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Summary of Personnel Manual Changes 
 

 
Z1 Managerial Salary Schedule 
   

 Updates Personnel Manual with the revised salary schedule for managerial 
staff. 

 
Z2.1 Supervisory and Professional Salary Schedule  
 

 Updates Personnel Manual with the revised salary schedule for supervisory and 
professional staff. 

 
Z2.2 Police Captain Salary Schedule 
 

 Updates Personnel Manual with the revised salary schedule for police 
supervisory staff (Police Captains). 

 
Z2.3 Appointed/Unclassified Salary Schedule 
 

 Updates Personnel Manual with the revised salary schedule for 
appointed/unclassified staff. 

 
B11.1 Personal/Medical Leave of Absences 
 

 Updates Personnel Manual with the revised Personal/Medical Leave of 
Absences Policy. 

 
B11.3 Compliance With the Family & Medical Leave Act of 1993 
 

 Updates Personnel Manual with the revised Compliance with the Family & 
Medical Leave Act of 1993 Policy. 

 
B11.5 Pregnancy-related Medical Leave of Absence 
 

 Updates Personnel Manual with the New Pregnancy-related Medical Leave of 
Absence Policy. 
 

B11.6 Parental Leave of Absence 
 

 Updates Personnel Manual with the revised Parental Leave of Absence Policy. 
 
 

B42 Social Media 
 

 Updates Personnel Manual with the New Social Media Policy. 
 



City of Tampa Personnel Manual
A.   Organization
A1.  Letter of Introduction

Issue Date:  06/16/86

A1A.  Letter of Introduction

1. The Personnel Manual for the City of Tampa primarily provides policies
regarding benefits and salary administration for employees whose positions
are not covered by collective bargaining agreements. Each policy includes
the criteria for eligibility and is issued under Executive Order.

2. While benefits for employees whose positions are included in the various
certified bargaining units are provided under the appropriate collective
bargaining agreement, supervisors and management are directed in the
proper discipline of the these employees by this Personnel Manual.

a. Additional benefits and directives provided to bargaining unit
employees are included in the manual as specified in the individual
policy. Normally, these are matters that apply to both bargaining and
non-bargaining groups (for example, time-keeping policy for non-
exempt employees under the Fair Labor Standards Act in Section
B2.3).

3. Procedures for applying and implementing benefits and salary administration
policies provided through this Personnel Manual and the various collective
bargaining agreements are found in the Payroll/Personnel System
Procedures Manual.

Issue Date:  06/16/86
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A. Organization  
A3A.  Organization of the Manual  
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A3A. Organization of the Manual 

1. The manual consists of major sections which are further divided into sub-
sections. The sub-sections are coded with the section's capital letter and a 
numeral before the title.  

2. To find a particular topic, first look in the TABLE OF CONTENTS, which 
contains a listing of all sections and sub-sections in the manual or planned 
for future inclusion.  

3. After finding the topic in the TABLE OF CONTENTS, look to the right of the 
sub-section title for the issue date. If there is a blank space, the sub-section 
has not yet been published and will therefore not be in the manual.  

 
A3B.  Updating the Manual 

 
1. The City of Tampa periodically publishes new and revised policies for the 

Personnel Manual. The City’s INET contains the current policies and all 
revisions are posted through the INET version of the Personnel Manual. 

 
2. The upper right corner of each policy in the Personnel Manual provides the 

headings for that policy (section, subsection, and title of the policy).  
Following the heading is the "issue date"  for the policy which must 
correspond to the issue date in the Table of Contents.  At the end of each 
policy, the issue date is repeated to ensure that the user has printed or 
viewed the entire policy and with the same issue date.  

 
3. All outdated or deleted policies are removed from the INET and users are 

reminded to not utilize outdated or deleted policies, verification of which can 
be made by viewing the INET document. 

 
Issue Date:  11/06/02 

 



 

 
 
 
 
 
City of Tampa Personnel Manual 
B. Directives and Benefits 
B1.1 Equal Opportunity 

 
 

Issue Date:  08/18/14 
 
 
B1.1A Policy 

 
1. It is the policy of the City of Tampa government to provide equal  

treatment of all persons without regard to race, color, religion, national 
origin, sex, sexual orientation, gender identity or expression, age, 
disability, familial status or marital status.  The City endorses and 
requires compliance with applicable state and federal laws, including 
but not limited to the Civil Rights Act of 1991 and the Americans with 
Disabilities Act (ADA), to ensure equal employment opportunity and 
equal access to public services. 

 
2. All managers and supervisors are expected and required to insure that 

this policy is fully implemented and vigorously enforced. 
 

3. All department  directors are responsible for verification that managers, 
supervisors, and employees attend mandatory training regarding 
discriminatory conduct including specific cultural diversity  training and 
Americans With Disabilities Act training.  As is always the case when 
failure to meet directives occurs, disciplinary action shall be 
considered when supervisors fail to attend scheduled training or fail to 
ensure that subordinate employees attend scheduled training. 

 
4.       Employment 

 
a.       It is the policy of the City of Tampa government to provide  
equal opportunity in employment for all qualified persons; to prohibit 
discrimination in employment because of race, color, religion, national 
origin, sex, sexual orientation, gender identity or expression, age, 
disability, familial status, marital status, or membership/non- 
membership in any labor organization; and to promote the full 
realization of equal employment opportunity  through positive and 
continuing programs. 
  



 
 
 
 
 

 
b.       This policy of equal employment opportunity applies to every 
aspect of the City of Tampa employment policies and practices.  It 
includes providing reasonable accommodations to the known  physical 
and mental limitations of qualified disabled applicants and employees 
in order for them to perform the essential functions of the job in 
question.  Any and all such reasonable accommodations will be provided 
on an individual basis in the most cost effective manner available 
unless the provision of such accommodations would create an undue 
hardship. 

 
c.        It is also the intent of the City of Tampa to comply in all respects 
with equal opportunity laws and provisions and to establish 
affirmative action plans to accomplish the City's goals of hiring and 
promoting when there is minority or female underutilization. 

 
d.       Inappropriate behavior or harassment on the job because of 
race, color, religion, national origin, sex, sexual orientation, gender 
identity or expression, age, disability, familial status or marital status, 
is prohibited by state and federal laws and/or by this directive of the 
City of Tampa. This includes actions ranging from blatant physical or 
verbal aggression to subtle coercion through touching or in any 
manner seeking sexual favors.  Sexual advances and other offensive 
verbal or physical conduct which is discriminatory will not be condoned 
when such interferes with the individual's work performance, is either 
explicitly or inexplicably made a term or condition of employment or 
other job related decisions. 

 
e.       The City of Tampa ADA Grievance Procedure is  available to 
employees with discrimination complaints.  The City of Tampa's Office 
of Human Rights investigates employee complaints regarding race, 
color, religion, national origin, sex, sexual orientation, gender identity 
or expression, age, disability, familial status, or marital status.  The 
Human Resources Department conducts management investigations 
regarding allegations of violations (see B1.1, B1.2, B23.1, B23.2) 
and is responsible for the City's response to complaints filed with local, 
state or federal agencies. 

 
5.       Services 

 
a.       Employees have the responsibility to provide services to the 
public without regard to the person's race, color, religion, national origin, 
sex, sexual orientation, gender identity or expression, age, disability, 
familial status or marital status. 

  



 
 
 
 
 
 
b.       Assistance for providing reasonable accommodations for the 
delivery of services in accordance with the Americans With Disabilities 
Act is provided by the Human Resources Department. Complaints 
regarding violations of the Americans With Disabilities Act are 
processed through the City of Tampa ADA Grievance procedure. All 
complaints will be thoroughly investigated by the Human Resources 
Department. 
 
 

Issue Date: 08/18/14 
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B. Directives and Benefits 
B1.2 Discriminatory Conduct  
 

Issue Date:  08/18/14 
 

B1.2 Policy  

 
1. The City of Tampa is committed to the equal treatment of all persons, 

without regard to race, color, religion, national origin, sex, sexual orientation, 
gender identity or expression, age, disability, familial status or marital status.  
As part of that commitment, the City has forbidden its employees the use of 
slurs, derogatory comments, or any other physical or verbal conduct directed 
at or based upon another person's race, color, religion, national origin, sex, 
sexual orientation, gender identity or expression, age, disability, familial 
status or marital status.  

 
2. Such incidents threaten the safety, security and well being of not only those 

against whom they are directed, but all who live and work here as well. They 
give the erroneous impression that the City of Tampa and its officials and 
employees do not accept the concepts of equal opportunity and treatment 
under the law. For these reasons, the City considers these incidents to be 
among the most serious violations of City policy which an employee can 
commit and deserving of serious disciplinary action up to and including 
dismissal.  

 
3. This policy will be stringently and uniformly applied. The words and conduct 

treated in this policy have no place in the City of Tampa and will not be 
tolerated.  

 
4. Employees shall not engage in offensive verbal or physical conduct directed 

against an employee, a citizen, or any other person or member of the public 
based upon race, color, religion, national origin, sex, sexual orientation, 
gender identity or expression, age, disability, familial status or marital status. 
Employees shall not engage in such conduct at any time during working 
hours or on any City premises.  Employees are also forbidden from such 
conduct while off duty, if such conduct adversely affects the employee's 
ability to perform his or her City duties.  

 
5. All managers and supervisors are expected and required to insure that this 

policy is fully implemented and vigorously enforced.  
 



6. Any complaints concerning employee violations will be thoroughly 
investigated by the Human Resources Department for immediate and 
corrective action as warranted.   

 
7. Violation of this policy shall be grounds for immediate dismissal in the 

absence of extenuating circumstances, but in no case shall the disciplinary 
action for a violation be less than a suspension without pay for fifteen 
working days.  

 
8. Investigations and disciplinary action administered shall continue to be 

conducted in accordance with any applicable federal, state, or local laws 
regarding the methods of investigations, complaint reviews, and employee 
rights of appeal.  

 
Issue Date:  08/18/14 
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B. Directives and Benefits 
B2.1 Work Hours - General  
 
Issue Date:  05/16/02 
 

B2.1A Policy  

 
1. Employees are assigned hours of work by the Department Director with the 

concurrence of the Mayor. This includes the number of hours assigned to 
work per week, the distribution of the hours per workday, and the 
determination of shift time periods and meal periods. 

 
2. The standard work week for most City departments is 40 hours.   

 
3. The number of assigned hours indicated on the Personnel Action Form is 

the official record for purposes of identifying eligibility for certain benefits.   
 
4. Assigned hours which are not worked by an employee must be approved 

and documented in accordance with all leave and payroll policies. Absences 
by exempt employees of less than one day do not require the use of leave, 
however, such absences must be authorized and documented subject to the 
appropriate personnel policy. 

 
5. City policy regarding work hours for exempt employees is provided in B2.2. 

City policy for non-exempt employees is provided in B2.3. Determination of 
an employee as exempt/non-exempt is according to the Fair Labor 
Standards Act. While employees are exempt for specified reasons under the 
law, the chart below provides a guide for departmental awareness: 

 
EMPLOYEE  DESCRIPTION    FLSA STATUS 
       TYPE 
 
 B1  A.T.U. Full time    Non-Exempt 
   
 B2  A.T.U. Part-time    Non-Exempt 
 
 S1  Supervisory ("S" pay grades) Full time Exempt 
 
 S2  Supervisory ("S" pay grades) Part-time Exempt 
 
 N1  Professional, Administrative,  Exempt; except  



   Technical ("N" pay grades) Full time classes 0961, 
         0971 non-exempt 
 
N2   Professional, Administrative,  Exempt 
   Technical ("N" pay grades) Part-time 
 
AU   Appointed Unclassified   Exempt; except 

classes 009007, 
008070, 008998, 
803010, 803020, 
805000, 807020, 
808100, 808200, 
808500, 808300  
non-exempt 

 
AF   Asst. City Attorney - Full time  Exempt 
 
AP   Asst. City Attorney - Part-time  Exempt 
 
LA   Legal Aide (Intern)     Non-exempt 
 
MC   Managerial Classified   Exempt 
 
MU   Managerial Unclassified    Exempt 
 
MV   Managerial Classified -   Exempt 
    Variable (Fire) 
 
EO   Elected Official    Exempt 
 
FV    IAFF (Variable work schedule)  Non-Exempt  
 
FR   IAFF (80 hours bi-weekly)   Non-Exempt  
          
PB   PBA (Grades P-1, P-3, P-4,   Non-Exempt 

P-6, P-7, P-8)  
 
PS   PBA  Sergeants (Grades P-5)  Non--Exempt 
 
PE   Police Lieutenants/Captains  Exempt 
    (Grades P-10, P-14)    
 
CA   Casual (Extra Duty Police that are  Non-Exempt 
    not City employees) 



OJ   On the Job Training    Non-Exempt 
 
GO   Game Official     Non-Exempt 
 
SE   Seasonal     Non-Exempt 
 
CO   Co-op Student    Non-Exempt 
 
TE   Temporary (under 180 days)  Non-Exempt or 

Exempt per job 
class 

 
 
Issue Date:  05/16/02 



City of Tampa Personnel Manual
B. Directives and Benefits
B2.2 Work Hours – Exempt Employees

Issue Date: 12/21/07

B2.2APolicy

1. This policy is provided to explain and issue guidelines regarding work
hours/absences as they apply to exempt employees and to express the
overall management concept of work productivity for exempt employees.
Work hours/absences for exempt employees are specified in sections B2.
through B15 of the Personnel Manual.

2. Exempt employees are considered salaried employees whereby payment is
made for performance of the job or production of work rather than a
specified hourly rate. Exempt employees are expected to produce the
desired result in an appropriate time frame, normally fulfilled with a 40 hour
work week.

3. Exempt employees who are absent from work for periods of less than a day
are not charged the applicable leave and/or do not have their pay reduced
by these absences. However,

a. Employees must receive written authorization from their supervisor
for absences of less than a day in accordance with the applicable
policy for the type of leave (for example, see eligibility and procedures
for B7. Annual Leave or B8.1 Sick Leave, etc.).

b. Exempt employees who fail to receive written authorization may be
disciplined.

c. Supervisors shall not approve absences of less than a day which are
not properly requested, indicate an excessive use of absences,
and/or result in harm to the City's interest of providing services.

d. Exempt employees who have received compensatory time in
accordance with B4. shall have their compensatory time reduced by
the number of hours absent for less than a day. The request for
Leave form shall be submitted indicating Compensatory Leave (CPL)
rather than an Absence of Less than a Day (ELV).  Employees with



less than a full day compensatory leave time balance may utilize the
compensatory time (CPL) for a portion of the day and the remainder
of the time for that day is considered as exempt leave (ELV).  For
example, 4.0 hours CPL and 4.0 hours ELV.

e. Supervisors are authorized to require exempt employees to reconcile
(make-up) time lost due to absences of less than a day in order to
fulfill specific performance objectives. If specific performance
objectives have been met, absences of less than a day need not be
reconciled.

4. Absences of any portion of a work day when it is contiguous with absences
for full days are charged to the applicable leave balance. Contiguous means
absences that are immediately preceding or immediately following full day
absences (for example, an employee who is absent on vacation for four full
days plus a half day, would be charged 36.0 hours; the half day is
contiguous to the immediately preceding full day absences; an employee
who is absent for a portion of one day and a portion of the following day,
utilizes ELV on both days because the employee worked a portion of both
days and the ELV time is not contiguous to a full day of absence). Absences
which are immediately preceding or immediately after a normal day off are
not considered contiguous (for example, an employee whose normal days
off are Saturday and Sunday, works a partial day on Friday and is on annual
leave for all day on Monday, is not charged for the partial absence on Friday
which is recorded as ELV).  Absences which are for a different leave type
(sick/annual) are not considered contiguous (for example, if sick four hours
on Thursday but on vacation for a full day on Friday results in payroll coding
of 4.0 ELV and 8.0 ANN).

5. Continuous absences of less than a day, for example an employee
recovering from surgery who is able to work only reduced hours, requires
the approval of the Director of Human Resources.

a. Continuous absences are considered absences of less than one day
for more than five consecutive work days.

b. The Director of Human Resources shall determine the acceptability of
full salary for absences of less than a day for more than five
continuous days. In the event approval is not provided, the
employee's leave time for partial day absences may be authorized for
a specified duration without loss of other full-time benefits.



6. Managerial employees (employees with the "M" pay grade prefix) shall not
be required to submit documentation of absences of less than day unless
specified by their superior.

7. Time and Attendance Record - A pre-printed weekly Time and Attendance
Record is not produced for exempt employees unless determined by the
Director of Human Resources.

When required, Part 1 of the form is the Time Record and is completed by
the Payroll/Personnel Assistant or other assigned staff member to reflect any
approved Request for Leave forms, Request for Advance Approval of
Overtime forms, and/or any other leave/attendance documentation in order
to accurately enter the exempt employee’s time into the payroll system.  No
signature is required on the Time Record (signatures already appear and
are required on the documentation forms).

Issue Date: 12/21/07
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B. Directives and Benefits 
B2.3 Work Hours – Non-Exempt Employees  
 
Issue Date:  05/16/02 
 
B2.3A Policy 

 

1. Benefits eligibility for employees covered by the Fair Labor Standards 
Act (FLSA), as amended, are provided in the applicable collective 
bargaining agreement or the Personnel Manual. 

2. All managers and supervisors are responsible for monitoring their 
employees' work hours to ensure that violations of the FLSA do not 
occur. 

a.   Determination as to what constitutes hours worked under the 
FLSA is essential in order to comply with the FLSA's overtime 
compensation requirements. "Hours worked" includes all time 
during which an employee "is required to be at the work site" 
and all time during which an employee is "suffered or permitted 
to work." 

1)  For example, during unpaid meal periods employees 
may not perform City tasks such as answering 
telephones or referring the public, etc.; prior to work 
hours, employees may not perform City tasks such as 
turning on equipment for “warm up," collecting forms, 
etc. Any task that furthers the business of the City is 
considered to be working time under the FLSA. 

b.  Supervisors must not only prohibit work beyond the assigned 
hours (without approval), they must prevent it. 

1)  For example, if an employee works additional hours 
without authorization and the supervisor becomes 
aware of this, the City is required to provide payment 
to the employee for the time worked. This includes 
situations where the supervisor should have known 
that the employee worked additional hours such as 
when work is assigned at the end of the work day by 
the supervisor and a completed product is produced 
at the beginning of the next day, for which in the 



particular facts of the situation the employee would 
have had to have worked additional hours to complete 
the task. Employees may not even volunteer to work 
such additional time. Even though the payment is 
required, the City, however, is not prohibited from 
disciplining the employee for working unauthorized 
time. 

3.  Employees shall be compensated for overtime as provided in the 
applicable collective bargaining agreement or the Personnel Manual. 
Any overtime worked must be authorized in advance by the 
Department Director (or Designee) on the Request for Advance 
Authorization of Overtime form.   

4.  Each department must ensure that the individual time records are kept 
for non-exempt employees on the Time and Attendance Record and 
include the time work began and time work ended for each period of 
actual time worked and the employee's signature and date certifying 
that the hours were worked. 

a. All entries on the Attendance Record portion of the Time and 
Attendance Record shall indicate the exact time the employee 
began work and ceased work. 

b. Break periods of fifteen minutes or less do not need to be 
entered unless preferred by the department. If break periods are 
documented they shall be noted as "breaks" to clarify that 
payment is provided. 

c.  Unpaid meal periods of thirty minutes or more shall be indicated 
with the time the period started and ended. 

d.  Time may not be estimated in anticipation of work actually 
performed. Arrangements are available to include all overtime 
on the Time and Attendance Record prior to the computer 
deadlines. 

e. In the event that an employee's work is interrupted for use of 
paid or unpaid leave, the entries for ceasing and/or resuming 
work shall be consistent with the Request for Leave form. 
Documentation of leave time on the time record is not required 
as it will be reflected by the lack of entries and the 
corresponding Request for Leave form. 

5. Supervisors and employees shall review the employee's Attendance 
Record prior to the last work day of the work week to ensure that 



unauthorized overtime will not be incurred. The employee may be 
rescheduled to work fewer hours in order to prevent overtime credit. 

6.  At the end of the work week, the Attendance Record shall be verified 
by the employee with signature and date. The supervisor (or designee) 
shall attach any applicable, approved Request for Leave forms and/or 
Advance Authorization for Overtime forms to the Time and Attendance 
Record and shall make any changes to the preprinted Time entries. 
The supervisor's signature on the Time and Attendance Record verifies 
the employee's time as entered on the Attendance Record portion of 
the form and the supervisor's changes to the preprinted Time entries. 

a.  Time worked shall be calculated for payment as follows: 
1)  Time worked shall be subtotaled on a daily basis. 

a) Time worked for an additional five minutes 
or less shall not be credited but shall be 
rounded. 

b) Time not worked for five minutes or less 
shall not be subtracted but shall be 
rounded. 

c) Although pay is not docked for periods of 
less than five minutes, employees may be 
disciplined for repeated tardiness or failure 
to work. 

2)  At the end of the work week the time worked each day 
shall be totaled for payroll purposes. 

a)  Time worked beyond 40 hours that is more 
than five minutes shall be paid as follows: 

If work from  06 to 11 minutes credit  0.1 Hour 
12 to 17    0.2 Hour 
18 to 23   0.3 Hour 
24 to 29   0.4 Hour 
30 to 35   0.5 Hour 
36 to 41   0.6 Hour 
42 to 47   0.7 Hour 
48 to 53   0.8 Hour 
54 to 59   0.9 Hour 
60 to 65   1.0 Hour 

If work for 66 minutes or more, repeat the above. For 
example, if work 1 hour and 25 minutes, credit 1.4 hours. 



b)  Time not worked within the assigned hours 
shall be charged to paid or unpaid leave as 
applicable, as follows: 

If absent from 06 to 11 minutes charged  0.1 Hour  
12 to 17    0.2 Hour 
18 to 23   0.3 Hour 
24 to 29   0.4 Hour 
30 to 35   0.5 Hour 
36 to 41   0.6 Hour 
42 to 47   0.7 Hour 
48 to 53   0.8 Hour 
54 to 59   0.9 Hour 
60 to 65   1.0 Hour 

b.  Supervisors shall forward the employees' completed Time 
and Attendance Record with attachments (see #6) to the 
Payroll Clerk. 

7. Supervisors or employees who fail to follow City and department 
policies or procedures regarding time records and/or overtime 
authorization may be disciplined. 

8.  Time record documentation must be retained and preserved by 
departments. Storage and destruction of records is provided by the 
City's Record Center in accordance with law and the applicable 
retention schedule. 

 
Issue Date:  05/16/02 
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B3.  Break Periods

Issue Date:  06/30/82

B3A. Policy

1. Employees shall be give one break or rest period per one-half shift
(workday) provided:

a. The time and length of the break is determined by the employee's
supervisor; and

b. The length of the break does not exceed fifteen minutes; and

c. The granting of the break does not adversely affect or interfere with
the operation of the City, or the service to the public.

2. The purpose of granting breaks is to relieve fatigue and mental strain on the
job, therefore:

a. Combining two daily breaks into one 30-minute break is not
permitted.

b. Accumulating breaks from day to day is not permitted.

c. Using breaks to lengthen lunch hours, cover tardiness, or leave work
early is not permitted.

3.        Overtime pay or compensatory time may not be granted for work performed
during breaks.

4.        Exceptions to this directive must be approved by the Mayor.

Issue Date:  06/30/82



 

City of Tampa Personnel Manual 
B. Directives and Benefits 
B4.1  Overtime Policy 
 
Issue Date: 03/20/06 
 
4.1A  Policy 
 
1. Overtime Management – Department directors are charged with the 

responsibility of managing overtime within their department.  All overtime 
shall be limited to the accomplishment of work that is determined by 
management to be mission essential.  Overtime shall be documented in 
advance on the Request for Advance Authorization For Overtime form which 
includes the department director’s approval/disapproval prior to working the 
overtime assignment and an explanation of the purpose of the overtime 
which shall specify the nature of the work, the location, and the reason why 
the work cannot be performed during regularly assigned work hours.  
Overtime shall be kept to a minimum so far as operationally feasible and 
employees shall be relieved from the overtime assignment as early as 
possible.  Departments shall not assign overtime that would result in 
expenditure of funds beyond their overtime budget. 

 
2. Definition - Overtime, for employees not covered by collective bargaining 

agreements, is defined as hours actually worked in excess of the 40 hours 
standard work week. Hours actually worked are those hours in which the 
employee is present at the job site in the performance of assigned duties. 
This does not include annual leave, sick leave nor any other type of paid or 
unpaid leave.  

 
a. Holiday pay counts towards hours worked for the purposes of 

calculating overtime (see B6A.3b3).  
 
3. Overtime Rate Eligibility and Records  

 
Professional, Administrative, and Technical employees ("N" pay grades), 
Supervisory employees ("S" pay grades), and Police Non-Bargaining Unit 
employees (Grade P-14) shall be compensated for approved overtime with 
time off in lieu of cash payment.  
 
a. All approved overtime shall be recorded in writing on the Request for 

Advance Authorization of Overtime form (see #1 above) with the 



 

authorized signature of the Department Director (or designee). 
Overtime shall be submitted for credit in accordance with payroll 
procedures to the employee's compensatory time bank. Use of this 
time shall be recorded on the Request for Leave form following 
normal payroll procedures.  

 
b. Such compensatory time off will be granted with the permission of 

the supervisor at the rate of 1.0 times the number of overtime hours 
worked. Compensatory time accrued must be utilized first in lieu of 
absences of less than a day (see B2.2).  

 
c. A maximum of 80 hours of accrued compensatory time may be 

carried past the end of the payroll calendar year. Any accumulation 
above the maximum of 80 hours shall be forfeited except in 
extraordinary circumstances, which are documented for the approval 
of the Director of Human Resources.  Upon separation of any kind, 
employees do not receive payment for unused, accrued 
compensatory time.  

 
4. Changes in Eligibility  

 
Employees eligible to accrue compensatory time who change to another 
position, for any reason, shall have their compensatory time transferred as 
long as the new position is also eligible for compensatory time. If the new 
position is not eligible for compensatory time, the employee shall not have 
their time transferred unless authorized by the Director of Human 
Resources. 
 

5. Exceptions  
 
a. Employees who are not covered by a collective bargaining agreement 

but who are also not exempt from the overtime provisions of the Fair 
Labor Standards Act receive overtime compensation of hours actually 
worked in excess of 40 hours. Credit is made on the basis of 150% 
(time and one-half) in the form of compensatory time with any 
balance not utilized paid at separation or when overtime eligibility 
changes.  

 
b. Benefits, including overtime, for employees who are covered by a 

collective bargaining agreement are specified in the applicable 
agreement.  

 



 

c. Managerial employees ("M" pay grades), Appointed Unclassified 
employees ("AU" pay grades) who are also exempt employees (see 
B2.1), and Assistant City Attorneys shall not be eligible for overtime 
compensation but may adjust their work schedule as specified by 
their superior.  

