s regular working hours,
ii. Attendance is in fact voluntary,
iii. The course, lecture or meeting is not directly related to the employee’s job;
and
iv. The employee does not perform any productive work during such
attendance.
e. Time spent by an employee attending an independent school, college, or trade
school after hours and on his/her own initiative is not included in the calculation of
hours worked, even if courses are related to his/her job.
f. Travel Time
i. Ordinary Home to Work:
a. Travel time from home to work before the regular workday and from
work to home at the end of the workday is ordinary home to work travel
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and is not considered hours worked; therefore, no compensation, either
straight time or overtime, is due.
ii. Travel that is all in a day’s work:
a. Time spent by an employee in travel as part of his/her job, such as travel
from job site to job site during the workday, is counted as hours worked.
When an employee is required to report to a designated location to
receive instructions, or to pick up tools, equipment or materials, the
travel time from the designated location to the workplace is part of the
day’s work and is counted as hours worked. Travel time to return to the
City of Lynn Haven’s office from a worksite at the end of the day is also
counted as hours worked. However, if an employee goes home from a
worksite rather then returning to the City of Lynn Haven’s office, the
travel time is not counted as hours worked
iii. Home to Work Emergency situations:
a. When an employee who has gone home after completing his/her day’s
work is called out after hours, all travel time resulting from the call-out is
counted as hours worked, including any travel from home to the City of
Lynn Haven’s office or to a worksite and any return travel from the
worksite or the City of Lynn Haven’s office.
iv. Home to work on special one-day assignments to another town (not
overnight):
a. Travel time from an employee’s home on a special assignment to a
location other than a City of Lynn Haven office (such as to attend a
meeting or training program) that does not involve overnight stay is
considered time worked.
b. Not all the time involved, however, is counted. Since, except for the
special assignment, the employee would have had to report to his/her
regular work site, the travel time he/she would normally have spent
between his/her home and his/her regular workplace is to be deducted.
v. Travel away from the home Community (overnight):
a. Travel that keeps an employee away from home overnight is working
time during the time it cuts across the employee’s normal workday. The
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time is not only hours worked on regular working days during normal
working hours, but also during the corresponding hours on nonworking
days as well. Thus, travel time during regular hours (less the normal
lunch hour) is working time on Saturday and Sunday as well as on the
other days. However, travel time outside normal working hours, where
an overnight stay is involved, will not be counted as hours worked,
unless the employee is required to drive.
vi. Overtime Compensation:
a. Nonexempt employees will be paid overtime at one and one-half
the employee’s regular rate of pay for all hours worked in excess
of sweat equity.
b. There is no such thing as compensatory time for any employee.
c. Notwithstanding any other provision in this policy, in the event
of a conflict between this policy and federal law, federal law
controls.

vii.

Mayoral declared State of Emergency:
a.

If the Mayor declares a State of Emergency when he/she believes a
disaster has occurred or may be imminent that is severe enough to
require State aid to supplement local resources in preventing or
alleviating damages, loss, hardship or suffering, all employees will be
paid their minimum pay for the period of the time designated, or until
a Mandatory Return to Work date is announced – whichever comes
first.

b. Any employee who reports to work during the state of emergency will
automatically be paid time and one half their regular pay for any time
worked during the designated period, and double time for any time
worked that would normally be considered overtime until the
mandatory Return to Work date.
c. This does not apply to an inclement weather day, but a hurricane,
natural disaster, etc.
d. The City will make every effort to contact each employee via phone,
email, or social media in order to ensure closure and return dates are
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communicated. It is the employee’s responsibility to try to reach a
command center staff member if they have not had contact with
someone from the COLH.

e. If the employee cannot make it to work as a result of the
emergency, the employee must inform his or her supervisor.
The employee will not be paid for missing work after the
designated Return to Work date, however, the employee may
use PTO if he or she has it available

b.

RESPONSIBILITY:
a. Each Manager is responsible for seeing that the provisions of this policy are
followed in carrying out day-to-day job activities, and in reporting time for payroll
purposes.
b. The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018, Rev. June 25, 2019
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Employee Policy 130

130- Meals
I.

OBJECTIVES:
To establish conditions under which employees may be reimbursed by the City of Lynn Haven
for meal expenses.

II.

SCOPE:
Employees who have been either called in prior to their regular schedule or required to
continue working beyond their regular schedule may be reimbursed by the City of Lynn Haven
for meal expenses.

III.

PROVISIONS:
a. When an employee is called in (3) three hours or more before his/her normal workday,
he/she will be reimbursed for the expense of a meal by the City of Lynn Haven.
b. When an employee is required to continue working for three or more hours beyond
his/her normal work day, the employee will be reimbursed for the expense of a meal by
the City of Lynn Haven and, thereafter, will be reimbursed for the expense of an
additional meal every five hours until he/she is released from the duty.
c. When an employee is called in on a day other than a scheduled workday and the
employee is required to work through a meal time and continue working for a
consecutive period of more than one hour, the employee will be reimbursed for the
expense of a meal by the City of Lynn Haven and, thereafter, will be reimbursed for the
expense of an additional meal every five hours, until he/she is released from duty.
d. Non-travel meal expenses are not reimbursable when incurred during an employee’s
regular working hours.
e. Only reasonable meal expenses will be reimbursed. Reasonableness will be determined
by the City Manager using the IRS Publication 1542 as a guide. Employees seeking
reimbursement for meal expenses must turn in a meal receipt, signed, with a date and
time noted, by the person providing the meal. The receipt must also clearly show the
names of all individuals who received a meal.
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f. In cases when the time spent eating such meal is 30 minutes or less, the time will be
counted as hours worked. When the time spent eating the meal exceeds 30 minutes,
such time shall not be counted as hours worked.
g. Notwithstanding any other provision in this policy, in the event of a conflict between
this policy and Florida law, Florida law controls.
IV.

RESPONSIBILITY:

The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 131

131- Children in the Workplace
I.

OBJECTIVES:
The policy is established to avoid disruptions in job duties of the employee and co-workers,
reduce property liability, and help maintain the City’s professional work environment.

II.

SCOPE:
The City of Lynn Haven recognizes the need to establish guidelines regarding bringing children
into the workplace.

III.

PROVISIONS:
a. Employees and supervisors must consider issues of safety, confidentiality, and disruption of
operations, disruption of services, disruption to other employees, appropriateness, and legal
liability, as well as sudden emergency, posed by the presence of children in the workplace.
Therefore, City employees are prohibited from bringing minor children to City worksites
during working hours.
b. It is the responsibility of managers and supervisors to ensure that the work of the City is
accomplished in an environment that promotes employee health and safety and minimizes
work-related disruptions.
c. It is inappropriate to allow workplace visits by children, whether supervised or
unsupervised for any period of time lasting longer than 15 minutes.
d. Supervisors may grant a one-time exception for a temporary, unforeseen emergency, but no
parent or relative can have a child in the workplace without the supervisor’s permission or
use the workplace as an alternative to childcare or for any other purpose. When authorized,
the accompanying adult must supervise the child(ren) at all times.
e. Supervisors may direct an employee to remove a child from the workplace. In this event,
the employee will be charged with leave for any time that he or she is absent from his/her
assigned station. Supervisors may make exceptions for holiday parties and “Take Your
Child to Work Day.”
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f. No minor may ever be allowed into an area that is potentially hazardous. Such prohibited
areas include maintenance areas, water treatment area, areas where chemicals are stored and
other restricted areas.
g. Children exhibiting symptoms of potentially contagious illnesses should not be brought into
the workplace. Provision for sick children should be made within the context of various
forms of leave available to staff: leave relating to caring for a sick family member (sick
leave if available), PTO if available or unpaid leave. No child can be left unaccompanied by
an adult in the work place, and any employee who brings a child to the work place and
leaves him or her unattended in an office, room, hall, lounge, restroom, lunch area or
elsewhere will be subject to discipline, up to and including termination.
h. Workplace computers are City property and vital equipment, intended for use only by
employees in the course and scope of assigned duties. Computers are not to be used as a toy
or entertainment for visiting children.
i. As used in this policy, the terms “minor” and “children” are defined as any individual who
has not reached the age of 18. For purposes of this policy, difficulty or inability in arranging
childcare does not constitute an emergency.
j. The City does not accept any liability for injuries to children who are on City property in
violation of this policy
RESPONSIBILITY:

The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 132

132- Travel Expenses
I.

OBJECTIVES:
a. To inform employees that adequate supporting vouchers for travel
expense must be obtained,
b. To provide a procedure for the substantiation of travel expenses and
c. To set forth the acceptable method of documenting travel expenses.

II.

SCOPE:
Reasonable travel expenses for travel benefitting the City of Lynn Haven are reimbursable.
Approval for the travel is required prior to incurring travel expenses. Expenses for those
traveling who is not an employee or City Commission member are not subject to
reimbursement.

III.

PROVISIONS:
a. Reimbursable Travel Expenses:
i. Transportation Expenses:
a. Transportation expenses are reimbursable and include mileage for travel in a
personal vehicle and fares charged for travel by air, bus, rail or taxi. Employees
using a personal vehicle for reimbursable travel shall compute their travel
expenses by using the mileage rate approved and authorized by the City
Commission from time to time. Employees must obtain the approval from
Management prior to using a personal vehicle for reimbursable travel.
ii. Meals:
a. Reasonable meal expenses actually incurred are reimbursable. The
reasonableness will be determined by the City Manager using the IRS
Publication 1542 as a guide.
iii. Lodging, Parking and Tipping:
a. Reasonable expenses for lodging, parking, and tipping will be reimbursed. The
reasonableness of such expenses will be determined by management and is
dependent on the site of the meeting or designated travel location.
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iv. Expenses Reimbursement Procedure:
a. Unless travel is pre-approved, no reimbursement for expenses will be granted.
i. Department heads shall obtain approval from the City Manager
ii. All other employees shall obtain initial approval from their supervisor,
with subsequent approval from the City Manager.
b. All reports of travel expenses shall be made on forms approved by the City
Manager. All expense claims for a trip shall be reported on one form.
c. Travel expenses may not be reimbursed unless the employee can substantiate
the expense with accurate records, such as receipts for expenses indicating the
amount, place and date the expense was incurred. IRS regulations mandate a
written receipt for common carrier and lodging expense.
d. When the employee is requiring a reimbursement of travel expenses or settling
a cash advancement, the following must be reported and substantiated:
i. The amount spent daily for transportation, meals, lodging, tipping, etc.
ii. The dates of departure and return, and the number of days spent on
business;
iii. The destination or locality of the travel, such as name of town or city;
and
iv. The business purpose of the trip or the business benefit derived or
expected to be derived as a result of the travel.
e. To receive cash advancement for expenses, a written request must be approved
by Management or receipts from credit card must be submitted.
v. Travel Cancellation:
a. In the event an employee cancels a trip, they must give the City of Lynn Haven
sufficient notice to cancel any reservations, so as not to incur any expenses for
the canceled event. If the employee fails to give the City of Lynn Haven
sufficient notice to cancel reservations, they are responsible for paying those
expenses.
b. Notwithstanding any other provision in this policy, in the event of a conflict
between this policy and Florida law, Florida law controls
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IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 133

133- Funeral/Bereavement Leave
I.

OBJECTIVES:
To provide paid absences for funeral and bereavement leave.

II.

SCOPE:
Regular employees will be granted paid leave up to three (3) days in the event of a death in the
employee’s immediate family with the exception of spouse or child. In the event of the death of
the employee’s spouse or child, regular employees will be granted up to five (5) days.

III.

PROVISIONS:
a. The City of Lynn Haven will grant a three or five day leave of absence with pay to any
regular employee in the event of a death of one of the employees following family
members: employee’s spouse, child, stepchild, father, stepfather, mother, stepmother,
brother, stepbrother, brother-in-law, sister, stepsister, sister-in-law, grandfather, step
grandfather, grandmother, step grandmother, and grandchild or step grandchild of either
the employee or his/her spouse. The leave of absence period must include the day of the
funeral and three (3) consecutive work days. This may vary for those on shift work.
The City Manager may approve leave in excess of three days if such additional leave is
required by the employee. Leave in excess of three days is without pay or, at the
employee’s request; additional leave may be charged against accrued PTO, if available
and approved.
b. An employee serving as a pallbearer for a relative other than a member of his/her
immediate family will be granted time off, not to exceed four hours, at his/her regular
pay rate to serve as a pallbearer.
c. Employee will be permitted to attend a current coworker’s viewing or funeral services
during normal working hours if approved by their department manager without having
to use their accrued PTO.
d. Employee on paid funeral or bereavement leave will continue to accumulate PTO
credits while on such leave.
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e. Leave taken under this policy by an FLSA-exempt employee will be administered
pursuant to the provisions of the policy on FLSA employees.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 134

134- Jury Duty Leave
I.

SCOPE:
Pertains to regular employees with wages or salaries engaged in jury duty.

II.

PROVISIONS:
a. The City of Lynn Haven will not discharge, intimidate, coerce, or otherwise discipline
or discriminate against any employee for responding to a summons to serve as a juror.
b. The City of Lynn Haven will pay regular employees the difference between their wage
or salary and any amount receive by the employee for service as a juror when the
employee is engaged as a juror (or is present in a jury pool) in a local, state, or federal
court.
c. In order to be eligible for pay for days spent on jury duty if the employee is released
before 12 noon on any given day, he/she must return to the City of Lynn Haven to
perform his/her regular duties or any other duties available.
d. Upon release from jury duty, the employee must submit a statement from the clerk of
the court stating the dates of jury duty and the amounts paid per day.
e. Employees are required to notify their immediate supervisor of a summons for jury duty
on the first workday following the receipt of such summons in order to receive full pay
for service as a juror.
f. Leave taken under this policy by an FLSA-exempt employee will be administered
pursuant to the provisions of the policy regarding FLSA-exempt employees.

III.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 135

135- Voting Leave
I.

OBJECTIVES:
To provide time off with pay to employees so that they may vote.

II.

SCOPE:
The City of Lynn Haven will grant all employees a reasonable period of time off with pay, so
they may vote.

III.

PROVISIONS:
a. The City of Lynn Haven will grant any employee up to one hour paid leave in order to
vote if the employee’s workday begins less than one hour after the polls open in the
morning and ends less than one hour prior to the closing of the polls. To receive paid
time off to vote, an employee must notify his/her immediate supervisor on the day prior
to the election of his/her intent to be absent. The City of Lynn Haven may specify the
particular work hours to be used as time off to vote.
b. The City of Lynn Haven may, at its discretion, change the work hours on an election
day so that the workday begins more than one hour after the polls open in the morning
or ends more than one hour before the polls close in the evening.
c. Leave taken under this policy by an FLSA-exempt employee will be administered
pursuant to the provisions of the policy on FLSA-exempt employees.

IV.

RESPONSIBILITY:
The City Manager and City of Lynn Haven Managers are responsible for the administration of
this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 136

136- Sick Leave
I.

OBJECTIVES:
To define conditions under which compensation will be paid to full-time employees for
absences due to personal illness, injury, disability or need for medical or dental attention or
illness or injury to a member of the employee’s immediate family, that protect both the
employee’s legitimate need for protection against loss of income and the City of Lynn Haven’s
need to control any abuse of this policy.

II.

SCOPE:
The City of Lynn Haven will not award any sick leave to any regular employee’s starting with
the first full pay period of May 2018. All time will be awarded to the employee in the form of
Paid Time Off (PTO). If an employee has sick leave available, it is considered to be used as a
catastrophic sick bank. The City of Lynn Haven has made available short-term disability should
the employee choose to purchase it as a supplement to their PTO.

III.

PROVISIONS:
a. The employee has the opportunity every June to convert any sick leave they may have
remaining in their bank to PTO at the rate of 25% per hour. If an employee runs out of
PTO time during the year and they have sick leave still available, the City Manager has
the authority to convert some of their sick leave to PTO at the rate of 25%.
b. A full-time employee that has sick leave available may utilize sick leave to cover
absences from work for the following reasons after they have been incapacitated for two
(2) consecutive calendar PTO days. If the employee does not have the PTO hours they
can immediately start utilizing their sick leave if they have any in their account. The
following are qualified reasons to take sick leave:
i. A “Serious Health Condition” suffered by the full-time employee. Employees who
have suffered injuries covered by workers’ compensation may take sick leave
when drawing workers’ compensation as provided in Section III.D. below;
ii. A “Serious Health Condition” that has occurred with an immediate family
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member of the employee. Immediate family is defined and includes
step/biological spouse, children, grandparents, grandchildren or parents of either
the employee or spouse;
iii. Outpatient or continuing treatment by or under the supervision of a physician for
full-time employees or immediate family members associated with “Serious
Health Conditions.”
iv. Other reasons may be included by should be approved by management if the
reason is questionable.
c. Sick leave may not be used for any purpose other than stated in this policy. An
employee using sick leave for any purpose other than as stated in this policy shall be
subjected to discipline, up to and including termination.
d. Employees may be required to present a physician’s certificate of illness or injury. A
certificate from the City of Lynn Haven’s physician may also be required. If the sick
leave is requested for a reason that would qualify as a “serious health condition.”
e. Sick leave may be used for rehabilitation in-patient care necessitated by the use of
alcohol or narcotic (non-prescription) drugs.
f. Full-time employees will be paid an amount equal to 25% of their accumulated sick
leave upon normal retirement. Accumulated sick leave shall not be paid upon
separation of employment. If employee leaves prior to retirement any time in the sick
bank is forfeited.
g. Two days of PTO usage is not required when Sick time is Pre-Approved.
h. The City of Lynn Haven reserves the right to terminate employees while on sick leave.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 137

137- Paid Time Off (PTO)
I.

OBJECTIVES:
a. To set forth the policy on earning, accruing and accumulating Paid Time Off (PTO) by
the full-time employees of the City of Lynn Haven.
b. To provide personal leave time, with pay, to be utilized by full time employees for
vacation leave, sick leave, and administrative leave including family illness and other
leave time as may be needed by the employee.
c. To provide the City of Lynn Haven employees a period of time each calendar year that
they may utilize from the regular City of Lynn Haven duties for rest, recreation and any
other matter that may require the employee’s attention.

II.

SCOPE:
All employees classified as full-time employees shall earn (accrue to their account) personal
leave with pay as shown in the following table:
Years of
Continuous Service:

III.

General Employees

Police Certified

Fire Certified

Hours Earned Per

Employees Hours

Employees

Month

Earned Per

Hours Earned

Month

Per Month

0-1

12

13

14

1-4

14

15

16

5-10

16

17

18

11-15

18

19

20

16-19

20

21

22

20 or greater

22

23

24

PROVISIONS:
a. If a full-time employee works less than required amount of time depending on
classification of employee, their accrued PTO will be prorated to an amount equal to the
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hours worked multiplied times the established employee personal leave time per hour.
b. To be eligible for PTO, regular employees must notify their direct Supervisor of their
request to use PTO no later than 30 minutes after the beginning time of the workday if
they intend to use PTO unless an extreme emergency exists. If this person is
unavailable, the employee is to work their way through the command chain until they
reach someone in authority. Calling a co-worker is not acceptable. When an employee
intends to use PTO for a foreseeable purpose, the employee must notify the City of
Lynn Haven as well in advance of the intended leave, as practicable, or as soon as the
need for leave is known.
c. No employee classified as a >20hr part-time employee shall earn or accrue PTO under
this policy.
d. No PTO will accrue after an employee has been absent from work.
e. No employee will be allowed to take PTO unless the time has been accrued and posted
to their account.
f. PTO time may be accumulated and carried over each year to a maximum of 300 hours.
Leave in excess of 300 hours must be used or paid out up to 80 hours or it will be
forfeited on the pay period that annual performance evaluations and merit increases are
effective.
g. During leave of absence with pay, an employee shall continue to earn PTO, except in
the case where an employee is granted PTO in conjunction with their resignation.
h. The minimum amount of PTO that must be taken at one-time is one hour.
i. PTO is to be utilized for all normal times off from work, such as personal and family
vacations, sick leave, and leave to assist family members or others, and other
circumstances approved by the City Manager.
j. When an employee misses more than one day due to an illness or injury, the employee
is required to notify their supervisor on each succeeding day off within 30 minutes of
the beginning of the workday. An employee absents for more than two (2) consecutive
days due to an illness or injury, may be required by their Supervisor to submit a written
statement from physician indicating to the extent possible, the number of days of
anticipated absence due to the illness or injury.
k. PTO may be used for in-patient rehabilitation care necessitated by the use of alcohol or
narcotic (non-prescription) drugs.
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l. When a full-time employee suffers from injuries that are covered by worker’s
compensation they are required to take a minimum of two (2) days PTO before they can
utilize their sick leave when drawing workers’ compensation as provided in Policy 136
Section III b.
m. Employees may be required to present a physician’s certificate of illness or injury. A
certificate from the City of Lynn Haven’s physician may also be required. If the PTO is
requested for a reason that would qualify as a “serious health condition.”
n. An employee who has accrued 150 hours or more of PTO will be permitted to be paid
in cash for PTO hours at their regular rate of pay in lieu of vacation time off. A
minimum of 40 and maximum of 80 hours PTO may be paid in cash each transaction. A
maximum of 80 hours paid in cash every six months will be permitted. A minimum
balance of 100 PTO must be remaining after each transaction.
o. Accumulated PTO will be paid at the employee’s regular rate of pay upon the
employee’s resignation, retirement, discharge or layoff. An employee may elect to
receive payment for accumulated PTO upon separation for military service or, in the
alternative, may elect to retain the accumulated leave (subject to accumulation limits)
for use upon reemployment at the completion of military service.
p. PTO requests and schedules must be approved by the Department Manager or City
Manager. PTO requests may be turned down if the department work load is such that
the employee’s absence will cause problems, in management’s judgment, for work
completion in a timely manner. Vacation schedules for Thanksgiving, Christmas and
New Year time periods may be approved or disapproved to prevent employees from
dominating those popular vacation periods each and every year. In cases where
domination is not a factor and there is conflicting request, the employee who requested
first will be granted the time off.
q. Employees are encouraged to schedule time off throughout the year to minimize
scheduling problems during the busiest vacation seasons. Late scheduling PTO will
increase the possibility that such requested leave will not be approved. Unapproved use
of PTO will result in the employee not being paid for such leave time and may in the
Supervisor’s discretion, result in the appropriate application of the City of Lynn
Haven’s Work Rules, Personnel and Discipline Polices.
r. Earned PTO must be substituted for leave without pay unless for disciplinary reasons.
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s. In extreme cases where an employee is unable to report to work for an extended period
of time and has used up all accrued PTO, the City Manager may permit fellow
employees to transfer some of their PTO to this employee.
t. The City no longer offers compensatory time. Thus, any time accrued must be utilized
before February 13, 2019.
IV.

RESPONSIBILITY:
The City Manager and Department Managers are responsible for the administration of this
policy. The accounting department is responsible for maintaining payroll and accounting
records necessary to document each employee’s PTO activity.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 138

138- Compensation for Injuries on
the Job
I.

OBJECTIVES:
To establish a method for compensating employees receiving workers’ compensation for
injuries on the job in an amount over and above what workers’ compensation pays to such
employees.

II.

SCOPE:
The City of Lynn Haven shall compensate employees injured on the job in an amount equal to
the employee’s regular gross pay less any workers’ compensation payment less normal
deductions and taxes.

III.

PROVISIONS:
a. When an employee is injured on the job and unable to perform any work made available
by the City of Lynn Haven, and commences receiving workers’ compensation
payments, the employee may use available sick leave or PTO to supplement the
employee’s worker’s compensation payments. This supplement will be an amount equal
to the difference between 100% of the employee’s regular gross pay and the employees’
workers’ compensation payments less normal deductions and taxes.
b. Such payments will continue until the employee is released to return to work by the
City of Lynn Haven’s physician; sick leave and PTO accruals are exhausted; or
workers’ compensation plus long-term disability benefits or other compensation totals
100% of regular wages, or employee is classified as permanently totally disabled,
whichever occurs first.

IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 139

139- Leave of Absence without Pay:
Family, Medical, and Personal Leave
(FMLA)
I.

OBJECTIVES:
The City of Lynn Haven recognizes that circumstances beyond the control of the employee
may necessitate absence from duty. The purpose of this policy is to set out the conditions under
which an employee may request time off without pay for a limited period.

II.

SCOPE:

The City of Lynn Haven will grant employee’s leaves of absence without pay under the
conditions provided in this policy.
III.

PROVISIONS:
a. Family and Medical Leave of Absence
i. The City of Lynn Haven will allow an eligible employee up to a total of 12
workweeks of unpaid leave during any calendar year for one or more of the
following reasons:
i. Because of the birth of the employee’s child and to care for that child;
ii. Because of the placement of a child with the employee for adoption or
foster care and to care for that child;
iii. To care for a spouse, child, or parent with a serious health condition if the
employee is needed to provide physical or psychological care for the
family member;
iv. Because the employee has a serious health condition that makes the
employee unable to perform his/her job.
b. To be eligible for family or medical leave under this policy, an employee must meet
the following requirements:
i. The employee must have been employed by the City of Lynn Haven for at least
12 months as of the date leave is to commence.
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ii. The employee must have worked at least 1,250 hours during the 12-month
period immediately preceding the commencement of the leave.
iii. The employee must be employed at a worksite where 50 or more employees are
employed by City of Lynn Haven within 75 miles of the worksite as of the date
the employee gives notice of the need for leave.
c. Upon returning from family or medical leave, the employee will be restored to the
position he or she held when the leave began, or to a similar position with equivalent
benefits, pay, and other terms and conditions of employment. The right of an
employee to reinstatement under the FMLA expires at the end of the 12-week FMLA
leave period.
d. If an employee on family or medical leave is a salaried employee (Key Personnel)
who is among the highest paid 10 percent of City of Lynn Haven employees within 75
miles of the employee’s worksite and restoring the employee to employment would
result in substantial or grievous economic injury to the operations of the City of Lynn
Haven, the City of Lynn Haven may deny restoration to the key personnel.
e. The use of family or medical leave will not result in the loss of any employment
benefit accrued prior to the date on which the leave commenced; however, an
employee will not accrue any seniority or employment benefits during an unpaid
leave of absence, except as provided by Section III.a.6.
f. During any period of family or medical leave, the City of Lynn Haven will maintain
an employee’s coverage under it group health plan at the same level and conditions
of coverage that would have been provided if the employee had not taken the leave.
However, an employee may choose not to retain health plan coverage during his/her
FMLA leave, and upon restoration, the employee is entitled to have health coverage
reinstated on the same terms as prior to taking the leave. The City of Lynn Haven
may recover its share of any premium paid for maintaining coverage during an
unpaid leave period if the employee fails to return from leave for a reason other than
the continuation, recurrence, or onset of a serious health condition of the employee
or the employee’s family member, or other circumstances beyond the control of the
employee. The City of Lynn Haven may also recover the employee’s share of any
premium payments missed by the employee for any FMLA leave period during
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which the City of Lynn Haven maintains the employee’s health coverage by paying
the employee’s share after the premium payment has been missed.
g. Employees requesting PTO, sick leave, or leave for any purpose must provide the
City of Lynn Haven with sufficient information for the City of Lynn Haven to
determine whether the requested leave should properly be taken as family or
medical leave under this policy.
h. An employee must give the City of Lynn Haven at least 30 days’ notice before the
date leave is to begin if the need for leave is foreseeable. If 30 days’ notice is not
practical, such as because of a lack of knowledge of when leave will be required to
begin, a change in circumstances, or a medical emergency, the employee must
provide the best notice practicable. If an employee fails to give timely advance
notice when the need for FMLA leave is foreseeable, the City of Lynn Haven may
delay the taking of FMLA leave until 30 days after the date the employee provides
notice to the City of Lynn Haven of the need for FMLA leave.
i. When an employee provides notice of the need for family or medical leave, the City
of Lynn Haven will provide the employee with a Family and Medical Leave Act
Fact Sheet and a notice detailing the specific expectations and obligations of the
employee that explains any consequences of a failure to meet such obligations.
j. The City of Lynn Haven requires reports every 7 days from an employee on unpaid
family or medical leave regarding the employee’s status and intent to return to work.
k. For the purposes of Family and Medical leave, the following definitions apply:
i. “Child” is defined as a biological, adopted, step, or foster child, a legal ward, or
a child of a person standing in loco parentis, who is either under the age of 18,
or over 18 but incapable of self-care because of a physical or mental disability.
ii.

“Parent” means a biological parent or person who stands or stood in loco
parentis to the employee but does not include parents-in-law.

l. Provisions Specific to Family Leave:
i. An employee may take unpaid leave because of the birth of the employee’s
child and to care for that child or because of the placement of a child with
the employee for adoption or foster care to care for that child.
ii. The entitlement to leave for birth or placement of a child expires at the end
of the 12-month period beginning on the date of the birth or placement.
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Leave for birth or placement of a child may not be taken intermittently or
on a reduced leave schedule unless the City of Lynn Haven agrees to the
intermittent leave.
iii. If both husband and wife are employed by the City of Lynn Haven, the
aggregate length of leave to which both are entitled for the birth or
placement of a child is 12 workweeks during the FMLA leave year.
iv. Employees must substitute accrued PTO or Sick Leave for any or all of the
leave allowed for the birth of an employee’s child or to care for that child
or placement of a child with the employee for adoption or foster care.
m. Provisions Specific to Medical Leave:
i. An employee may take unpaid leave to care for a spouse, child or parent
with a serious health condition if the employee is needed to provide
physical or psychological care for the family member, or because the
employee has a serious health condition that makes the employee unable to
perform the functions of his or her position. Reasonable documentation of
family relationship is required.
ii. A “Serious Health Condition” means an illness, injury, impairment, or
physical or mental condition that involves one of the following:
a. Hospital Care: Inpatient care (i.e., an overnight stay) in a
hospital, hospice, or residential medical care facility, including
any period of incapacity or subsequent treatment in connection
with or consequent to such inpatient care.
b. Absence Plus Treatment: A period of incapacity of more than
three consecutive calendar days (including any subsequent
treatment or period of incapacity relating to the same condition),
that also involves:
i.

Treatment two or more times by a health care provider, by
a nurse or physician’s assistant under direct supervision of
a health care provider, or by a provider of health care
services (e.g., physical therapist) under orders of, or on
referral by, a health care provider; or
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c. Pregnancy: Any period of incapacity due to pregnancy, or for
prenatal care.
d. Chronic Conditions Requiring Treatments: A chronic condition
which:
i.

Requires periodic visits for treatment by a health care
provider, or by a nurse of physician’s assistant under
direct supervision of a health care provider;

ii.

Continues over an extended period of time (including
recurring episodes of a single underlying condition) and;

iii.

May cause episodic rather than a continuing period of
incapacity (e.g., asthma, diabetes, epilepsy, etc.).

e. Permanent/Long-term Conditions Requiring Supervision: A
period of incapacity which is permanent or long-term due to a
condition for which treatment may not be effective. The
employee or family member must be under the continuing
supervision of, but need not to be receiving active treatment by, a
health care provider. Examples include Alzheimer’s, a sever
stroke, or the terminal stages of a disease.
f. Multiple Treatments (Non-Chronic Conditions): Any period of
absence to receive multiple treatments (including any period of
recovery there from) by a health care provider or by a provider of
health care services under orders of, or on referral by, a health
care provider, either for restorative surgery after an accident or
other injury, or for a condition that would likely result in a period
of incapacity of more than three consecutive calendar days in the
absence of medical intervention or treatment, such as cancer
(chemotherapy, radiation, etc.) severe arthritis (physical therapy),
and kidney disease (dialysis).
g. Leave for medical care of a spouse, child, or parent with a serious
health condition or for the employee’s own serious health
condition may be taken intermittently or on a reduced schedule
when medically necessary. However, if an employee requests
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intermittent leave or leave on a reduced leave schedule and the
leave is foreseeable based on planned medical treatment, the City
of Lynn Haven may require the employee to temporarily transfer
to an available alternative position for which the employee is
qualified that better accommodates recurring leave periods. The
alternative position will have equivalent pay and benefits. When
the employee no longer needs to continue on leave and is able to
return to full-time work, the employee will be placed in the same
or equivalent job as his/her prior job.
h. The employee must make a reasonable effort to schedule the
treatment of a serious health condition of a family member of the
employee so as not to unduly disrupt the City of Lynn Haven’s
operations. This scheduling is subject to the approval of the
appropriate health care provider.
i. The employee must substitute accrued paid vacation leave and
sick leave for unpaid medical leave taken under Section III.A.12.
n. Certification:
i.

The City of Lynn Haven will require medical certification issued by the
health care provider to support a request for leave for an employee’s own
serious health condition or to care for a seriously ill child, spouse or parent.
The City of Lynn Haven will also require medical certification when an
employee is unable to return to work after family or medical leave because
of the continuation, recurrence, or onset of a serious health condition of the
employee or the employee’s family member.

ii.