 
Issue Date: 03/20/06 
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B4.2 Standby Pay/Recall Pay

Issue Date:  10/01/87

B4.2A Policy

1. Recall Pay  Recall is defined as any time an employee is required to
report in or show up for the assignment of work prior to 2.5 hours before the
employee's scheduled workday, or after having left for the day, or on a non-
scheduled workday or leave day.

a. Employees at pay grades N28 and below, or pay grades S09 and
below, shall be guaranteed a minimum of 2.5 hours work under
recall. In the event that an employee is recalled more than once, the
employee shall be guaranteed the minimum of 2.5 hours work for the
first recall and shall be guaranteed a one (1) hour minimum of work
for each subsequent recall during the same shift. Recall Pay is not
credited to the employees compensatory time balance, but is paid at
100% of the minimum provided or the actual hours worked whichever
is greater.

b. Employees at pay grades N29 and above, or pay grades S10 and
above may be credited for recall work pursuant to overtime policy
(see B4.1 Overtime, Section 2). Time credited shall be based on
actual time worked and there shall be no minimum time guaranteed.

2. Standby - Standby time is considered off duty time during which the City
requires that the employee be constantly available for work, be easily
accessible and be able to report to work within one hour. Employees shall
forfeit standby pay and be subject to disciplinary action if they fail to report to
work after being contacted. Employees who are actually called to work while
on standby shall be compensated pursuant to recall pay above. Employees
shall not receive recall pay and standby pay for the same shift.

a. Employees at pay grades N28 and below, or pay grades S09 and
below, shall be compensated for time spent on standby at a rate of
one and one-half (1.5) hour's pay for each eight (8) hours spent on
standby. Standby pay is not credited to the employee's compensatory
time balance, but is paid at
100% of the time credited.



b. Employees at pay grades N29 and above, or pay grades S10 and
above shall not be compensated for standby. Consideration of this
responsibility is included in determination of the salary level of the
position.

Issue Date:  10/01/87
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B. Directives and Benefits 
B5. Shift Premium Incentive Pay  
 
Issue Date:  05/16/02 
 

B5A Policy 
 
1. Purpose - Shift premium incentive pay compensates a full-time employee for 

each shift actually worked in an irregular period. Eligible employees may 
receive up to a maximum of forty (40) hours of shift premium incentive pay 
per week.  

 
2. Definitions  
 

a. Night Shift - Any shift starting between 3:00 p.m. and 3:00 a.m. is 
considered night shift work.  

 
b. Split Shift - Any shift during a work day which is interrupted by a 

period of at least two (2) hours.  
 

c. Weekend Shift - Any shift that begins on a Saturday, or Sunday.  
 

d. Regular Schedule - Any shift which is repeatedly and routinely 
scheduled by the department, in advance, as the normal course of 
work.  

 
3. Eligibility - In order for an employee to receive shift premium incentive pay, 

the following conditions must be met:  
 

a. The employee must be employed on a full-time basis of at least forty 
(40) hours per week.  

 
b. The shift assignment must be in accordance with the definitions of a 

night shift, split shift, and/or weekend shift; and must also meet the 
definition of a regular schedule.  

 
c. Part-time, managerial, seasonal, temporary (under 180 days), or 

casual employees are not eligible. Shift premium, if any, for 
bargaining unit employees shall be in accordance with the applicable 
labor agreement.  

 



4. Incentive Types are Non-Cumulative - In the event that more than one type 
of shift applies to any one shift, only one premium amount will be paid for 
each hour worked in that shift. (For example, an employee who works on a 
weekend shift that falls during the night shift period does not receive double 
payment.)  

 
5. Rate of Pay - Payment is provided on the basis of 60¢  per hour for the 

hours of premium work per week (40¢ at 150%) up to the maximum of forty 
(40) hours per week and will not be compounded by overtime.  

 
a. Payment is provided to the employee actually working the shift 

period.  
 
b. Payment is not provided for periods of which an employee is on paid 

or unpaid leave of any type.  
 
6. Police - Police non-bargaining unit employees (Captains) shall be eligible for 

shift premium incentive pay.  
 

a. Payment is provided to employees regularly assigned to the Evening 
or Midnight shift.   

 
b. The definition of "regular schedule" (see B5A2d) shall apply. No 

compensation is provided for split shifts or weekend shifts unless the 
shift otherwise qualifies as a Midnight or Evening shift.  

 
c. Payment shall be in accordance with B5A5 provided, however, that 

employees assigned to the modified work schedule may receive up to 
a maximum of 34.3 hours or 45.7 hours of shift premium incentive 
pay per week as applicable. 

 
Date Issued:  05/16/02 

 
 

 



 

       
City of Tampa Personnel Manual 
B. Directives and Benefits 
B6. Holidays  
 
Issue Date:  10/27/16 
 
B6A. Policy       

 
1. Designated Holidays  

 
The following days are designated as employee holidays for Fiscal Year 
2017, 2018 and 2019.  

  
 FY 2017 

 Veterans Day      Friday, November 11, 2016 
 Thanksgiving     Thursday, November 24, 2016 
 Thanksgiving     Friday, November 25, 2016 
 Christmas     Friday, December 23, 2016 
 Christmas     Monday, December 26, 2016 
 New Year’s Day    Monday, January 2, 2017 
 Martin Luther King, Jr. Day   Monday, January 16, 2017 
 Spring Day/Good Friday   Friday, April 14, 2017 
 Memorial Day    Monday, May 29, 2017 
 Independence Day    Tuesday, July 4, 2017 
 Labor Day     Monday, September 4, 2017 
 
  FY 2018 

 Veterans Day    Friday, November 10, 2017 
 Thanksgiving    Thursday, November 23, 2017 
 Thanksgiving    Friday, November 24, 2017 
 Christmas    Monday, December 25, 2017 
 Christmas    Tuesday, December 26, 2017 
 New Year’s Day    Monday, January 1, 2018 
 Martin Luther King, Jr. Day  Monday, January 15, 2018 
 Spring Day/Good Friday  Friday, March 30, 2018 
 Memorial Day   Monday, May 28, 2018 
 Independence Day   Wednesday, July 4, 2018  
 Labor Day    Monday, September 3, 2018 
       

 FY 2019 

 Veterans Day    Monday, November 12, 2018 
 Thanksgiving    Thursday, November 22, 2018 
 Thanksgiving    Friday, November 23, 2018 
 Christmas    Monday, December 24, 2018 



 

 
 Christmas    Tuesday, December 25, 2018 
 New Year’s Day   Tuesday, January 1, 2019 
 Martin Luther King, Jr. Day  Monday, January 21, 2019 
 Spring Day/Good Friday  Friday, April 19, 2019 
 Memorial Day   Monday, May 27, 2019 
 Independence Day   Thursday, July 4, 2019 
 Labor Day    Monday, September 2, 2019 
 
 
2. Eligibility  

In order for an employee to receive a designated holiday off with pay, the 
employee must have worked the last scheduled work day before, and the 
first scheduled work day after the designated holiday, unless the absence 
has been authorized by the supervisor in writing.  
 

3. Provisions  
 

a. Paid Holiday - An employee who is not required to work on a  
designated holiday, which falls on a regularly scheduled work day, 
will receive eight hours compensation at the regular rate of pay.   
Eligible part-time employees receive pro-rated holiday compensation. 

 
 b. Time Worked on A Holiday  
 

1) An employee who is required to work on a designated 
holiday will receive compensation for all hours actually 
worked, in addition to eight hours of holiday pay at the 
regular rate of pay. Compensation for the hours 
actually worked on the designated holiday will be paid 
at the appropriate overtime rate, if all other assigned 
hours are worked during the week of the designated 
holiday.  

 
2) There is no guaranteed number of work hours on a 

designated holiday. Employees are relieved from work 
at the earliest opportunity.  

 
3) Designated holidays count towards hours worked for 

the purpose of calculating overtime pay.  
 

4. Holiday During Leave  
 

a. If a designated holiday occurs while an employee is on authorized 
sick leave or annual leave, the employee will receive holiday 
compensation at the regular rate, and will not be charged sick or 
annual leave for that day.  



 

 
b. Employees on any Leave of Absence will not receive any 

compensation for a holiday during the leave.  
 
5. Suspension  
 
 An employee on suspension receives no compensation for holidays; 

however, the holiday is counted as part of the suspension period. 
 

6. Floating Holiday.  Full time employees with one year of continuous service 
may request to observe one Floating Holiday during the payroll fiscal year in 
addition to the eleven designated holidays specified above. 
 
 
a. A Floating Holiday shall be taken in one eight-hour increment and 

shall be requested in advance on the Request For Leave form.  The 
absence is not authorized without the express approval of the 
supervisor. 

 
b. Floating Holiday time off shall not count as hours worked for the 

purposes of calculating overtime pay. 
 

c. In the event that an employee fails to utilize the Floating Holiday 
within the payroll fiscal year, there shall be no carry over of the 
unused time to the next payroll fiscal year nor cash payment in lieu 
of usage.  Employees shall not be eligible for payment of the unused 
Floating Holiday upon separation from employment. 

 
7. Exceptions  

 
 Any type of temporary (under 180 days), on-the-job training program, or 

casual employee is not eligible for Holiday Pay. Bargaining unit employees 
shall receive Holiday Pay, if any, in accordance with the applicable labor 
agreement.  
 

8. Other holidays which are not specified herein as city employee holidays are 
recognized by the City and may be observed by employees through use of 
authorized annual leave (see B7, Personnel Manual).  

 
 
Issue Date:  10/27/16 
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B7.  Annual Leave 
   
 
Issue Date:  10/11/13 
 
 
 
B7A. Policy       

 
1. Eligibility - All full-time employees accrue annual leave. A full-time employee 

is assigned 40 hours per week.  

2. Accumulation - An eligible employee shall accrue 1.9 hours of annual leave 
per weekly payroll period; 3.8 hours per bi-weekly payroll period. Leave is 
calculated in tenths of an hour. Annual leave is accrued on the date it 
appears on the employee's paycheck leave balance.  

3. Partial Accumulation - In the event of a new hire or termination, partial 
annual leave shall accrue according to the first or last day the employee 
actually worked or was on paid leave.  

4. Maximum Accumulation  
 

a. A total of 240 hours of annual leave is the maximum that may be carried past the 
end of the calendar year.  

 
b. Any accumulation above the maximum 240 hours shall be transferred to the sick 

leave account at the end of the calendar year. This transfer will occur on the last 
day of the last payroll cycle of the calendar year.  

 
5. Bonus Leave Accrual  
 

a. Bonus hours will be credited annually to an employee's annual leave 
balance for each five years of continuous employment according to 
the following schedule:  



 
  

 FOR SERVICE OF   BUT LESS THAN  NUMBER OF 
   AT LEAST      BONUS HOURS 
 
 5 years  10 years    16 
 10 years  15 years    24 
 15 years  20 years    48 
 20 years  25 years    56 
 25 years  30 years    72 
 30 years  35 years    80 
 35 years  40 years    88 
 40 years  45 years    96 
 45 years  50 years             104 
 
b. Definition - Continuous employment is defined as the period of 

employment not interrupted by resignation, dismissal, retirement, 
quitting without notice, or termination.  The length of a leave of 
absence (except a Workers’ Compensation Leave of Absence), 
suspension, or lay off in excess of 30 calendar days shall not be 
credited towards continuous service for the purpose of calculating 
annual leave bonus days.  Continuous service is not adjusted due to 
absences while on Workers’ Compensation. 

 
c. Crediting of bonus hours shall occur on the first day of the payroll 

cycle at the beginning of the calendar year.  
 
d. Sworn police non-bargaining unit and managerial employees 

(Captains, Major, Deputy Chief, Assistant Chief, and Police Chief) 
shall receive the annual leave bonus hours provided in the PBA 
Contract.   

 
6. Disqualifications - Any time during which an employee is on any type of 
 leave without pay (i.e., suspensions, leave of absence, unpaid military leave, 
 absence without pay, or absence without leave) shall not be credited 
 towards the calculation of annual leave accrual for the payroll period.  

 
7. Use of Annual Leave  
 

a. The employee's supervisor may authorize an employee to use 
accrued annual leave for any purpose as long as it has no direct 
conflict with employment.  

 
b. Annual leave may not be used by an employee who is a candidate for 

public office.  
 

  



 
 
 
 
c. During the first six months of employment the employee shall not be 

authorized the use of annual leave.  Exceptions shall be permitted 
with the authorization of the Chief of Staff.   

 
d. An employee must prepare a Request for Leave Form (DA-24) and 

present it to the immediate supervisor for authorization prior to the 
actual use of annual leave.  

 
e. An employee shall be granted at least ten days of annual leave 

during any year, if properly requested.  
 
f. Exempt employees are not charged annual leave for absences of 

less then one day. The employee must prepare an Authorized 
Absence Request Form and present it to the supervisor for 
authorization prior to any absence of less than one day. Absences for 
full days must comply with request procedures in 7.(e) above.  

 
8. Exhaustion of Annual Leave - An employee who exhausts his or her annual 

leave may be authorized to use leave without pay or request a leave of 
absence. (See B11. Leave of Absence and B9. Absence Without Pay.)  
 

9. Illness During Authorized Annual Leave - An employee while on authorized 
annual leave may request the annual leave be changed to sick leave when 
circumstances change and the employee would have been authorized for 
use of sick leave per B8.1. 
 

10. Payment for Unused Annual Leave - Upon termination, an employee will be  
 paid a lump sum for unused annual leave up to but not exceeding 240 hours 
 at the rate of pay as of the date of termination except when:  
 

a. An employee has less than six months continuous service with the 
City;  

 
b. An employee who fails to give 14 calendar days notice prior to 

termination shall have one day of leave deducted for each calendar 
day short of 14 days.  

 
11.    Exception - Any type of temporary (under 180 days), on-the-job training 
 program, or casual employee does not accrue annual leave.  
 
 
 
 
Issue Date:  10/11/13 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B7.1 Executive Leave 
 
Issue Date:  07-11-03 
 

B7.1A. Policy 
 
1. Eligibility 

 
Full-time employees in the managerial pay plan (“M” pay grades) who are 
appointed by the Mayor to a position as Administrator or Department 
Director shall be eligible to accrue Executive Leave as provided in this 
policy.   

 
2. Accumulation 

 
a. An eligible employee shall accrue Executive Leave based on total 

years of continuous service with the City (see B7) as follows:   
 

Length of Service:   Amount of Leave: 
 
Less than 1 year   5 days (40 hours) 
1 through 4 years   3 days (24 hours) 
5 through 9 years   1 day (8 hours) 

 
b. Executive Leave shall be credited to the employee effective with the 

date of employment or promotion to the managerial level and 
annually thereafter.   

 
c. Executive Leave must be used prior to the annual anniversary date 

for the managerial employment or promotion.  Any time not used prior 
to that date shall be forfeited.  There is no carryover or accumulation 
of unused time from one annual period to another.   

 
d. Upon separation for any reason, any remaining unused Executive 

Leave shall be forfeited.  No payment for unused Executive Leave 
shall occur prior to separation or at any other time.   

 
3. Use of Executive Leave 
 



a. The employee’s supervisor may authorize an eligible employee to 
use accrued Executive Leave for any purpose as long as it has no 
direct conflict with employment.   

 
b. An employee must prepare a Request for Leave Form (DA-24) and 

present it to the immediate supervisor for authorization prior to the 
use of Executive Leave.   

 
c. The Mayor has final authority on all matters concerning administration 

and authorization regarding Executive Leave.  Any dispute arising 
over Executive Leave may not be appealed through any 
grievance/arbitration procedures.   

 
4. This policy shall be effective April 1, 2003. 
 
 
Issue Date:  07/11/03 
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B8.1A.Policy 

 
 
1. Purpose - The City of Tampa grants sick leave to eligible employees to 

provide continued income during employee illnesses.  
 
2. Eligibility - All full-time employees accrue sick leave. A full-time employee is 

assigned 40 hours per week.  
 
3. Accumulation - An eligible employee shall accrue 1.9 hours of sick leave per 

weekly payroll period; 3.8 hours per bi-weekly payroll period. Leave is 
calculated in tenths of an hour. Sick leave is accrued on the date it appears 
on the employee's paycheck leave balance.  

 
4. Partial Accumulation - In the event of a new hire or termination, partial sick 

leave shall accrue according to the first or last day the employee actually 
worked or was on paid leave.  

 
5. Disqualifications - Any time during which an employee is on any type of 

leave without pay (i.e., suspensions, leave of absence, unpaid military leave, 
absence without pay, or absence without leave) shall not be credited toward 
the calculation of sick leave accrual for the payroll period.  

 
6. Unlimited Accumulation - There is no maximum amount of sick leave which 

an employee may accumulate.  
 
7. Use of Sick Leave  
 

a. Sick leave shall be allowed in cases of:  
 

1) Actual illness or disability; or  
 
  2) Medical and dental appointments; or  
 
  3) To  provide care for an ill child, spouse, other legal dependent,  



parent, family member, or any other member of the 
employee’s immediate household. This provision is limited to a 
maximum of 40 hours per calendar year. However, an 
employee with an absence approved in compliance with the 
provisions of the Family Medical Leave Act (FMLA), may 
utilize their available sick leave balance (beyond the limitations 
of the 40 hours provided) for the duration of the FMLA 
approved absence (a maximum of 12 weeks). 

 
b. An employee may be authorized the use of sick leave as soon as it is 

accrued.  
 
c. The supervisor may require acceptable medical substantiation from a 

licensed physician before authorizing sick leave, if the amount of sick 
leave requested exceeds three days; or if the supervisor feels the 
employee is abusing the use of sick leave. Acceptable medical 
substantiation from a licensed physician shall be required in the case 
of concerted use of sick leave (i.e., a predetermined day that a group 
of employees request sick leave).  The City requires medical 
substantiation when any employee utilizes sick leave contiguous with 
separation from employment.  

 
d. Personal Use.  Employees with ten or more years of continuous 

service may be granted a maximum of 8 hours of accrued sick leave 
per calendar year for personal (non-illness) purposes.  This time may 
not be utilized contiguous to the employee’s separation from 
employment. 

 
8. Illness During Authorized Annual Leave - An employee while on authorized 

annual leave may request the annual leave be changed to sick leave when 
circumstances change and the employee would have been authorized for 
use of sick leave per #7 (above). 

 
9. Request For Leave  
 

a. When requesting sick leave for medical and dental appointments, a 
Request for Leave form must be submitted to and approved by the 
immediate supervisor in advance.  

 
 b. When requesting sick leave due to illness, an employee must call the 

immediate supervisor within 30 minutes of the start of the work shift, 
unless the department has established a written policy which requires 
the employee to call prior to the employee's workday. Employees 
must call the immediate supervisor each subsequent day if the 



absence continues. Upon returning from sick leave, the employee 
must submit a Request for Leave form to the immediate supervisor.  

 
 c. Exempt employees are not charged sick leave for absences of less 

than one day. The employee must prepare an Authorized Absence 
Request Form and present it to the supervisor for authorization either 
prior to the absence or upon return to work, as circumstances dictate. 
Absences for full days must comply with request procedures in 9a 
and b above.  

 
10. Exhaustion of Sick Leave - When an employee exhausts sick leave, there 

shall be no advancement or borrowing of any type of leave. The employee 
may be authorized to use annual leave, leave without pay or request a 
medical leave of absence without pay.  

 
11. Payment of Unused Sick Leave 
 

a. Employees granted a longevity, deferred, or disability retirement and 
who have ten years of continuous service with the City shall receive a 
lump sum payment equal to one-half of the employee’s accumulated 
sick leave at the rate of pay as of the date of separation; provided 
however that effective for employees hired or rehired on or after 
October 1, 2011, the payment shall be equal to one-fourth of the 
employee’s accumulated sick leave at the rate of pay as of the date 
of separation.  Any employee who is dismissed from the City and 
subsequently obtains any type of retirement is not eligible for 
payment.   

 
b. A lump sum equal to 75% of the employee’s accumulated sick leave 

at the rate of pay as of the date of separation will be paid only if the 
separation is because of the death of the employee, in which case 
the money is paid to the employee's legal heirs.  

 
Exception - Any type of temporary (under 180 days), on the-job training program, or 
casual employee does not accrue sick leave. 
 
 
Issue Date: 09/07/11 
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B8.2A  Policy 
 
1. Purpose - The Sick Leave Bank is a voluntary program provided to 

participating employees for continued income due to absences resulting 
from personal catastrophic illness or accident to the extent that normal leave 
balances are depleted and leave them without other means of support under 
the conditions provided herein. The Bank shall not be established until a 
minimum of 4,000 hours have been deposited by eligible employees.  

 
2. Eligibility - A full-time employee (assigned 40 hours weekly) who has 

completed at least one year of continuous service with the City shall be 
eligible to participate in the Sick Leave Bank. The employee must have a 
minimum sick leave balance of eighty (80) hours at the time of this election 
to participate.  

 
3. Participant  - A participant shall mean any eligible employee who, during the 

annual enrollment period completes the Sick Leave Bank Donation Card 
and accordingly, contributes 8.0 hours of sick leave to the Bank. The annual 
enrollment period shall be August 1 to October 1 of each year. Further, 
agreement is made by each employee participant to contribute an additional 
8.0 hours of sick leave at each enrollment period if the bank has fallen below 
2,000 hours. In the event that an employee, who is already a participant, 
does not have the 8.0 hours of sick leave they shall cease to be a member. 
The employee, however, may re-apply under the same conditions for new 
members. An employee who has used authorized Sick Bank Leave in the 
previous calendar year shall be excluded from additional contributions until 
the employee's sick leave balance reaches 16.0 hours.  

 
a. An employee who failed to enroll in the sick leave bank may request 

retroactive enrollment in the event that the employee has less than 
three years of continuous employment and has been diagnosed with 
a catastrophic illness, which includes a fatal prognosis.  A review of 
the circumstances and the approval/disapproval for retroactive 
enrollment shall be determined by the Director of Human Resources. 

 
 



4. Cancellation of Participation - In the event that an employee wishes to 
cancel or terminate his participation, he shall notify the City thirty (30) days 
prior to August 1 (the start of the annual enrollment period). In the event of 
cancellation of participation by the employee, by promotion to a position not 
eligible for sick bank participation (or participation in a different sick bank), or 
separation from employment, the contributed time shall remain in the bank. 
In the event that an employee's assigned hours change from full-time to  
part-time  (less than 40 hours weekly) the  employee  shall no longer be a  
participant in the Bank.  Employees who become eligible for participation in 
a different Sick Leave Bank are eligible to enroll in the other Bank during the 
enrollment period and provided that all other eligibility requirements are met. 

 
5. Termination of Bank  - In the event that the Sick Leave Bank is terminated 

due to lack of the minimum hours or otherwise determined by the City, all 
unused sick leave in the Bank shall be returned to the participants by equal 
distribution of the balance. In the event that the balance of the Sick Leave 
Bank reaches depletion, no liability shall exist on the part of the City to honor 
any claim(s).  

 
6. Withdrawals  
 

a. Application -- A participating employee may apply to withdraw sick 
leave from the bank by completing the Application for Usage of Sick 
Leave Bank form. The Application must be completed and submitted 
to the Director of Human Resources through the Department Director 
within seven (7) working days of the date the employee desires to 
begin using the leave.  

 
  All sections of the application must be completed as directed on the 

form and must be accompanied by acceptable medical substantiation 
from two licensed physicians who are not in practice together. This 
must include the diagnosis by the physicians, a description of the 
reason the employee is unable to work at his position, and the 
physicians' expectation of a date the employee can return to work. A 
physician’s expectation of a date the employee can return to work 
shall not be required for applications in conjunction with retroactive 
enrollment as provided in #3a (above). 

  
b. Maximum Usage -- A participant may be authorized to use leave from 

the Sick Leave Bank for a maximum of 800 work hours during 
employment. An employee shall not be required to pay back time 
used from the bank except as authorized in B8.2 (6)(e). In the event 
that the employee is not able to return to work upon the expiration of 



leave, the employee may be authorized a medical leave of absence 
in accordance with existing requirements.  

 
c. Conditions  

 
1) In order to withdraw leave from the Sick Leave Bank, the 

employee must have exhausted his/her sick and annual leave 
balance and have been on an absence without pay ("AWP") 
for the previous 40 hours.  

 
2) The purpose of the Sick Leave Bank is reserved for illnesses 

of a catastrophic nature as specified in B8.2. #1 and B8.2. #7. 
Catastrophic illnesses are those illness or accidents which 
require confinement in a hospital or those illnesses or 
accidents which require extensive medical care of an 
unforeseeable nature. Catastrophic illnesses shall not include 
elective surgery nor unforeseeable medical care rendered as a 
result of something other than injury or disease.    

 
3) An employee shall not be eligible to withdraw leave from the 

Bank to cover injury or illness in the line of duty, workers' 
compensation, the illness of a family member, or injury/ 
illnesses pre-existing prior to employment or enrollment. The 
exclusion for pre-existing illnesses shall not apply when the 
employee has enrolled in the Bank in accordance with #3a 
(above). 

 
4) An employee may not apply to withdraw leave from the Sick 

Leave Bank until after sixty (60) calendar days following the 
date of the employee's enrollment. .   This requirement shall 
not apply when the employee has enrolled in the Bank in 
accordance with #3a (above) 

 
d. Benefits -- Benefits for employees authorized usage of Sick Leave 

Bank hours shall continue for the duration of the paid leave. However, 
there shall be no accrual of sick or annual leave during the period. In 
the event that a designated holiday occurs during the period of 
authorized leave, the employee shall receive 8.0 hours of holiday pay 
and shall not be charged with Sick Bank Leave. Under no 
circumstance shall payment to the employee exceed normal payment 
to the employee for regular assigned hours.  

 
e. Termination of Leave  

 



1) An employee shall be subject to immediate termination and 
repayment of any leave approved if the employee claims or 
receives unemployment compensation or accepts other 
employment during the approved leave.  

 
2) If the Director of Human Resources determines that an 

employee has abused, falsified information, or was otherwise 
not eligible for leave, the employee shall be required to repay 
any leave previously approved and shall be subject to 
disciplinary action including termination.  

 
3) An employee who is on approved leave and whose medical 

condition improves sufficiently to return to work, shall notify the 
immediate supervisor immediately. Usage of leave previously  

 approved shall cease upon the physician's release to return to 
work. An employee who fails to advise the City of the 
physician's release to return to work shall be required to repay 
any leave previously authorized and shall be subject to 
disciplinary action including termination.  