Certification must be made on the form provide by the City of Lynn Haven,
and must be made within 15 days of the City of Lynn Haven’s request,
unless not practicable under the circumstances.

iii.

If the City of Lynn Haven has reason to doubt the validity of the medical
certification, it may require the employee to obtain a second or third opinion
at the City of Lynn Haven’s expense. The City of Lynn Haven will designate
the healthcare provider who will not be a provider employed on a regular
basis by the City of Lynn Haven. If the opinions of the employee’s and the
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City of Lynn Haven’s designated healthcare providers differ, the City of
Lynn Haven may require the employee to obtain certification from a third
healthcare provider, again, at the City of Lynn Haven’s expense. This third
opinion shall be final and binding. The third healthcare provider will be one
designated or approved jointly by the City of Lynn Haven and the employee.
iv.

If the City of Lynn Haven requires an employee to obtain either a second or
third opinion, the City of Lynn Haven will reimburse the employee or family
member for any reasonable “out of pocket” travel expenses incurred to
obtain the second and third medical opinions.

v.

In the case of foreseeable leave, an employee failing to provide timely
certification after being requested by the City of Lynn Haven to furnish such
certification is provided. When the need for leave is not foreseeable, an
employee failing to provide medical certification within a reasonable time
under the circumstances may be denied continuation of FMLA leave until
the required certification is provided.

o. Recertification:
i. For pregnancy, chronic, or permanent/long-term conditions under continuing
supervision of a health care provider, the City of Lynn Haven will require
certification every 30 days. However, additional recertification’s may be
required if:
a.

Circumstances described by the previous certification have changed
significantly; or

b.

The City of Lynn Haven receives information that cast doubt upon
the employee’s stated reason for the absence.
i. For all serious health conditions other than those listed in
III.A.13.B., employees will be required to recertify the
medical condition every 30 days, except that:
a. Minimum duration of the period of incapacity
specified on a certification furnished by the health
care provider is more than 30 days, the City of
Lynn Haven will not request recertification until
that minimum duration has passed; and

City of Lynn Haven Employee Policies

124

b. For FMLA leave taken intermittently or on a
reduced leave schedule basis, the City of Lynn
Haven will not request recertification in less than
the minimum period specified on the certification
as necessary for such leave. However, additional
recertification’s may be required if:
i. The employee requests an
extension of leave;
ii. Circumstances described by the
original certification have changed
significantly; or
iii. The employee receives information
that casts doubt upon the
continuing validity of the
certification.
c. Recertification shall be at the employee’s expense
unless the City of Lynn Haven provides otherwise.
No second or third opinion on recertification will
be required.
d. Employees shall provide recertification within 15
days of the City of Lynn Haven’s request, unless
not practicable under the circumstances.
ii. The City of Lynn Haven requires a medical certification
of fitness to return to work in all cases where the
employee has taken medical leave based on his/her own
serious health condition, except for cases where the
employee takes intermittent leave. The fitness for duty
certification shall be at the employee’s expense, and the
City of Lynn Haven will delay restoration until the
employee submits the required certification. If the new
medical certification for a serious health condition, the
employee may be terminated.
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iii. Notwithstanding any other provision in this Family
Medical Leave Act (“FMLA”) policy, in the event of a
conflict between this policy and the FMLA, the FMLA
controls.
p. A regular employee may request a medical leave of absence without pay for personal
medical reasons such as surgery, injury, or other disability or extended illness,
including disability due to pregnancy or childbirth.
i. Leave without pay for medical reasons will not be granted until all accumulated
sick leave and PTO has been exhausted.
ii. Employees will be required to present a physician’s certificate of disability,
injury or illness. A certification from the City of Lynn Haven’s physician may
also be required. If the medical leave is requested for a reason that would qualify
as a “serious health condition” under Section III.A.12.b. Of this policy, the need
for leave must be certified as set out in Sections III.A.12.f. and g. of this policy.
iii. Employees requesting reinstatement after taking leave under Section III.B. will
be reinstated to their prior position or a similar position if a vacancy exists for
which they are qualified.
q. A regular employee may request a leave of absence without pay for personal reasons.
i. Personal leave will not be granted for the purpose of engaging in gainful
employment elsewhere.
ii. Leave without pay for personal reasons will not be granted until all accumulated
vacation leave has been exhausted.
iii. Personal leave without pay will only be granted when the work of the City of Lynn
Haven will not be impaired by such leave.
iv. If at any time during the period an employee is on personal leave of absence the
City of Lynn Haven determines that the work of the City of Lynn Haven is impaired
by the employee’s absence, the City of Lynn Haven will notify the employee of the
impairment and order the employee back to work. If the employee does not return to
work within 3 days of receiving the notice to return to work, he or she will be
terminated from employment.
v. PTO will not be earned during time spent on leave without pay.
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vi. The City of Lynn Haven will continue to provide major medical insurance for the
employee’s first thirty days of leave under Sections III.B. and III.C. under the same
conditions as if the employee were not on leave. After the expiration of 30 days on
unpaid leave under Section III.B or III.C, the employee will be removed from the
City of Lynn Haven’s major medical insurance policy, unless the employee
reimburses the City of Lynn Haven for the entire cost of such coverage. If the
employee is taking leave under Section III.B. or III.C. as an extension of unpaid
leave taken under Section III.A., the 30 days during which the City of Lynn Haven
will provide group health insurance for the employee under the same conditions as
if the employee were not on leave will be reduced by the number of days that
insurance was provided during unpaid leave taken under Section III.A.
vii. After the expiration of 30 days on unpaid leave, other benefits will also be
suspended unless the employee pays the costs associated with maintaining the
benefit program. Retirement plan contributions and credit for years of service will
be governed and controlled by ERISA break-in-service regulations.
viii. Request for Leave of Absence
a. A request for a leave of absence must be made in
writing, 30 days in advance of the beginning of the
requested leave, except when impracticable.
b. Leave of absence without pay must be approved by the
City Manager.
ix. Leaven taken under this policy by an FLSA-exempt employee will be administered
pursuant to the provisions in that policy regarding FLSA-exempt employees.
x. An employee who fails to return to work at the expiration of leave under this policy
will be considered to have quit his/her job.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 140

140- Deductions from Salaries of
FLSA-exempt Employees
I.

OBJECTIVES:
The Fair Labor Standards Act, as amended, (“FLSA”), exempts from its wage and hour
provisions certain administrative, executive, and professional employees paid on a salary basis.
The purpose of this policy is to ensure that deductions from the salaries of exempt employees
comply with Department of Labor regulations governing such deductions.

II.

SCOPE:
The City of Lynn Haven will comply with the Fair Labor Standards Act, as amended, and
Department of Labor regulations pertaining to deduction from the salaries of exempt
employees.

III.

PROVISIONS:
a. Subject to the exceptions provided below, an exempt employee will receive his/her full
salary for any week in which he/she performs any work, without regard to the number
of days or hours worked.
b. Except in situations where the City of Lynn Haven policy provides for leave with pay,
an exempt employee will not be paid for any work week in which he/she performs no
work.
c. For any week during which an exempt employee performs any work, deductions will
not be made for:
i. Absences occasioned by the City of Lynn Haven or the operating requirements of
the City of Lynn Havens, or
ii. Absences caused by Jury Duty, attendance as a witness, or temporary military
leave. Any amounts received by an exempt employee as jury or witness fees or
military pay for a particular week will be offset against the salary due for the
particular week.
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d. Deductions may be made from the salary of an exempt employee during weeks in which
he/she has performed work, under the following conditions:
i.

The employee is absent from work for a day or more for personal reasons other
than sickness or accident.

ii. The employee is absent for a day or more because of sickness or disability, and
the deduction is made in accordance with the plan, policy or practice of the City of
Lynn Haven providing compensation for loss of salary occasioned by sickness and
disability. Such deductions may be made before an employee has qualified under
the policy or after he/she has exhausted leave under the policy. The employee will
not be paid any portion of his/her salary for such days or days for which he/she
receives compensation for leave under the plan, policy, or practice.
iii. If the employee has been involved in an industrial accident and the employee is
compensated for loss of salary in accordance with the applicable compensation
law or a plan adopted by the City of Lynn Haven, so long as the City of Lynn
Haven also has a policy in effect providing compensation for sickness and
disability other than that relating to industrial accidents.
iv. The deduction is the result of a penalty imposed in good faith for infractions of the
safety rules or major significance.
v. The employee is absent while taking unpaid leave pursuant to the Family and
Medical Leave Act of 1993.
vi. Notwithstanding any other provision in this policy, in the event of a conflict
between this policy and the FLSA, the FLSA controls.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 141

141- Holidays
I.

OBJECTIVES:
a. To list the holidays recognized by the City of Lynn Haven, and
To define the City of Lynn Haven’s practice concerning holiday pay.

II.

SCOPE:
Regular employees will receive a day off with pay for the following holidays: New Year’s Day,
Martin Luther King Day, Memorial Day, Good Friday, Independence Day, Labor Day,
Veteran’s Day, Thanksgiving, Friday after Thanksgiving, Christmas Eve, Christmas Day, and
Employee’s Birthday.

III.

PROVISIONS:
a. The City of Lynn Haven’s offices will be closed on the following holidays:
i. New Year’s Day, Martin Luther King, Jr. Day, Memorial Day, Good Friday,
Independence Day, Labor Day, Veteran’s Day, Thanksgiving, Friday after
Thanksgiving, Christmas Eve and Christmas Day. One additional floating
holiday is awarded to each Employee and is to be used thirty (30) days before
or after the Employee’s Birthday.
b. In as much as certain of the holidays listed above are traditionally considered religious
holidays, the City of Lynn Haven will make every effort to reasonable accommodate
religious holiday observances other than those recognized, to the extent that undue
hardship to the City of Lynn Haven or to other employees does not result. Any
employee who desires to observe a religious holiday other than the ones recognized
above should notify his/her immediate supervisor.
c. When any of the above holidays falls on a Saturday, Friday will be observed as the
holiday. When any of the above holidays fails on Sunday, Monday will be observed as
the holiday, unless the City Manager has City Commission approval to move days off to
accommodate the work load.
d. Employees working on any of the above-enumerated holidays at the request of the City
of Lynn Haven will receive this holiday pay (if applicable) and in addition, will be paid
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one and one-half times their regular rate of pay for all hours actually worked on the
holiday. Such employee may choose to receive his/her regular rate of pay for the hours
worked on the holiday, no holiday pay for that day, and will be entitled to a
compensatory day off to be taken at a later date.

IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 142

142- Employee Training and
Development
I.

OBJECTIVES:
a. To provide employees with the training and education necessary to fulfill the
requirements of their positions and to ensure their understanding of the City of Lynn
Haven ’s policies, programs, and objectives;
b. To encourage employees to take advantage of training and educational programs, both
formal and informal, that will increase their knowledge and skills and stimulate
performance growth relating to their position and service of the City of Lynn Haven;
c. To help employees achieve, through training and development, greater satisfaction and
meaning from their career with the City of Lynn Haven as well as to increase their
appreciation and purpose in life as a benefit of their work for the City of Lynn Haven;
d. To establish methods for the equitable application of this policy so that both the City of
Lynn Haven and the employees receive maximum benefits.

II.

SCOPE:
Employees are encouraged to participate in on-the-job and off-premises training. The City of
Lynn Haven will pay the cost of training required by the City of Lynn Haven for continued
certification or licensing for the employee's position with the City of Lynn Haven as well as onthe-job training for employees. Employees may be reimbursed for certain expenses incurred for
non-required but job-related educational expenses

III.

PROVISIONS:
a. Training and development under this policy will include on-the-job training, workshops,
institutes, seminars, adult education, college course work, and other programs that will
increase workplace knowledge and skills of the employee related to the service of the
City of Lynn Haven.
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b. Supervisors, at all levels, are urged to maintain a favorable climate for training.
Supervisors should encourage employee initiative, suggestions, and attitudes that will
contribute to the growth and well-being of the employee and City of Lynn Haven.
c. On-the-job and in-service training will be the primary method of employee
development. The City Manager will see that all employees receive the training and
education necessary to fulfill the requirements of their positions.
d. The City of Lynn Haven will pay the entire cost of all workshops, courses, or seminars
in which the employee is required to participate by the City of Lynn Haven as part of
their current position with the City of Lynn Haven.
e. Upon advance approval by the City Manager, the City of Lynn Haven may pay the
cost of tuition and books for college, fire school, police school, vocational school, or
approved correspondence courses or online courses that increase the employee’s
knowledge of, and ability to perform his/her job. The degree, certificate, license or
equivalent sought as a result of the education, or training must be a benefit to the City of
Lynn Haven and the members as being beneficially related to the service provided by
the City of Lynn Haven. The employee must successfully complete the approved
course of study outlined to the City Manager to its conclusion the degree, certification
or license as determined and agreed to by the employee. At the beginning of the course
of study or training within the time frame originally agreed to by the employee and the
City Manager, and, if not then the employee shall be required to reimburse the City of
Lynn Haven the amount of the monies paid by the City of Lynn Haven for the cost of
degree, license or training of the employee by immediate repayment of all the amount
or by payroll deductions of no greater than 20% of the payroll check of the employees
take home pay until paid in full, as is chosen by the City of Lynn Haven . This
procedure and others in this policy shall be stipulated and agreed to by the employee as
a part of the approval for the employee to take the course of study for the degree,
license or training and be paid for, subject to the conditions herein, by the City of Lynn
Haven . The employee must commit to continued employment after completing the
coursework and passing the requirements for the degree, certificate, or license for a total
of five (5) years.

If the employee leaves before the five (5) years has passed or

terminated, they will be responsible for a prorated amount of the monies paid by the
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City of Lynn Haven for the course of study for the degree, license, or training based on
the time worked after completing the course work or certification.
f. The benefits provided in this Policy by the City Commission are not an entitlement or
earned benefit by the employee and are not ones to which the employee has a right.
These benefits may, at the discretion of the City of Lynn Haven, be withdrawn,
revoked, terminated, modified, and changed by the City of Lynn Haven at any time.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy. Should the City Manager
wish to further his/her education as part of this policy, approval must be sought and obtained
from the City Commission.

EFFECTIVE DATE: April 24, 2018
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City of Lynn Haven
Education and Training Assistance Agreement
An employee desiring to participate in the Employee Training Program, as set out in City Commission
Policy No. 420-18 will fill in the following form, sign the agreement, and forward to his/her manager
for approval.
Full Name:
___________________________________________________________________________
Education Institution:
__________________________________________________________________
Address of Institution:
__________________________________________________________________
Course(s) Taken:

Time Allowed for Completion:

Credits:

______________________

_______________________

_________

______________________

_______________________

_________

______________________

_______________________

_________

______________________

_______________________

_________

______________________

_______________________

_________

Total Tuition Cost: $__________

Amount paid by the City of Lynn Haven: $___________

In consideration of the City of Lynn Haven’s agreement to pay 100% of the above tuition costs and
required books by its approval of this agreement after completing the certification, degree or
equivalent, I hereby agree to work five (5) years for the City of Lynn Haven as a continuous period
running from the date of the completion of the course work, study or training and being awarded the
agreed upon degree or certificate. In the event that monies are not paid in full on a prorate basis based
on continuous work time after obtaining the degree or certificate at the time of or within 30 days after
the date of separation or termination of employment with the City of Lynn Haven before completion
of that continuous five (5) year period, it is agreed the City of Lynn Haven shall be entitled to apply to
a court of competent jurisdiction in Bay County, Florida for a judgement for that amount plus interest
at the legal rate. I will be responsible for paying the City of Lynn Haven back at a prorated amount for
the number of years I do not fulfill my five (5) years of employment commitment which amount shall
be repaid due immediately upon the date of the person being no longer employed by the City of Lynn
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Haven. I will also be required to pay the City of Lynn Haven back should one of the following
conditions arise:
1. If I do not complete the course(s) within the time period prescribed above.
2. If I notify the City of Lynn Haven that I will not satisfactorily complete the course(s).
3. If I do not furnish the City of Lynn Haven with proof of completion of the course(s) within
five days after the report is made available to me.
4. If it is reported by the education institution that the current enrollment is a course(s)
previously taken by me.
5. If I decide only to take part of the course, work needed to gain the certificate, diploma, or
equivalent and not finish or by taking an extended break.
6. If I quit or the City of Lynn Haven terminates me prior to the completion of the program or
before my five (5) years are completed, I will refund all funds to the City of Lynn Haven
that have been paid at the prorated amount. The City of Lynn Haven may, at its option,
deduct such amounts from my final paycheck. I understand I must pay or make payment
arrangements to pay the rest owed within twelve (12) months of separation.

______________________________________
Employee Signature

_____________________
Date

______________________________________
City Manager

_____________________
Date
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Employee Policy 143

143- Insurance, Retirement, and
Saving Plans
I.

OBJECTIVES:
To provide insurance, retirement, and savings plans that will provide assistance to employee in
time of need.

II.

SCOPE:
Because employees are a valuable resource, the City of Lynn Haven has a substantial interest in
their welfare. Therefore, the City of Lynn Haven provides insurance, savings, and retirement
plans for the benefit of its employees. While the City of Lynn Haven intends that such benefit
plans will remain in effect the City of Lynn Haven reserves the right to amend or terminate any
such plan or benefit.

III.

PROVISIONS:
a. Group Life insurance is provided, and premium paid by the City of Lynn Haven for
each regular employee. The amount of insurance will be determined, from time to time,
by the City Commission. Group life insurance coverage is available for dependents,
with premiums for this coverage paid by the employee.
b. Group major medical insurance is provided by the City of Lynn Haven for regular
employees and their dependents. A portion of the premium for this coverage must be
paid by the employee. Upon death, termination, reduction in hours, Medicare eligibility
of the covered employee, divorce, or separation of the covered employee, or the
cessation of dependency status of a qualified beneficiary, such employee or beneficiary
may elect to continue coverage under the federal Consolidated Omnibus Budget
Reconciliation Act (COBRA), such coverage may be continued but will expire upon the
earliest occurrence of one of the following events:
i. At 18 months after the date of the qualifying event in the case of an employee’s
termination (other than for gross misconduct) or reduction of an employee’s
hours;
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ii. At 29 months, when the qualifying event is an employee’s termination (other than
for gross misconduct), or reduction of hours and the employee or a qualified
beneficiary:
a. Is determined under the federal Social Security Act to have been disabled at
the time of a qualifying event or during the first 60 days of COBRA
continuation coverage, and;
b. Has notified the City of Lynn Haven of his/her disability within 18 months
of the qualifying event;
iii. At 36 months after the qualifying event, for qualifying events except those
covered by Sections III.B.1. and III.B.2. above;
iv. The date upon which the City of Lynn Haven ceases to provide any group health
plan to any employee;
v. The date on which a timely payment of any premium required under the plan is
not made;
vi. The date on which the covered employee is reemployed and begins to receive
benefits under another group health plan or is entitled to Medicare benefits; or
vii. If the spouse of a covered employee remarries after the occurrence of a qualifying
event (death or divorce of a covered employee,) the date the nonemployee spouse
remarries and becomes covered under another group plan.
c. The person seeking continued coverage under the provisions of this policy must pay the
cost of such coverage during the election period unless otherwise provided, and the City
of Lynn Haven may charge an administrative fee for the cost of continuing such
coverage.
d. Continuation of Health Plans in the event of Military Leave Pursuant to the Uniformed
Services Employment and Reemployment Rights Act of 1994.
i. In any case in which an employee taking military leave (or the dependents of an
employee taking military leave) has coverage under a City of Lynn Haven’s health
plan, the employee may elect to continue coverage as provided in this Section.
The maximum period of coverage of the employee and his/her dependent under
such an election shall be the lesser of
a. The 18-month period beginning on the date on which the employee’s
military leave of absence begins, or
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b. The day after the date on which the employee fails to return to the City
of Lynn Haven following military leave.
e. A long-term disability plan is provided for all regular employees of the City of Lynn
Haven. The nature of each plan will be specified by the City Commission. The premium
is paid by the City of Lynn Haven.
f. The City of Lynn Haven maintains a retirement program as specified by the City
Commission.
g. The City of Lynn Haven maintains a 24-hour accident coverage policy for all regular
employees of the City of Lynn Haven.
h. A business travel accident insurance policy is provided for all regular employees of the
City of Lynn Haven. The premium is paid by the City of Lynn Haven.
i. The City of Lynn Haven also maintains a dental insurance policy for all regular
employees and their dependents. A portion of the premium for this coverage must be
paid by the employee.
j. Continuation of Benefits in the Event of a Disability
i. When a regular employee is classified as disabled, the City of Lynn Haven will
continue to pay premiums for the benefits until the employee is classified as
permanently totally disabled, at which time the City of Lynn Haven will cease to
pay premiums to provide the benefits enumerated above. Certain coverage’s may
be continued with premiums paid by the employee to the City of Lynn Haven.
k. THE CITY OF LYNN HAVEN, THROUGH ITS CITY COMMISSION,
RESERVES THE RIGHT TO AMEND OR TERMINATE ANY OR ALL OF
THESE BENEFITS AT ANY TIME. SUCH AMENDMENT OR TERMINATION
WILL BE EFFECTIVE AS TO RETIRED OR DISABLED EMPLOYEES, TO
THE EXTENT THAT THESE BENEFITS APPLY TO SUCH INDIVIDUALS, AS
WELL AS TO CURRENT EMPLOYEES. BENEFITS UNDER THIS POLICY
ARE NOT VESTED IN ANY EMPLOYEE AND DO NOT BECOME VESTED
BY RETIREMENT, EXCEPT TO THE EXTENT PROVIDED BY ERISA.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 144

144 -Layoff or Reduction in Force
I.

OBJECTIVES:
To provide guidelines for workforce reduction so that protected groups will not be
adversely affected.

II.

SCOPE:
The City Manager is responsible for developing a workforce reduction plan that ensures
that protected groups are not adversely affected by a layoff or reduction in force.

III.

PROVISIONS:
a. Reductions in force may sometimes become necessary due to changes in economic
conditions, advances in technology, or the discontinuance of one of the City of Lynn
Haven’s functions.
b. In the event that a reduction in force becomes necessary, the City Manager will develop
a workforce reduction plan.
i. The City Manager will determine which departments shall be affected by the
workforce reduction plan.
ii. Department managers and supervisors will then evaluate each job and job
function to determine which jobs can be eliminated, consolidated, or retained. At
this stage of evaluation, only jobs and job functions will be considered. Job
function evaluations will then be reviewed with the City Manager.
iii. The City Manager, department manager, and supervisors will then develop
uniform, job-related guidelines for evaluating employees.
iv. Employees will be evaluated by their supervisors and department manager using
the job-related guidelines.
v. After a determination has been made as to which employees will be workforce
reduced, the City Manager will prepare a statistical audit comparing the prereduction in force makeup to the workforce makeup subsequent to the proposed
reduction in force. The statistical audit will be analyzed to determine if protected
groups will be adversely affected by the proposed reduction in force.
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c. Each employee being workforce reduced will be offered the opportunity to participate
in an exit interview. During this interview, employees will be given a written statement
that explains how the selection process was developed, why job functions were
eliminated, and areas of inadequate job performances.
d. This policy is not a contract between the City of Lynn Haven and any applicant for
employment or any employee, and it should not be construed as such. Rather, this
policy is a guide and describes the procedures the City of Lynn Haven will attempt
to follow in most cases. The City of Lynn Haven reserves the right to vary from
these procedures when needed at the discretion of the City of Lynn Haven’s City
Commission or management. No Term or condition of employment with the City
of Lynn Haven is other than employment-at-will, unless such term of condition is
embodied in a separate agreement signed by the City Manager, with the approval
of the City Commission.
IV.

RESPONSIBILITY
The City Manager, department managers, and supervisors are responsible for the
administration of this policy.

EFFECTIVE DATE: April 24, 2018
City of Lynn Haven Employee Policies

141

Employee Policy 145

145- Performance Appraisal
I.

OBJECTIVES:
a.

To satisfy the basic desire of employees to know how they are doing on their jobs and
to enable them to have the security of knowing what their supervisors and the City of
Lynn Haven think about their work;

b. To assure both employees and management that job performance will appraised
systematically, fairly, and consistently;
c. To provide each employee with advice, counseling, and training that will assist and
encourage the employee to meet accepted standards or performance, to demonstrate
potentialities and abilities in his/her present position, and to equip the employee for
more rewarding positions of greater responsibility;
d. To create a systematic basis for determining increased or decreased job proficiency and
productivity so that remuneration of employees may be related to their contribution
toward the total effort of the City of Lynn Haven; and
e. All new employees will have a 180-day probationary period appraisal and if it
unsatisfactory at that time the employee may be discharged.
II.

SCOPE:
This policy outlines procedures for evaluations of employees so that each employee will
know how he/she is progressing in his/her job.

III.

PROVISIONS:
The City of Lynn Haven maintains a plan of performance appraisal that provides for regular
appraisal of each employee on his/her job assignment and for coaching and counseling on
ways to improve job proficiency. The following guidelines may be used in evaluating
employee performance:
a. Each manager should make appraisals of employees under his/her immediate
supervision.
i. Employee will receive an annual performance appraisal approximately 30-60

City of Lynn Haven Employee Policies

142

days prior to annual pay increase dates as established from year-to-year by the
City Manager and City Commission.
b. Regular employees receiving satisfactory merit reviews may be considered for merit
pay adjustments. Merit pay adjustments may be initiated but consultation of the
employee’s immediate supervisor and department manager. However, the pay
adjustment can only be approved by the City Manager.
c. Appraisals will be made by comparing the employee’s job performance to his/her
position description and the standards of performance for his/her position.
d. Appraisals will emphasize performance rather than personal traits, except that habit
patterns, characteristics, and attitudes that affect performance or adversely reflect upon
the City of Lynn Haven may be given due consideration in appraisal and counseling.
e. Appraisals made by the department manager will be reviewed by the City Manager
before being discussed with the employee. The purpose of this review is to advise and
assist the appraiser in making an objective final appraisal. No merit increase is to be
discussed with an employee prior to City Manger’s approval.
f. The department manager making the appraisal will discuss with the employee the
appraisal of the employee’s work, giving full credit for accomplishments, reviewing
areas requiring improvement, and considering plans of action that might foster the
employee’s growth and development on the job.
g. Salaries, wages, and performance appraisals are personal information and should be
held in confidence by the employee, and management.
h. NOTHING IN THIS POLICY IS INTENDED TO CONFER UPON AN
EMPLOYEE ANY CONTRACTUAL RIGHTS OR TO CHANGE THE
EMPLOYMENT-AT-WILL RELATIONSHIP EXISTING BETWEEN THE
CITY OF LYNN HAVEN AND ITS EMPLOYEES. THE PROCEDURES
OUTLINED ABOVE ARE INTENDED AS GUIDELINES ONLY, AND THE
CITY OF LYNN HAVEN EXPRESSLY RESERVES THE RIGHT TO HANDLE
EMPLOYEE EVALUATIONS DIFFERENTLY, DEPENDING ON THE FACTS
AND CIRCUMSTANCES PRESENT IN INDIVIDUAL CASES.
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IV.

RESPONSIBILITY
The City Manager and department managers are responsible for the administration of this
policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 146

146- Whistleblower Policy
I.

OBJECTIVES:
To provide an avenue for employees and others ("Whistleblowers") to raise concerns about
possible improper or illegal activities at the City such as, but not limited to, incorrect financial
reporting and breaches of policies and to provide reassurance that Whistleblowers will be
protected from reprisals or victimization for filing reports in good faith.

II.

SCOPE:
The City supports a Whistleblower's right to file reports confidentially.
Any person who desires to report possible improper or illegal conduct relating to
the City of Lynn Haven should file a report with their immediate supervisor. Should the
supervisor be the subject of the report, the report should be filed with the City Manager. All
reports will be processed in a manner designed to ensure Whistleblower confidentiality, except
with the consent of the Whistleblower. Whistleblowers are encouraged to file additional reports
as deemed appropriate, but especially as follows:
a. Serious concerns relating to financial reporting, unethical or
illegal conduct should also be reported directly to the City
Manager. Should the City Manager be the subject of the
complaint, it should be reported to the Mayor and City
Attorney.
b. Employment-related concerns should also be reported through normal channels
such as supervisor or department head.
c. Employees are encouraged to put their names to allegations where
appropriate follow-up questions and investigation may not be possible
unless the source of the information is identified.
d. Concerns expressed anonymously will be investigated, but considerations
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will be given to the seriousness of the issue raised, the credibility of the
concern, and the likelihood of confirming the allegation from identified
sources.
e. Employees who knowingly make false and malicious allegations may, if
discovered, be subject to disciplinary action, including termination.
f. Although Whistleblowers are not expected to prove the truth of the
allegation, they should demonstrate to the person contacted that there are
sufficient grounds for concern.
g. If a complaint is substantiated, the City Commission will receive a report on
each complaint and a follow-up report on actions taken.
h. Initial inquiries will be made to determine whether an investigation is
appropriate, and the form it should take. Some concerns may be resolved
by agreed upon action, without the need for investigation.
i. The Whistleblower will be given the opportunity to receive a follow-up
report typically within two to three weeks. Such follow-up report shall:
i. Acknowledge that the concern was received by the City;
ii. Indicate how the manner will be dealt with;
iii. Estimate the time that it will take for a response, and;
iv. Provide a synopsis of any inquiries, investigations or other actions
taken by the City.
j.

Whistle Blower Protection
i.

The City, nor any of its supervisors, managers, employees, or any other
City personnel will retaliate for a Whistle-blower complaint.
RETALLIATION SHALL NOT BE TOLERATED and will subject
an employee to immediate dismissal.

ii.

EMPLOYEES WHO BELIEVE THEY HAVE SUFFERED ANY
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ADVERSE PERSONNEL ACTION FOR DISCLOSING
INFORMATION PURSUANT TO THE PROVISIONS OF
FLORIDA’S WHISTLE-BLOWER’S ACT (s 112.3187, FLA.
STAT.) MUST FILE A WRITTEN GRIEVANCE WITH THE
CITY MANAGER WITHIN SIXTY DAYS OF THE ADVERSE
ACTION COMPLAINED OF.
iii.

The written grievance should clearly indicate:
a. The whistle-blowing activity the employee believes he or she
engaged in,
b. The adverse action taken by City personnel,
c. Any reason provided by City personnel for the action, and
d. Any and all additional facts that the employee believes support
the grievance.

iv.

EXHAUSTION OF THIS ADMINISTRATIVE REMEDY IS
REQUIRED PRIOR TO BRINGING A CIVIL ACTION IN A
COURT OF COMPETENT JURISDICTION. A grievance filed for
Whistle-blower protection will receive all rights and levels of review
granted under the Whistle-blower’s Act.

III.

RESPONSIBILITY:
The City Manager shall be responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 147

147- Work Rules and Termination of
Personnel
I.

OBJECTIVES:
a. To define the City of Lynn Haven’s work rules in writing;
b. To establish clearly defined guidelines for discipline and terminations; and,
c. To reemphasize the City of Lynn Haven’s at-will employment policy, i.e., all
employment is at will and the City of Lynn Haven retains the right to terminate
employees at any time, for any reason.

II.

SCOPE:
This policy provides for an optional progressive warning system and sets forth guidelines for
termination of personnel.

III.

PROVISIONS:
a. Resignations
i. Regular employees are expected to give the City of Lynn Haven a minimum of two weeks’
advance notice in the event they decide to terminate their employment with the City of
Lynn Haven.
ii. The City of Lynn Haven will require each resigning employee to participate in an exit
interview with Human Resources Director or designee so that the City of Lynn Haven may
ascertain the employee’s reasons for resigning. If the supervisor determines that the
reason(s) for the resignation involve conflict with established policies, the supervisory staff,
or other management-related matters, he/she should make appropriate recommendations to
the City Manager regarding possible review or change in such matters.
iii. The employee will be counseled regarding his/her retirement benefits and any other benefit
or plan related to the employee’s tenure of employment with the City of Lynn Haven.
iv. Employees voluntarily leaving employment with City of Lynn Haven will be paid their full
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wages or salary due on or before their next regular payday.
b. Lay-off of Employees
i. If because of lack of work or funds to pay for the same, it is necessary to lay off a regular
employee, he/she will be given:
a. One Week per year up to six (6) weeks or the cash equivalent thereof;
b. Priority in consideration for any subsequent vacancy for which he/she is qualified, if
such vacancy occurs within one year; and
c. Pursuant to ERISA break-in-service rules, credit for prior service towards tenure and
other length of service benefits upon subsequent reemployment.
ii. Employees who are laid off will be paid their full wages and salaries due on or before their
next regular payday.
c. Discharge of Employees
i. If it becomes necessary to discharge an employee, the employee will be informed in writing
of the action.
ii. Any employee who is involuntarily terminated will receive an exit interview. The employee
will be counseled regarding his/her retirement benefits, savings plan, credit union balances,
and any other benefit or plan related to the employee’s tenure of employment with the City
of Lynn Haven.
iii. If terminating is due to a reduction in force, the City Manager will, prior to the
terminations, ascertain that the termination is in accordance with all applicable City of Lynn
Haven policies as well as all applicable federal and state laws. The City Manager will also
determine that race, color, religion, sex, national origin, age, disability, or veteran status
have nothing to do with the selection of the particular employee to be terminated.
iv. Should an employee become disabled and reached the status of permanently totally
disabled, he/she will be terminated from employment with the City of Lynn Haven based
on that permanent status and their inability to return to work at the City of Lynn Haven.
City of Lynn Haven benefits will cease as with any termination.
v. All documents necessary to process a termination or separation will be processed through
and received by the City Manager.
vi. Employees who are discharged will be paid their full wages and salaries due on or before
their next regular pay day.