 
7. Authorization of Leave - The Director of Human Resources shall review all 

applications and may request additional medical substantiation and/or may 
require periodic information on the employee's condition as deemed 
necessary. In addition to the requirements for eligibility to be authorized 
usage of Sick Bank Leave, the Director of Human Resources shall also 
consider the employee's length of service, performance record including 
discipline and attendance, and the employee's individual circumstances 
surrounding the request. The decision of the Director of Human Resources, 
stating the hours approved for withdrawal and any conditions set forth or; 
stating the disapproval shall be forwarded to the employee within two (2) 
calendar days of the date the employee expected to begin using the leave. 
Copies of the decision shall be forwarded to the Department Director, 
Department Payroll Clerk, and Central Payroll. The Director of Human 
Resources may require updated medical reports on at least a monthly basis 
and/or upon each appointment of the employee with the physician. The 
Director of Human Resources has final authority on all matters concerning 
administration and authorization regarding the Sick Leave Bank. Any dispute 
arising over the Sick Leave Bank may not be appealed to the Civil Service 
Board or any grievance/arbitration procedures.  

 
Issue Date: 01/20/05 
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B8.3 Police Sick Leave Bank

Issue Date:  01/06/06

B8.3A  Policy

1. Purpose The Sick Leave Bank is a voluntary program provided to
participating employees for continued income due to absences resulting
from personal catastrophic illness or accident to the extent that normal leave
balances are depleted and leave them without other means of support under
the conditions provided herein. The Bank shall not be established until a
minimum of 1,800 hours have been deposited by eligible employees.

2. Eligibility A Police Department employee who is enrolled in the Fire and
Police Pension Plan and who has completed at least one year of continuous
service with the City shall be eligible to participate in the Sick Leave Bank.
The employee must have a minimum sick leave balance of eighty (80) hours
at the time of this election to participate.

3. Participant A participant shall mean any eligible employee who, during the
annual enrollment period completes the Sick Leave Bank Donation Card
and accordingly, contributes 8.0 hours of sick leave to the Bank. The annual
enrollment period shall be August 1 to October 1 of each year. Further,
agreement is made by each employee participant to contribute an additional
8.0 hours of sick leave at each enrollment period if the bank has fallen below
850 hours. In the event that an employee, who is already a participant, does
not have the 8.0 hours of sick leave they shall cease to be a member. The
employee, however, may re-apply under the same conditions for new
members. An employee who has used authorized Sick Bank Leave in the
previous calendar year shall be excluded from additional contributions until
the employee's sick leave balance reaches 80.0 hours.

a. An employee who failed to enroll in the sick leave bank may request
retroactive enrollment in the event that the employee has less than
three years of continuous employment and has been diagnosed with
a catastrophic illness, which includes a fatal prognosis.  A review of
the circumstances and the approval/disapproval for retroactive
enrollment shall be determined by the Director of Human Resources.



4. Cancellation of Participation   In the event that an employee wishes to
cancel or terminate his participation, he shall notify the City thirty (30) days
prior to August 1 (the start of the annual enrollment period). In the event of
cancellation of participation by the employee or separation from
employment, the contributed time shall remain in the bank.

5. Termination of Bank    In the event that the Sick Leave Bank is terminated
due to lack of the minimum hours or otherwise determined by the City, all
unused sick leave in the Bank shall be returned to the participants by equal
distribution of the balance. In the event that the balance of the Sick Leave
Bank reaches depletion, no liability shall exist on the part of the City to honor
any claim(s).

6. Withdrawals

a. Application -- A participating employee may apply to withdraw sick
leave from the bank by completing the Application for Usage of Sick
Leave Bank form. The Application must be completed and submitted
to the Director of Human Resources through the Police Chief within
seven (7) working days of the date the employee desires to begin
using the leave.

All sections of the application must be completed as directed on the
form and must be accompanied by acceptable medical substantiation
from two licensed physicians. This must include the diagnosis by the
physicians, a description of the reason the employee is unable to
work at his position, and the physicians' expectation of a date the
employee can return to work.  A physician’s expectation of a date the
employee can return to work shall not be required for applications in
conjunction with retroactive enrollment as provided in #3a (above).

b. Maximum Usage -- A participant may be authorized to use leave from
the Sick Leave Bank for a maximum of 800 consecutive work hours.
Only one usage is permitted per calendar year. An employee shall
not be required to pay back time used from the bank except as
authorized in B8.3 #6e. In the event that the employee is not able to
return to work upon the expiration of leave, the employee may be
authorized a medical leave of absence in accordance with existing
requirements.

c. Conditions

1) In order to withdraw leave from the Sick Leave Bank, the
employee must have exhausted his/her sick and annual leave



balance and have been on an absence without pay ("AWP")
for the previous 40.0 hours.

2) The purpose of the Sick Leave Bank is reserved for illnesses
of a catastrophic nature as specified in B8.3#1 and B8.3#7.
Catastrophic illnesses are those illnesses or accidents which
require confinement in a hospital or those illnesses or
accidents which require extensive medical care of an
unforeseeable nature. Catastrophic illnesses shall not include
elective surgery nor unforeseeable medical care rendered as a
result of something other than injury or disease.

3) An employee shall not be eligible to withdraw leave from the
Bank to cover injury or illness in the line of duty, workers'
compensation, the illness of a family member, or injury/
illnesses pre-existing prior to employment or enrollment.  The
exclusion for pre-existing illnesses shall not apply when the
employee has enrolled in the Bank in accordance with #3a
(above).

4) An employee may not apply to withdraw leave from the Sick
Leave Bank until after sixty (60) calendar days following the
date of the employee's enrollment.   This requirement shall not
apply when the employee has enrolled in the Bank in
accordance with #3a (above)

d. Benefits -- Benefits for employees authorized usage of Sick Bank
Leave shall continue for the duration of the paid leave. However,
there shall be no accrual of sick or annual leave during the period. In
the event that a designated holiday occurs during the period of
authorized leave, the employee shall receive 8.0 hours of holiday pay
and shall not be charged with Sick Bank Leave. Under no
circumstance shall payment to the employee exceed normal payment
to the employee for regular assigned hours.

e. Termination of Leave

1) An employee shall be subject to immediate termination and
repayment of any Sick Leave Bank hours used if the
employee claims or receives unemployment compensation or
accepts other employment during the approved leave.

2) If the Director of Human Resources determines that an
employee has abused, falsified information, or was otherwise



not eligible for leave, the employee shall be required to repay
any leave previously approved and shall be subject to
disciplinary action including termination.

3) An employee who is on approved leave and whose medical
condition improves sufficiently to return to work, shall notify the
immediate supervisor immediately. Usage of leave previously
approved shall cease upon the physician's release to return to
work. An employee who fails to advise the City of the
physician's release to return to work shall be required to repay
any leave previously authorized and shall be subject to
disciplinary action including termination.

7. AUTHORIZATION OF LEAVE The Director of Human Resources shall
review all applications and may request additional medical substantiation
and/or may require periodic information on the employee's condition as
deemed necessary. In addition to the requirements for eligibility to be
authorized usage of Sick Bank Leave, the Director of Human Resources
shall also consider the employee's length of service, performance record
including discipline and attendance, and the employee's individual
circumstances surrounding the request. The decision of the Director of
Human Resources, stating the hours approved for withdrawal and any
conditions set forth or; stating the disapproval shall be forwarded to the
employee within two (2) calendar days of the date the employee expected to
begin using the leave. Copies of the decision shall be forwarded to the
Police Chief, Department Payroll Clerk, and Central Payroll. The Director of
Human Resources may require updated medical reports on at least a
monthly basis and/or upon each appointment of the employee with the
physician. The Director of Human Resources has final authority on all
matters concerning administration and authorization regarding the Sick
Leave Bank. Any dispute arising over the Sick Leave Bank may not be
appealed to the Civil Service Board or any grievance/arbitration procedure.

Issue Date:   01/06/06
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B9. Absence Without Pay  
 
Issue Date:  05/16/02 
 

B9A. Policy 
1. Definition - An absence without pay is an authorized absence for any part of 

a work day which is approved in writing by the immediate supervisor.  
 
2. Use of Absence Without Pay  
 

a. An absence without pay is only to be administered on an emergency 
basis. It may not be used to cover repeated tardiness nor time 
periods during which the employee should properly request use of 
sick or annual leave.  

 
b. In the event that an employee has exhausted annual, sick and/or 

compensatory leave balances, the supervisor may authorize an 
absence without pay for legitimate purposes up to a maximum of 16 
hours in a calendar year. Additional absences without pay may be 
authorized at the discretion of the Department Director, however, no 
employee may be authorized more than eighty (80) hours of absence 
without pay in a calendar year.  

 
c. Additional absences without pay for extraordinary circumstances may 

be authorized by the Department Director provided that contiguous 
periods of eighty (80) or more hours of absence shall require the 
Leave of Absence status (B11.1). 

 
3. An absence without pay is calculated in tenths of an hour as shown below:  

 
If absent from 06 to 11 Minutes, charged  0.1 Hour 
  12 to 17 Minutes,   0.2 Hour 

   18 to 23 Minutes,   0.3 Hour 
24 to 29 Minutes,   0.4 Hour 
30 to 35 Minutes,   0.5 Hour 
36 to 41 Minutes,   0.6 Hour 
42 to 47 Minutes,   0.7 Hour 
48 to 53 Minutes,   0.8 Hour 
54 to 59 Minutes,   0.9 Hour 



60 to 65 Minutes,   1.0 Hour 
 

If absent for 66 Minutes or more, repeat the above. For example, if absent 1 
hour and 25 minutes, charged 1.4 hours. 
 

4. Absences without pay shall not be credited towards the accrual of sick or 
annual leave.  

 
5. Exempt employees will not be charged Absence Without Pay for absences 

of less than one day. The absence must be in conformance with 2.a. above 
and any compensatory leave must be used prior to the authorization of 
Absence Without Pay. Absences of a full day may be authorized by the 
supervisor not to exceed two work days. The Department Director may 
authorize full day absences not to exceed 10 work days. Additional full day 
absences may be authorized by the Department Director as in 2.c. above.  

 
 
Issue Date:  05/16/02 
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B10. Absence Without Leave  
 
Issue Date:  10/8/85 
 
B10A.  Policy 

1. Definition - Absence Without Leave (AWOL) is an absence for 
any part of a workday which is not approved by the immediate 
supervisor in writing. 

2. Use of Absence Without Leave - An absence without leave is 
only to be administered as a corrective disciplinary action. 
Written documentation of an absence without leave in the form 
of a Notice of Disciplinary Action must be provided to the 
employee, filed in the departmental personnel file, and a copy 
sent to Employee Relations -Central Records Processing for the 
City personnel file. 

3. An absence without leave shall be without pay and is calculated 
in tenths of an hour (see B9A.3). 

4. An employee who is absent without leave (AWL) for three 
consecutive days may be dismissed as quit without notice. 

5. Absences without leave shall not be credited towards the 
accrual of sick and annual leave. 

6. Exempt Employees. Even though exempt employee absences 
of less than one work day do not require the use of leave, an 
employee whose absence for a portion of a day is unauthorized 
may be subject to appropriate disciplinary action. 

 
Issue Date:  10/8/85 
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B11.1   Personal/Medical Leave of Absences 

 
Issue Date: 11/19/18 

 
 
B11.1A Policy 

 
 
1. Definitions 

 
a. Personal Leave of Absence – A leave of absence without pay, 

granted for special education, personal business, family illness and 
other such approved reasons. 

 
b. Medical Leave of Absence – A leave of absence without pay, granted 

to an employee for medical reasons, other than childbirth, as certified 
by a physician. Medical leave is granted only after sick leave benefits 
in excess of 40 hours have been exhausted.  

 
2. The decision to grant an employee a leave of absence is at the discretion of 

the Department   Director   with   the   concurrence   of   the   Director   of 
Human Resources (or designee). 

 
3. A leave of absence shall be granted only when it will not result in harm to the 

interest of the City as an employer. 
 
4. A leave of absence is a privilege the City may grant to employees, not a 

right to which they are entitled. 
 
5. Eligibility – An employee must be assigned at least 40 hours of work per 

week and must have completed at least a year of continuous service with 
the City to be eligible to request a leave of absence. 

 
6. Requests for Leave of Absence – Requests for leave of absences must be 

submitted by the employee at least four weeks in advance. In cases of 
emergency, the time limit will be waived. Requests for medical leave of 
absences must include a licensed physician's certification of illness or 
maternity with an expected return to work date. 

 
7. Leave of Absence – Length 

 
a. A personal or medical leave of absence may be granted for a 

specified period greater than 80 hours but not in excess of six 
continuous calendar months. 

 
b. The Department Director may grant two extension periods that do not 



 

exceed three months each, to each leave of absence with the 
approval of the Director of Human Resources (or designee). 

 
c. At the discretion of the Director of H u m a n  R e s o u r c e s  (or 

designee) an additional extension may be granted in extraordinary 
circumstances. 

 
d. A period of up to 80 hours may be granted as excused leave without 

pay (see B9 Absence Without Pay). 
 
8. Reinstatement – Upon the expiration of a leave of absence, the employee 

must request reinstatement. Requests for reinstatement from a medical 
leave of absence must include a physician's authorization to return to work. 
Reinstatement shall be to the position occupied at the time the leave was 
granted, or to a similar position in the same class and at the same pay. 
Seniority, rate of pay, and other benefits shall commence upon return to 
work. 

 
9. Termination of Leave 

 
a. The failure of an employee to report promptly for duty at the 

expiration of the leave of absence shall be just cause for the 
department director to terminate the employee. 

 
b. An employee shall be subject to immediate termination if the 

employee accepts other employment during the approved leave of 
absence. 

 
c. If required by the conduct of the department's official business, a 

previously granted leave of absence may be terminated. The 
department director must give written notification two weeks in 
advance to the Director of Human Resources (or designee) and the 
employee, stating that if the employee does not report to work on the 
specified date, the employee will be terminated. 

 
10.  Replacing an Employee on a Leave of Absence – No position held by an 

employee who is on an approved leave of absence may be filled on a 
permanent basis; however, the position may be filled on a temporary 
assignment. 

 
11. Benefits 

 
a. All employee benefits will cease during a personal leave of absence. 

Health and life insurance may be continued at the employee's 
expense. 

 
b. An employee granted a medical leave of absence will continue to 



 

receive the same health and life insurance benefits as when the 
employee was active for a maximum of six months. The total cost of 
this insurance will become the expense of the employee if an 
extension to the leave of absence is granted. Failure of an employee 
to remit said costs to the City shall result in cancellation of insurance 
and the employee will be subject to any re-enrollment procedures 
required by the City's group insurance policies. 

 
c. An employee on any leave of absence does not accrue sick or annual 

leave. 
 

d. The length of a leave of absence in excess of 30 calendar days shall 
not be credited towards continuous service for the purpose of 
calculating longevity awards, annual leave bonus days, salary review 
dates, or seniority. 

 
e. Employees who are enrolled in dental and/or other optional insurance 

policies are responsible for contacting the applicable company to 
arrange for direct payments to continue coverage. Failure to make 
payments will result in the company canceling coverage. 

 
12. Unclassified Employees – An employee in an unclassified position, may be 

granted a leave of absence. If the unclassified position is eliminated for any 
reason during the term of the leave of absence, the employee shall have no 
rights to reinstatement in any City position. 

 
 
 

Date Issued: 11/19/18 
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B11.2  Workers’ Compensation Leave of Absence  
 
Issue Date:  05/16/02 
 

B11.2  Policy 
 
1. Purpose  A workers' compensation leave of absence without pay is 

provided to an employee who, after having reached maximum medical 
improvement or after six months of temporary total disability, has not been 
able to perform the duties of his/her former position; and who is otherwise 
eligible as specified herein. The workers' compensation leave of absence 
enables the employee to continue to recuperate and/or seek a position for 
which the employee is physically capable.  

 
2. Definitions  
 

a. Maximum Medical Improvement - The date after which recovery or 
lasting improvement can no longer reasonably be anticipated. Only 
the examining physician is authorized to determine a maximum 
medical improvement date.  

 
b. Temporary Total Disability - The recuperative period of time during 

which an individual is not able to perform duties at full capacity. Only 
the authorizing physician is authorized to determine the temporary 
total disability recovery date.  

 
3. Eligibility  
 

a. All employees regardless of length of service are eligible for a 
workers' compensation leave of absence.  

 
b. The decision to place an employee on a workers' compensation leave 

of absence is at the discretion of the department director with the 
concurrence of the Director of Administration (or designee).  

 
c. A workers' compensation leave of absence shall be granted only 

when it will not result in harm to the interest of the City as an 
employer.  

 



d. A department director may initiate a workers' compensation leave of 
absence when it is determined by the Risk Manager that the 
employee is eligible. This action does not require a request from the 
employee and is not voluntary.  

 
e. An employee’s sick or annual leave benefits need not be exhausted 

before the employee is granted a workers' compensation leave of 
absence.  

 
4. Request for Workers' Compensation Leave of Absence - An employee or 

the department director may prepare and submit a Workers' Compensation 
Request for Leave of Absence, after the employee has reached maximum 
medical improvement or has been unable to perform his/her position at full 
capacity for a period of six months.  

 
5. Length of Leave  
 

a. A workers' compensation leave of absence may be granted for a 
specified period greater than eighty (80) hours but not in excess of six 
continuous calendar months.  

 
b. The department director may grant two extension periods that do not 

exceed three months each, to the original leave of absence with the 
approval of the Director of Administration (or designee.)  

 
6. Reinstatement  
 

a. Prior to, or upon the expiration of the workers' compensation leave of 
absence, the employee shall be reinstated to the position occupied at 
the time the leave was granted or to a similar class and at the same 
rate of pay if the employee's physical condition is such that the 
employee is able to perform the job.  

 
b. Prior to, or upon the expiration of the workers' compensation leave of 

absence, the employee shall be reinstated to a position of which the 
employee is physically capable of performing and is otherwise 
determined eligible through the application, certification, and selection 
process.  

 
c. Any reinstatement will require acceptable authorization by the 

examining physician.  
 
7. Termination of Leave  
 



a. At the expiration of the workers' compensation leave of absence, an 
employee will be terminated unless the employee:  

 
 

1) Is physically able to and has returned to the former position;  
 

2) Is physically able to and has become employed in another 
position with the city;  

 
  3) Has chosen to voluntarily resign or seek retirement.  
 
 b. An employee shall be subject to immediate termination if the 

employee accepts other non-City of Tampa employment during the 
approved leave of absence. The preceding sentence shall not be 
applicable to the seeking or acceptance of employment pursuant to 
the wage loss provisions of the Workers' Compensation Act provided 
that the employee notifies the City of the seeking and acceptance of 
such employment.  

 
8. Replacing an Employee on a Workers' Compensation Leave of Absence - 

The position held by an employee who is on an approved workers' 
compensation leave of absence may be filled on a temporary or regular 
basis as determined by the Director of Administration.  

 
9. Benefits  

 
a. An employee granted a workers' compensation leave of absence will 

continue to receive the same health and medical insurance benefits 
as when the employee was active for a maximum of six months. The 
total cost of this insurance will become the expense of the employee 
if an extension to the leave of absence is granted. Failure of an 
employee to remit said costs to the City shall result in cancellation of 
insurance and the employee will be subject to any re-enrollment 
procedures required by the City's group insurance policies.  

 
b. Employees who are enrolled in dental and/or optional insurance 

policies are responsible for contacting the applicable company to 
arrange for direct payments to continue coverage. Failure to make 
payments will result in the company canceling coverage.  

 
c. An employee on workers' compensation leave of absence does not 

accrue sick or annual leave.  
 



d. The length of the workers' compensation leave of absence shall not 
be considered as a break in service. The duration of the leave, shall 
be credited towards continuous service for the purpose of calculating 
longevity awards, annual leave bonus days, salary review dates, or 
seniority.  

 
e. All benefits shall commence again when an employee is reinstated to 

the former position or a new position.  
 
10. Unclassified Employees - An employee in an unclassified position who is 

otherwise eligible, may be granted a workers' compensation leave of 
absence. If the unclassified position is eliminated for any reason, during the 
term of the leave of absence, the employee shall have no rights to 
reinstatement in any city position.  

 
 
Issue Date:  05/16/02 
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B11.3 Compliance With the Family & Medical Leave Act of 1993 

 
 
Issue Date: 11/19/18  

 
 
B11.3A Policy 

 
 
1.  The federal Family and Medical Leave Act (FMLA) provides covered 

employees with entitlement of up to 12 work weeks of unpaid leave during any 
twelve-month period for the following purposes: 

 
a. For the birth of a child or placement of a child for adoption or foster 

care; 
b. To bond with a child (leave must be taken within one year of the 

child’s birth or placement); 
c. Care for the employee’s spouse, child or parent who has a qualifying 

serious health condition; 
d. For the employee’s own qualifying serious health condition that 

makes the employee unable to perform the employee’s job; 
e. For qualifying exigencies (as defined by regulation) related to the 

foreign deployment of a military member who is the employee’s 
spouse, child or parent. 

 
2. An eligible employee who is a covered service member’s spouse, child, 

parent or next of kin may take up to 26 weeks of leave in a single 12-month 
period to care for the service member with a serious injury or illness. 

3. A “serious health condition” under the FMLA means an illness, injury, 
impairment, or physical or mental condition that involves: 
a. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or 

residential medical care facility; or 
b. Continuing treatment by a qualified health care provider. 

 
4. City of Tampa leave polices and collective bargaining agreements provide 

eligible employees with annual leave, sick leave, sick leave banks, personal 
and/or medical leave of absences, pregnancy-related leave of absence, 
parental leave, absence without pay, and various other accommodations 
based on an employee's need for an absence from work due to a medical 
condition of the employee or the employee's eligible family member. 

 
 
 
 



5. Employee eligibility and authorization requirements for use of paid or unpaid 
leave remain in effect as provided by the applicable policy (Personnel Manual) 
or   collective   bargaining   agreement.   Department   directors, managers, 
and supervisors shall review and authorize leave requests in accordance with 
those policies, and must adhere to all FMLA requirements. 

 
a. For leaves  of absence covered under the FMLA,  eligible  employees  

are currently permitted to utilize a portion of their sick leave balance for 
care of specified family members (see applicable policy or collective 
bargaining agreement). Usage of annual leave, absence without pay 
(AWP), or a personal leave of absence may be approved for care of 
family members not specified and/or for absences beyond the 
allowable sick leave maximum usage. 

 
b. For the employee's medical condition, eligible employees are currently 

permitted to use their sick leave balance, the sick leave bank, annual 
leave, absent without pay (AWP), or a medical leave of absence 
subject to approval. 

 
c. Exception.  Part-time employees or employees not eligible for a 

personal or medical leave of absence are limited the use of absent 
without pay (AWP) for authorized absences from work of 80 hours per 
calendar year (exceptions beyond the 80 hours are permitted for 
extraordinary circumstances). Departments must contact Employee 
Relations for assistance in determining that absence requests beyond 
80 hours are approved when required to comply with the FMLA. 

 
6. In  calculating  the  twelve  week  period  under  the  FMLA,  employees  will 

continue to first use any paid leave balances, as applicable, per the applicable 
policy (Personnel Manual) or collective bargaining agreement. The twelve 
week period occurs on a calendar year basis and is inclusive of both paid and 
unpaid leave. It is cumulative in cases where the leave is utilized on an 
intermittent basis (for example when an employee takes leave periodically for 
care of an ill child rather than for a consecutive period of 12 weeks). 
Intermittent leave is calculated as the total hours the employee is assigned 
per week multiplied by 12 weeks. For example, time for a full time employee 
of 40 hours weekly, would equal 480; for a part-time 30 hour per week 
employee, the time would be 360 hours. 

 
7. Benefits – The status of pay and benefits shall be in accordance with the 

applicable leave status as stated in the policy (Personnel Manual) or collective 
bargaining agreement. 

 
a. Exception. When employees are authorized a personal leave of 

absence for a qualified FMLA event, the City is required to pay the City 
contribution for health insurance provided that the employee's 
payments for coverage continue the same as if the employee were 
working. This exception complies with the FMLA and has a duration 
of  12  weeks  inclusive  of  any  paid  or  unpaid  leave  prior  to  the 



personal leave of absence status. Health insurance coverage and 
payments for personal Leave of Absence status for qualified FMLA 
event beyond the inclusive 12 week period follows applicable policy 
(Personnel Manual) or collective bargaining agreement. 

 
 
 
8. In determining issues not specified in current policy or collective bargaining 

agreements, the FMLA Federal Regulations shall be the determinative factor. 
 
9. Posters – In order to comply with the FMLA, all departments are required to 

post, in conspicuous places where employees work, the poster notice of the 
FMLA. Contact Employee Relations for additional copies of this poster. 

 
10.  Supervisors should contact Employee Relations regarding definitions and 

medical documentation in accordance with the federal regulations.  When 
leave disapproval is considered, supervisors must contact Employee 
Relations to ensure that the disapproval does not violate the FMLA. 

 
Issue Date:  11/19/18 



City of Tampa Personnel Manual
B. Directives and Benefits
B11.4  Administrative Leave With Pay

Issue Date:  10/05/01

B11.4A  Policy

1. An employee may be placed on Administrative Leave With Pay only upon
the express determination of the Mayor.

2. Administrative Leave With Pay may occur for the following purposes.  

a. Upon determination that it is in the best interest of the City to not have
the employee at the work site and that other paid or unpaid leave,
disciplinary action, or other job status is not appropriate for the
specific situation.  

b. Upon determination that an employee will be assigned to work to
assist another jurisdiction due to emergency conditions suffered by
that jurisdiction or other mutual aid outside of Hillsborough County.  

3. The determination to place an employee on Administrative Leave With Pay
does not require a request by the employee and is approved or ordered at
the sole discretion of the Mayor.  The decision to place an employee on
Administrative Leave With Pay, or to cease the designation, shall not be
subject to the grievance procedures.  

4. The designation of this leave status is expected to occur only under
extraordinary circumstances.  The employee is required to remain in contact
with their supervisor, shall remain available and ready to work throughout
any Administrative Leave With Pay period, and shall immediately return to
their normal assignment upon notification.  The Mayor shall determine the
duration of the Administrative Leave With Pay period up to a maximum of 90
calendar days and, at his discretion, may terminate the designation at any
time.  

5. Upon notification from the Mayor of the approval of Administrative Leave
With Pay, the Director of Administration shall be responsible for verifying the
proper time report coding and payment with the Department of Finance,
Central Payroll.  Central Payroll shall not process any time record indicating



 
the status of Administrative Leave Without Pay without verification of the 
authorization. 
 

6.  Administrative Leave With Pay shall be credited as hours worked for 
purposes of any pay and benefits calculations. 

 
 
 
Issue Date: 10/05/01 



 

City of Tampa Personnel Manual 
B. Directives and Benefits 
B11.5 Pregnancy-related Medical Leave of Absence 

 
Issue Date: 12/11/18 
 
B11.5A  Policy 

 
 
1. Purpose – The City of Tampa supports employees who become parents to 

ensure they can contribute fully in the workplace and also meet the needs of 
their families. The availability of paid maternity leave has been shown to 
increase the likelihood that mothers return to their jobs following the birth of a 
child, and also improves the health and development outcomes of the infant.  

 
2. The City of Tampa grants pregnancy-related medical leave of absence to 

eligible employees to provide continued income following the birth of a 
child. 

 
3. Eligibility – An employee must be assigned at least 40 hours of work per 

week and must have completed at least one year of continuous service with 
the City to be eligible for a pregnancy-related medical leave of absence. 

 
4. Length – A pregnancy-related medical leave of absence is limited to one 

continuous 240 hour period per calendar year. 
 

 
a. Pregnancy-related medical leave of absence shall count as part of 

the Family Medical Leave Act (FMLA), should the employee be 
otherwise eligible for FMLA. 

 
b. Additional paid or unpaid leave time shall be authorized in accordance 

with the applicable leave polices for annual leave, sick leave, 
personal/medical leave of absence, parental leave of absence and 
leave without pay.   This additional paid or unpaid leave time shall not 
be denied when it is part of the twelve-week FMLA requirements (see 
B11.3). 

 
5. Requests for Pregnancy-related Medical Leave –  Requests  for   pregnancy-

related medical leave of absence must  be submitted by the employee at 
least four weeks in advance.  In cases of emergency, the time limit will be 
waived.   The request must include a licensed physician’s certification of 
maternity with an expected delivery date, which is updated based on the 
actual date of delivery.    Employees are required to complete an affidavit and 
are subject to disciplinary action, up to and including dismissal, if false 
information is provided.   

 
 



6. Benefits 
 

a. An employee on pregnancy-related medical leave of absence shall 
continue to accrue sick and annual leave. 

 
b.   Pregnancy-related medical leave of absence shall be treated as any 

other paid leave status and is credited towards continuous service for 
the purpose of calculating annual longevity awards, annual leave bonus 
hours, salary review dates, and seniority.   Pregnancy-related medical 
leave of absence shall not be credited as time worked for purposes of 
calculating overtime and shall not be eligible for shift premium pay. 

 
c.     An employee on pregnancy-related medical leave of absence shall 

continue to receive the same health and life insurance benefits as 
when the employee was active. 

 
d.       When a designated holiday falls during the pregnancy-related medical 

leave of absence period, the employee shall receive the holiday pay 
and shall not be charged with pregnancy-related medical leave of 
absence.  This shall not apply to sworn firefighters covered by the IAFF 
contract who will receive holiday pay in accordance with the union 
contract. 

 
7. Reinstatement – Upon the expiration of the pregnancy-related medical leave 

of absence, the employee returns to the  position  occupied  at  the  time  
the  leave  was  granted. Reinstatement of an employee who gave birth 
requires acceptable medical substantiation that the employee is medically 
authorized to return to work. 

 
8. Termination of Leave 

 
a.      An employee shall be subject to immediate termination and repayment 

of any leave approved if the employee claims or receives 
unemployment compensation or accepts other employment during the 
approved leave. 

 
b.     If the Director of Human Resources determines that an employee 

has abused, falsified information or was otherwise not eligible for leave, 
the employee shall be required to repay any leave previously approved 
and shall be subject to disciplinary action including termination. 

 
c.   An employee who decides to voluntarily resign, retire, or otherwise 

terminate their employment with the City, shall be subject to 
repayment of any leave approved. 

 
d.     The failure of an employee to report promptly for duty at the expiration 

of the leave shall be just cause for the City to terminate the employee. 
 
 



9. Employees shall not be authorized to work extra duty/off duty jobs for the 
Tampa Police Department or the Tampa Fire Rescue Department during 
pregnancy-related medical leave of absence. 

 
10. Effective Date – This policy shall be effective  for a birth or placement 

(adoption/foster care) of a child on or after December 16, 2018. 
 
 
 
Issue Date: 12/11/18 



 

City of Tampa Personnel Manual 
 
 
B. Directives and Benefits 
B11.6 Parental Leave of Absence 

 
Issue Date: 12/11/18  

 
 
B11.6A  Policy 

 
 
1. Purpose – The City of Tampa supports employees who become parents to 

ensure they can contribute fully in the workplace and also meet the needs of 
their families. The availability of paid parental leave has been shown  to 
improve the health and development outcomes of the infant, and  is critically 
important for parents and their newborn, newly adopted child, or foster child 
to have the opportunity to form strong family attachments and relationships. 

 
2. The City of Tampa grants parental leave to eligible employees to provide 

continued income following: 
 

a. The birth of a child and to care for the newborn child. 
 

b. The placement with the employee of a child for adoption or foster care. 
 

1) The Child must be age 17 or younger. 
2) The adoption of a spouse or domestic partner’s child is not      

covered by this policy. 
3) The adoption of a child who has been in foster care placement 

with the family is not covered by this policy. 
 
3. Eligibility – An employee must be assigned at least 40 hours of work per 

week and must have completed at least one year of continuous service with 
the City to be eligible for parental leave. 

 
4. Length – Parental leave is available to both male and female employees 

and is limited to one continuous 80 hour period per event per calendar year. 
The fact that multiple birth, adoption or foster care placement occurs (for 
example, the birth of twins or adoption or fostering of siblings) does not 
increase the amount of paid parental leave granted for that event. 

 
a. Parental leave shall count as part of the Family Medical Leave 

Act (FMLA), should the employee be otherwise eligible for FMLA. 
 

b.   Additional paid or unpaid leave time shall be authorized in accordance 
with the applicable leave polices for annual leave, sick leave, 



personal/medical leave of absence, pregnancy-related leave of 
absence and leave without pay.   This additional paid or unpaid leave 
time shall not be denied when it is part of the twelve week FMLA 
requirements (see B11.3). 

 
5. Requests  for  Parental  Leave  –  Requests  for  parental  leave  must  be 

submitted by the employee at least four weeks in advance.  In cases of 
emergency, the time limit will be waived.   The request must include a licensed 
physician’s certification of maternity with an expected delivery date, which is 
updated based on the actual date of delivery.  In cases of adoption or foster   
child   placement the   employee   shall   submit   appropriate documentation 
of the adoption or foster child placement.  Employees are required to 
complete an affidavit and are subject to disciplinary action, up to and including 
dismissal, if false information is provided.  Requests for parental leave shall 
be subject to the approval of the Director of Human Resources (or designee). 

 
6. Benefits 

 
a. An employee on parental leave shall continue to accrue sick and 

annual leave. 
 

b.  Parental leave shall be treated as any other paid leave status and is 
credited towards continuous service for the purpose of calculating 
annual longevity awards, annual leave bonus hours, salary review 
dates, and seniority.   Parental leave shall not be credited as time 
worked for purposes of calculating overtime and shall not be eligible for 
shift premium pay. 

 
c.   An employee on parental leave shall continue to receive the same 

health and life insurance benefits as when the employee was active. 
 

d.   When a designated holiday falls during the parental leave period, the 
employee shall receive the holiday pay and shall not be charged with 
parental leave.  This shall not apply to sworn firefighters covered by the 
IAFF contract who will receive holiday pay in accordance with the union 
contract. 

 
7. Reinstatement – Upon the expiration of the parental leave, the employee 

returns  to  the  position  occupied  at  the  time  the  leave  was  granted. 
Reinstatement of an employee who gave birth requires acceptable medical 
substantiation that the employee is medically authorized to return to work. 

 
8. Termination of Leave 

 
a.   An employee shall be subject to immediate termination and repayment 

of any leave approved if the employee claims or receives 
unemployment compensation or accepts other employment during the 
approved leave. 

 



b.   If the Director of Human Resources determines that an employee 
has abused, falsified information or was otherwise not eligible for leave, 
the employee shall be required to repay any leave previously approved 
and shall be subject to disciplinary action including termination. 

 
c.  An employee who decides to voluntarily resign, retire, or otherwise 

terminate their employment with the City, shall be subject to 
repayment of any leave approved. 

 
d.   The failure of an employee to report promptly for duty at the expiration 

of the leave shall be just cause for the City to terminate the employee. 
 
9. Employees shall not be authorized to work extra duty/off duty jobs for the 

Tampa Police Department or the Tampa Fire Rescue Department during 
Parental Leave. 

 
10. Effective Date – This policy shall be effective  for a birth or placement 

(adoption/foster care) of a child on or after December 16, 2018. 
 
 
Issue Date: 12/11/18 

 



City of Tampa Personnel Manual
B. Directives and Benefits
B12. Annual Military Leave

Issue Date:  09/22/96

B12A. Policy

1. Definition - Annual Military Leave is an authorized absence from work with
pay, due to the request of the armed services to fulfill regular military duties,
field training and/or emergency military obligations.

2. Rate of Pay - The employee receives regular pay based on the normal City
assigned hours.

3. Eligibility - To be eligible for annual military leave, an employee must have
previously completed basic reservist training.

4, Request for Leave - An employee must prepare and submit in advance a
REQUEST FOR LEAVE and attach a written notice from the commanding
officer stating when and where to report for duty and the duration of the
leave. Leave status begins with the effective date of the military order.

5. Length of Leave - Annual military leave shall not exceed 17 days during any
calendar year.

6. Reinstatement

a. Upon return from annual military leave, an employee shall return to
the same position held prior to taking leave.

b. An employee with temporary status shall be allowed to return to the
position held prior to taking annual military leave provided the position
has not been eliminated during his or her absence.

7. This policy shall be adjusted and administered to comply with State and
Federal laws.

Issue Date:  09/22/96



City of Tampa Personnel Manual 
B. Directives and Benefits 
B13. Jury Duty/Court Attendance  
 
Issue Date:  05/16/02 
 

B13A.  Policy 
 
1. Applicable Court Attendance - Any employee who is subpoenaed by a 

governmental unit to either serve as a juror or to be a witness on behalf and 
at the request of a government (whether in court or through a sworn 
deposition) will receive full pay for the hours during which the employee is in 
attendance in such activities during regularly scheduled work hours.  

 
a. A governmental unit is defined as an agency or office of federal, state 

or municipal government.  
 
b. This policy does not apply when an employee is subpoenaed in the 

following instances:  
 

1) When an employee is a defendant or plaintiff in a civil suit or 
criminal case;  

 
2) When an employee is subpoenaed by a defendant's attorney 

in a criminal case;  
 

3) When an employee is subpoenaed by any party in a civil 
action in which a government is not a party; 

 
4) When an employee is subpoenaed by the non-governmental 

party in a civil action in which a government is a party.  
 
2. Prior Notification - The employee will notify the immediate supervisor as far 

in advance as possible of the impending jury duty or court attendance so 
work schedules can be adjusted.  

 
3. Submission of Proof - The immediate supervisor may request that the 

employee present proof of the subpoena and attendance in court before 
authorizing payment for this leave.  

 
4. Adjustment of Shift - An employee working other than the normal day shift 

will have the work shift changed to coincide with the hours of jury duty or 



court attendance if the length of jury duty or court attendance exceeds three 
work days.  

 
5. Portions of the Work Day - An employee who attends jury duty or court for 

only a portion of a regular work day will report to the supervisor when 
excused or released from the court.  

 
6. Fees - The employee may retain all fees for jury duty, court attendance or 

making a sworn deposition. Employees are prohibited from accepting 
"expert witness" fees for testimony related to their employment field. "Expert 
witness" fees shall be turned over to the Treasurer's Office.  

 
7. Police Department - Non-bargaining unit employees of the police 

department who are subpoenaed as a witness to testify or make deposition 
shall be compensated in accordance with the policy of the Police Chief. This 
applies only to court attendance which directly relates to the performance of 
the employee's job assignments.  

 
Issue Date:  05/16/02 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B14. Funeral and Bereavement Leave 
 
Issue Date: 10/11/13 

 
B14A.  Policy 
 
1. Definition - Funeral leave is provided expressly for periods of bereavement 

and/or attending the funeral of a family member or relative.  
 
2. Eligible Employees - Any employee regardless of employment status may 

be authorized funeral leave.  
 
3. Death in the Immediate Family  
 

a. The immediate family is defined as spouse, daughter, son, sister, 
brother, mother, father, mother-in-law, father-in-law, granddaughter, 
grandson, grandparents or any other member of the employee's 
immediate household. For domestic partnerships, this shall include 
the equivalent immediate family as listed herein.  

 
b. In the event of a death among an employee's immediate family, the 

employee may be authorized a maximum of three days of paid 
funeral leave. This leave is not deducted from the employee's 
accumulated sick or annual leave.  

 
c. Based on individual circumstances, the employee may request and 

the Department Director may extend funeral leave to five days. The 
two extra days are to be deducted from the employee's sick or annual 
leave at the employee's discretion.  

 
4. Death of a Relative  
 

a. A relative is defined as aunt, uncle, sister-in-law, brother-in-law, 
nephew or niece. For domestic partnerships, this shall include the 
equivalent relative as listed herein. 

 
b. In the event of a death of a relative, the employee may be authorized 

a maximum of two days of paid funeral leave. This leave is not 
deducted from the employee's accumulated sick or annual leave.  

 



c. Based on individual circumstances, the employee may request and 
the Department Director may extend funeral leave to four days. The 
two extra days are to be deducted from the employee's sick or annual 
leave at the employee's discretion.  

 
5. With the authorization of the Director of Human Resources, employees may 

be granted the use of sick leave to attend the funeral of family members not 
otherwise covered by "3" or "4" above.  

 
6. Requesting Funeral Leave - Funeral leave should be requested in advance if 

possible, on a Request For Leave (DA-24) form. If it is impossible to give 
written notice, the employee should notify the immediate supervisor by 
telephone, as soon as possible.  

 
 
Issue Date:  10/11/13 



City of Tampa Personnel Manual
B. Directives and Benefits
B15.  Off-site Training/Special Duty Assignments

Issue Date:  04/06/99

B15A.  Policy

1. Definition, Eligibility and Authorization

Any City employee regardless of employee status may be authorized to be
absent from the normally assigned work site and duties in order to
participate in or attend an event which will contribute to the effectiveness of
the employee’s job performance, the operation of the work unit, enhance the
employee’s professional credentials, or that is required by job duties.  The
attendance must be authorized in advance by the immediate supervisor and
the department director.  Attendance is normally authorized when City funds
have been authorized to the employee for travel expenses, transportation,
instructional fees, registration fees, materials, etc.

a. This does not include attendance:

1) At courses authorized through the Tuition Reimbursement
program (see B20, #7).

2) If the employee will receive any remuneration from the
sponsoring organization such as speaker’s fees, stipends, etc.

3) If the event is sponsored by any organization or group which
restricts its membership or attendance on the basis of race,
sex, creed, color, national origin, language, disability, or
political affiliation.

4) An employee may be authorized to attend events named
above on annual leave or leave without pay.  Violations shall
be subject to appropriate disciplinary action.

2. Rate of Pay

a. Regular Work Hours – Time spent during the employee’s regular work
hours shall be compensated at the employee’s regular rate of pay



regardless of whether the employee’s attendance is on a required or
voluntary basis.

b. Non-Work Hours

1) Voluntary Attendance – Time spent beyond the employee’s
regular work hours shall not be compensated when the
employee attends events (including training programs,
workshops, seminars, etc.) on a voluntary basis.

2) Required Attendance

a) Non-exempt Employees.  When a non-exempt
employee attends events (including training programs,
workshops, seminars, etc.) on a required basis, the time
spent beyond the employee’s regular work hours shall
be credited at the employee’s regular rate of pay.  When
travel is outside Hillsborough County, a non-exempt
employee may be eligible for additional crediting of time
beyond their normal assigned hours.  This is dependent
on the type and time of travel and duration of the event.
Determination and authorization for credit of any time
beyond the normal assigned hours shall be reviewed by
the Director of Administration on a case by case basis in
order to comply with the Fair Labor Standards Act.

b) Exempt Employees.  When an exempt employee
attends events (including training programs, workshops,
seminars, etc.) on a required basis, the exempt
employee normally receives only  the authorized
number or work hours.  However, in the event that the
employee attends an event during a normal day off (for
that individual’s work schedule), the work schedule
should be adjusted so that the employee does not
exceed the authorized number of work hours.  In the
event that rescheduling is not practicable, the
department director can authorize crediting of
compensatory time in accordance with B4.1, Personnel
Manual.

3. Any time spent during regular work hours shall be indicated as “regular” time
(REG) and shall be counted as hours worked for the purposes of calculating
overtime.  Effective October 1, 1998, the payroll code “PRO” (Professional
Leave) is no longer utilized.



4. The determination of whether the attendance is voluntary or required and
whether the attendance occurs during normal work hours, beyond normal
work hours, or is accommodated by rescheduling work hours is at the sole
discretion of the department with the concurrence of the Director of
Administration and shall not be subject to the grievance procedure.

Issue Date:  04/06/99



City of Tampa Personnel Manual 
B. Directives and Benefits 
B16. Longevity Award 
 
Issue Date: 09/07/11 

 

 

B16A.  Policy 

 
1. Eligibility - A full-time employee on the payroll as of November 30 who has 

completed at least five years of continuous employment with the City of 
Tampa is eligible to receive an annual longevity award. The award is paid 
after November 30 of each year.  

 
2. Definition - Continuous Employment - Continuous employment is defined as 

the period of employment not interrupted by resignation, dismissal, 
retirement, quitting without notice, or termination.  

 
3. Credit - An eligible employee is given credit for any period of temporary, 

part-time or limited-term status if employment with the City has been 
continuous. Part-time service of at least twenty (20) hours per week shall be 
credited as one-half of full-time service.  

 
4. Full-time Awards - Effective November 30, 1997, an eligible employee who 

works full-time at least 40 hours per week is awarded:  
 

  FOR SERVICE OF  BUT LESS  THE AMOUNT 
        AT LEAST       THAN           IS        
 
   5 Years  10 Years         $     500    
   10 Years  15 Years                750 
   15 Years  20 Years    1000 
   20 Years  25 Years    1250 
   25 Years  -----------    1500 

 
5. Pro Rata Awards - Leave of Absence or Suspension  

 
a. If an eligible employee is suspended, on preferential recall status, or 

on a leave of absence for more than 30 consecutive calendar days 
during one year (from one November 30 to another November 30), 
the employee receives a pro-rated longevity award for that year.  

 



b. One-twelfth of the annual amount is deducted from the annual award 
for each month and any portion of the month that the employee is 
suspended, on preferential recall status, or on a leave of absence in 
excess of 30 consecutive calendar days.  

 
c. The total number of months that the eligible employee is on a leave of 

absence, on preferential recall status, or suspension is deducted from 
the number of months of continuous service when calculating future 
longevity awards and the pro-rated longevity award at the employee's 
termination.  

 
6. Pro-Rata Awards - Termination - When an eligible employee who has 

completed at least five years of continuous service terminates employment 
with the City, the employee receives a pro-rated longevity award. The 
amount equals one-twelfth of the yearly award per month of service from the 
first full month of original employment up to and including November plus 
one-twelfth of the yearly award for each month of service beginning with the 
previous December up to and including the last full month of employment.  

 
An eligible employee who terminates after the anniversary of the employee's 
5th, 10th, 15th or 20th year of employment but prior to November 30 
receives a pro-rated award based on the number of years completed service 
and not the amount of the previous year's award. 
 

7. Exceptions – Effective October 1, 2008, Managerial employees (“M” pay 
grades) are not eligible to receive longevity awards.  Part-time Assistant City 
Attorneys are eligible to receive longevity awards. The amount awarded is 
equal to one-half of the appropriate full-time award. Non bargaining unit 
employees eligible for longevity awards shall be paid on the percentage 
basis (as specified in the A.T.U. Contract) if they are non-exempt from the 
Fair Labor Standards Act.  

 
Employees hired or re-hired on or after October 1, 2011 shall not be eligible 
for longevity awards. 

 
Issue Date: 09/07/11 

 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B17. Pension Benefits  
 
Issue Date:  05/16/02 
 

B17A.  Policy 
 
There are two pension funds for City of Tampa employees. Both of these funds 
require the participant to pass a physical examination by a City designated 
physician. 
 

a. General Employees Pension Fund - All employees except casual 
labor, temporary employees (less than 180 days) and seasonal 
employees are required to participate in the General Employees 
Pension Fund. For information on the Fund, contact the General 
Employees pension office.  

 
b. Firefighters and Police Officers Fund - All regular firefighters and 

police officers are eligible to participate in the Firefighters and Police 
Officers Pension Fund.  For information on the Fund, contact the  

 Firefighters and Police Officers pension office. 
 
Issue Date:  05/16/02 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B18.1 Salary Administration 
 
Issue Date:  07/03/13 
 
B18.1A  Policy 
 
a) Rate of Pay - An employee's rate of pay is determined according to the 

employee's position classification. Position classifications are assigned 
specific pay grades within a specific salary schedule.  

 
b) New Hires - A new employee regardless of status is assigned to the 

minimum rate of the position classification's pay grade unless prior 
authorization to be paid at a higher rate has been obtained from the Director 
of Human Resources (or designee).  

 
c) Promotions  
 

a. A promotion is a change from a position in a lower classification to a 
position in a higher classification involving an increase in duties and 
responsibilities and an increase in pay.  

 
b. The pay grade is determined by the class of work to which the 

employee is promoted. In some cases an employee's promotion may 
place the employee in a pay grade which is found in a different salary 
schedule.  

 
c. The pay rate is determined as follows:  
 

(1) Promotional Pay Grade is in Same Salary Schedule  
The employee is placed at the minimum pay rate of the new 
pay grade, or the rate of pay which provides a minimum of a 
4% increase in pay, whichever is higher.   

 
(2) Promotional Pay Grade is in Different Salary Schedule  

The employee is placed at the minimum pay rate of the new 
pay grade within the different salary schedule. However, in the 
event that the minimum rate of pay is less than or equal to the 
employee's former rate of pay, then the employee is placed at 
the rate of pay which provides a minimum of a 4% increase in 
pay. 



 
(3) For non-bargaining unit employees, policy considerations 

specified in B18.2,1a may result in approval of exceptions. 
 

d. A promotion generates a new salary review date six months from the 
effective date of the promotion and annually thereafter. However, if 
the probationary period is established for a period other than six 
months then the new salary review date is equal to that probationary 
period and annually thereafter.  

 
e. If an employee is eligible for an annual salary review within three 

months of a promotion, then the employee is placed at the rate of pay 
which is 4% beyond the rate of pay that the employee would have 
received but for the promotion.  

 
4. Demotions  
 
  a. A demotion is a change from a position in a higher class of work to a 

lower class of work involving a decrease in duties and 
responsibilities. A demotion may be voluntary (administrative) or the 
result of a disciplinary action.  

 
  b. An employee who has completed the probationary period and who is 

demoted, is placed in the pay grade of the class of work to which the 
employee is demoted.  

 
1) A voluntary demotion shall be to the same rate of pay as the 

current position or maximum pay rate of the new pay grade, 
whichever is lower.   

 
2) A disciplinary demotion shall be to the rate of pay that is 4% 

lower than the current rate of pay which does not exceed the 
maximum pay rate of the new pay grade.   

 
   3) The salary review date is the same.  

 
 c. An employee who has not completed the entrance probationary 

period and who is demoted, is placed at the minimum pay rate of the 
pay grade of the new class of work regardless of whether the 
demotion is voluntary or the result of a disciplinary action.  

 
1) The salary review date shall be six months from the date of 

the demotion.  
 



d. If, during the promotional probationary period, an employee is 
returned for any reason to any position, then the demotion shall be to 
the same pay in which the employee held status prior to the 
promotion. However, in the event that the employee's prior pay rate is 
higher than the maximum pay rate for the grade, the employee is 
placed at the maximum pay of the new pay grade.  

 
1) The salary review date shall be six months from the date of 

the demotion except when the employee is demoted to the 
same position previously held, in which case the salary review 
date is delayed by the number of days for the cumulative 
period the employee was in the higher position.  

 
 5. Regrading - A regrading is a change in the pay grade assigned to a given 

class of work. The duties and responsibilities of the position usually remain 
the same. A pay adjustment is made for all positions within a given 
classification of work.  

 
a. Class Upgrade - This is a regrading which raises the pay grade of a 

position classification to a higher grade. An employee in a position 
which receives an upgrade receives a 4% increase in pay with the 
new grade and retains the same salary review date.  

 
b. Class Downgrade - This is a regrading which lowers the pay grade of 

a position classification to a lesser grade. An employee in a position 
classification which receives a downgrade is assigned to the new pay 
grade but at the same rate of pay. The salary review date is the 
same. If the employee's pay rate is higher than the maximum pay 
rate of the grade, then the employee is placed at the maximum pay 
rate of the new pay grade.  

 
 6. Reclassifications  
 
  a. A reclassification is a change in the employee's position classification 

caused by a change in the nature of the work required by the 
position. A position's classification is based on the relative difficulty of 
duties and responsibilities and the required employment 
qualifications.  

 
  b. A reclassification to a higher level position is based on an increase in 

duties, responsibilities and employment qualifications and is treated 
as if it were a promotion for the purpose of pay determination.  

 



  c. A reclassification to a lower level position is based on a decrease in 
the level of duties, responsibilities and employment qualifications, and 
is treated as if it were a voluntary demotion for the purpose of pay 
determination.  

 
 7. Return From Lay Off  

 
a. Same Class of Work -- If the employee returns from lay off to the 

same class of work or to a class of work with the same pay grade, the 
employee is placed at the same rate of pay occupied at the time of 
the lay off. The salary review date is adjusted in accordance with 
B18.1A10e).  

 
b. Higher Class of Work -- If the employee returns to a higher class of 

work, the pay rate is determined in accordance with the salary policy 
for promotions (see B18.1A3).  

 
c. Lower Class of Work -- If the employee returns to a lower class of 

work, the pay rate is determined in accordance with the salary policy 
on voluntary demotions (see B18.1A4).  

 
 8. Lateral Transfers  

 
a. A lateral transfer is a change from one City department to another 

City department when the employee selected for the vacant position 
retains the same classification and/or the same pay grade. No 
change in pay results.  

 
  1) The salary review date for an employee who laterally transfers 

does not change. The current department completes a 
performance evaluation for the period up to the date of 
transfer; the new department completes a performance 
evaluation from the date of transfer to the salary review date. 
The resulting total evaluation based on the ratio of time and 
performance rating determines the employee's eligibility for the 
merit increase.  

 
9. Across the Board Increases - Employees will receive across the board 

increases at the discretion of the Mayor or as negotiated in applicable 
collective bargaining agreements.  

 
 
 
 



10. Merit Increases  
 

a) Merit increases shall be determined annually by the Mayor for the 
duration of the fiscal year.  Merit increases may be awarded to a 
regular City employee upon completion of the entrance or 
promotional probationary period; and annually thereafter from the last 
merit increase. The date of the merit increase is considered the 
Salary Review Date.  

 
b) Merit increases are based on the quality of the employee's job 

performance, work habits (including attendance), initiative and 
maturity.  

 
c) The mechanism used to determine an employee's worthiness for a 

merit increase is the appropriate performance evaluation form based 
on the employee's job classification. Evaluations may be completed 
as often as the department determines but must be completed prior 
to the completion of the entrance or promotional probationary period 
and then at least annually even if the employee is at the maximum 
rate of pay.  

 
d) An employee who is rated unsatisfactory ('Poor' or 'Below 

Expectations') will be re-evaluated  more often than annually. The 
employee  shall be re-evaluated in 60 or 90 days from the salary 
review date with the approval and determination by Human 
Resources.  If the employee is serving an entrance or promotional 
probationary period, the re-evaluation date shall automatically be the 
extension of the probationary period. 