City of Lynn Haven Employee Policies

149

vii. NOTHING IN THIS POLICY IS INTENDED TO CONFER UPON AN EMPLOYEE
ANY CONTRACTUAL RIGHTS OR TO CHANGE THE EMPLOYMENT-ATWILL RELATIONSHIP EXISTING BETWEEN THE CITY OF LYNN HAVEN
AND ITS EMPLOYEES. DISCHARGED AT-WILL EMPLOYEES OF THE CITY
DO NOT HAVE A PROPERTY RIGHT IN THEIR EMPLOYMENT AND HAVE
NO EXPECTATION OF CONTINUED EMPLOYMENT.
d. Service Letter
i. Upon receiving a written signed request from a former employee, the City of Lynn Haven
will issue a letter setting forth the nature and character of service rendered by the employee,
the duration thereof, and truly stating the reason for the employee’s termination from
employment.
e. Work Rules
i. In the interest of good employee/employer relations, the following “Rules of Conduct and
Performance” are provided to employees to generally inform them of the City of Lynn
Haven’s requirements and expectations. These rules, which are illustrative only and are not
intended to be all-inclusive, contain examples of failures in conduct and/or job performance
which may lead to discipline or discharge. Work rules will be enforced fairly and
consistently by supervisors.
f. Rules of Conduct and Performance
i. Improper conduct and/or inadequate performance may but not limited to include:
a. Misrepresentation or omission of facts in seeking employment.
b. Fighting or causing bodily injury to another or disorderly conduct.
c. Refusal to accept or follow orders or directions from proper authority or any other
form of insubordination.
d. Theft (including diversion of current), dishonesty, pilferage or unauthorized removal
of City of Lynn Haven property without appropriate management approval.
Conviction of certain illegal acts, other than minor traffic offenses.
e. Falsification of time sheets.
f. Making or permitting a false or untrue record relating to any material or work.
g. Disclosing confidential information.
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h. Errors that cost the City money or are repetitive and do not get corrected.
i. Engaging in dangerous or disruptive horseplay or scuffling.
j. Violation of safety rules or of any safety procedure that is defined in the City of Lynn
Haven’s policies or in the “Employee Safety Manual.”
k. Failure to report an injury.
l. Defacing, damaging, or destroying City of Lynn Haven property deliberately or
through negligence.
m. Profane/abusive language or disruptive behavior towards or about supervisors,
consumers or others.
n. Originating or spreading false or malicious statements about employees or the City of
Lynn Haven, including its management and members of the City Commission.
o. Immoral or indecent conduct.
p. Unauthorized soliciting, selling, canvassing, or distribution during working time.
q. Careless or inefficient performance or duties, including failure to maintain standards
or workmanship and productivity.
r. Excessive absenteeism, failure to report to work, failure to give proper notice to
supervisor, or conducting unauthorized personal business during working hours.
s. Excessive tardiness.
t. Leaving job without authorization, wasting time, loitering, or sleeping during work
hours unless it is shift work (fire department).
u. Transportation or possession of firearms while on City of Lynn Haven property or
City of Lynn Haven unless you have permission (police department). Those with a
concealed weapons permit must keep weapon in vehicle.
v. Bypassing management with individual complains and grievances.
w. Failure or refusal to cooperate with fellow workers.
x. Engaging in any act not compatible with the best interest of the City of Lynn Haven.
y. Unauthorized use of City of Lynn Haven vehicles, tools, equipment and the like.
z. Violation of the City of Lynn Haven’s smoking policy.
aa. Violation of the City of Lynn Haven’s sexual harassment policy.
bb. Violation of the City of Lynn Haven’s Drug-Free Workplace policy and/or the City
of Lynn Haven’s Controlled Substances and Alcohol Testing Policy.
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cc. Violation of any City of Lynn Haven policy or other reasonable standard of
employee conduct.
dd. Any attempt to bribe or coerce a City Commission Member or manager in relation to
the hiring or termination of any applicant for employment or employee.
NOTE: NOTHING IN THIS POLICY IS INTENDED TO MODIFY THE CITY OF LYNN
HAVEN EMPLOYMENT-AT-WILL POLICY. THE CITY OF LYNN HAVEN RESERVES
THE RIGHT TO DISCHARGE AN EMPLOYEE AT ANY TIME, FOR ANY REASON.
SIMILARLY, EMPLOYEES RETAIN THE CORRESPONDING RIGHT TO RESIGN AT
ANY TIME, FOR ANY REASON. WHILE THE ABOVE RULES OF CONDUCT AND
PERFORMANCE ARE PROVIDED AS A GUIDE FOR CITY PRACTICES, THE CITY IS
NOT OBLIGATED TO COMPLY WITH A PROGRESSIVE DISCIPLINE SYSTEM AT ALL
TIMES AND MAY DISCIPLINE EMPLOYEE CONDUCT AND/OR PERFORMANCE NOT
SPECIFICALLY LISTED HERE. IN ADDIITON, THE CITY IS NOT OBLIGATED TO
OBSERVE ANY PARTICULAR SEQUENCE OF DISICPLINE; EMPLOYEE MAY BE
IMMEDIATELY TERMINATED AT THE OPTION OF THE CITY OF LYNN HAVEN. ATWILL EMPLOYEES OF THE CITY DO NOT HAVE A PROPERTY RIGHT IN THEIR
EMPLOYMENT AND HAVE NO EXPECTATION OF CONTINUED EMPLOYMENT.
IV.

RESPONSIBILITY:
a. All City of Lynn Haven management is responsible for enforcing this policy in a fair and evenhanded manner.
b. The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 148

148- Retirement Program
I.

OBJECTIVES:
To provide all eligible employees with income and appropriate recognition upon retirement.

II.

SCOPE:
The City of Lynn Haven maintains a retirement program for all eligible employees.

III.

PROVISIONS:
a. Subject to the conditions of eligibility as outlined in the retirement plan, the City of
Lynn Haven maintains a retirement program for all employees.
b. The City of Lynn Haven, in its retirement program, has established the normal
retirement date to be the earlier of age 55 and vesting at 10 years employment; Police
retirement is vesting at 10 and 25 years of service or age 55; and Firefighters vesting at
10 and 25 years of service or age 55. No City of Lynn Haven employee shall be
compelled to retire at any age, except under circumstances permitted by the Age
Discrimination in Employment Act 1967, as amended, and by the state fair employment
practice laws. However, in anticipation of an employee’s announced retirement, the
City of Lynn Haven must train another employee to perform the retiring employee’s
duties for a smooth transition upon their retirement. This training process often causes a
situation where, as the training employee behind to perform more of the retiring
employee’s duties, the retiring employee is left essentially with a reduced number of
duties that do not compromise enough work to keep the retiring employee productive
for an eight-hour workday. Subject to other conditions herein, if this situation does
occur within one hundred twenty (120) days of the employee’s scheduled date of
retirement, the City of Lynn Haven may consider an “early payment” to the retiring
employee, if the employee agrees, of an amount equal to 50% of their scheduled pay for
the remaining period of their work time as if they were to continue to work until their
announced retirement date and allow the retiring employee to terminate their
employment at the City of Lynn Haven on the agreed upon date. Likewise, an employee

within one hundred twenty
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(120) days of their announced retirement date may request that the City of Lynn Haven
consider this payment. In addition, the employee would be permitted to set their
retirement date to a date within the one hundred twenty (120) days of the date of their
written notice to the City of Lynn Haven of acceptance of the offer described in this
policy. If the employee should delay retirement until after the planned and announced
date and requests to return to work at the City of Lynn Haven, the City of Lynn Haven
reserves the right and option deny the employee’s return if a full-time position is not
available for the employee or for any other reason in the discretion of the City of Lynn
Haven. Should there be a position and the employee is accepted back at the City of
Lynn Haven, the entire “early payment” (100%) would be due to the City of Lynn
Haven immediately prior to the employee returning to work as a requirement of the
employee’s return to work.
c. Retiring full-time employees with ten (10) years or more of regular employment will
receive a monetary gift equal to 1% of their regular monthly wage for each year of
employment service, up to a maximum of $500.00. Employees with ten (10) years or
more of services who find it necessary to take early retirement for medical reasons will
also be eligible to receive monetary recognition.
d. In any direct conflict between the provisions of this policy and the City’s retirement
plan enacted in the Code or Florida law, Florida law or the Code controls.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 149

149- Bulletin Boards
I.

OBJECTIVES:
a. To define permitted uses of City of Lynn Haven bulletin boards, and
b. To establish procedures for controlling the use of City of Lynn Haven bulletin boards.

II.

SCOPE:
The City of Lynn Haven will provide bulletin boards for official City of Lynn Haven
communications, legal notices, and employee notices. Material must be approved by the City
Manager before it may be posted on any City of Lynn Haven bulletin board.

III.

PROVISIONS:
a. Bulletin Boards are City of Lynn Haven Property
i. The City of Lynn Haven’s bulletin boards are City of Lynn Haven property, and as
such, management reserves exclusive control over access to and use of bulletin
boards.
b. Use of City of Lynn Haven Bulletin Boards
i. Official City of Lynn Haven communications,
ii. Legal notices, and
iii. Employee notices
a. Official City of Lynn Haven Communications
i. The following types of material may be placed on bulletin boards provided
for official City of Lynn Haven Communications:
a. City of Lynn Haven announcements to communicate a scheduled
City of Lynn Haven event,
b. Notices of the City of Lynn Havens meetings and other items that
may be of interest to employees,
c. Posters to highlight City of Lynn Haven rules of City of Lynn
Haven policies,
d. Safety programs or special City of Lynn Haven-sponsored events,
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e. Job vacant notices.
c. Legal Notices
i. Information required to be posted by state and federal law will be posted
on City of Lynn Haven bulletin boards reserved for that purpose.
Information that may be posted of such boards includes:
a. Federal Minimum Wage (Fair Labor Standards
Act) poster,
b. Federal Employee Polygraph Protection Act
poster,
c. Federal Equal Employment Opportunity or
OFCCP combined poster,
d. Federal Job Safety and Health Protection (OSHA)
poster,
e. Federal Family and Medical Leave Act of 1993
notice, and
f. Other posters as required by state or federal law.
d. Employee Notices
i. Employees wishing to post notes on City of Lynn Haven bulletin boards
designated for that purpose may do so provided that the notice has been
approved in advance by the City Manager, in the manner described.
Employee notices should be typed or written on as small of card as
possible.
ii. Any material to be placed on the City of Lynn Haven bulletin board must
be approved in advance by the City Manager. Employees may be subject
to discipline for any failure to obtain advance approval.
iii. Bulletin boards are regularly maintained by the employee designated by
the City Manager. All material that is not of a permanent nature will be
cleared from the bulletin boards on the first of each month, or more often if
appropriate. An employee who has a notice on the bulletin board at the
time the board is cleared and wishes to continue his/her notice may
resubmit the notice to the City Manager.
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iv.

City of Lynn Haven bulletin boards will be located in areas convenient
and accessible to all employees.

IV.

RESPONSIBILITY:
a. The City Manager is responsible for approving in advance all material posted on
City of Lynn Haven bulletin boards, and for regularly maintaining bulletin boards.
b. Employees are responsible for obtaining advance approval from the City Manager
placing any material on City of Lynn Haven bulletin boards.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 150

150- Use of City of Lynn Haven
Vehicles
I.

OBJECTIVES:
To establish a written policy on employee use of the City of Lynn Haven vehicles.

II.

SCOPE:
The business of the City of Lynn Haven requires reasonable diligence to provide citizens
with adequate and dependable water service. To that end, this policy establishes the City of
Lynn Haven’s requirements as to the use, care of, and responsibility for assigned vehicles,
record keeping requirements to be followed by employees using the City of Lynn Haven’s
vehicles, and income tax consequences, if any, to employees for their use of vehicles.

III.

PROVISIONS:
a. The required use of certain other vehicles for commuting purposes, no City of Lynn
Haven vehicles may be used for personal purposes other than the minimal personal use,
i.e., stopping on a personal errand while commuting to or from work, or stopping for a
meal while engaged in regular business activities on behalf of the City of Lynn Haven.
b. Assignment of Vehicle and Responsibility Therefore:
i. The City Manager or his/her designee is responsible for the assignment of all
vehicles to specific employees.
ii. Each employee who has been assigned a vehicle is responsible for the
maintenance and care of the vehicle (at the City of Lynn Haven’s expense) and
shall maintain maintenance and mileage logs as required by management. Such
logs must be provided to the City Manager or his/her designee on a monthly
basis to become a permanent part of the City of Lynn Haven’s records on
transportation expenses.
c. Use of Certain Vehicles for Commuting Purposes
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i. Management will specify those vehicles that are required to be driven home by
employees for bona fide, non-compensatory, business reasons. The use of these
vehicles is subject to IRS rules related for valuing commuting expenses.
ii. Employees are responsible for commuting to each office at their own expense if
they are transferred.
d. Use of Cell Phone or Other Mobile Phones While Operating City of Lynn Haven
Vehicles
i. The use of cell or other mobile phones while operating the City of Lynn Haven’s
owned vehicles should be avoided. If at all possible, employees should pull the
vehicle safely out of traffic and park it prior to initiating or receiving a call
unless you are utilizing a hands-free device.
e. All City of Lynn Haven vehicles will be washed weekly and waxed monthly to ensure
proper care. This will include cleaning the inside properly as well. All equipment within
the crews will also be properly cleaned.
IV.

RESPONSIBILITY
The City Manager or his/her designee is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 151

151- Social Media Policy
I.

OBJECTIVES:
The City of Lynn Haven understands that social media can be a fun and rewarding way to share
your life and opinions with family, friends and co-worker. However, use of social media also
represents certain risks and carries with it certain responsibilities. Some examples of social
media include, but are not limited to: Facebook, SnapChat, Instagram, Twitter, Digg, You
Tube, Flicker, LinkedIn, and similar sites such as blogs and wiki. The lack of explicit reference
to a specific site or type of social media does not limit the application of this policy. This policy
will evolve as new technologies and tools become available and if regulatory requirements
change. Employees engaging in use of social media are subject to all of the City of Lynn
Haven’s policies and procedures.

II.

POLICY CONTENTS:
Employees shall not use social media while on work time. Employees are socially responsible
for what they post online. Inappropriate postings may include discriminatory remarks,
harassment, and threats of violence or unlawful conduct. Employees should avoid using
statements that could be viewed as malicious, obscene, and threatening or the might constitute
harassment or bullying. Under no circumstances are employees to use derogatory comments,
cuss, or make gestures that would not be appropriate. Any such conduct that adversely affects
or may be viewed as adversely affecting past or present City of Lynn Haven citizens,
employees, managements, or City Commission members will result in disciplinary action up to
and including termination.

III.