 
1) A merit increase which is denied pending a performance re-

evaluation at a future date shall only be effective on the date of 
satisfactory re-evaluation. Payment shall not be made 
retroactive to the original salary review date. 

 
a) If a merit increase or rating of fully meets expectations 

(or higher) is granted for a re-evaluation within 90 days 
of the original salary review date, the department 
director may make a written request to the Director of 
Human Resources to restore the original salary review 
date for future salary reviews if the department director 
feels circumstances warrant such considerations.  

 



b) If the merit increase is delayed longer than 90 days, the 
new salary review date will be determined by the 
effective date of the re-evaluation.  

 
 

e) In the event that an employee is on a suspension, leave of absence,  
lay off, or workers’ compensation for a cumulative period in excess of 
30 days, the employee's salary review date will be delayed by the 
number of days over the 30 days. However, if the employee is 
serving a probationary period the salary review date will be delayed 
for the complete cumulative period (including the 30 days).  

 
f) When awarded, merit increases are as follows:  

 
1) Bargaining Unit Employees - For P.B.A., I.A.F.F., or A.T.U. 

Bargaining Unit employees, refer to the current collective 
bargaining agreement.  

 
2) Non Bargaining Unit Employees  

 
(a) Police Non-Bargaining unit employees (Pay grade P-

14) receive a one step increase upon the successful 
completion of the one year promotional probationary 
period and annually thereafter on the Salary Review 
Date up to the maximum step of the pay grade.  

  
(b) For Supervisory (“S” pay plan) and Professional, 

Administrative & Technical (“N” pay plan) employees 
refer to B18.2.  
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B. Directives and Benefits 
B18.2  Salary Administration – Merit Increases  
    Supervisory and Professional Employees  
 
Issue Date:  07/03/2013 
 
B18.2A  Policy 
 
1. Supervisory ("S" pay grade) and Professional, Administrative & Technical 

("N" pay grade) employees are awarded merit increases upon the 
successful completion of the entrance or promotional probationary period 
and annually thereafter on the Salary Review Date. Increases are based on 
the overall points scored on the applicable performance evaluation. A 
maximum rating of 57.5 points is applied to the Supervisory Performance 
Evaluation. A maximum rating of 65.0 points is applied to the Professional, 
Administrative & Technical Performance Evaluation.  

 
a. It is the intent of this policy that employees shall be paid initially at the 

lower or beginning of the salary range and shall receive increases 
based on performance. Employees with sustained performance 
should achieve salaries at the maximum of the ranges. Cases of 
significant recruitment or retention problems, serious salary 
compression issues, or specialized technical skills may demonstrate 
the need for a higher initial salary. It is also recognized that the 
supervisory/professional salary ranges overlap subordinate salary 
schedules in a manner consistent with the salary administration for 
other City employees and that a supervisory/professional employee 
may be compensated initially at a rate less than subordinates who 
have reached the higher rates of pay of their pay grades through 
merit and longevity or due to specialized technical skills.  

 
            

  
2. When awarded (see B18.1, 10a), merit increases are as follows: 
   

a. Professional, Administrative & Technical Employee Performance 
Incentive Plan:  

 
PERFORMANCE RATING  POINTS  MERIT  

AWARDED 
 



 Poor     Less than 33.0 0 
 Below Expectations   33.0 to 38.9  0 
 Fully Meets Expectations  39.0 to 51.9  2.0% 
 Excellent    52.0 to 60.9  2.5% 
 Outstanding    61.0 to 65.0  3% 
 
b. Supervisory Employee Performance Incentive Plan: 
 

PERFORMANCE RATING  POINTS  MERIT  
AWARDED 

 
 Poor     Less than 29.0 0 
 Below Expectations   29.0 to 34.4  0 
 Fully Meets Expectations  34.5 to 45.9  2.0% 
 Excellent    46.0 to 54.9  2.5% 
 Outstanding    55.0 to 57.5  3% 
 
c. The determination of point ranges for each rating is based on an 

expected distribution of employees based on appropriate and 
substantiated documentation of performance. In the event that ratings 
for the fiscal year indicate an altered overall distribution not related to 
valid reasons, point ranges shall be adjusted to ensure that only 
those employees deserving the higher ratings are rated at those 
levels.  

 
1) Raters shall follow the procedures and requirements for proper 

completion of performance evaluations including 
substantiation and documentation of the selection of ratings. 
Raters are prohibited from selecting higher point ratings in 
order to make an employee eligible for a higher rating when 
not merited.  

 
2) The Director of Human Resources (or designee) shall have 

the authority to alter the awarding of the performance rating for 
an employee when the rating is deemed inappropriate.  

 
3. Salary administration for new hires, promotions, demotions and other 

transactions are specified in B18.1.  
 

 
4. Policy considerations specified in 1a may result in approval of exceptions.  
 



5. All supervisory and professional employee pay rate transactions require the 
express approval and written authorization of the Director of Human 
Resources.  Any exceptions to this policy require the approval of the Mayor. 

 
 
Issue Date:   07/03/13 
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B. Directives and Benefits 
B18.3  Managerial Salary Administration 
   
Issue Date:  07/03/13 
 

B18.3A  Policy 
 
1. Salary Range  

 
a. A salary range shall exist for all managerial positions (“M” pay 

grades) and appointed unclassified positions ("A" pay grades).  
 
b. Each employee's salary will be within the range specified for the 

position.  
 

c. It is the intent of this policy that employees shall be paid initially at the 
lower or beginning of the salary range and shall receive increases 
based on performance. Employees with sustained performance 
should achieve salaries at the maximum of the ranges. Cases of 
significant recruitment or retention problems, serious salary 
compression issues, or specialized technical skills may demonstrate 
the need for a higher initial salary. It is also recognized that the 
managerial salary ranges overlap subordinate salary schedules in a 
manner consistent with the salary administration for other City 
employees and that a manager may be compensated initially at a 
rate less than subordinates who have reached the higher rates of pay 
of their pay grades through merit and longevity or due to specialized 
technical skills.  

 
d. The Managerial Salary Schedule and Appointed Unclassified Salary 

Schedule may be adjusted at the discretion of the Mayor.  
 
2. New Hires  
 

A new employee, regardless of position status is placed at the beginning of 
the pay range unless prior authorization has been obtained from the Director 
of Human Resources.  

 
3. Across the Board Increases  

 
Employees will receive across the board increases at the discretion of the 
Mayor.  
 
 



 
 

4. Merit Increases  
 
a. Merit increases may be awarded to employees upon completion of 

the initial one year review period and annually thereafter. Policy 
considerations specified in 1c may result in approval of exceptions. 
The date of the merit increase is considered the Salary Review Date.  

 
1) Merit increases shall be determined annually by the Mayor for 

the duration of the fiscal year.   
 
2) Individual merit increases shall be based on the employee's 

performance after completion of the performance evaluation. 
Evaluations may be completed as often as the reviewer 
determines but must be completed annually even if the 
employee is at the maximum of the pay range. The applicable 
salary increase is applied to the employee's salary effective on 
the Salary Review Date.  

 
5. Promotions  
 

a. A promotion is a change from a position in a lower classification to a 
position in a higher classification involving an increase in duties and 
responsibilities and an increase in pay.  

 
b. The employee is placed at the beginning of the pay range or at the 

rate of pay which provides a minimum of a 4% increase, whichever is 
higher. Policy considerations specified in 1c may result in approval of 
exceptions.  

 
c. A promotion generates a new salary review date one year from the 

effective date of the promotion and annually thereafter. Policy 
considerations specified in 1c may result in approval of exceptions.  

 
d. If an employee is eligible for an annual salary review for the current 

fiscal year within three months of a promotion, then the employee is 
eligible to receive, at the time of promotion, an additional amount 
equal to the increase the employee would have received but for the 
promotion. If an employee is promoted within three months prior to 
the annual salary review for the next fiscal year, then the employee is 
eligible to receive, at the time of the original salary review date, an 
additional amount equal to the increase the employee would have 
received but for the promotion.  

 
 
 
 



6. Regrading  
 

a. Regrading is a change in the pay grade assigned to a given class of 
work. The duties and responsibilities usually remain the same. An 
employee who receives a higher salary grade (or is regraded from a 
non-managerial schedule to a managerial salary grade), is paid at the 
same rate of pay and retains the same salary review date.  

 
b. Exception. In the event that the employee's rate of pay is below the 

minimum of the new grade, the employee's rate of pay shall be made 
equal to that minimum. The salary review date does not change.  

 
7. Reclassifications  

 
A reclassification is a change in the employee's position classification 
caused by a change in the nature of the work required by the position. A 
reclassification to a higher level position is based on an increase in duties, 
responsibilities, and employment qualifications and is treated as if it were a 
promotion for the purposes of pay determination. A reclassification to a lower 
level position is treated as if it were a voluntary demotion (see B18.1, 4 and 
B18.1,6,c).   

 
8. Other Personnel Transactions 
 

Demotions, transfers, regrades down, or other personnel transactions shall 
be administered consistent with B18.1.  

 
9. Authorization  
 

All managerial and appointed unclassified pay rate transactions require the 
express approval and written authorization of the Director of Human 
Resources.  Any exceptions to this policy require the approval of the Mayor. 

 
 
 
Issue Date: 07/03/13 
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B. Directives and Benefits
B19.   Temporary Assignments

Issue Date:  12/15/06

B19A.  Policy

1. Purpose - A temporary assignment compensates an employee who is
assigned to perform significantly altered duties in accordance with certain
conditions and eligibility requirements.

2. Eligibility - In order for an employee to be eligible for compensation for a
temporary assignment, the following conditions must be met:

a. The employee must be authorized by the Department Director to
perform all the duties of a higher classification; or

An exempt employee, under extraordinary circumstances when
authorized by the respective Administrator and approved by the Chief
of Staff, may be authorized to perform all of the duties of an
equivalent, higher or lower classification for another department in
addition to regular assigned duties.

b. The duties assigned must be those of a budgeted position which is
vacant due to a termination, paid or unpaid leave, or workers’
compensation.

c. A temporary assignment must be for a period of more than 15
consecutive work days, but not more than 90 consecutive calendar
days. Extensions will be granted for only extraordinary
circumstances.

1) An employee who previously qualified and received payment
for temporary assignment for a period of 15 consecutive work
days, who later during the fiscal year works one or more days
in the same higher position will be paid for the additional hours
worked as provided in this policy.

d. No compensation will be provided to any type of temporary (less than
180 days) or on-the-job training program employee.



3. Rate of Pay –  An employee who is on a temporary assignment receives an
increase which is 4% higher than the employee's regular rate of pay for all
time worked.   

a. Payment is provided for all hours actually worked.

b. Payment is not provided for time spent on paid leave except in cases
where the employee is acting in a managerial position (“M” pay
grade).

4. Benefits - All benefits for which an employee is eligible under the employee's
regular position shall continue. A temporary assignment does not affect the
employee's seniority date or salary review date.

5. Expiration of Assignment - The temporary assignment shall expire on the
date determined by the Department Director, which is not more than 90
consecutive days from the initial date of assignment. At or by this date, the
following conditions must be met:

a. The employee is returned to the previous rate of pay;

b. The position, if vacant, shall be filled through the appropriate
budgetary and personnel process;

c. The employee who has performed the temporary assignment shall
not be given any preference in the permanent filling of the vacant
position.

6. This policy in no way limits management's right to assign or reassign work
and/or adjust work schedules in order to provide City services.

7. Non bargaining unit employees eligible for temporary assignment pay shall
have any temporary assignment pay included in any overtime pay
compensation at 150% if they are non-exempt from the Fair Labor
Standards Act.

Issue Date:  12/15/06



City of Tampa Personnel Manual 
B. Directives and Benefits 
B20. Tuition Reimbursement Program  
 
Issue Date:   10/11/13 

 
B20A.  Policy 
 
1. Purposes - The purposes of the Tuition Reimbursement Program are:  
 

a. To encourage City of Tampa employees to improve their knowledge 
and skills;  

 
b. To increase the quality of work performed by City employees through 

the pursuit of study directly related to their career goals;  
 

c. To prepare City employees for promotional opportunities within the 
City organization.  

 
2. Eligibility - An employee is eligible for this program if the following criteria are 

met:  
 
a. Employed 40 hours or more per week with the City and has 

completed the entrance probationary period;  
 
b. Not a seasonal employee or temporary (less than 180 day) 

employee;  
 

c. Not on leave of absence at the time of application.  
 
3. Application - Application for this program is made online through the iNet  

using the Tuition Reimbursement Application  .  
 
4. Reimbursement Amount – Effective October 1, 2013, the City shall 

reimburse eligible non-bargaining unit employees for approved training up to 
a total amount of  $2,000 per fiscal year for tuition fees required for the 
course or courses for undergraduate degrees, $2,500 for masters degrees, 
and $3,000 for doctoral degrees. The amount, if any, for bargaining unit 
employees shall be as specified in the applicable collective bargaining 
agreement. Tuition reimbursement is per fiscal year and the reimbursement 
period is based on the ending date of the course. The City will not reimburse 



an employee for materials, books, supplies, application fees, lab fees, or 
transportation.  

 
5. Conditions for Approval  
 

a. Prior to enrolling in a course, approval of the subject matter must be 
obtained from the Training and Management Development Division. 
Applications will not be approved if they are submitted after the start 
of the course.  

 
b. Reimbursement shall be made only for course work completed at 

accredited public, business or trade schools, colleges or universities, 
and for courses completed through accredited correspondence 
schools.  

 
c. Applications will not be considered if the course work is available to 

the employee through in-service training by the City. (Exception will 
be considered on an individual basis.)  

 
d. Seminars will not be considered eligible courses unless they include 

a graded evaluation of performance.  
 

e. All courses required for an approved degree are reimbursable; 
however, even though electives are needed for total credits in pursuit 
of a college degree, they will not be approved if they are not directly 
related to present job performance.  

 
f. Reimbursement shall be made only for course work in which the 

applicant receives a satisfactory or passing grade or better. 
Employees must present an official report of the grade. The applicant 
must also present an official school receipt or cancelled check 
indicating the cost of tuition for the course.  

 
g. Tuition Reimbursement Applications will not be carried over from one 

fiscal year to another and are subject to cancellation if reimbursement 
documentation is not submitted at least thirty (30) days after course 
completion.  

 
6. Cancellation of Approval - An employee who resigns or is dismissed from 

the City before completion of the approved training is no longer eligible for 
reimbursement. An employee who is laid off or retires during the training is 
eligible for reimbursement upon successful completion of the training and 
submission of the required documentation.  

 



7. Time - Courses should be taken after work hours. Arrangements for use of 
annual leave or leave without pay to attend courses must be made at the 
discretion of the supervisor in view of the needs of the City. Specific 
exceptions will be considered on a case-by-case basis.  

 
8. Recipients of Scholarships - An employee receiving a scholarship or grant, 

which applies to specified course(s), may be eligible for Tuition 
Reimbursement for the same course(s) up to the maximum, total cost of the 
course.  The Tuition Reimbursement Application will be reviewed by the 
Training and Management Development Division for eligibility.  Such 
scholarships and grants include (but are not limited to) GI benefits, Social 
Security benefits, and tuition waivers. Persons receiving bona fide 
educational loans are eligible for reimbursement.  

 
9. Departmental Review - The immediate supervisor and the Department 

Director (or a designee), shall sign the Tuition Reimbursement Application 
and forward it to the Department of Human Resources, Training and 
Management Development Division. The final decision on approval will be 
based upon the criteria for Tuition Reimbursement and the recommendation 
of the department.  

 
10. Criteria for Payment - In order to receive reimbursement, the approved 

employee must submit two (2) copies of proof of payment and two (2) copies 
of an official report of the grade (a grade of "C" or better, or a "Satisfactory") 
within 30 days of completing the course.  

 
11. Incompletes - If an approved applicant receives an "Incomplete" or 

comparable deferred grade, the employee will not be reimbursed until the 
"Incomplete" is changed to a satisfactory grade. The "Incomplete" must be 
removed by the end of the City's fiscal year in which the original application 
was made, or the applicant will not receive reimbursement. (Special cases 
will be handled on a case-by-case basis.)  

 
12. Changes - Changes in the course or amount of the fee on the approved 

Tuition Reimbursement Application may be made only with the permission of 
the Department of Human Resources, Training and Management 
Development Unit.  

 
13. Records - All documents will become part of the employee’s personnel file 

and the files of the Department of Human Resources, Training and 
Management Development Division.  
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City of Tampa Personnel Manual 
B. Directives and Benefits 
B21. Workers’ Compensation  
 
Issue Date:  05/16/02 
 

B21A.  Policy 
 
1.  The City provides Workers' Compensation benefits in accordance with 

Chapter 440, Florida State Statutes and additional benefits as provided 
including: 

 
a. The City pays 100% of all medical expenses incurred as a result of 

job related injuries. 
   
b. Employees will be reimbursed for travel expenses connected with 

medical treatment pursuant to applicable mileage reimbursement per 
City Ordinance. This does not include travel expenses connected  

 with the purchase of prescription medicines. 
 

c.  Disability income will be paid to eligible employees in the amount 
required by State Statute. This benefit begins on the first date of 
injury. Disability income benefits continue until the employee is 
released by the doctor as able to return to work. 

 
 d. Disability income for sworn police or fire employees who are not in 

the police or fire bargaining units shall be in accordance with the  
  applicable Executive Order. 

 
2. Employees shall report all on-the-job injuries promptly to their supervisor in 

order to complete the required forms. 
 

a.  In the event that an employee is at any time determined by the City to 
be able to perform light duty work as a result of an on-the-job injury, 
the City will evaluate the specific light duty restrictions and may place 
the employee in any City light duty job if one is available. However, 
the City is under no obligation to create light duty for an employee. 
Should an employee be placed on light duty and such duty 
subsequently becomes no longer available, then the City may 
terminate or change the light duty assignment. The provision of light 
duty for an employee shall not set any precedent for provision of light 
duty for another employee. 



3. Further Information 
 

Information on reporting injuries, filing claims, or questions on benefits is 
available through the Division of Administrative Support Services. 

 
4.  This policy shall not be subject to the grievance procedure. 
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City of Tampa Personnel Manual 
B. Directives and Benefits 
B22.1  Group Health Insurance  
 
Issue Date:  03/11/04 

 

B22.1A.Policy 
 
1. The City provides health insurance for eligible employees and their 

dependents.  The City pays the full cost of insurance premiums for 
employees on the Single plan and up to 50% for the cost of coverage for 
their dependents on the Family plan for the health plan selected by the 
City.  Any additional cost will be paid by the employee through payroll 
deductions.   

 
a. The City, at its discretion, may make available alternative health 

insurance coverage plans in which employees may choose to 
enroll.  Any employee costs shall be paid by the employee through 
payroll deductions.   

 
2. Eligibility – An employee must be assigned at least 40 hours of work per 

week.  The health insurance becomes effective on the first of the month 
following one month of employment.  In the case where both spouses are 
employed by the City, only one family plan is provided.   

 
a. Effective January 1, 2005, the City provides enrollment in 

dependent family coverage for employees with qualified domestic 
partners.  In order to qualify, all enrollment requirements set forth 
by the City must be met.   

 
3. Insurance Coverage – Leave of Absence 
 

a. An employee on a personal or military leave of absence may 
continue insurance coverage through the City at the employee’s 
own expense.   

 
b. An employee on a medical or workers’ compensation leave of 

absence continues to be covered for the first six months of the 
leave of absence.  Coverage for the first six months requires that 
the employee continue to provide any monthly employee 
contributions for the coverage.  The employee may continue either 



Single or Family coverage through the City for any period beyond 
the initial six months at the employee’s own expense.   

 
c. Failure of an employee to remit said costs to the City shall result in 

cancellation of insurance and the employee and/or dependents will 
be subject to any re-enrollment procedures required by the City’s 
group insurance policies.   

 
4. Enrollment Termination 
 

a. Health insurance coverage for an employee who separates from 
City employment for any reason shall terminate on the last day of 
the month in which the employee separates.   

 
b. An employee who retires under any City pension plan or his or her 

spouse as long as the spouse receives pension payments, shall be 
allowed to retain the City’s health insurance coverage provided that 
the cost of such coverage shall be deducted from the pension 
check.   

 
5. Exceptions 
 

Part-time Assistant City Attorneys and elected officials are eligible to 
receive City health insurance as provided in item #1.  Any type of 
temporary (less than 90 days), on-the-job training program, or casual 
employee is not eligible to receive the City’s group health insurance.   

 
a. Effective January 1, 1995, part-time employees (less than 40 

assigned hours weekly) in positions which are not temporary are 
eligible to participate in the City health insurance through payment 
of 100% of the cost through payroll deductions.  The excluded 
temporary positions are:  LA, CA, OJ, SY, GO, SE, CO, TE, CT 
(see B2.1 for definitions of Employee Type) and other positions as 
determined by the City to be inappropriate for coverage. 
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B. Directives and Benefits 
B22.2  Group Life and AD&D Insurance  
 
Issue Date:  9/29/05 
 
B22.2A.  Policy 
 
1. The City provides group life and accidental death and dismemberment 

insurance for eligible employees. This coverage is provided at no cost to the 
employee.  

 
2. Eligibility - An employee must be assigned at least 40 hours of work per 

week. Life insurance becomes effective on the first of the month following 
three months of full time employment.  

 
3. Application for Coverage  
 

a. The employee must complete the Application For Group Life 
Insurance at the time of initial employment.  

 
4. Changes in Coverage  
 

a. When an employee's salary changes, the level of insurance coverage 
will be adjusted accordingly.  

 
b. The employee must complete a Change Of Beneficiary/Name form 

each time the employee desires to change the beneficiary. 
 

c. An employee on a personal or military leave of absence may 
continue insurance coverage through the City at the employee's own 
expense.  

 
d. An employee on a medical or workers' compensation leave of 

absence continues to be covered for the first six months of the leave 
of absence. The employee may continue coverage through the City 
for any period beyond the initial six months at the employee's own 
expense. 

 
5. Enrollment Termination  
 



a. Life insurance coverage for an employee who separates from City 
employment for any reason shall terminate on the last day of the 
month in which the employee separates; however,  

 
b. If the employee separates from City employment because of total 

disability before the age of 60, life insurance will be continued at no 
cost to the individual. The face value of the policy will remain the 
same as the value at employment separation. At age 65, the value 
will drop to $3,000.  

 
c. A non-bargaining unit employee who retires under any City pension 

plan shall be allowed to retain life insurance coverage through the 
City in the amount of $3,000. The payment for such coverage must 
be deducted from the pension check. Coverage amounts, if any, for 
bargaining unit employees are provided in the applicable collective 
bargaining agreement.  

 
6. Coverage Schedule  
 

a. Eligible Non-Bargaining Unit Employees:  
 

Annual Salary  Life Insurance AD&D Insurance 
 
Less than $10,000  $ 12,500  $ 12,500 
$10 - 14,999    18,750   18,750 
$15 - 19,999    25,000   25,000 
$20,000 and over  37,500  to 50,000*  37,500 to 50,000* 
 
*Coverage amount is equal to the employee's annual salary but not 
less than $37,500 nor greater than $50,000. The amount of the 
annual salary shall be as indicated in the applicable salary schedule 
based on the employee's payrate multiplied by 2080 hours. 
 
Effective January 1, 2006, the coverage amount for life insurance and 
AD&D Insurance shall be equal to the employee’s annual salary but 
not less than $37,500 nor greater than $150,000.   
 

b. Coverage amounts, if any, for bargaining unit employees are 
provided in the applicable collective bargaining agreement.  

 
7. Claims  

 



a. When an insured employee dies, the designated beneficiary must file 
a claim form at Employee Relations - Central Records Processing 
and present the following documents  

 
1) A certified copy of the death certificate;  

 
2) Proof of the designated beneficiary's identity and relationship, 

if applicable.  
 

b. When an insured employee needs to make a claim for 
dismemberment, a claim form must be completed and returned to 
Employee Relations - Central Records Processing along with a 
certificate from the attending physician.  

 
c. The City acts only as an intermediary between the 

employee/beneficiary and the insurance company. Decisions 
regarding the policy and claims are made by the insurance company.  

 
8. Additional Information  

 
Additional information may be obtained from the City of Tampa Group Life 
Plan booklet.  

 
9. Exceptions- Part-time Assistant City Attorneys and elected officials are 

eligible to receive the city's group life and AD&D insurance. Any type of 
temporary (less than 180 days), on-the-job training program or casual 
employee is not eligible for this benefit. 

 
 
Issue Date:  09/29/05 
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B22.3A.  Policy 
 
1. Employees may participate in various programs with certain firms through 

optional payroll deductions. Programs include dental insurance, additional 
health or life insurance, deferred compensation, and others.  

 
a. The firm must receive authorization to utilize the City's payroll 

deduction process from the Director of Administration. This written 
authorization shall not be considered as an endorsement or 
recommendation of a particular firm or its services. Payroll deductions 
shall be provided only for City selected services or those required by 
law.  The City collects administrative fees for servicing income 
deduction orders as provided by law. 

 
b. Any solicitation of employees must comply with all of the 

requirements of B26., No Solicitation/Dues Deduction. In the event 
that any person solicits without authorization, engages in unethical 
sales practices or misrepresentation, or violates the City's policy 
(B26), employees must contact the Director of Administration.  

 
2. The employee must authorize any payroll deductions in writing. To 

discontinue an authorized deduction, the employee must complete a Payroll 
Deduction Cancellation Request form through the department payroll clerk. 
Deferred Compensation changes or cancellations must be processed 
through the organizations' representative.  

 
3. For any questions concerning the coverage of a policy, the services of a 

particular company or organization or the collection of benefits, the 
employee should contact the firm's representative. Firms which currently 
have payroll deductions with the City are:  
 
a. Reliastar  
b. Nationwide Retirement Solution, Deferred Compensation  

Administrators, U.S. Conference of Mayors  
c. American Dental Plan  
d. U.S. Savings Bond (National Bond & Trust) 



e. United Way  
f. Florida Pre-paid College 
g. City of Tampa Parking 
h. Others required per law or individual court orders such as I.R.S. liens, 

student loans, child support, union dues, etc.  
i. Closed enrollment: Loyal American Life, Gulf Life, Colonial Life, 

Kennesaw Life, and Hill Country Life. Closed enrollment means that 
employees with existing payroll deductions with these firms may 
continue their deduction and may adjust their deduction amounts. No 
new enrollments can be added.  

 
Issue Date:  05/16/02 
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B22.4A   Policy 
 
1. The City provides Long Term Disability Insurance for eligible employees. 

The base plan coverage is provided at no cost to the employee.  
 
2. Eligibility - To be eligible for enrollment, an employee must be assigned at 

least 40 hours of work per week and be eligible for the City health insurance 
program. Long Term Disability Insurance becomes effective on the first of 
the month following six months of employment.  

 
3. Additional Coverage - New employees or employees who become eligible 

due to a change to full time status may elect to buy additional coverage at 
their initial enrollment period. Current employees may elect, during the 
annual enrollment period, to buy additional coverage through payroll 
deductions. The additional coverage and payroll deductions are effective on 
the date specified during the enrollment period.  

 
4. Leave of Absence - Continuation of coverage during a Leave of Absence 

varies depending on the type of Leave of Absence.  
 

a. Base plan coverage for an employee on a Medical or Workers' 
Compensation Leave of Absence continues for the first six months of 
the Leave of Absence. Continuation of any additional coverage for 
the first six months requires that the employee continue to provide 
monthly employee contributions for the coverage. The employee may 
continue the base and any additional coverage through the City for 
any period beyond the initial six months at the employee's own 
expense. The employee must continue to provide any employee 
contributions for the coverage and failure to remit said costs to the 
City shall result in cancellation of the coverage.  

 
b. Coverage for an employee on a Personal Leave of Absence due to 

family medical leave purposes under the Family and Medical Leave 
Act (see B11.3) continues during the absence as provided in "a" 
above for only the remainder of the twelve week FMLA period.  



c. Coverage for an employee on a Personal (other than the exception 
provided in "b" above) or Military Leave of Absence ceases on the 
date the Leave of Absence begins.  

 
5. Enrollment Termination - Long Term Disability Insurance Coverage for an 

employee who separates from City employment for any reason or who is no 
longer eligible due to a change in status shall terminate upon separation 
(last day the employee was at work or on paid leave) or the date of the 
change in status. Coverage shall terminate for all employees in the event 
that the Long Term Disability program is terminated due to lack of 
participation or as otherwise determined by the City of Tampa.  

 
6. Claims - Claim forms are available from Employee Relations.  Decisions 

regarding the insurance policy, coverage, and claims are made by the 
insurance company and not by the City of Tampa.  

 
7. Exceptions - Part-time Assistant City Attorneys and elected officials are 

eligible to participate in the City Long Term Disability insurance program. 
Any type of temporary (less than 180 days), on the-job training program, or 
casual employee is not eligible to participate in the insurance program.  

 
Issue Date:  05/16/02 
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B23A.  Purpose

1. To ensure the proper conduct and operation of the City through employment
of individuals who are independent and impartial and that employment not
be used for private gain or other renumeration.

2. The public interest requires protection against any conflict of interest and
establishment of conduct for employees in situations where conflicts may
exist.

3. No employee shall have any interest, financial or otherwise, direct or
indirect; engage in any business transaction or professional activity; or incur
any obligation of any nature which is in substantial conflict with the proper
discharge of the employee's duties in the public interest.

4. As required by law, employees are agents of the people and hold their
positions for the benefit of the public. They are bound to uphold the
Constitution of the United States and the State Constitution and to perform
efficiently and faithfully their duties under the laws of the federal, state, and
local governments. Employees are bound to observe, in their official acts,
the highest standards of ethics consistent with Florida law and the advisory
opinions rendered with respect thereto regardless of personal
considerations, recognizing that promoting the public interest and
maintaining the respect of the people in their government must be of
foremost concern.

5. To affirm the City's agreement with and refer employees to Part III of
Chapter 112 of the Florida Statutes, Sections 8.07 and 10.04 of the City of
Tampa Charter and Article VI of Chapter 2 of the City of Tampa Code.

6. It is not the intent of this policy, nor shall it be construed to prevent any
employee from accepting other employment or following any pursuit which
does not interfere with the full and faithful discharge by the employee of
employment duties with the City.



B23B.  Policy

1. Solicitation or Acceptance of Gifts

No employee shall solicit or accept anything of value, including a gift, loan,
reward, promise of future employment, favor, or service, based upon any
understanding that the action or judgment of the employee would be
influenced thereby.

2. Doing Business With the City of Tampa

No employee in the course of employment duties shall either directly or
indirectly purchase, rent or lease any realty, goods, or services for the City
from any business entity of which the employee or the employee's spouse or
child is an officer, partner, director, or proprietor or in which such employee
or the employee's spouse or child, or any combination of them, has a
material interest. Nor shall an employee, acting in a private capacity, rent,
lease or sell any realty, goods, or services to the City of Tampa. This
provision shall not affect or be construed to prohibit contracts entered into
prior to qualification for elective office; appointment to public office; or
beginning employment with the City.

3. Unauthorized Compensation

No employee or the employee's spouse or minor child shall, at any time,
accept any compensation, payment, or thing of value when the employee
knows, or, with the exercise of reasonable care, should know, that it was
given to influence an action in which the employee was expected to
participate in the employee's City employment capacity.

4. Misuse of Public Employment

No employee shall corruptly use or attempt to use his/her City employment
position or any property or resource which may be within the employee's
trust, or perform his/her duties, to secure a special privilege, benefit, or
exemption for himself/herself or others.

5. Conflicting Employment or Contractual Relationship .

No employee shall have or hold any non-City employment or contractual
relationship with any business entity or any agency which is subject to the
regulation of, or is doing business with, the City division of which he/she is



employed, excluding those organizations and their officers who, when acting
in their official capacity, enter into or negotiate a collective bargaining
contract with the City. Nor shall an employee have or hold any employment
or contractual relationship that will create a continuing or frequently recurring
conflict between his/her private interests and the performance of his/her
employment duties or that would impede the full and faithful discharge of
his/her employment.

6. Disclosure or Use of Certain Information.

No employee shall disclose or use information not available to members of
the general public and gained by reason of City employment for his/her
personal gain or benefit or for the personal gain or benefit of any other
person or business entity.

7. Employees are responsible for awareness of any federal, state, and local
laws and regulations of which adherence is required due to the nature of
their City employment.

8. Financial Disclosure

Individual employees required to file financial disclosure are notified by the
City Clerk and shall fulfill all reporting requirements. Further information
regarding these requirements is provided by the City Clerk or City Attorney.

9. Employees who are faced with any situation or action which may be
construed as a conflict of interest must inform their department director. The
department director shall contact the City Attorney for a determination.
Failure of an employee to inform the department director or to proceed in the
course of duties may result in dismissal and any penalties provided by state,
federal or local laws or regulations.

B23C.  Definitions

1. "Breach of the public trust" means a violation of a provision of the State
Constitution, a state standard of ethical conduct, a disclosure requirement,
or a prohibition applicable to employees in order to avoid conflicts between
public duties and private interests, including, without limitation, a violation of
s. 8, Art. II of the State Constitution.

2. "Business associate" means any person or entity engaged in or carrying on
a business enterprise with an employee as a partner, joint venturer,



corporate shareholder where the shares of such corporation are not listed on
any national or regional stock exchange, or co-owner of property.

3. "Conflict" or "conflict of interest" means a situation in which regard for a
private interest tends to lead to disregard of a public duty or interest.

4. "Corruptly" means done with a wrongful intent and for the purpose of
obtaining, or compensating or receiving compensation for, any benefit
resulting from some act or omission of a public employee which is
inconsistent with the proper performance of the employee's public duties.

5. "Gift"

a. Means that which is accepted by an employee or by another on the
employee's behalf, or that which is paid or given to another for or on
behalf of an employee, directly, indirectly, or in trust for the
employee's benefit or by any other means, for which equal or greater
consideration is not given, including:

1) Real Property.
2) The use of real property.
3) Tangible or intangible personal property.
4) The use of tangible or intangible personal property.
5) A preferential rate or terms on a debt, loan, goods, or service,

which rate is below the customary rate and is not either a
government rate available to all other similarly situated non-
City of Tampa government employees or a rate which is
available to similarly situated members of the public by virtue
of occupation, affiliation, age, religion, sex, or national origin.

6) Forgiveness of an indebtedness.
7) Transportation, other than that provided to an employee by an

agency in relation to officially approved governmental
business, lodging, or parking.

8) Food or beverage.
9) Membership dues.
10) Entrance fees, admission fees, or tickets to events,

performances, or facilities. 
` 11) Plants, flowers, or floral arrangements.

12) Services provided by persons pursuant to a professional
license or certificate.

13) Other personal services for which a fee is normally charged by
the person providing the services.

14) Any other similar service or thing having an attributable value
not already provided for in this section.



b. "Gift" does not include:

1) Salary, benefits, services, fees, commissions, gifts, or
expenses associated primarily with the employee's
employment, business, or service as an officer or director of a
corporation or organization.

2) An award, plaque, certificate, or similar personalized item
given in recognition of the employee's public, civic, charitable,
or professional service.

3) An honorary membership in a service or fraternal organization
presented merely as a courtesy by such organization.

4) The use of a public facility or public property, made available
by a government agency, for a public purpose.

5) Transportation provided to an employee by an agency in
relation to officially approved governmental business.

6) Gifts provided directly or indirectly by a state, regional, or
national organization which promotes the exchange of ideas
between, or the professional development of, governmental
officials or employees, and whose membership is primarily
composed of elected or appointed public officials or staff, to
members of that organization or officials or staff of a
governmental agency that is a member of that organization.

(c) The purposes of paragraph (a) "intangible personal property" means
property as defined in s. 192.001 (11)(b).

"Agency" means any state, regional, county, local, or municipal government
entity of this state, whether executive, judicial, or legislative; any department,
division, bureau, commission, authority, or political subdivision of this state
therein; or any public school, community college, or state university.

6. "Indirect" or "indirect interest” means an interest in which legal title is held by
another as trustee or other representative capacity, but the equitable or
beneficial interest is held by the employee.

7. "Material interest" means direct or indirect ownership of more than 5 percent
of the total assets or capital stock of any business entity. For the purposes of
this policy, indirect ownership does not include ownership by a spouse or
minor child.

8. "Materially affected" means involving an interest in real property located
within the jurisdiction of the City of Tampa or involving an investment in a
business entity, a source of income or a position of employment, office, or



management in any business entity located within the jurisdiction or doing
business within the jurisdiction of the City of Tampa which is or will be
affected in a substantially different manner or degree than the manner or
degree in which the public in general will be affected or, if the matter affects
only a special class of persons, then affected in a substantially different
manner or degree than the manner or degree in which such class will be
affected.

Issue Date:  09/18/98
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B23.1A.  Policy 
  
 
1. Policy – The City of Tampa is committed to preventing fraud and maintaining 

an environment in which internal controls can be established and improved 
to aid in the detection (and prevention) of fraudulent activities by City 
employees, contractors, vendors, citizens, and other agencies or entities that 
have a business relationship with the City.   

 
2. Employees are subject to disciplinary action up to and including dismissal as 

a result of participation in or commission of any fraudulent act.  Employees 
are subject to disciplinary action up to and including dismissal for intentional 
false reporting of fraud.   

 
3. Definition – Fraud - Fraud has been defined as the intentional, false 

representation or concealment of a material fact for the purpose of inducing 
another to act upon it for personal benefit.  Fraud includes theft, intentional 
waste or abuse of City funds, property or time.  Specific examples are: theft 
of City funds; abuse of City time such as unauthorized time away from work 
or use of City time for personal business; unauthorized use or misuse of City 
property or records; falsification of records; theft or unauthorized removal of 
City records, City property or the property of other persons (to include the 
property of employees, citizens or the public); willful destruction or damage 
of City records, City property or the property of other persons (to include the 
property of employees, citizens or the public); and/or neglecting or 
subverting job responsibilities in exchange for an actual or promised reward.  

 
4. Responsibility – Management is responsible for establishing a system of 

internal control over its activities.  It is also responsible for the detection and 
prevention of fraud, misappropriations, and improper activity. Each manager 
should be familiar with the most common types of fraud schemes and the 
indicators of such within their own area(s) of responsibility.  Moreover, each 
manager should be alert for any indication of wrongdoing. 

 
5. Opportunities for Fraud – Opportunities for fraud occur because of the 

following reasons:  poor internal controls, management override of internal 



controls, collusion between employees and third parties, poor or non-
existent ethical standards, lack of control over supervisors by their 
managers, and type of organization (some operations are high risk).   

 
6. Indicators of Fraud (Red Flags) 
 

a. The following are common indicators of fraud:  changes in an 
employee’s lifestyle, spending habits or behavior; poorly enforced 
internal controls, procedures, policies or security; overly complex and 
confusing financial information; inventory shortages; failure to take 
action on results of internal/external audits or reviews; unusually high 
expenses or purchases; frequent complaints from customers/citizens; 
missing files and supporting documentation; and ignored employee 
comments concerning possible fraud.  

 
b. Perpetrators of fraud typically live beyond their reasonably available 

means.  Other indicators of fraud include: the borrowing of money 
from co-workers; collectors or creditors appearing at the work place; 
use of telephone to stall creditors; falsifying records; impeding access 
to records or information; working excessive overtime; refusing 
vacations; and excessively rewriting records under the guise of 
neatness.   

 
7. Fraud Prevention – The following internal controls help prevent fraud: 
 

a. Adherence to all organizational procedures, especially those 
concerning documentation and authorization of transactions.   

 
b. Physical security over assets such as locking doors and restricting 

access to certain areas.   
 
 c. Proper training of employees. 
 
 d. Independent review and monitoring of tasks. 
 

e. Segregation of duties so that no one employee is responsible for a 
transaction from start to finish.   

 
f. Clear lines of authority. 

 
g. Enforcement of the City of Tampa Code of Ethics.  

 
h. Rotation of duties in positions more susceptible to fraud. 

 



i. Ensuring that employees take regular vacations. 
 

j. Regular independent audits of areas susceptible to fraud. 
 
8. Reporting Fraud 
   

a. All Employees – Any employee who has knowledge of an occurrence 
of fraud, or has reason to suspect that a fraud has occurred, shall 
immediately notify their supervisor.  If the employee has reason to 
believe that the employee’s supervisor is involved, the employee shall 
report the suspected fraud to their department director. However, if 
the employee believes that the department director is involved in a 
fraud then they shall notify the Director of Human Resources directly.   

 
b. Supervisor/ Managerial Employees – Upon notification from an 

employee of suspected fraud, or if the supervisor has reason to 
suspect that a fraud has occurred, the supervisor/ managerial 
employee shall immediately notify their department director.  
However, if the supervisor / managerial employee believes that the 
department director is involved in a fraud then they shall notify the 
Director of Human Resources directly.   

 
c. Department Director – Upon notification from an employee, 

supervisor / managerial employee of a suspected  fraud,   or  if  the  
department  director  has reason to suspect that a fraud has 
occurred, the department director shall immediately contact the 
Director of  Human Resources.   

 
d. Director of Human Resources – Upon receiving a notice of suspected 

fraud, the Director of Human Resources shall notify the City Attorney 
and the Internal Audit Director.  It shall be determined at this level 
who shall conduct the investigation.  If criminal activity is discovered, 
a determination shall be made regarding the notification of the proper 
law enforcement agency. The Department of Human Resources shall 
coordinate the investigation and shall serve as the liaison between 
the Legal Department, Internal Audit, other applicable City 
departments, and law enforcement agencies (if any).  

 
e. Internal Audit Director – The Internal Audit Department has 

responsibility over all internal auditing for the City of Tampa.  
Therefore, the Internal Audit Department has the expertise to conduct 
or assist in the investigation of fraud and fraud related matters.  The 
Internal Audit Director shall determine to what extent that audit 
services are required for internal fraud investigations.   



 
f. City Attorney – The City Attorney shall be the controlling legal 

authority in conducting internal fraud related investigations.   
 
9. Fraud, Waste and Abuse Hotline – An employee who has knowledge of an 

occurrence of fraud or reason to suspect that fraud has occurred may 
choose to utilize the Fraud, Waste and Abuse Hotline in order to report the 
information and in lieu of utilizing the process provided in # 8 (above).  The 
policy B23.2 Whistleblower Policy/Fraud, Waste and Abuse Hotline provides 
the procedure for utilizing the Hotline program. 

 
10. All employees shall cooperate with administrative and criminal 

investigations.  Employees shall not discuss the matter with anyone without 
the express authorization of the Director of Human Resources, Internal Audit 
Director, or the City Attorney, unless required by law.  

 
11. Once a suspected fraud is reported, department directors and supervisor / 

managerial employees shall be responsible for and take immediate action to 
prevent the theft, alteration, or destruction of relevant records.  Such actions 
include, but are not necessarily limited to, removing the records and placing 
them in a secure location, limiting access to the location where the records 
currently exist, and preventing the individual suspected of committing the 
fraud from having access to the records.  Further direction regarding security 
shall be provided as part of the investigatory process (see #8 d, e, and f). 

 
 
Issue Date:  2/15/2013 

 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B23.2  Whistleblower Policy/Fraud, Waste and Abuse Hotline 
 

Issue Date:   2/15/13 

 

B23.2A  Policy 

 
1. Policy – The City of Tampa is committed to enforcement and 

adherence to all employment policies (state, federal, and City) as well 
as the detection and elimination of acts of fraud (B23.1), violations of 
the Code of Ethics (B23), improper use of government office, gross 
waste of funds, time and expense abuses, kickbacks, discrimination, 
labor law implications, waste, harassment, environmental violations, 
or any other abuse or gross neglect of duty on the part of any City of 
Tampa official, employee, or contractor.  The intent of this policy is to 
provide a mechanism for employees to provide information or 
complaints even when the information or complaint may not be the 
reporting of an illegal activity. 
 

2. This policy does not replace the state law’s “Whistleblower’s Act” (FS 
112.3187).  Employees may utilize the state law procedure in addition 
to or in place of the various internal complaint procedures. 

 
3. Any employee who has information or complaints they believe need 

to be reported may contact the Director of Human Resources and 
deliver that information either in person, in writing, or by telephone.   

 
a. The Director of Human Resources shall refer the employee to 

the applicable internal complaint procedure such as the 
applicable collective bargaining agreement’s grievance 
procedure, non-bargaining unit grievance procedure 
(Personnel Manual), Civil Service Board appeal procedure, 
Equal Employment Opportunity complaint procedure, Fraud 
Policy (B23.1), Code of Ethics (B23), or any other applicable 
procedures. 

 
 
 
 
 



b. It is the employee's responsibility to review the applicable 
procedures and to determine which procedures to utilize.  The 
Director of Human Resource’s referral to applicable 
procedures shall not be considered to be advice or 
determination of the procedure to utilize. 

 
 c. It is anticipated that employee information or complaints are 

applicable to the various internal complaint procedures as 
specified in 3a (above).  In the event that the employee does 
not utilize procedures available, the Director of Human 
Resources may conduct an administrative review of the 
information or complaints to determine if additional 
investigation is required in order for the City to take action 
deemed necessary to prevent or cease violations of City 
policy. The City of Tampa may be required to investigate 
potential incidents that come to its attention and consequently, 
whether or not the employee is willing to file a complaint, the 
situation may be investigated.  This occurs regardless of the 
source of the information (i.e. even if the employee does not 
report it).  All reports received will be investigated as provided 
in B23.1. 

 
4. Fraud, Waste, and Abuse Hotline – An employee may choose to 

report information or complaints concerning fraud, waste or abuse of 
city property/assets through the Hotline.  The Hotline is operated by a 
third party contractor and may be contacted by utilizing their phone 
number or website.  This service is available 24 hours a day, seven 
days per week. 

 
a. The Hotline is not to be used for reporting grievances, issues 

involving disciplinary actions, or other personnel related 
issues. 

 
b. Because the Hotline provides for anonymous reporting, the 

information provided should include direct knowledge of an 
occurrence of fraud, waste or abuse of City property or assets.  
The information should include sufficient and reliable 
information or evidence in order for an investigation to be 
opened.  Clearly unsupported reports will not be investigated 
and closed out as unsubstantiated. 

 
c. Additional information, including the current phone and 

website for the Hotline, can be obtained by contacting the 



City’s Internal Audit Department or at the Internal Audit 
Department’s iNet site. 
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B24A.  Purpose 
 
1. The purpose of this policy is to assure compliance with the spirit and intent 

of Chapter 116.11 (Florida Statutes) which prohibits nepotism in public 
employment and precludes the favored treatment of relatives working in the 
same agency, department, or organizational unit.  

 
2. Policy  
 

a. Officials of the City shall not appoint, employ, promote, or advance 
any individual who is a relative.  

 
b. Officials of the City shall not recommend or advocate the 

appointment, employment, promotion or advancement of a relative in 
or to any position in the City. A public official advocates a relative's 
appointment or promotion if the official urges or supports the action 
either orally or in writing.  

 
c. Individuals shall not be selected for any position in the same 

department of which a relative serves as the Department Director or 
to the-same division or section of which a relative serves as the 
managerial, supervisory, or lead employee. Individuals who are 
relatives of the Mayor's Executive Staff shall not be selected to any 
position in the City.  

 
1) Employees who hold status prior to the relative's appointment 

or selection as a department director, manager, or supervisor, 
or who become related by marriage shall not be placed on any 
eligibility lists for promotion within that same department, 
division, or section as applicable and shall be placed in a 
different department, division or section as soon as 
practicable.  

 
3. Definitions 
  



a. Public Official - Any individual who is elected, appointed, or employed 
in  any  City  agency  who  is  vested  or  delegated  the  authority  to  
appoint, employ, promote, or advance individuals or to recommend 
individuals for appointment, employment, promotion, or advancement 
in connection with employment in that City agency.  

 
b. Relative - An individual who is related to a public official as father, 

mother, son, daughter, brother, sister, uncle, aunt, first cousin, 
nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-
law, daughter-in-law, brother-in-law, sister-in-law, stepfather, 
stepmother, stepson, stepdaughter, stepbrother, stepsister, half-
brother, or half-sister.  

 
4. Additional Restrictions  

 
Additional restrictions may be required by certain regulations of federal and 
state programs. Employees so affected are responsible for the awareness 
and adherence to any such regulations.  
 

5. Penalties 
 

a. Any official found to be in violation of this policy shall be disciplined 
up to and including dismissal depending on the circumstances of the 
event.  

 
b. Any individual who is employed, promoted, or advanced as the result 

of an official's violation of this policy shall be returned to the status 
occupied prior to the violation.  

 
c. Any penalties provided by any applicable local, state, or federal law 

or regulations shall be enforced 
 
Issue Date:  05/16/02 
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B24.1A.   Purpose 
 
1. The purpose of this policy is to recognize the City's responsibility and to 

provide restrictions applicable to the employment of individuals engaged in 
close personal relationships (fraternization).  Potential problems posed by 
dating and romance in the work place include conflicts of interest, sexual 
harassment, and discord that can interfere with the productivity of 
employees and/or the proper conduct of City business. 
 
a.   Employment of relatives continues to be restricted as provided in 

B24., Nepotism. 
 

b. Sexual discrimination and/or sexual harassment continue to be 
prohibited as provided in B1.1, Equal Employment Opportunity. 

 
2. Policy 

 
a. Officials of the City shall not appoint, employ, promote or advance 

any individual with whom they have a close personal relationship. 
 
b. Officials of the City shall not recommend or advocate the 

appointment, employment, promotion or advancement in or to any 
position in the City of any individual with whom they have a close 
personal relationship.  A public official advocates an appointment or 
promotion if the official urges or supports the action either orally or in 
writing. 

 
c. Individuals shall not be selected for any position in the same 

department when they have a close personal relationship with the 
employee who serves as the Department Director or to the same 
division or section when they have a close personal relationship with 
the employee who serves as the managerial, supervisory, or lead 
employee.  Individuals who have a close personal relationship with an 
employee of the Mayor's Executive Staff shall not be selected to any 
position in the City. 

 



1) Employees who hold classified status prior to the individual's 
appointment or selection as a department director, manager, 
or supervisor, or who become related by marriage shall not be  
placed on any eligibility lists for promotion within that same 
department, division, or section as applicable and shall be 
placed in a different department, division, or section as soon 
as practicable. 

 
d. Public officials and employees who serve as a manager, supervisor, 

or lead employee are prohibited from having close personal 
relationships with their subordinate personnel.  Any relationship must 
be disclosed by both of the employees to the Director of 
Administration so that immediate steps can be taken to resolve 
conflict with this policy.  

 
e. All employees are discouraged from having close personal 

relationships with non-subordinate employees.  All such relationships 
must be disclosed by both of the employees to the Department 
Director and may result in requiring that the employees work different 
shifts; transferring one employee to another department; assigning 
one of the employees to another facility, squad, or work unit; or other 
action determined to be appropriate by the City. 

 
3. Definitions 
 

a. Public Official - Any individual who is appointed or employed in any 
City agency who is vested or delegated the authority to appoint, 
employ, promote, or advance individuals or to recommend individuals 
for appointment, employment, promotion, or advancement in 
connection with employment in that City agency. 

 
b. Close personal relationship - A close personal relationship includes 

dating, cohabitation, and/or having an intimate sexual relationship.  
Dating includes but is not limited to casual dating, serious dating, 
casual sexual involvement where the parties have no intention of 
carrying on a long-term relationship, cohabitation, and any other 
conduct or behavior normally associated with romantic or sexual 
relationships.  This definition applies regardless of the sexual 
orientation of the employees involved.    

 
4. Penalties 
 



a. Any employee found to be in violation of this policy shall be 
disciplined up to and including dismissal depending on the 
circumstances of the event. 

 
b. Any individual who is employed, promoted, or advanced, as the result 

of an official's violation of this policy shall be returned to the status 
occupied prior to the violation. 

 
c. Any penalties provided by any applicable local, state, or federal law 

or regulations shall be enforced. 
 
Issue Date:  11/06/02 
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B25.  Moving Expenses for New 

Managerial Employees 
 
Issue Date:  05/06/04 

 

B25A  Policy 
 
1. Purpose - To establish policy and procedures for payment of household and 

relocation expenses for authorized City of Tampa employees who have 
been hired by the City when such payment has been recommended by the 
Department Director and authorized by the Chief of Staff as a necessary 
condition of employment.  Eligible employees must possess such 
qualifications, expertise or experience which make the employee particularly 
qualified to perform the duties of the job. 
 

2. Definitions 
 

a. Authorized Employee – A person hired by the City whose job 
responsibilities and duties are classified in the managerial group of 
the City.  Any exception shall be approved by the Mayor. 

 
b. City Department or Agency – Any department, agency, division, 

board, bureau, commission or authority which has budgetary 
responsibility for the authorized employee.   

 
c. Recommending authority – The administrative head authorized to 

recommend the expenditures of department or agency funds from 
which the relocation expenses are paid.   

 
d. Dependents – Income-Tax – Listed dependents of the authorized 

employee who reside full time with the new employee.   
 
3. Documentation 
 

a. A statement of itemized and receipted expenses incurred by the 
authorized employee will provide documentation for reimbursement.   

 



b. A Reimbursement Agreement will serve as an agreement between 
the City and the employee should it be necessary for the employee to 
reimburse the City.   