PROVISIONS:
a. Employees may not access social media utilizing City of Lynn Haven equipment at any
time. The City of Lynn Haven reserves the right to monitor any of its equipment and
electronic/computer systems. Employees should have no expectation of privacy while
using City

of Lynn Haven property.
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b. Employees may use social media during non-working hours utilizing their own
equipment in accordance with this policy. However, if an employee accesses a social
media site while on City of Lynn Haven property, but during non-working time, the City
of Lynn Haven requires that the employee do so in a discrete manner or area so that it
may not be perceived incorrectly.
c. The City of Lynn Haven’s official media sites are intended to promote the City and to let
the citizens know what is going on from time to time. When employees interact with the
City’s sites any sharing and comments made must remain positive.
d. Employees shall not participate in any social media or electronic communication media
that can perceived as critical of the City of Lynn Haven, its policies, management, and
operations, past or present City Commission members, employees or citizens (which
shall be collectively referred to as “City of Lynn Haven Entities”). Employees are
required to address their concerns regarding any City of Lynn Haven Entity, through the
proper City of Lynn Haven chain of command.
e. Employees are reminded that their use of social media outside of work and after hours
can be perceived differently than intended and can negatively impact City of Lynn
Haven Entities and the City of Lynn Haven business. Any use of social media that
creates a negative perception of any City of Lynn Haven Entity, a disruption in the work
environment or that impairs the effectiveness of employees at work may be grounds for
discipline, up to and including termination.
f. Employees are strictly prohibited from communicating confidential or sensitive City
information regardless of whether it is online, through social media, texting, email, or
through any oral or written communications. No confidential or proprietary information
shall be disclosed and under no circumstances should rumors be started or commented
on by an employee.
g. Employees are prohibited from commenting on social media sites hosted by business
entities associated with the City of Lynn Haven even if the comments are positive, unless
they receive prior written consent from their department manager.
h. Employees are permitted to participate on list serves, mass email and such in accordance
with this Policy. Should the employee have a question about a particular instance, they
need to seek guidance from their Supervisor. This policy is not intended to impede an
employee from completing their job, but to ensure the City of Lynn Haven is protected.
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i. Employees must always be fair and courteous to each other and all City of Lynn Haven
entities, suppliers, or contractors who perform work on behalf of the City of Lynn
Haven. Employees should resolve work-related complaints or concerns about fellow coworkers, management, the City Commission or others utilizing the Open-Door Policy
with your Supervisor. The posting of complaints or criticism, statements, photographs,
video or audio that could be reasonably viewed as malicious, obscene, threatening or
intimidating, that disparage City of Lynn Haven Entities will not be tolerated. Examples
of such conduct might include offensive posts that may harm someone(s) reputation or
posts that could contribute to a hostile work environment based on race, sex, disability,
religion or any other status protected by law or City of Lynn Haven policy.
j. No employee should have contact with the media at any time unless they are specifically
designated as a City of Lynn Haven spokesperson.
k. Employees must remember their Internet and email use are archived; therefore, even
deleting posts or e-mails can be searched.
l. Employees authorized to use social media or to serve as a City of Lynn Haven
spokesperson must follow City of Lynn Haven policies and act with an extreme amount
of integrity when engaging in communication with the different media sources.

IV.

RESPONSIBILITY:
The City Manager and department managers are responsible for the administration of this
policy.

EFFECTIVE DATE: April 24, 2018
City of Lynn Haven Employee Policies

162

Employee Policy 152

152- Use of City of Lynn Haven’s
and Personal Business Equipment, Phones,
and Electronic Communication Systems
I.

OBJECTIVES:
a. To ensure that the City of Lynn Haven’s business equipment and electronic
communication systems, including voice mail, cellular phones, fax machines, Internet,
email services, and its local area computer network, are used only for job-related
purposes, with only minimal personal use during non-working time. For definition
purposes, non-working time includes, but is not limited to, employee’s one (1) hour
unpaid lunch break and the two (2) fifteen (15) minute paid breaks received during their
shift. The hardware, software, and communication technology used by the City of Lynn
Haven are critical assets that support its primary functions, confidentiality, and privacy
are not available to individual users. These devices are for legitimate business use only
in the course of an employee’s assigned duties. Employees should be considerate of
others and follow appropriate communication etiquette guidelines when using said
devices. The City of Lynn Haven permits incidental and occasionally personal use of the
City of Lynn Haven and personal communication devises as long as:
i. The City of Lynn Haven incurs no additional cost due to that use, and
ii. The employee’s work time is not affected by such use of any business and personal
equipment or electronic communication devices.

II.

POLICY CONTENTS:
All business equipment and electronic and telephone communication systems are City of Lynn
Haven property and are to be used for conducting City of Lynn Haven business with minimal
personal use permitted during non-working time, provided such use does not violate the
provisions of this policy. Any personal equipment and electronic communication systems are
only to be used at a minimum during non-working time.
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III.

PROVISIONS:
a. All business equipment, electronic and telephone communication systems, computer
passwords, etc. are the City of Lynn Haven’s property. Passwords do not guarantee
privacy. Passwords are designed to maintain the confidentiality of the City of Lynn
Haven’s business-related information and to give employees access to all or part of the
City of Lynn Haven’s electronic communication systems as part of their work functions.
The City of Lynn Haven prohibits the sharing of such information with anyone other
than dedicated information service personnel.
b. All communication and information transmitted, stored or received over or in the City of
Lynn Haven’s business equipment, electronic, and telecommunication systems are the
City of Lynn Haven’s property. The City of Lynn Haven permits minimal personal use
of its communication systems and equipment, but such uses and equipment are not
considered private property of the employee. As policy, the City of Lynn Haven will not
routinely read electronic message content; however, the City of Lynn Haven reserves the
right to do so at any time without any prior notification. Consistent with other City of
Lynn Haven policies and applicable law, the City of Lynn Haven additionally reserves
the right to monitor any voice mail, email, intranet, or Internet communications passing
through City of Lynn Haven facilities. The City of Lynn Haven may electronically scan
email messages for the presence of specific content such as viruses or passwords. The
City of Lynn Haven will also respond to legal process and fulfill its obligations to third
parties. Unauthorized monitoring of the City of Lynn Haven email or its contents is a
violation of the City of Lynn Haven policy. The City of Lynn Haven will take such steps
as are necessary to guard against viruses that may arrive through attachments to email.
c. Information which may be accessed intentionally or inadvertently by electronic or any
other means remains the property of the City of Lynn Haven, and to the extent that it
may be privileged, will not be improperly released, or disclosed by the employee who
obtains or discovers it.
d. The City of Lynn Haven’s business equipment and all electronic and related
communication systems, including email, intranet, and the Internet, are to be used for
official City of Lynn Haven business only. Any use of the City of Lynn Haven’s systems
and equipment for the purpose of moonlighting is strictly prohibited.
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e. Employees may not use passwords, access files or retrieve store information which they
are not authorized to use, access or retrieve.
f. Without prior written permission from the City of Lynn Haven, the City of Lynn
Haven’s computer network may not be used to disseminate, view or store commercial or
personal advertisements, solicitations, promotions, destructive code, political material,
pornographic text or image, or any other unauthorized materials. Employees may also
not use the City of Lynn Haven’s Internet connection to engage in gambling or otherwise
participate in online games of chance. Employees shall not use the City of Lynn Haven’s
Internet to purchase personal items online or to bid on the purchase of such items unless
it is during non-working time. General “surfing” is not permitted unless it is during nonworking time, and the content is appropriate. Additionally, employees may not use the
computer network to display, store or send material that is fraudulent, harassing,
embarrassing, sexually explicit, profane, obscene, intimidating, defamatory, or otherwise
inappropriate or unlawful. Furthermore, anyone receiving such materials should notify
their supervisor immediately.
g. The City of Lynn Haven has the right to utilize software that makes it possible to identify
and block access to Internet sites that contain material deemed inappropriate in the
workplace.
h. All software license agreements of City of Lynn Haven-owned and sponsored software
are to be honored duplication of the same is expressly prohibited. Only software
approved by the department head and the City of Lynn Haven’s City Manager shall be
installed on or operated on City of Lynn Haven owned equipment.
i. By accepting employment, or continued employment, with the City of Lynn Haven,
employees consent to: (1) the monitoring, printing, copying and/or deleting of any voice
mail, email message or other electronic data stored on City of Lynn Haven systems and
equipment is necessary in order for the City of Lynn Haven to protect itself, its members
and its employees.
j. Employees are expected to limit both incoming and outgoing personal phone calls during
working hours, both on City of Lynn Haven phones and personal cellular phones.
Employees are also discouraged from texting on their personal cellular phones during
working hours. Friends and relatives should call the employee at home rather than at
work whenever is possible; limit non-emergency phone conversations to fewer than five
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(5) minutes; and place any non-emergency phone calls during non-working hours.
Charging personal long-distance calls to the City of Lynn Haven is prohibited.
Employees are asked to be respectful and keep the noise level down when in the vicinity
of a fellow employee who is talking to a member on the phone. The City of Lynn Haven
reserves the right to record any call or verbal communication as same as deemed
necessary and/or to the ongoing business interest of the City of Lynn Haven.
k. The City of Lynn Haven will provide cellular phones to employees in positions that
demand immediate access for business reasons or give them a stipend. The City of Lynn
Haven will select phone and appropriate calling plan. If you have a City of Lynn Haven
cellular phone, you are responsible for proper usage and maintenance. The phone is
intended to be used for City of Lynn Haven business; however, limited personal use is
permitted for emergencies and during non-working hours. If your personal usage results
in exceeding the City of Lynn Haven’s plan minutes, you will be required to reimburse
the City of Lynn Haven for the difference.
l.

Personal Cellular Phone Usage at the Workplace:
i. Should only be used for high-priority personal communications and not for casual
use.
ii. The volume of the ringer must be kept to a minimum as not to disturb other
workers. While in the office, the ringer should be placed on silent or vibrate.
iii. If the device must be used, the employee must ensure that the work area and all
personnel in the work area are safe before using the device.
iv. Devices will be turned off or placed on voice mail while performing the following
task:
a. Performing any work that requires use of equipment;
b. Working from the bucket of an aerial lift;
c. Any time you are working with a crew or by yourself where the device
would create a safety issue or unnecessary work stoppage;
d. While alone driving or operating any vehicle hands free devices
acceptable;
e. Photos, video clips, audio recordings, etc. for non-business purposes are
prohibited;
f. While assisting a customer in the field or in the office.
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m. Should federal or State agencies impose any more restrictive laws or rules to prohibit any
driver from using a cell phone while driving a motor vehicle, the employee will abide by
such more restrictive law or rule. Should the employee be fined for failure to adhere to
the law, the employee will be fully responsible to pay such fine. Should the actions of the
employee cause the City of Lynn Haven to be responsible for penalties or fines for
his/her actions the employee will be disciplined by the City of Lynn Haven and shall
hold harmless, indemnify, and defend the City of Lynn Haven or, from and against any
such fine, penalty, charge, or claim for the same. If the employee loses his/her license
because of his/her negligence the City of Lynn Haven will refer back to the employee
job requirements to determine if the employee can do his/her job without their license.
n. The City of Lynn Haven will not be liable for the loss or destruction of personal devices
brought to the workplace.
o. Excessive personal use during the workday, regardless of the device used, can interfere
with employee productivity and be distracting to others. The frequency and length of
personal use should be kept to a minimum. As a reasonable standard, the City of Lynn
Haven encourages employees to limit personal use during work time the employee is
encouraged to work with their supervisor as to clarity of this provision. Employees are
therefore asked to limit personal use to non-work time when possible and to ensure that
friends and family members are aware of this procedure. Flexibility will be provided in
circumstances demanding immediate attention. Employees who violate this policy are
subject to discipline, up to and including discharge.
IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy.

EFFECTIVE DATE: April 24, 2018
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Employee Policy 153

153- Supplemental Compensation for
Salaried Employees (Disaster/Extraordinary
Situations)
I.

OBJECTIVES:
To define the conditions under which salaried employees will receive supplemental
compensation for exceptional service during times of extreme emergency or special service
beyond normal duties and job responsibilities.

II.

SCOPE:
Salaried employees will receive supplemental compensation for exceptional service during
times of extreme emergency or special service beyond normal duties and job responsibilities.

III.

PROVISIONS:
a. City of Lynn Haven employees who are exempt from wage and hour laws pertaining to
overtime wages are paid a salary. Nevertheless, in certain situations salaried employees
may receive supplemental payments for service beyond normal duties and job
responsibilities.
b. Such supplemental payments may occur when the employee is required by the nature of
his/her duties and responsibilities, or is required by appropriate authority, to work more
than a normal work week in extreme emergency or special conditions, as designated by
management.
c. Supplemental compensation paid under this policy will be based upon the employee’s
exceptional service.

IV.

RESPONSIBILITY:
The City Manager is responsible for the administration of this policy. A report to the City
Commission will be made of the supplemental compensation paid.

EFFECTIVE DATE: April 24, 2018
City of Lynn Haven Employee Policies
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Employee Policy 154

154- Paid Personal Time Off (PPTO)
I.

OBJECTIVES:
a. To set forth the policy on Personal Paid Time Off (PPTO) by the full-time and parttime employees of the City of Lynn Haven.
b. To provide personal leave time, with pay, to be utilized by full-time and part-time
employees for reasons of attending to personal business only, other than illness or
vacation, and administrative leave including Parent Teacher conferences, enrolling
children in school, driver license renewals, tax appointments, legal appointments,
court cases, home loans, closings, meeting with contractors, and other leave time
as may be needed by the employee. This benefit will be separate from any other
Paid time off currently provided by the City of Lynn Haven.
c. To provide the City of Lynn Haven employees from 12 hours up to 24 hours each
calendar year that they may utilize from the regular City of Lynn Haven duties for
matters other than illness or vacation that may require the employee’s attention.

II.

SCOPE:
All employees classified as full-time employees shall earn (accrue to their account) 24
hours of personal leave with pay on the first day of each calendar year. All employees
classified as part-time employees shall earn (accrue to their account) 12 hours of personal
leave with pay on the first day of each calendar year.

III.

PROVISIONS:
a. To be eligible for PPTO, regular employees must notify their direct Supervisor of
their request to use PPTO no later than 2 (two) days in advance if they intend to use
PPTO, unless an extreme emergency exists. If this person is unavailable, the
employee is to work their way through the command chain until they reach
someone in authority. Calling a co-worker is not acceptable. When an employee
intends to use PPTO for a foreseeable purpose, the employee must notify the City
of Lynn Haven as well in advance of the intended leave, as practicable, or as soon
as the need for leave is known.
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b. No employee will be allowed to take PPTO unless the time has been accrued and
posted to their account.
c. PPTO time may NOT be accumulated and carried over each year.
d. The minimum amount of PPTO that must be taken at one-time is one hour. PPTO
cannot be taken in less than one-hour increments.
e. PPTO is to be utilized for all normal times off from work, other than illness or
vacation, such as personal or family issues and other circumstances approved by
the City Manager or Human Resources Director.
f. PPTO requests and schedules must be approved by the Department Head and City
Manager or Human Resources Director. PPTO requests may be turned down if the
department workload is such that the employee’s absence will cause problems. In
cases where there are conflicting requests, the employee who requested first will be
granted the time off.
g. Unapproved use of PPTO will result in the employee not being paid for such leave
time.
h. PPTO used in lieu of PTO or for vacation purposes is prohibited.
IV.

RESPONSIBILITY:
The City Manager, Human Resources Director and Department Heads are responsible
for the administration of this policy. The accounting department is responsible for
maintaining payroll and accounting records necessary to document each employee’s
PPTO activity.

EFFECTIVE DATE: March 10, 2020
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PPTO – City of Lynn Haven Policy 154 Clarification 6.2.2020
The purpose of PPTO is to provide time off with pay for situations other than vacation or
sick time. To provide personal leave time, with pay, to be utilized by full-time and part-time
employees for reasons of attending to personal business only, other than illness or
vacation, and administrative leave time as may be needed by the employee. This benefit
will be separate from any other paid time off currently provided by the City of Lynn Haven.
This leave cannot be taken for any type of medical appointments or vacation purpose.
The following are examples of reasons of attending to personal business:















Getting your Passport
Attending your child awards ceremony
Registering for Classes, meet with your financial aid advisor
Mechanic appointments, signing paperwork to buy a new car
Court appointments that deal directly with your immediate family
Renewing your driver’s license, conceal permit license
Meet with Contractors, Plumbers, A/C technician, phone service, Internet service, Cable service
Attorney appointments, concerning child support, divorce, or that deal directly with your
immediate family
Adoption appointments
Parental Duty Leave
School issues, Enrolling Children in School, College tours for children, Parent teacher
conferences
Signing of bank documents, meeting with lenders about loans, refinancing your mortgage,
closings
Other business needs approved on a case-by case basis

Pandemic Guide to
Employment Needs
Policy Number 155

April 7, 2020
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PANDEMIC GUIDE TO EMPLOYMENT NEEDS, PROMPTED BY COVID-19
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Introduction
Since the COVID-19 has spread to the State of Florida, a cumulative absentee rate of up to
30 percent of employees is expected for up to three months, on a rolling basis. This number includes sick
employees, employees who are caring for sick family members and employees who do not come to work
out of fear of becoming ill. In addition, there is a significant need for social distancing in order to limit the
number of persons concentrated in the workplace.
This scenario will require special handling of staffing, attendance and leave issues. Each Department within
the City should create a Continuation of Critical Services Plan (COCSP). This plan requires Departments to
identify mission essential functions and employees who will be responsible for carrying out these functions.
These employees will be assigned to the City Emergency Management Team (CEMT). However, in the case of
a pandemic the COCSP may not be activated initially, if at all, and staffing and personnel issues will need to
be given special consideration immediately.
This document has been written for City personnel and is intended to address related questions, support
City COCSP’s by providing methods to ensure mission essential functions are performed, and to serve as a
guide for staffing your department and administering attendance and leave in the event of a pandemic.