 
4. Maximum Relocation Reimbursement  The amount to be paid for relocation 

expenses will not exceed 10% of the new employee’s annual salary unless 
specifically authorized in writing by the Mayor.  Unless so authorized by the 
Mayor, the maximum amount of the reimbursement will be derived by 
multiplying the employee’s hourly rate by 2080 hours and then multiplying 
the result by 10%.   

 
5. Limitations and Restrictions  All recipients of relocation reimbursement will 

be required to sign an agreement to repay the City for such reimbursements 
if the employee voluntarily terminates employment within one (1) year from 
date of employment or is terminated due to falsification of the employment 
application.   

 
6. Eligible Expenses  Relocation allowances may be granted to an employee, 

for the employee, dependents and an employee’s household belongings as 
follows: 
 
a. Transportation by: (1) either personal automobile at the rate of 20 

cents per mile by the most direct route from the person’s place of 
residence to Tampa or; (2) commercial plane, train or bus, at the 
lowest tourist fare available, with receipts, will be reimbursed.  When 
traveling by car, the number of days enroute subsistence is based on 
a minimum of 400 miles per day.   

 
 If the employee’s family accompanies the employee by car no 

additional transportation will be allowed.  If they travel by car at a later 
time, mileage will be reimbursed at 20 cents per mile; if they travel by 
bus, tourist plane or train, transportation will be reimbursed for the 
most direct route.  Substantiating receipts will be required.   

 
b. Actual expense for lodging at a single occupancy rate, to be 

substantiated by receipts, will be paid for the employee if traveling 
alone; actual cost of reasonable lodging, substantiated by receipts, 
will be paid for an employee’s family. 

 
c. Meals for both the employee and his family will be paid at the per 

diem rate determined by the prevailing City of Tampa travel policy.   
 



d. Movement of household goods will be reimbursed, with the 
exceptions listed (6a above), from the established place of residence 
to the metropolitan Tampa area.  Three bids, by a common  
carrier, will be required; the City will reimburse at the lowest rate bid.  
Insurance beyond the normal liability of the common carrier will not 
be reimbursed. 

 
e. Within 30 days of completion of the move, all receipts and required 

forms must be approved by the Department Director and submitted to 
the Accounts Payable Division of Revenue and Finance for 
reimbursement.   

 
f. Payment will not be authorized for (1) the shipment of automobiles, 

boats, trailers or campers; (2) unpacking or storage of household 
goods for more than 30 days; (3) the cleaning of any residence or; (4) 
insurance beyond the normal liability of the common carrier.   

 
7. Audit and Notification The Division of Accounting is charged with the 

responsibility of reviewing all Request for Authorization to Reimburse Moving 
Expenses and Moving Expenses Report forms submitted for payment to 
determine their correctness, completeness, and consistency with the policies 
stated in this document.  This division will notify departments or agencies as 
to any errors or inconsistencies, and will keep documentation required for 
submission of the forms.   

 
Issue Date:  05/06/04 
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B26. No Solicitation/Dues Deduction  
 
Issue Date:  05/16/02 
 

B26A.  Policy 
 

1. No Solicitation- Employees may not engage in any solicitation for union 
organization during City time. These activities are permitted as follows:  
 
a. During employee breaks, meal periods, and before and after work 

hours.  
 
b. During the periods outlined above, but in areas which do not disrupt 

the normal service to the public.  
 
2. Non-City employees and/or City employees who are interested in the 

solicitation of employees for any purpose including but not limited to union 
organization, sale of products, or promotional activities must adhere to the 
above restrictions and are not permitted in areas which are restricted only to 
employees.  

 
3. Solicitation notices (i.e., brochures, discount notices, flyers) may not be 

distributed directly to employees without the express authorization of the 
Director of Administration. When authorized by the Director of 
Administration, such notices or information may be posted on Bulletin 
Boards, provided at the Service and Information desk, or be provided by 
other arrangements as specified by the Director of Administration.  Any City 
material (i.e., City group insurance information, personnel information, 
pension information, etc.) which is to be distributed directly to individual 
employees (with or without paychecks) requires the authorization of the 
Director of Administration and shall be sent to department payroll clerks 
through the Employee Relations Division with distribution dates and 
directions.  

 

B26B.  Dues Deduction 
 
1. In accordance with Chapter 447, Florida Statutes, the deduction of union 

dues from an individual employee's pay is allowed for all bargaining agents 



certified by the Public Employees Relations Commission (PERC) provided 
that:  
 
a. Only those employees whose positions are in a certified bargaining 

unit may have dues deducted and transferred to their respective 
bargaining agent.  

 
b. The eligible City employee must authorize the deduction of union 

dues on the form approved by the City.  
 

c. The employee may stop the deduction of union dues by giving the 
City and the union thirty days notice on the form approved by the 
City.  

 
d. Any change in the amount of dues and uniform assessments must be 

certified to be correct by the union president and be authorized by the 
individual employee.  

 
2. Employees who are in positions which are not included in a certified 

bargaining unit are not eligible to provide dues through payroll deductions.  
 
 

Issue Date:  05/16/02 
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B27A.  Policy 
 
1. Purposes  
 

a. To establish and maintain harmonious and cooperative working 
relationships between the City of Tampa and its employees.  

 
b. To assure equitable treatment of City of Tampa employees.  

 
c. To provide an expeditious means of resolving employee 

dissatisfaction over circumstances or conditions of employment.  
 

2. Employees Filing Grievances - Any City of Tampa employee regardless of 
position status or appointment status may file a grievance through this 
procedure unless the employee is covered by a union contract or agreement 
with alternate grievance procedures.  

 
3. Scope of Grievance Procedures  

 
a. This Grievance Procedure may be used:  
 

1) To resolve disputes concerning the application of personnel 
policies and rules in regard to wages, hours, or working 
conditions.  

 
2) To appeal performance evaluations, written reprimands, or 

warning letters.   
 
3) To appeal a suspension, demotion, or dismissal.  
 
4) To appeal testing procedures, promotion procedures, 

classification, or other matters.  
 
b. In the event that an employee is eligible to appeal a matter to the Civil 

Service Board, the employee may utilize either this grievance 
procedure or the Civil Service Board appeal process but not both.  



4. Rights of the Employee in Grievance Procedure  
 

a. There shall be no coercion, discrimination, or reprisals against any 
employee for filing a grievance.  

 
b. The employee shall be given notice and be allowed to state his or her 

case in a hearing at each appeal step of the procedure.  
 
c. The employee shall be given a written response at each step to a 

properly filed grievance within the specified time limits.  
 
d. An employee may designate a person to act as a representative in 

the presentation of a grievance.  
 
e. The employee must verbally discuss the grievance with the 

immediate supervisor before a written grievance is filed.  
 
5. Settlement  
 

a. The settlement of a grievance at the lowest possible step is 
encouraged.  

 
b. Any grievance shall be considered settled at the conclusion of any 

step unless the employee appeals the decision within the specified 
time limits.  

 
6. Time Limits  

 
a. Time limits of the Grievance Procedure may be extended for five (5) 

working days upon the request of either party or for a longer period 
by mutual written consent. The extensions should be requested for 
reasonable circumstances.  

 
b. An employee who fails to appeal a written grievance to the next step 

in the Grievance Procedure within the specified time limits forfeits the 
right to further consideration under these procedures.  

 
c. Any level of management which fails to respond within the defined (or 

extended) time limits, shall forfeit the opportunity to comment under 
these procedures. The employee may then appeal the grievance to 
the next management level.  

 
d. Working days are defined as those days on which an individual (the 

grievant or the responder as applicable to the pertinent time limit) is 



scheduled and appears for work.  They shall not include normal days 
off, paid leave, or City designated holidays. 

 
7. Records  

 
a. The Employee Relations Division maintains the official grievance 

files.  
 
b. Upon receipt of a grievance, the immediate supervisor sends the 

white copy of the Grievance Form and any attachments to the 
Employee Relations Division for the central grievance file.  

 
c. When a written reprimand or similarly documented disciplinary action 

is adjusted through these procedures, the pertinent documents will be 
adjusted in all of the employee's personnel folders.  

 
8. Form - The written grievance must be filed on the Non-bargaining Unit 

Grievance Form. 
 
9. Role of the Director of Administration - The Director of Administration (or 

designee) may attend any departmental grievance hearing to observe the 
process and to participate. The Director of Administration (or designee) shall 
have the authority to modify any action contemplated or taken by the 
department director (or designee) concerning the individual grievance.  

 
10. Special Cases - An employee who has been suspended, demoted, or 

dismissed may file a grievance directly to the Department Director after the 
disciplinary hearing (See Discipline Administration, B28.1). The employee 
has five (5) working days in which to file this grievance.  

 

B27B.  Grievance Procedure 

STEP 1 - IMMEDIATE SUPERVISOR  

 
Employee: 
 
1. Complete the Non-bargaining Unit Grievance Form.  
 
2. Sign and date the Grievance Form and give to the immediate supervisor 

within five (5) working days after the date of the occurrence or date on which 
the employee knew or should have known of the action giving rise to the 
grievance.  

 



Immediate Supervisor: 
 
3. Sign and date the grievance form indicating receipt and distribute copies as 

indicated on the bottom of the form.  
 
4. Within five (5) working days, investigate and answer the grievance, in 

writing.  
 
5. Review the written response with the employee. Have the employee sign the 

response as proof of receipt.  
 
6. Make copies of the response and distribute:  
 

a. Original - Employee Relations  
 
b. Copy - to the Employee  
 
c. Copy - Departmental Grievance File  
 
d. Copy (optional) - For the immediate supervisor's file  

 

STEP 2 - NEXT HIGHER SUPERVISOR 

 
Employee: 
 
7. If not satisfied with the supervisor's written response in Step 1, the employee 

may appeal the grievance to the next higher supervisor by memo within five 
(5) working days after receipt of the Step 1 response. Direct a copy of the 
appeal memo to the Employee Relations Division.  

 
Next Higher Supervisor: 
 
8. Record date the appeal received.  
 
9. Within five (5) working days:  
 

a. Schedule a hearing and notify the employee and the Employee 
Relations Division of date, time and location.  

 
b. Investigate the case.  

 
c. Conduct the hearing.  



 
d. Prepare a written response.  
 

10. If necessary, review the written response with the employee. Have the 
immediate supervisor secure the employee's signature as proof of receipt.  

 
11. Make copies of the response and distribute:  
 

a. Original Employee Relations  
 
b. Copy - to the Employee  
 
c. Copy - to the departmental grievance file 
 
d. Copy (optional) - to the respondent's file  

 

STEP 3 - DEPARTMENT DIRECTOR 

 
Employee: 
 
12. If not satisfied with the written response of the next higher supervisor at Step 

2, the employee may appeal the grievance to the Department Director, by 
memo, within five (5) working days after the receipt of the Step 2 response. 
Direct a copy of the appeal memo to the Employee Relations Division.  

 
Department Director (or Designee): 
 
13. Record date the appeal is received.  
 
14. Within seven (7) calendar days do the following:  

a. Schedule a hearing and notify the employee and the Employee 
Relations Division of date, time and location.  

 
b. Investigate the case.  
 
c. Conduct the grievance hearing.  
 
d. Prepare a written response.  
 

15. Have the immediate supervisor secure the employee's signature as proof of 
receipt.  

 



16. Make copies of the response and distribute:  
 

a. Original - Employee Relations  
 
b. Copy - to the Employee  
 
c. Copy - to the departmental grievance file  
 
d. Copy (optional) - for department director's file  
 

STEP 4 - DIRECTOR OF ADMINISTRATION 

 
Employee: 
 
17. If not satisfied with the Department Director's written response in Step 3, the 

employee may appeal to the Director of Administration (or designee), in 
writing within five (5) working days after the receipt of the Step 3 response.  

 
Director of Administration: 
 
18. Has ten (10) working days to:  
 

a. Schedule a hearing and notify the employee and any other 
appropriate persons of the date, time and location.  

 
b. Investigate the case.  

 
c. Conduct the hearing.  
 

19. Has ten (10) working days after the hearing to prepare a written response.  
 
 
Issue Date:  05/16/02 
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B28.1 Discipline Administration  
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B28.1A.  Policy 

 
1. Purpose - The City recognizes that the interest of the community and the job 

security of its employees depends upon the City's success in providing 
proper and efficient services to the community. To this end, the City 
encourages to the fullest degree, employee behavior which is positive and 
supportive of the goals of effective municipal management. The City and its 
employees recognize the need for progressive and appropriate disciplinary 
action when an employee's conduct and job performance are inconsistent 
with these goals.  

 
2. Responsibilities  
 

a. First-line supervisors and middle management are responsible for 
monitoring, evaluating, and documenting the conduct and job 
performance of employees under their supervision.  

 
b. Department directors are responsible for managing their first-line 

supervisors and middle managers in the formulation of conduct and 
job performance standards and for the administration of discipline in 
their assigned department.  

 
c. The Director of Human Resources (or designee) is responsible for 

monitoring all disciplinary action for City employees to insure that 
basic employee rights are protected and to insure that appropriate 
and consistent action are taken. The Director of shall have the 
authority to void or alter any disciplinary action which is inconsistent 
with City policy and/or objectives in the area of discipline 
administration.  

 
 

B28.1B.  Progressive Discipline Administration 
 
Disciplinary action may be taken for any just cause. Generally, employee 
misconduct should be dealt with using a progression of disciplinary actions. 
Exceptions to this progressive system shall be made in cases of major misconduct. 
In certain situations, demotion may be used in progressive discipline administration. 
This policy shall apply only to classified City employees who have successfully 
completed the entrance probationary period. Individuals serving entrance 



probationary periods and/or individuals employed in any unclassified position, as 
defined by the Civil Service Law and/or Rules and Regulations, shall be disciplined 
in a manner determined appropriate by the Director of Human Resources. 
 
1. ORAL ADMONISHMENT  
 

a. An oral admonishment consists of a supervisor verbally warning an 
employee concerning his/her behavior or work performance and 
counseling the employee on how to improve.  

 
b. The supervisor should make a written record of the counseling 

session for his/her own file (pending evaluation file). The employee's 
initials should be obtained on this notation to indicate receipt of the 
oral admonishment. The employee's initials do not imply agreement. 
If the employee refuses to initial the record, the supervisor should 
note this refusal on the record.  

 
2. WRITTEN WARNING OR REPRIMAND  
 

a. A written reprimand is used when an oral admonishment has not 
resulted in a satisfactory change in the employee's conduct or when 
an oral admonishment is deemed insufficient for the offense. It also 
must be used whenever an employee is absent without leave, (AWL).  

 
b. A written reprimand is administered through the use of a Notice of 

Disciplinary Action (DA-88). The following information should be 
included:  

 
1) Reference to recent oral admonishments or counseling on 

similar violations or conduct.  
 

2) Specific charge of misconduct. Reference should be made to 
the City or department rules, supervisory order, or other 
directive which has been violated.  

 
3) Management's expectations regarding proper conduct and/or 

performance.  
 

4) Warning regarding management's course of action if the 
employee fails to correct the performance and/or behavior in 
the future.  

 
5) The supervisor's signature and date.  

 
6) The department director's (or designee's) signature and date.  

 



7) The employee's signature which acknowledges receipt of the 
reprimand and the date of receipt. The employee's signature 
does not imply agreement. If the employee refuses to sign the 
written reprimand, the supervisor should note this action on 
the document.  

 
c. To present the reprimand, the supervisor should meet with the 

employee, explain the necessity for disciplinary action, give a copy of 
the reprimand to the employee, and have the employee acknowledge 
receipt.  

 
d. The copies of the written reprimand are placed in the employee's 

supervisor’s pending file and in the employee’s personnel file at the 
Department of Human Resources. Written reprimands and notices of 
misconduct shall not be placed in the employee's pending or 
personnel files before the employee has been informed of such 
action.  

 
3. SUSPENSION  
 

a. A suspension is used when a written warning or reprimand has not 
resulted in a satisfactory change in the employee's conduct or when a 
written warning or reprimand does not adequately address the 
severity of the offense.  

 
b. Before completing or processing the Notice of Disciplinary Action 

(DA-88) the department director (or designee) must conduct a pre-
disciplinary hearing as provided in B28.1 C.  

 
c. The suspension is administered using the Notice of Disciplinary 

Action form (DA88). The document should contain the following 
information:  

 
1) Reference to previous disciplinary action including oral 

admonishments, written reprimands and/or suspensions, as 
well as other counseling or efforts to correct the performance 
and/or conduct of the employee.  

 
2) Specific charge of misconduct. Reference should be made to 

the City or departmental rules, supervisory order, or other 
directive which has been violated.  

 
3) Management's expectations regarding proper conduct and/ or 

performance.  
 



4) Warning regarding management's course of action if the 
employee fails to correct the performance and/or behavior in 
the future.  

 
5) The date of the pre-disciplinary hearing.  

 
6) The supervisor's signature and date.  

 
7) The department director's (or designee's) signature and date.  
 
8) The employee's signature which acknowledges receipt of the 

suspension document and the date of receipt. The employee's 
signature does not imply agreement. If the employee refuses 
to sign the document, the supervisor should note this action on 
the document.  

 
d. The copies of the disciplinary action are placed in the employee’s 

supervisor’s pending file and in the employee’s personnel file at the 
Department of Human Resources. Disciplinary action and notices of 
misconduct shall not be placed in the employee's pending or 
personnel files before the employee has been informed of such 
action.  

 
4. DISMISSAL  

 
a. A dismissal is initiated when all previous disciplinary actions have 

failed to bring a satisfactory change in an employee's conduct, or 
when a lesser action does not adequately address the severity of the 
offense.  

 
b. Before completing or processing the Notice of Disciplinary Action 

(DA88), the department director (or designee) must conduct a pre-
disciplinary hearing as provided in B28.1 C.  

 
c. The dismissal is administered using the Notice of Disciplinary Action 

form (DA88). The document should contain the following information:  
 

1) Reference to previous disciplinary action, including oral 
admonishments, written reprimands and/or suspensions, as 
well as other counseling or efforts to correct the performance 
and/or conduct of the employee.  

 
2) Specific charge of misconduct. Reference should be made to 

the City or departmental rules, supervisory order, or other 
directive which has been violated.  

 
3) The date of the pre-disciplinary hearing.  



 
 4) The supervisor's signature and date.  

 
5) The department director's (or designee's) signature and date.  

 
6) The employee's signature which acknowledges receipt of the 

dismissal document and the date of receipt. The employee's 
signature does not imply agreement. If the employee refuses 
to sign the document, the supervisor should note this action on 
the document.  

 
d. The copies of the disciplinary action are placed in the employee’s 

supervisor’s pending file and in the employee’s personnel file at the 
Department of Human Resources. Disciplinary action and notices of 
misconduct shall not be placed in the employee's personnel files 
before the employee has been informed of such action.  

 
5. DEMOTION  
 

a. A disciplinary demotion may be appropriate in instances of failure of 
an employee to perform up to accepted work performance 
expectations and/or when less severe forms of disciplinary action 
have failed to bring about the necessary improvements in 
performance levels or conduct.  

 
b. Before completing or processing the Notice of Disciplinary Action 

(DA-88) the department director (or designee) must conduct a pre-
disciplinary hearing as provided in B28.1C.  

 
c. The demotion is administered using the Notice of Disciplinary Action 

form (DA88). The document should contain the following information.  
 

1) Reference to previous disciplinary action including oral 
admonishments, written reprimands and/or suspensions, as 
well as other counseling or efforts to correct the performance 
and/or conduct of the employee.  

 
2) Specific charge of misconduct. Reference should be made to 

the City or departmental rules, supervisory order, or other 
directive which has been violated.  

 
3) Management's expectations regarding proper conduct and/ or 

performance.  
 

4) Warning regarding management's course of action if the 
employee fails to correct the performance and/or behavior in 
the future.  



 
5) The date of the pre-disciplinary hearing.  

 
6) The supervisor's signature and date.  
 
7) The department director's (or designee's) signature and date.  

 
8) The employee's signature which acknowledges receipt of the 

demotion document and the date of receipt. The employee's 
signature does not imply agreement. If the employee refuses 
to sign the document, the supervisor should note this action on 
the document.  

 
d. For determination of the employee's pay rate after a demotion, refer 

to B18.1 (Salary Administration).  
 
e. The copies of the disciplinary action are placed in the employee’s 

supervisor’s pending file and in the employee’s personnel file at the 
Department of Human Resources. Disciplinary action and notices of 
misconduct shall not be placed in the employee's personnel files 
before the employee has been informed of such action.  

 
6. OTHER  
 

a. Payment For Lost or Damaged Equipment: Disciplinary actions may 
also require payment by an employee for lost or damaged equipment 
due to negligence, up to a maximum of $350. Payment shall be made  
through payroll deductions not to exceed two (2) hours of pay per bi-
weekly pay period (or one hour pay per weekly pay period). Upon 
separation, any balance due shall be deducted from the employee's 
separation pay. The requirement for this payment shall be included 
as part of the disciplinary action (i.e. written reprimand, suspension, 
demotion, dismissal).  

 
b. The administration of discipline in the form of an oral admonishment, 

written reprimand, demotion, or suspension does not preclude 
additional efforts to improve the employee's performance or job 
conduct. Techniques such as specialized training classes, Employee 
Assistance Program referral (see B33), defensive driving classes, 
special performance evaluations, etc., may be used. These actions 
may be documented either in conjunction with disciplinary action or 
separately (i.e. in the form of a job assignment or counseling).  

 



B28.1C Pre-disciplinary Hearings 
 
1. Purpose - A pre-disciplinary hearing is provided to all classified, non-

probationary employees prior to the imposition of a suspension, demotion, or 
dismissal. The hearing provides employees the opportunity to refute or 
clarify the events leading to the disciplinary action and fulfills due process 
requirements.  

 
2. Scheduling - The Department Director (or designee) must schedule a pre-

disciplinary hearing upon awareness that a suspension, demotion, or 
dismissal may be imposed as a result of employee misconduct or sub-
standard performance.  

 
a. Notice of the hearing must be given to the employee in writing at least 

forty-eight (48) hours prior to the meeting, along with a copy of the 
Notice of Disciplinary Action. The Notice of Disciplinary Action should 
be partially completed at this stage, only to include the pending 
charges, (the decision of what type of disciplinary action will occur will 
not be made until the hearing is conducted). The notice of the hearing 
shall include confirmation that the employee has received the notice 
(employee signature). 

 
3. Conducting Pre-disciplinary Hearings - At the hearing, the department 

director (or designee):  
 

a. Confirms that the employee has received a copy of the charges;  
 
b. Explains the charges and the type of disciplinary action being 

contemplated;  
 

c. Provides the employee with an opportunity to offer any contrary 
evidence, explanation, and/or comments. 

 
4. Making the Disciplinary Decision.  
 

a. After the steps in #3 above have been satisfied, the employee is told 
to leave the hearing. At this time management representatives 
discuss the appropriate action and a decision is made by 
management;  

 
b. The employee is then asked to return to the room and is informed of 

the decision.  
 
5. Postponement of Hearings - Hearings may be postponed, rescheduled, or 

continued in the event that an employee's union representative (see #6) is 
not available (if a bargaining unit employee) or if the department director 



determines that further investigation of the case is necessary. Delays must 
be for reasonable circumstances for a reasonable length of time.  

 
a. Employees who fail to appear or fail to reschedule their pre-

disciplinary hearing will forfeit their right to a predisciplinary hearing. 
The right to appeal actions through the appropriate procedures is not 
affected.  

 
6. Employee Representation - Union representatives, including union 

appointed legal counsel, may attend hearings involving bargaining unit 
employees. It is the responsibility of the employee to arrange for union 
representation if it is desired. Attorneys or other representatives shall not be 
permitted to attend pre-disciplinary hearings for non-bargaining unit 
employees.  

 
B28.1D Summary Action 
 
1. In the event that a department director (or designee) concludes that 

immediate removal of the employee from the work site is necessary for 
public interest or safety, the employee may be summarily suspended without 
pay pending a pre-disciplinary hearing. The employee is informed to leave 
the work site and is informed of the schedule for a pre-disciplinary hearing 
as soon as practicable. 
 

 
Issue Date:  10/11/13 
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Issue Date: 4/15/10 
 

B28.2A.  Policy 

 
1. Purpose - This policy is provided as definition of the types of conduct and/or 

performance which may be considered cause for dismissal of City of Tampa 
employees.  

 
2. Employees may be dismissed from employment for a variety of causes. The 

examples of misconduct and/or unsatisfactory performance enumerated in 
this policy for which dismissal is considered appropriate are not all inclusive. 
A listing of every instance for which dismissal may be appropriate is, of 
course, an impossibility. The City does not desire that improper conduct not 
listed herein be considered as proper or condoned due to its omission from 
this policy.  City employees are also subject to disciplinary action as 
specified in other City policies, labor agreements or other rules and 
regulations.  

 
3. The City of Tampa Civil Service Rules and Regulations authorize the City to 

dismiss employees due to incompetence, insubordination, neglect of duty, 
moral turpitude, and/or breach of peace (Article J. Section 4.a.). The types of 
conduct and/or performance which fall into these categories which may be 
considered cause for dismissal are listed below. As stated above, these lists 
are not all-inclusive.  

 
a. Incompetence  

 
1) Inability to perform up to accepted work standards.  
 
2) Habitual tardiness, absenteeism and/or abuse of leave 

privileges.  
 
3) Failure to obtain or to maintain licenses, certifications and/or 

other professional credentials required for employment.  
 
4) Failure to notify appropriate City officials of the loss of any 

license, certification or other credential required for 
employment.  



5) Failure to provide information required for employment, 
including but not limited to disclosure of any arrest prior to 
reporting to work following the arrest. 

 
b. Insubordination  

 
1) Repeated violations of City and/or Departmental rules or 

directives.  
 
2) Disregard for or repeated failure to follow the instruction or 

direction of a supervisor.  
 
3) Refusal to sign and/or complete documents required for 

employment.  
 
4) Refusal to have fingerprints or photograph taken for a 

legitimate City purpose.  
 
5) Disorderly or inappropriate physical or verbal conduct.  
 
6) Refusal to cooperate fully in any internal or other investigation 

or hearing.  
 
7) Failure to provide timely and acceptable documentation to 

support a request for leave.  
 
8) Inappropriate use of City identification, including uniforms.  
 
9) Granting permission to a subordinate to violate any rule, policy 

or regulation, whether explicit or condoned through inaction.  
 

c. Neglect of Duty  
 

1) Causing damage or loss of public or private property and 
equipment through negligence or willful misconduct.  

 
2) Excessive or repeated waste of supplies and/or materials.  
 
3) An absence without approved leave of three consecutive work 

days.  
 
4) Failure to return to work after an approved leave of absence.  
 
5) Involvement in excessive accidents or safety violations.  



 
6) Operating a City vehicle without the type of valid license 

required for operation of the vehicle.  
7) Operating a City vehicle or equipment in a wanton disregard 

for safety.  
 