COVID-19 Staffing Guide
In no event shall this guide supersede regulations under federal and state law regarding terms and
conditions of employment for which employees are eligible, including the Fair Labor Standards Act, the
Family Medical Leave Act and the Americans with Disability Act.
Changes to attendance and leave policies in response to a COVID-19 pandemic emergency should be
communicated with employees with emphasis that these changes apply only during the identified
pandemic period. Remind staff who have been identified as being on your CEMT what you will expect
from them during this time. These staff may be called upon independent of, or prior to COCSP activation.

I. Staffing
Ensuring Mission Essential Functions Are Performed
A. Each Department should have established a City Emergency Management Team (CEMT) as part of
their Continuation of Operations Plan (COCSP). Consider creating redundancy in addition to those
employees identified on your CEMT to ensure that mission essential work will be covered since
absentee rates may reach 30%.
B. Departments should identify and cross-train personnel that have the skills and abilities to perform
mission essential functions. Such personnel may be:
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1. Employees in the same classification series as those who normally perform the function.
2. Employees who have previously performed the work and are currently employed in another
role; and/or
3. Employees who have demonstrated versatility and that you feel could be trained either in
advance of the need or on-the-job when the need arises.
C. Departments should also consider identifying other personnel who may be available to perform
the mission essential functions. Such personnel may include retired employees, former
employees, temporary employees, if spending authority is in place, and contract workers.
Each Department should have designated the payroll and benefits functions as mission essential functions
and have a plan of management succession and staff cross-training for the payroll and benefits functions.
We all must ensure uninterrupted pay and continuation of employee’s benefits as income and medical
care will be primary concerns. Cross- training staff to perform basic payroll actions such as creating
Personnel Action Forms (PAF’s) within payroll deadlines and understanding how to administer benefits
will be very important. You are highly encouraged to create desk manuals in these areas as a primary
cross-training tool.

Establishing a Management Succession Plan
Departments should have established a management line of succession plan as part of their COCSP. A line
of succession provides a list of predetermined alternates for key leadership positions in each
organizational unit.
A. The personnel identified for the line of succession should know the operations of the work units;
have the confidence of the supervisor to act in his or her absence; clearly understand the scope of
the powers and duties delegated to him or her; and clearly understand the constraints, if any, of
the powers and authorities he or she will be delegated.
B. The succession plan should clearly identify the names of designated personnel, their regular titles,
and how they can be contacted. (Consider having the supervisor’s work cell-phone number and
work e-mail address forwarded to the person who assumes the powers and duties of the
supervisor in his/her absence.)
C. The names and order of succession of designated personnel should be communicated to the
employees within the chain of command.
D. The plan should clearly set forth the powers and duties that will be performed and by whom.
Departments should predetermine the individuals who will have the delegated authority to make
decisions and communicate this to the employees.
E. Departments should determine if those in the line of succession need to be cross- trained in
advance and provide such training as needed. Advanced cross-training for mission essential
functions is imperative.
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F. Departments should construct a method by which those in the line of succession will have access
to information and needed items (i.e. computer passwords, calendars for employee approved
time off, office keys, file cabinet keys, etc.) should they take over leadership responsibilities.

Coordinating with Community Partners
One of the biggest challenges the City will face during a pandemic is coordinating with community
partners to ensure continued operations. While we can ensure City staffing to accomplish mission
essential functions, without coordination with County Administration, and others, our efforts alone won’t
be sufficient. City COCSP’s also highlight the importance of this type of coordination.
The best way to overcome this challenge is for City management to meet with community partners and
develop an interagency pandemic response plan. City Management will share the essentials of our plan
and then invite them to work with us to:
A. Develop a “ramping up” strategy tied to the Center for Disease Control (CDC) Pandemic
Preparedness. The CDC has resources outlining pre-pandemic intervention strategies. These
resources can be found at https://www.cdc.gov/coronavirus/2019-ncov/php/pandemicpreparedness-resources.html.
B. Agree on mission essential operations and staffing obligations.
C. Identify what would be required to ensure continued operations.
D. Create a document to serve as a multi-agency Pandemic Plan.
E. Identify training opportunities, or pre-pandemic testing once a plan is in place.
Each agency will have its own priorities and will be in a different state of readiness with regard to
pandemic planning. However, each individual plan will have limited impact on operations. Ultimately, the
ability of each agency to continue operations in their City related functions will be determined by the level
of planning and coordination among all parties.

II. Attendance Strategies
Policy Considerations
In order to ensure that essential services are met, special requirements may need to be put in place. Some
examples include:
A. Previously approved annual leave, compensatory time, leave of absences (other than for sick or
family leave purposes) may be rescinded with minimal notice.
B. Employees may be required to report for work with minimal notice.
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C. Employees’ work schedules and/or hours of work may change with minimal notice.
D. Employees may be asked to telecommute with minimal notice.
E. Employees may be assigned overtime with minimal notice.
F. Employees may be assigned special duties with minimal notice.
G. Employees may be assigned to other work units with minimal notice.
H. Employees may be assigned to alternate work locations with minimal notice.

Previously Approved Leave
The Centers for Disease Control and Prevention have identified areas throughout the world that are
considered high, moderate, and low risk areas resulting from COVID-19 transmissions. Due to these travel
restrictions, Lynn Haven is employing a COVID-19 Policy that will be utilized until the risk of COVID-19
outbreaks have subsided.
ALL EMPLOYEES who intend to take annual leave and are traveling will be required to complete and sign a
form indicating where they will be traveling during their leave, even if that travel is within Florida or local,
including those employees with pre-approved leave requests at the time this policy is adopted. By signing
the form, employees will acknowledge that if they are traveling to one of the CDC’s Level I, II, or III travel
risk locations for COVID-19 and, upon their return, are required by FDOH to quarantine, they will be
required to take leave for the period of quarantine or leave without pay if they do not have enough leave
available. Advanced leave hours may be available under certain circumstances.
This policy has been put into place in order to protect City employees from potential COVID-19 exposure.
If employees choose to travel to an identified risk location, they should be prepared for the possibility of
quarantine upon their return. Paid Administrative Leave will not be available in these situations.

Rescinding Approved Leave
Employees who have accrued annual or sick leave and request use of their leave are typically granted such
requests; however, this may not be the case in the event of a pandemic if an employee’s absence would
disrupt the City’s business operations. Therefore, if the pandemic emergency causes significant staffing
shortages, previously approved annual leave and time off may be rescinded to provide staffing coverage
for City services. The authority to rescind previously approved annual leave currently exists as a
management right in the event of business need.
Managers and supervisors should note the following:
A. Managers and supervisors should keep an updated calendar or list of all approved leave requests
and provide access to that calendar or list to those in their line of succession.
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B. Annual leave requests should only be rescinded if the supervisor is unable to adequately staff a
work unit.
C. Annual and/or time off should be rescinded as soon as the supervisor believes that a potential
staffing shortage will require the employee to report to work.
D. Prior to rescinding previously approved annual leave or time off, the supervisor should attempt to
staff the unit through other available means.
E. Rescinding an employee’s leave which is already in progress will be reasonably based upon the
employee’s ability to report to work. For example, it would be reasonable to require that an
employee who is on annual leave at home to report to work with little but adequate notice, but it
may be unreasonable to require that an employee who is on annual leave out of the country,
state or city to report to work in as short of time.
F. When rescinding annual leave and/or time off, the supervisor should have actual contact with the
employee to ensure that the employee receives the directive to report to duty. Rescinding leave
should be followed up in writing, if possible. For example, an e-mail exchange between the
employee and the supervisor or a letter from the supervisor to the employee in which the
employee acknowledges receipt is acceptable contact; a message left on an employee’s telephone
voicemail is not an acceptable contact, unless the message was left and the employee returned
the call acknowledging the directive.

Telecommuting
Telecommuting or telework is defined in Section 110.171(1)(c), Florida Statutes, as “a work arrangement
that allows a state employee to conduct all or some of his or her work away from the official worksite
during all or a portion of the state employee’s established work hours on a regular basis.”
Telecommuting is not appropriate for all employees and no employee is entitled or guaranteed the
opportunity to telecommute. Section 110.171(3)(c), Florida Statutes, provides that the agency designate
which positions are appropriate for telecommuting. Telecommuting is a way to support social distancing
(limiting the number or persons concentrated in the workplace) or other pandemic response goals and
may be viewed as necessary to respond to a pandemic emergency.
A.

Possible telecommuters should be identified by each Department as soon as possible to make
the necessary technological arrangements.
1.

Departments should consider a broader use of “telecommuting” than they would under
normal operations or other types of emergencies to accomplish social distancing for a
pandemic emergency.

2.

Departments should determine the functions that may be accomplished remotely and
whether the people performing these functions need access to all systems and applications
or only e-mail and/or voice communications.

177

3.

The City’s ability to telecommute should be determined and tested before a potential
pandemic, keeping in mind that information technology resources are valuable assets. The
confidentiality, integrity, and availability of those resources must be protected at all times.
The use of mobile devices poses risks to the information they contain, as well as to the
devices themselves. Appropriate security controls must be in place to mitigate security risks
presented by using mobile devices.

4.

Flexible work schedules are another consideration for those authorized to telecommute.
These schedules may reduce peak demands on information technology systems.

5.

Employees authorized for telecommuting may be allowed to engage in limited dependent
child care or elder care during a pandemic emergency if providing care does not impact the
ability of the employee to accomplish assigned tasks.

B. When feasible, employees whose work could be conducted from home should be given an
opportunity to initiate a written telecommuting request to their immediate supervisor.
After technology and other considerations have been worked out, approval by management should also
be in writing, outlining the parameters of the agreement. In other instances, it may be necessary that
telecommuting arrangements be requested, communicated, approved and/or processed via e-mail or
telephone.

Flexible Scheduling
The administration of normal and flexible work schedules may be modified during a pandemic emergency
to enhance social distancing, business continuity or other pandemic response goals as follows:
A. Departments should review their normal business hours and employee’s work schedules to
determine if they can be modified in a manner that best promotessocial distancing, business
continuity or other pandemic response goals during an emergency.
B. Departments should identify mission essential functions that may be staffed with personnel on
flexible work schedules. Examples include staff performing administrative functions such as
payroll, benefits, accounting or purchasing.
C. If feasible, supervisors should first ask for employees to volunteer to work hours other than their
normal schedule. If certain work schedules cannot be staffed in this manner, management may
direct staff to work the schedules necessary.
D. Supervisors may change regular or flexible work schedules at any time. It is preferred that
employees receive at least a 24-hour notice. If that is not possible, management may make such
changes effective immediately.
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E. Departments are encouraged to work with staff to minimize the impact of decisions affecting
schedule changes by taking into account personal needs and utilizing other available staff if such
conflicts arise, when allowable. Overtime is probable and should be expected.
F.

Flexible work schedules may be requested, communicated, assigned and/or processed via e-mail,
fax or telephone. Approved schedules should be formally documented within one week of the
start of a flexible work schedule, or as soon as possible thereafter. A supervisor may document
the change via e-mail or memorandum.

G. If an employee makes a request for a flexible work schedule and the request is denied, no written
explanation of why the request has been denied is required during a pandemic emergency.
H. When appropriate, management may assign an employee back to their regular work schedule.

III. Attendance and Leave Issues
While nothing in this guide is intended to supersede Federal or State laws, or the City’s Personnel Policies,
some changes in how these laws and rules are administered will be necessary. This includes modifying the
process of documenting and recording attendance and leave so that overpayments and leave without pay
can be accounted for in a timely manner.

Submitting Timesheets
It may be impractical to expect all employees to submit electronic timesheets during a pandemic
emergency. Supervisors need to have a supply of paper timesheets, or electronic versions of paper
timesheets, for included and excluded employees so that attendance and leave for staff that are out sick
or quarantined may be recorded on a regular basis. Employees should be given their beginning leave
balances upon request so they can keep track of their leave use, approvals, and how much available leave
they have, in order to furnish accurate leave records for the emergency period. Supervisors, or their
designees, should work with employees in approving leave, and collecting and approving timesheets, and
ensure that the information is transferred to the automated system, at the appropriate time after the
emergency. The goal is to timely capture overtime and leave without pay so that we can correctly pay
employees during the emergency.

Suggestions for Paper Timesheets
A. Print and disseminate sufficient copies of the manual timesheets.
B. Develop a distribution and collection method for affected employees so that when necessary to
ensure payment of overtime and deductions for leave without pay, employees know how to
obtain and submit manual timesheets.
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C. Disseminate payroll submission timelines to affected employees and supervisors so that the
timesheet can be processed in the appropriate payroll.
D. In emergency circumstances, managers may submit manual timesheets on behalf of their affected
employees if the employees are unable to complete them. The employee will need to update
manual timesheets into the electronic system, and supervisors and personnel staff will need to
approve timesheets after the emergency has subsided to ensure a smooth submission of the
annual leave liability report.
E. When mailing timesheets, affected employees should retain a copy for their records in the event
mail service is interrupted.

Sending Employees Home
As a safety consideration, management should look to the physical well-being of employees and whether
the health of fellow employees is endangered by an employee exhibiting symptoms of the COVID-19.
Therefore, if an employee appears to have COVID- 19 symptoms at the workplace, supervisors have the
authority and obligation to require the employee to leave the workplace.
A. Where practical, supervisors should first seek the approval of their Department head before
sending a sick employee home. Employees who are sent home because they have exhibited
symptoms of COVID-19 will need to obtain a note from a health care professional excusing the
absence and indicating when they can return to work, or clearing them to come back if they do
not have COVID-19.
B. Supervisors are not to make a medical diagnosis but may rely on observations of an employee’s
symptoms in making a reasonable determination to send home an employee who appears sick.
Symptoms of COVID-19 in humans include:
1. Fever
2. Dry Cough
3. Acute respiratory distress, shortness of breath
The Florida Department of Health website should be consulted for updates on pandemic COVID-19
symptoms at http://www.doh.state.fl.us/.
C. The employee may use sick leave or other personal leave, as needed. If the employee has no
leave, they may be sent home with approved leave without pay or provided with an approved
advance of leave hours, however, see section on Quarantine if diagnosed with COVID-19.
D. Paid administrative leave is not available to an employee who is being sent home because of
exhibiting symptoms of COVID-19, however, see section on Quarantine if diagnosed with COVID19.
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E. When the employee’s condition improves so that he/she no longer poses a health hazard to
fellow employees, or if they are not diagnosed with the COVID-19, the employee should return to
work.

Family Medical Leave Act (FMLA) and Sick Leave
During the pandemic emergency, the necessity for supporting employees seeking medical assistance will
be crucial. The Family Medical Leave Act (FMLA) provides employees with options in using leave for
medical reasons as follows:
A. Employees will be allowed to use their accrued sick leave for the employee’s personal illness,
injury, or exposure to a contagious disease that would endanger others. Sick leave may also be
used for the employee’s personal appointments with a doctor, dentist or other recognized
practitioners. In addition, sick leave may be used for the illness, injury or well-care check-ups of
the employee’s spouse, the children or parents of the employee or the spouse, or a person for
whom the employee or the spouse has a caretaker responsibility, when the employee’s presence
is necessary.
B. Employees may use their accrued annual leave and leave without pay in lieu of, or in addition to
the accrued sick leave.
C. The decision to put all eligible, affected employees on FMLA is a City decision, and should be
applied consistently. However, the City has an obligation to inform eligible employees that they
qualify for FMLA immediately upon learning that they or a family member has contracted COVID19, even if the City decides not to place all eligible, affected employees on FMLA.
D. Should the City decide to place affected employees on FMLA, they may put eligible, affected
employees on notice that the leave used will be designated as Family Medical Leave in accordance
with the Family Medical Leave Act, 29 Code of Federal Regulations (CFR). The FMLA entitles
employees up to 12 weeks of leave for certain family and medical reasons during a 12-month
period. Paid leave may be substituted for unpaid FMLA leave and counted against the 12-week
FMLA leave entitlement if the employee is properly notified of the designation when the leave
begins.
For more information on the Family Medical Leave Act, 29 CFR, go to
https://www.dol.gov/general/topic/benefits-leave/fmla.
E. Departments may approve flexible work schedules, job sharing, or family medical leave to assist
employees in meeting the medical needs of family members. If waived under the executive
decision of the City, the prevailing emergency may necessitate that approval of family medical
leave be granted for a shorter period than six months. Benefits coverage will continue as per
current practice, however, should an employee not have enough leave to cover their absence,
the employee will be responsible for their portion of premium payments.
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Return to Work Authorization
Health officials have stated generally that an employee can come back to work 24 hours after their fever
has dissipated without the use of medications. When an employee is ready to return to work from leave
(paid or unpaid), the following procedures shall apply:
A. The employee who is ready to return from leave will contact his/her supervisor (or a person
acting in that capacity) for instructions on when and where they should report. Contact is to be
made in the manner deemed appropriate by the Department head.
B. The supervisor will inform the employee of his/her work location (or whether the employee will
be assigned to work from a remote location or telecommute), work schedule and shift, and
specific work assignments, if different from their regular assignment.
C. With the exception of employees exhibiting symptoms of COVID-19 that were sent home from
work, medical certification will not be required to return to work. Department of Health officials
have determined that healthcare professionals will not have time to provide certification for
every type of illness during a COVID-19 pandemic.

Building/Facility Closures
Should the City Manager order a building or facility closed, most employees performing non-essential
functions will be placed on paid administrative leave. Employees performing essential functions, or backup employees who will be performing mission essential tasks due to absences, may be instructed to
perform certain duties per the COCSP. When feasible, this work can be performed remotely, via
telecommuting.
Because of potential staffing shortages, some employees may be deployed to provide support for varied
operations in alternative worksites and should expect to come to work.
In the case of closure of specific facilities, employees will be sent home as a last resort. Should employees
be sent home, payment of wages to employees will be made in accordance with the following established
emergency processes:
A.

If a building or facility is closed and no alternative site is designated for the employee to report
to work, employees performing non-essential functions scheduled to work will be put on paid
administrative leave until the building or facility is reopened or alternative worksites are
arranged.
If the closure extends into a second week, the status of displaced workers may be reviewed by
the City to determine whether a furlough due to lack of work is in order. This applies to affected
employees who are exempt from the overtime provisions of the Fair Labor Standards Act (FLSA),
as well as hourly employees who are not exempt from the overtime provisions of the FLSA.

B. Employees who, prior to a building or facility closure, had requested and been approved for time
off (e.g., annual leave, sick leave, or leave of absence) will have
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hours deducted from their accruals as approved, in accordance with established policies.
C. Temporary employees will only be paid for hours actually worked during a building or facility
closure. Temporary employees are not eligible for paid administrative leave.
D. Employees providing essential services who are unwilling to report to work will have their time
charged to annual leave or leave without pay and may be subject to disciplinary action.
E. If the building or facility closes after the start of an employee’s shift, employees who are
scheduled to report to work but do not and do not contact the supervisor or designee before the
facility closure are considered to have been absent without leave. These employees will be
subject to leave without pay for the full day. However, the supervisor may at his or her discretion,
authorize the use of annual leave for the absence as individual circumstances warrant.
Employees should be notified of the City’s procedure for communicating closures or re- openings of
facilities.

Closure of Schools and Daycares
To minimize the effect of any disease outbreak, the Florida Department of Health is authorized to order
disease control measures that include a broad array of actions. Isolation, quarantine orders and social
distancing measures are used in a pandemic event. In addition to closing large social gatherings such as
sporting events, theater shows, and concerts, the local county health department may close schools and
day care centers as a social distancing strategy. It is anticipated that this action would occur in
coordination with any emergency proclamation that may originate from the Florida Department of
Health.
School and daycare closures are expected to have a significant effect on staff absenteeism in both the
private and public sectors. The City must be prepared for a reduction in its staff resulting from healthy
parents staying home to take care of healthy children or other healthy dependents. In addition, college
and university closures may result in healthy parents needing time off to move college age children home.
If schools and daycare centers are closed, employees will not be allowed to bring their children to work.
Such closures should be anticipated during a pandemic and all employees should have a family care plan
in place. The City will not close if schools and daycares close and employees are expected to come to
work. If dependent child and elder care coverage becomes impossible, arrangements should be made in
advance with the supervisor to telecommute, if appropriate and feasible, or to have essential work
covered with a backup.

Quarantines
If an employee believes they have been exposed to an individual with COVID-19, recommend they seek
immediate care from their healthcare provider and to not return to work until they’ve received a doctor’s
release to present to their immediate supervisor.
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If the employee is diagnosed with a presumptive positive test for COVID-19, they will be required by FDOH
to quarantine for 14 days. The employee should immediately notify their supervisor of the presumptive
positive and provide documentation from their doctor.
If an employee is subject to quarantine by FDOH and is unable to report to work the following will apply:
A. If the employee is required to quarantine prior to this COVID-19 Policy being adopted, the
employee will be given up to 14 days of paid administrative leave.
B. If the employee is required to quarantine after the adoption of the COVID-19Policy, the following
leave use will be required:
1. If COVID-19 was contracted because the employee continued on a planned travel risk
identified by the CDC – employee will be required to use leave until exhausted and
leave without pay once exhausted. An advance of leave time may be approved at the
discretion of the City Manager.
2. If COVID-19 was contracted from exposure during the normal course of business and
the employee observed a regular routine that had no travel
– employee will receive Paid Administrative Leave up to 14 days. Thereafter, the
employee will be expected to exhaust their available leave. An advance of leave time
may be approved at the discretion of the City Manager.
3. If COVID-19 was contracted but the employee cannot provide any documentation
that FDOH required a quarantine – employee will be required to use leave until
exhausted and leave without pay once exhausted.
C. If the employee is caring for a sick family member who is required to quarantine, then he/she
may be on paid administrative leave throughout the quarantine period at the discretion of the
City Manager.
D. If the employee is not sick and telecommuting is an option, the employee should telecommute to
offset some or all of the work time away from the office. If telecommuting is only a partial
solution or not a viable option, the employee may use their annual leave. If the employee runs
out of available leave he/she will be on approved leave without pay. An advance of leave time
may be approved at the discretion of the City Manager.
E. All employees returning to work after having been required to quarantine will need
documentation indicating that the quarantine has been lifted by a healthcare provider.

Discipline – Conduct, Including Unauthorized Absences
There may be occasions during the emergency when employee misconduct or unexcused absenteeism
arise and need to be addressed. In some cases, that will mean that discipline is appropriate. Disciplinary
actions range from verbal warning to written warning, then to suspension with or without pay, and finally
termination.
The type and level of disciplinary action will be determined based on the nature and severity of the
behavior and/or performance deficiency that led to the disciplinary action.
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A. Any employee who does not notify their supervisor that they have been required to quarantine
by FDOH and intentionally comes to work will be terminated.
B. Any employee who does not notify their supervisor that they have been exposed to a person they
knew was diagnosed with COVID-19 may be disciplined, up to and including termination.
C. Employees are expected to report to work and that the consequence of not doing so is potential
disciplinary action, up to and including termination.
D. Administering discipline may be delayed pending the City’s return to normal business operations.
E. Administrative leave remains available, with approval of the City Manager, to utilize when it is
determined that an employee should not return to work pending the outcome of the disciplinary
process if the conduct was severe enough to need to be addressed immediately.
F.

An unauthorized absence means the absence of an employee from duty without specific
authorization.

G. Unauthorized absences during a pandemic emergency may result in discipline up to and including
termination. The level of severity of discipline will be dependent upon the length of the absence,
if the incident is a repeat offense or a pattern with previous issues having been documented, and
discussions with the employee.
H. Mitigating circumstances underlying the unauthorized absence should be taken into consideration
in any analysis of disciplinary action proposals, including termination. Incidents will be reviewed
on a case-by-case basis.
I.

Any disciplinary action for an employee’s unapproved leave of absence will be reduced to a form
of written correspondence (e.g. letter, e-mail, facsimile) by the appropriate supervisor so that a
copy is provided to the employee. The correspondence will set forth the dates of the employee’s
unapproved absence(s), the disciplinary action being taken, and provide an opportunity for the
employee to be heard, should the employee wish to address the action.

Please Note: The City Manager is authorized to adopt procedures to implement
this policy as needed in the best interest of the operations of the City and as laws
change.

Revised 4/9/2020
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IV. Pre-Planning Checklist
Determine Critical Functions and Personnel
Review CEMT to determine personnel who are designated to perform mission essential functions
Identify secondary personnel who have the skills and abilities to perform mission essential
functions
Identify which staff performing mission essential functions have equipment
o necessary to telecommute
Identify other personnel, such as retired employees, former employees, temporary employees, and
contract workers, who may be available to perform mission essential functions
Identify potential volunteers who have the skills to perform needed functions
Identify functions that may be suspended while personnel are assigned to more critical roles
Succession Planning
Determine the payroll function as an essential function and cross-train for this function
Determine the insurance benefits function as an essential function and cross-train for this
function
Establish and identify a management line of succession plan which lists alternates for key
leadership positions in each Department
Determine the individuals who will have the delegated authority to make decisions and
communicate that succession plan to personnel
Provide for alternate lines of succession
Provide for access to information and needed items to those in the line of succession (i.e.
computer passwords, office keys, file cabinet keys, etc.)
Forward document succession plans to the City management Review
Business Hours, Work Schedules and Mode of Service Delivery
Review business hours and work schedules to determine if they can be modified ina manner that
best promotes social distancing, business continuity or other pandemic response goals during an
emergency
Identify mission essential functions that may be accomplished via telecommuting and whether
employees performing the function need access to all systems and
o applications or only e-mail and/or voice communications
Identify technical planning methods such as the Internet, Virtual Private Network, and
teleconferencing to be implemented before a pandemic emergency occurs
Develop a Communications Plan
Communicate with employees about the threat of a pandemic emergency, and describe the
preparation steps being taken such as:
o Potential changes to personnel policies
o Changes in business culture which may include social distancing, increasing telecommuting,
or suspending non-mission essential functions
The importance of staying home if employees are ill or have influenza symptoms and/or are
diagnosed with COVID-19
Distribute practical information on maintaining a healthy work environment
Update employee emergency contact information
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Employee Policy 156

156- Attendance and Punctuality
OBJECTIVES:
a. To define the policy on Attendance and Punctuality by the full-time and part-time
employees of the City of Lynn Haven;
b. To establish clearly defined guidelines for adherence to attendance as an employee
of City of Lynn Haven; and
c. To provide the City of Lynn Haven employees a clear expectation of Attendance and
ensure adequate staffing, positive employee morale, and to meet expected productivity
standards throughout the City.
II.

SCOPE:
The City of Lynn Haven provides important and valuable services to our citizens. To
accomplish this mission, it is imperative that every employee be present when scheduled to
fulfill customer and citizen expectations.
The City of Lynn Haven awards its employees with a very generous amount of PTO and
holiday days throughout the year. Vacation and holidays must be scheduled and approved
with one’s supervisor in advance. Only sick days/ paid time off (PTO) hours may be used in
the case of emergency or sudden illness without prior scheduling.
This policy details how absences and tardiness are counted for the purposes of maintaining
excellent customer service throughout the business day.
Timely and regular attendance is an expectation of performance for all City of Lynn Haven
employees. To ensure adequate staffing, positive employee morale, and to meet expected
productivity standards throughout the organization, employees will be held accountable for
adhering to their workplace schedule. In the event an employee is unable to meet this
expectation, he/she must obtain approval from their supervisor in advance of any requested
schedule changes. This approval includes requests to use appropriate accruals, as well as
late arrivals to or early departures from work. Departments have discretion to evaluate
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extraordinary circumstances of a tardy, or an absence and determine whether or not to count
the incident as an occurrence. HR is available to advise supervisors regarding the evaluation
of extenuating circumstances.
III.

PROVISIONS:
a. An employee is deemed absent when he/she is unavailable for work as
assigned/scheduled and such time off was not scheduled/approved in advance as
required by department notification procedure.
b. An employee is deemed to be tardy when he/she:
•

Fails to report for work at the assigned/scheduled work time.

•

Leaves work prior to the end of assigned/scheduled work time without prior
supervisory approval.

•

Takes an extended meal or break period without approval

c. Employees are required to follow established guidelines for recording their actual
hours worked.
d. Employees are expected to follow departmental notification procedures if they will
be late for work, will not be at work, or are requesting planned time away from
work. Employees must request in advance to their supervisor or designee and in
accordance with departmental procedure if they wish to arrive early or leave early
from an assigned shift.
e. At the time of notification/call, the employee must notify their supervisor when an
absence is due to a documented/approved leave of absence (e.g. Military Leave,
FMLA) in order to ensure appropriate tracking of leave utilization and absenteeism.
Employees who have 3 consecutive days of excused absences because of illness or
injury must provide proof of physician’s care. If an illness or injury prevents an
employee from performing his or her regularly scheduled duties, a physician’s
statement must be provided indicating a return to duty status and stating what, if
any, limitations/restrictions are ordered. The employee is responsible for providing
the city with the above described physician’s proof of physician’s care. Without an
acceptable excuse, the employee may be subject to discipline, up to and including
immediate termination.
f. When an employee fails to call in and report to work as scheduled for three
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consecutively scheduled workdays, it will be viewed as job abandonment and
deemed to have resigned their position, therefore, employment will be terminated.
The supervisor should consult with Human Resources if this situation occurs.
g. Incidents of not following the departmental notification procedures, including NoCall/No-Show, will be addressed in accordance with the Progressive Discipline
policy.
h. Timely and regular attendance is a performance expectation of all City of Lynn
Haven employees. Consequently, those employees who have exhibited
unsatisfactory attendance which resulted in disciplinary action (written or final)
during the course of the year and will have the behavior documented in their annual
evaluation.
i.

An occurrence is documented as an absence, tardy or missed time clock in/out. While
an absence refers to a single failure to be at work, an occurrence may cover
consecutive absent days when an employee is out for the same reason. NOTE: The
total number of days an employee is unavailable for work as scheduled and the total
number of occurrences are considered when applying discipline.

j.

The following grid is designed to provide guidelines when addressing the total number
of occurrences in a rolling 12 month period, provided that the reason for an occurrence
is not protected under FMLA or ADAAA.

k. An employee, within his/her Orientation period, who has two occurrences should
receive a Written Warning; if the employee has greater than two occurrences within
the Orientation period, employment may be terminated; should the Orientation period
be extended, this rule still applies.
l.

If an employee calls out of work the day before, the day of, or the day after a holiday,
the manager will review the circumstances of the absence. Based on this review, the
manager has the discretion to determine whether to count the incident as a regular
occurrence or go directly to issuing a Written Warning for the holiday-related call out.
If an employee is already on discipline they can progress to the next level.

m. City of Lynn Haven Fire and Police Departments may develop a departmental
attendance/punctuality policy that meets the unique operational needs of the
department. If the leadership determines that a departmental policy is needed, the
department will follow its entity's approval process to establish the policy which
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requires final approval from the City Manager.

IV.

RESPONSIBILITY:
The City Manager, Human Resources Director and Department Heads are responsible for
the administration of this policy. This policy is intended as a guideline to assist in the
consistent application of city policies and programs for employees. The policy does not
create a contract implied or expressed, with any City of Lynn Haven employees, who are
employees at will. City of Lynn Haven reserves the right to modify this policy in whole
or in part, at any time, at the discretion of the City Manager.

EFFECTIVE DATE: June 23, 2020
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Acknowledgement

I acknowledge that I have received a copy of the Policy and Procedures Manual, which describes
important information about the City of Lynn Haven, and understand that I should consult the Human
Resource Department if I have questions.
I have entered into employment with the City of Lynn Haven voluntarily and acknowledge that it is for
no specified length of time. Accordingly, either I or the City of Lynn Haven may terminate the
relationship at will, with or without cause, at any time, for any reason or no reason. I understand that
neither this Manual nor any other City of Lynn Haven policy, practice or procedure is intended to
provide any contractual obligations related to continued employment, compensation or employment
contract.
Since the information, policies and benefits described here are necessarily subject to change, I
acknowledge that revisions to the Manual may occur, except to City of Lynn Haven policy of
employment-at-will.
I understand that City of Lynn Haven may change, modify, suspend, interpret or cancel, in whole or
part, any of the published or unpublished personnel policies or practices, with or without notice, at its
sole discretion, without giving cause or justification to any employee. Such revised information may
supersede, modify or eliminate existing policies. The City of Lynn Haven City Manager shall have
sole authority to add, delete or adopt revisions to the policies in this Manual. Any written or oral
statement by a supervisor or department director contrary to the personnel policy manual is invalid and
should not be relied upon by any employee.
I understand and agree that I will read and comply with the policies contained in this Manual and any
revisions, am bound by the provisions contained therein, and that my continued employment is
contingent on following those policies.
___________________________________
Employee Name (Printed)
___________________________________
Employee Signature
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