8) Failure to report any on-the-job accident or injury in a timely 

manner.  
 
9) Use of City equipment, including vehicles, for any 

unauthorized purpose.  
 
10) Failure to notify supervisor of any use of prescription or other 

medication that may impair performance.  
 
11) Unauthorized release of information or records.  
 
12) Unauthorized vending or solicitation on City property.  

 
d. Moral Turpitude  

 
1) Falsification, misrepresentation, or material omission of 

statements, testimony, or any document or record completed 
in the course of employment or in obtaining employment, 
including group insurance claims.  

 
2) Violation of City Code or other City policies relating to 

impartiality, use of public property, conflict of interest, 
disclosure and/or confidentiality.  

 
3) Arrest for a felony.  

 
4) Arrest for a misdemeanor involving moral turpitude or any 1st 

degree misdemeanor.  
 
5) Attempting to coerce or influence a member of the public, 

fellow employees, subordinates or supervisor with gifts, 
services, loans or other considerations or accepting same as 
described in B23 of the City of Tampa Personnel Manual, 
Conflict of Interest or the City of Tampa Code of Ethics. 

 
6) Violation of any Florida Statute dealing with labor 

organizations.  
 



7) Violating City ordinance or regulations regarding political 
activity.  

 
8) Violating City policy or state law regarding nepotism.  
 
9) Engaging in any employment, activity or enterprise which is 

illegal, incompatible or in technical conflict with the employee's 
duties and responsibilities as a City employee.  

 
10) Refusal to provide information required through the course of 

employment.  
 
11) Theft or unauthorized removal or use of City property.  
 
12) Failure to report salary overpayments.  
 
13) Operating a City vehicle or equipment or reporting to work 

while under the influence of alcohol or controlled substance(s).  
 
14) Possession of alcohol or controlled substance(s) while on duty 

or on City property.  
 
15) Refusal to submit to substance abuse testing or to follow 

through with treatment or follow up testing as described in B33 
of the City of Tampa Personnel Manual, Employee Assistance 
Program.  

 
16) Violation of B1.2 of the City of Tampa Personnel Manual, 

Discriminatory Conduct in accordance with the guidelines set 
forth in B1.2.  

 
e. Breach of Peace  

 
1) Being offensive or antagonistic, either physically or verbally, 

toward any City employee or member of the public at any time.  
 
2) Threatening, conspiring to commit, attempting or actually 

committing any assault or battery upon any City employee or 
member of the public, on City property, during working hours 
or as a result of City employment.  

 
3) Possession or use of firearms, explosives or other weapon 

during work hours or at any time on City property or in City 
vehicles unless authorized by the Mayor.  



 
a) Department directors shall be responsible for 

requesting authorization from the Mayor for the 
appropriate departmental employees. A record, listing 
the employee name, employee identification number, 
position number, job title, justification, applicable gun 
permit, and training, shall be submitted to the Mayor for 
review and authorization by June 15, 1994. Said record 
shall be resubmitted each time an authorized employee 
changes position or the department director is 
recommending additions or deletions and provided that 
each departmental listing shall be updated for review 
semi-annually and submitted to the Mayor on October 1 
and April 1 of each year. The appropriate gun permit 
shall be required before any authorization occurs.  

 
b) Exception. Persons employed as certified law 

enforcement officers or the Fire Tactical Medical 
Response Team shall receive authorization from the 
Police Chief.  

 
4) Disruption of City operations, functions or services.  

 
4. Reinstatement Following Arrest - Any employee who has been dismissed 

from the City of Tampa because of an arrest by any law enforcement agency 
may be considered for reinstatement to a position in the City of Tampa, 
provided that the employee is acquitted after a trial on the merits or all 
charges are dismissed by the State Attorney's office.  The employee shall 
notify the Director of Human Resources, in writing, of the request for 
reinstatement within five (5) working days following the determination of 
acquittal and shall include proof of the acquittal. An employee not eligible for 
reinstatement may be eligible for re-employment following the normal 
application, certification of eligibility, and selection procedures. 

 
a. Any employee who is scheduled to be dismissed because of an 

arrest as specified above, may request to be placed on a personal 
leave of absence for a maximum of sixty (60) days.  Additional 
extensions may be requested and provided by the Director of Human 
Resources in accordance with B9.  At the expiration of the leave of 
absence, the employee shall be dismissed unless eligible for 
reinstatement as provided above. 

 
 
Issue Date: 4/15/10 



City of Tampa Personnel Manual
B. Directives and Benefits
B28.3   Discipline Administration Voiding Reprimands

Issue Date:  10/23/89

B28.3A.  Policy

Written reprimands and other forms of minor misconduct, including reprimands
documenting Absences Without Leave ("AWL"), shall be considered as void when
and if 12 months elapse without any additional documented infractions.

1. Records are not voided if the employee has received any warnings,
written or oral reprimands, suspensions, or any disciplinary action
which effected the employee's pay within the last 12 months.

2. Notices of disciplinary action which effected the employee's pay such
as suspensions or demotions are not voided.

3. Memorandums, letters, oral reprimand records, written reprimands, or
warnings from the employee's personnel file are voided when and if
they meet the one year criteria.

4. An employee has the right to review his/her personnel file to ensure
that policies regarding personnel file records have been followed.

5. Each department shall review the employee's personnel file at the
time of the performance evaluation in order that appropriate discipline
records are voided.

Issue Date:  10/23/89



City of Tampa Personnel Manual 
B. Directives and Benefits 
B29. Unemployment Compensation  
 
Issue Date:  05/16/02 
 

B29A.  Policy 
 

1. City departments must immediately forward all documents pertaining to 
Unemployment Compensation claims, appeals or hearings to Employee 
Relations, Department of Administration.  

 
2. Background of the Program - The State of Florida operates a program of 

compensation for unemployed workers through the Department of Labor & 
Employment Security, Bureau of Unemployment Compensation (Chapter 
443, Florida Statutes).  

 
3. Purpose - The purpose of the program is to provide benefits to workers who 

are fit for employment but who are unemployed through no fault of their own.  
 
4. Program's Support - Public employers, such as the City of Tampa, 

reimburse the State 100% each quarter for the amount paid out for the City.  
 
5. Employer's Share - The City pays a pro rata share of the particular qualified 

former employee's total benefits. This share is based on the amount of time 
the qualified former employee was employed by the City during the first four 
of the previous five completed calendar quarters.  

 
6. Effect of Disciplinary Actions on Unemployment Compensation Claims - It is 

important that City departments follow the guidelines in B28.1 Discipline 
Administration and that the reasons for dismissal be documented and well 
substantiated because the Bureau of Unemployment Compensation makes 
the determination of whether or not a person is disqualified for misconduct. 
This decision is made from substantiated information concerning the 
reasons and circumstances for the dismissal as supplied by the employer. 
Failure to supply such information or failure to give substantial information 
generally results in the State declaring the person eligible for Unemployment 
Compensation benefits. The City is then obligated to reimburse the State for 
the City's share of the benefits.  
 

Issue Date:  05/16/02 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B30.  Tobacco Free Workplace  
 
Issue Date: 08/07/14  
 
B30A.  Policy 
 
1. To establish guidelines for the use of tobacco products by employees during 

all hours of work and in all City of Tampa buildings, facilities and vehicles. 
2. The City of Tampa is a Tobacco Free Workplace.  Sworn employees are 

prohibited from the use of tobacco products in accordance with the terms 
and conditions of their applicable collective bargaining agreements and 
department policies, in addition to this policy. 

3. Employees are not allowed to use tobacco products during city paid working 
hours, including city paid breaks.  This does not apply to meal breaks which 
are taken on the employee’s own time.  An employee who chooses to use 
tobacco products during his or her meal break or on his or her own time 
must do so off city premises.  Use of tobacco products is prohibited at all 
times in city vehicles. 

4. For purposes of this policy, “city premises” would include city-owned and/or 
maintained parks, buildings and facilities including the surrounding grounds 
and indoor and outdoor associated walkways.  City premises do not include 
city-owned roadways or rights-of-way including public sidewalks in the right-
of-way. 

5. “Use of tobacco products” includes smoking or carrying a lighted cigarette, 
cigar, cigarillo, pipe or other smoking material including e-cigarettes or the 
use of chewing tobacco, snuff, herbal tobacco, and/or any smokeless 
tobacco products. 

6. Department Directors are responsible for ensuring uniform citywide 
implementation of this policy.  Department Directors, managers and 
supervisors are responsible for uniform implementation of this policy in their 
respective work area(s), facilities, buildings and vehicles. 

7. Employees who violate this policy shall be subject to progressive discipline. 
8. Department Directors and managers shall coordinate any necessary 

signage through DPW - Facilities Management. 
9. The Department of initial hire is responsible for explaining this policy to 

prospective employees during the interview process before an offer of 
employment is made. 

10. The Human Resources Department is responsible for communicating this 
policy to new employees during orientation. 



11. The Human Resources Department is responsible for smoking cessation 
programming. 

12. Citizens, clients, contractors and visitors to City facilities will be encouraged 
to voluntarily comply with the Tobacco Free Workplace. 

 
Issue Date: 08/07/14 



 

 

City of Tampa Personnel Manual 
B. Directives and Benefits 
B31. Vehicle Operations 
 
Issue Date: 4/15/10 

 

B31A. Policy  

 
1. Purpose – The City of Tampa is committed to ensuring that City vehicles 

are utilized for the purpose of conducting authorized City business in a 
safe and effective manner.  This includes policies regarding the use and 
authorization for an employee to utilize their personal vehicle while on 
authorized city business. 

 
2. Exception - This policy does not apply to employees who are sworn police 

officers or firefighters.  
 
3. Responsibilities – Employees, supervisors, and managerial employees are 

responsible for fully enforcing this policy.  Failure to comply with any 
portion of this policy may result in disciplinary action, up to and including 
dismissal. 

 
4. Authorized Drivers - Only authorized City of Tampa employees are 

permitted to drive or operate any city owned, leased, or rented vehicles.   
 

a. Non-city employees are specifically prohibited from operating city 
owned, leased or rented vehicles without the written authorization 
of the City’s Risk Manager, Department of Human Resources. 

 
5. Vehicle Driver Identification - Employees shall be required to complete the 

Vehicle Driver Identification (VDI) during new hire orientation.  Updates to 
the form may be required at least annually or upon request of Risk 
Management.   

 
a. The VDI form  requires the employee to verify their possession of a 

current valid State of Florida driver’s license and the class. 
  
b. Employees shall notify their immediate supervisor (or designated 

department contact person) of any moving violations, suspension, 
added restriction or revocation of their driving license.  Notification 
must be completed prior to any further driving of a city vehicle or 
personal vehicle on city business.  Driving of a city vehicle or a 



personal vehicle on city business is prohibited until proof of license 
or the removal of restrictions is verified by the department.  

 
6. Driver Training – An employee shall not operate city vehicles, or conduct 

city business in a personal vehicle, unless the employee has successfully 
completed the City’s driver training course offered through the Risk 
Management Division of the Department of Human Resources.   

 
a. Completion of the driver training course is valid for three years.  

Prior to the expiration of the three-year period, the employee is 
required to attend the course for continued driving eligibility. 

 
b. Department directors will be notified by Human Resources of 

employees who have completed the Driver Training Course as well 
as the expiration date of the three-year period for those employees.  
Departments shall establish internal procedures to ensure 
compliance. 

 
c. The Fleet Maintenance Division, Department of Public Works, shall 

verify that any employee utilizing a motor pool vehicle has 
completed the required driver training. 

 
d. Employees required to hold and maintain a Commercial Drivers 

License (CDL) for their city position shall attend the Smith System 
Safe Driver training through Risk Management.  Refresher training 
shall be required as determined by Risk Management. 

 
7. Anti-Idling Requirements – In order to conserve fuel, reduce operating and 

maintenance costs, protect public health, and improve the environment 
through reduced emissions, employees shall not permit a vehicle’s engine 
to idle (operate the engine while the vehicle is not in motion) for more than 
five (5) minutes in any one (1) hour period.   

 
Anti-idling requirements include the prohibition of idling for the purpose of 
keeping the vehicle’s cab cool or warm, loading or unloading, while 
fueling, during employee breaks, or any other time that the vehicle is 
unoccupied or not actually in immediate use. 

 
a. Exceptions:  Idling is permitted only when the vehicle/equipment is 

required to remain motionless for the following: 
 
1) An emergency, 
2) Protection of a city laptop computer, 
3) Motor traffic has stopped at an official traffic control device, 
 
 



 
4) Required for powering the vehicle/equipment’s auxiliary 

equipment (PTO, generator, pumps, computers, emergency 
lights, etc.), 

5) Required for maintenance, servicing, repair or diagnostic 
purposes, 

6) Charging batteries for hybrid engine, 
7) Participating in an authorized parade or special event. 

 
8. Altering of Equipment – Employees are required to operate any vehicle/ 

equipment as issued from the Fleet Maintenance Division, Department of 
Public Works.  Alterations or modification to any type of 
vehicles/equipment is not permitted without the authorization of Fleet 
Maintenance.  This includes operating or safety features for the 
vehicle/equipment. 

 
9. Tobacco Use – The use of any tobacco product in any city owned, leased, 

or rented vehicle is prohibited.  This includes smokeless tobacco products, 
chewing tobacco, cigarettes, cigars, and any other similar product. 

 
10. Cellular Phone and Personal Digital Assistant (PDA) Usage – All city cell 

phone and PDA usage shall be in compliance with B41, Personnel 
Manual, Cellular Phone and Personal Digital Assistant (PDA) Policy.  
Employees operating personal vehicles for city business or city owned, 
leased, or rented vehicles are prohibited from utilizing cellular phones or 
PDAs while driving unless utilizing a hands-free device.   

 
The City encourages all managers and supervisors to train employees to 
defer telephone conversations until the employee can safely pull off the 
road. 
 
Texting, sending/reading email or utilizing any non-audio PDA or cellular 
phone feature requires that the employee bring the vehicle to a complete 
stop. 

 
11. Seat Belt Requirement – City employees and all occupants of a vehicle 

operated by a city employee must utilize seat belts, properly fastened at 
all times.  This includes operation of any vehicle out-of-state, regardless of 
that state’s seatbelt law.  Seatbelts shall also be used in all heavy 
equipment, including but not limited to, fork lifts, powered industrial trucks, 
track hoes, backhoes, rollers, graders, dump trucks and trash trucks 
(except as permitted under State Statute during trash route pick-up).   
 
a. Employees injured in a vehicular accident who were not wearing a 

seat belt in compliance with this policy shall have their workers’ 



compensation benefit reduced by the maximum amount allowed by 
law. 

 
b. The seat belt requirement applies to vehicles on legal roadways, 

rights of way, City Property, and construction locations.   
 

 
12. Other Safe Driving Requirements  

 
a. Eating while driving for city business is prohibited. 
 
b. Reading maps or reading other reference material while driving is 

prohibited. 
 
13. “How’s My Driving?” Program – Decals for the City’s “How’s My Driving?” 

program may be affixed by the Fleet Maintenance Division to city vehicles 
designated for inclusion in the program by the City’s Risk Manager.  
Employees are prohibited from removing these decals.  Information 
received, both complaints and accolades, shall be recorded by the Risk 
Management Division and forwarded to the applicable department’s safety 
committee for review and consideration.   

 
14. Enforcement:  The Risk Management Division of the Human Resources 

Department shall conduct periodic checks and report their findings to the 
respective department directors. 
 

 
Issue Date: 4/15/10 

 
 
 
 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B32.1  Employee Involvement Program – 
            Suggestion Award System  
 
Issue Date:  05/16/02 
 

B32.1A.  Policy 
 

1. Purpose  
 
a. The City of Tampa recognizes that employee involvement and 

appreciation has a positive impact on productivity and morale. 
Employee involvement in all aspects of the City government and the 
community both through the specifics of an employee's own position 
and the work of other City departments is encouraged. City 
employees have talent and abilities to provide meaningful input and 
involvement towards better work life quality, efficiency, productivity, 
and delivery of services.  

 
b. Recognition of employees ranges from responses, feedback, and 

appreciation by supervisors and management to the more formal 
processes of merit/step pay increases, longevity awards, additional 
annual leave, service pins and certificates based on length of service.  

 
c. As an additional formal provision of recognition, the City hereby 

establishes an Employee Involvement Program. One aspect of the 
Employee Involvement Program is the employee Suggestion Award 
System which solicits and rewards employees for ideas or 
suggestions.  
 
1) Supervisory and managerial employees shall be responsible 

for encouraging employees to participate in this program and 
are also expected to participate themselves. Employees shall 
not be permitted to criticize or discourage the participation of 
co-workers or subordinates  

 
2. Eligible Employees - All City employees are eligible for awards under the 

Suggestion Award System. Joint suggestions from employees may be 
submitted.  

 



3. Procedure - Suggestions are to be submitted to the Director of 
Administration. Suggestion forms are available from each department payroll 
clerk. Directions for completion are indicated on the form.  
 
a. Once the suggestion is received by the Director of Administration, the 

Suggestion shall be reviewed with the appropriate Department 
Director who is responsible for the services related to the Suggestion. 
The Department Director and the Director of Administration shall 
review the Suggestion with the Mayor and Senior Staff for possible 
Award.  

 
4. Awardable Suggestions  
 

a. Awardable suggestions include those ideas or proposals which:  
 
1) Save time, labor, space, equipment or supplies  
 
2) Bring about increased efficiency  
 
3) Improve working conditions  
 
4) Influence favorably either employee morale or public relations  
 
5) Improve health or safety conditions  
 
6) Improve City operations and practices  
 
7) Improve City services  
 
8) Improve methods and/or procedures.  

 
b. Awards for suggestions are not provided if the task of developing 

suggestions or new methods is already within the scope of the duties, 
assignments, and responsibilities of the employee's position; if the 
suggestion is found to be already in progress towards 
implementation; if the suggestion has already been suggested as part 
of this program; or, if the suggestion is an issue or matter to be 
addressed under an appropriate grievance procedure.  

 
5. Decisions - Decisions regarding eligibility, awards, and rules interpretation 

shall be made by the Mayor. Any dispute regarding the Suggestion Award 
System may be brought to the attention of the Director of Administration and 
shall not be eligible for appeal to any grievance/arbitration procedure.  

 



6. Conditions - Suggestions rejected may be re-submitted if changing 
conditions warrant. All suggestions become the property of the City of 
Tampa and shall be subject to applicable public information and public 
record laws. The employee, in submitting a suggestion for consideration, 
agrees to be governed by these suggestion policies and procedures.  

 
7. Awards - Based on the evaluation of the Suggestion, employees may be 

awarded a $100 U.S. Savings Bond. A letter of appreciation from the Mayor, 
a certificate, and a recognition pin will be presented to all employees whose 
suggestions are considered to be of merit.  Additional awards may be 
provided to employees whose Suggestions are considered to be superior or 
extraordinary in their impact on the City. If warranted, an employee whose 
Suggestion is considered to be the most impressive for each Suggestion 
Award quarterly period may be awarded a $1,000 U.S. Savings Bond.  

 
8. Change of Rules - The City reserves the right to change or terminate the 

plan at any time, except that changes or termination shall not adversely 
affect any eligible person with respect to any suggestion submitted prior to 
the effective date of such change or termination.  

 
Issue Date:  05/16/02 



City of Tampa Personnel Manual
B. Directives and Benefits
B32.2  Employee Involvement Program – Mentoring Program

Issue Date:  12/15/06

B32.2A. Policy

1. Purpose - The purpose of this policy is to provide and encourage a flexible
means by which City of Tampa employees can volunteer in the local school
system and community programs focused on mentoring.  The City
recognizes that City of Tampa employees have a long history of commitment
to volunteer service in the community beyond their employment
responsibilities.

2. Eligibility and Use. - All full time employees may be granted up to one hour
of Mentoring Leave per week (normally four hours per month, however five
hours per month can be authorized when there are five weeks in the
applicable month).  An additional ½ hour for travel time may be utilized per
usage of Mentoring Leave.

a. Use of Mentoring Leave is limited to within the employee’s normal
total number of work hours in the work week of the employee so that
the approval of the leave will not cause the employee to exceed the
normal assigned hours per workweek.  Mentoring Leave is not
intended to cover every possible hour of participation in a program by
an employee, however, employees may also be authorized the
adjustment of their work hours and/or the use of accrued annual
leave or compensatory time in combination with the use of Mentoring
Leave.

b. When special events warrant, an employee may aggregate the use of
up to four hours for the month or combine hours within the month (for
example, 2 hours in one week and 2 hours in another week; 1 hour in
one week and 3 hours in another week) to participate in a specific
mentoring activity.  However, it is preferred that employees make use
of the time by scheduling one hour per week so that they consistently
participate in a the program.

1) In the event that an employee utilizes four hours of Mentoring
Leave for one event within the month, they may not use any



additional Mentoring Leave until the commencement of the
following month.

In the event that an employee utilizes a combination of hours,
the ½ hour travel time (per usage) is not adjusted.  For
example, the total balance of Mentoring Leave with two
usages of two hours each plus travel is five hours; four usages
of one hour each plus travel is six hours; one usage of four
hours plus travel is 4 ½ hours).

c. In the event that an employee does not use Mentoring Leave, the
employee shall not accrue or be paid for said leave.  Time is non-
cumulative and will not carry over beyond a one month period.

d. Mentoring Leave does not count as hours worked for purposes of
calculating overtime.

e. Mentoring Leave is considered to be time off from work.  An
employee is not entitled to mileage reimbursement, is not covered by
City Workers’ Compensation, and for any other purpose is not
considered to be on City time during the time period.  Travel shall not
include the use of City vehicles unless the vehicle is permanently
assigned to the employee as either an assigned vehicle or as a “take-
home” vehicle and the use has the approval of the Department
Director.

f. Approval of the use of Mentoring Leave shall be balanced with the
needs of the workplace such that no one individual or time of the
month is disproportionately impacted.  The department shall take into
consideration the impact of such leave on the employee’s work unit,
the needs of the workplace, and the impact on the ability of the work
unit to accomplish its mission.

1) Mentoring Leave shall not be approved when such approval
can reasonably be expected to result in the required payment
of overtime to other employees or otherwise cause an
overtime situation within the City.

g. An employee must prepare a Request for Leave form and present it
to the immediate supervisor for authorization prior to the actual use of
Mentoring Leave.   For implementation purposes, employees shall
select “Other” on the leave form and indicate “MTR” (Mentoring
Leave).  The supervisor may require confirmation from the program
receiving the employee’s service.



3. Program Eligibility – Programs eligible for the use of Mentoring Leave by
employees shall be approved in advance by the Mayor and employee
participation shall be coordinated by the City’s Youth Corps & Volunteer
Coordinator, Parks & Recreation Department.  The employee must be
engaged as an active volunteer rather than a spectator.

Issue Date:   12/15/06



City of Tampa Personnel Manual 
B. Directives and Benefits 
B32.3  Employee Involvement Program – Civic Leave 
   
Issue Date:  07/22/04 

 

B32.3A  Policy 
 
1. Purpose – The purpose of this policy is to provide and encourage City of 

Tampa employees to serve as election officials (poll workers) with the 
Hillsborough County Supervisor of Elections.   

 
2. Eligibility and Use - All full time employees may be authorized the use of 

Civic Leave for mandatory training classes and for working the primary 
and/or general elections conducted by the Hillsborough County Supervisor 
of Elections.  Civic Leave shall not be authorized for City of Tampa 
Municipal elections.   

 
a. Use of Civic Leave is limited to and may not exceed the hours of 

work the employee is scheduled to work for the City of Tampa on 
the date of the election or training date.  For example, an employee 
scheduled to work eight hours in their City position and who works 
fourteen hours at an election, receives a maximum of eight hours of 
Civic Leave; an employee who is scheduled to work eight hours for 
the City and attends 3½ hours of election training, receives 3½  
hours of Civic Leave.   

 
b. Employees shall not accept compensation from the Hillsborough 

County Supervisor of Elections for the same time they are 
compensated by the City on Civic Leave.   

 
1) Employees may accept compensation from the Hillsborough 

County Supervisor of Elections for time served beyond City 
Civic Leave.  For example, if the employee works 14 hours 
for the election and the employee receives 8 hours Civic 
Leave (City pay), 6 hours of pay can be accepted from the 
Supervisor of Elections.   

 
2) In lieu of Civic Leave, an employee may choose to utilize 

annual leave for payment for the absence from work and, in 
which case, the employee can accept compensation from 
the Hillsborough County Supervisor of Elections for the 
same time. 

 
3) An employee shall not be authorized Civic Leave for off duty 

work hours nor have their schedule adjusted.  For example, 
an employee who attends election training during their off 
duty hours, receives compensation from the Hillsborough 



County Supervisor of Elections and does not additionally 
utilize City Civic Leave or other paid leave.   

 
c. Employees may include travel time not to exceed ½ hour from their 

work site to the Hillsborough County Supervisor of Elections Office 
or training site as part of their Civic Leave usage.  For example, an 
employee attending 3 ½ hours training with a twenty minute travel 
time would utilize 3 hours and 50 minutes of Civic Leave.  Travel 
time is not provided for travel from the employee’s home or other 
non-City work site.  Requests for Civic Leave which include travel 
time shall specify the actual duration of the travel along with the 
departure and destination locations. 

 
d. Civic Leave does not count as hours worked for purposes of 

calculating overtime.   
 

e. Civic Leave is considered time off from work with pay.  An 
employee is not entitled to mileage reimbursement, is not covered 
by City Workers’ Compensation and for any other purpose is not 
considered to be on City time during the time period.  Travel shall 
not include the use of City vehicles.   

 
f. An employee must be selected by and meet the qualifications of the 

Supervisor of Elections.  This includes, but is not limited to, being 
registered or eligible to register to vote in Hillsborough County. 

 
g. An employee shall not apply for participation in an election without 

prior authorization from the department and the recognition that 
leave will be approved for training and election work service except 
in the event of an emergency and that the City’s approval can 
reasonably  be  expected  to  not  result  in  required  payment  of  
overtime to other employees or otherwise cause an overtime 
situation for the City.   

 
h. Approval of the use of Civic Leave shall be balanced with the needs 

of the work place.  The employee and the department shall take 
into consideration the impact of such leave on the employee’s work 
unit, the needs of the workplace, and the impact on the ability of the 
work unit to accomplish its mission.   

 
i. For implementation purposes, employees shall select “Other” on 

the leave form and indicate “CIV” (Civic Leave).  The supervisor 
shall require confirmation from the Hillsborough Supervisor of 
Elections for the time worked or for attendance at training as well 
as verification that the payment received was limited to the time 
excluded from City payment. 

 
Issue Date:  07/22/04 

 



City of Tampa Personnel Manual 
B. Directives and Benefits 
B33.1  Employee Assistance Program  
 
Issue Date:  05/16/02 
 
B33.1A  Policy 
 
1. Purpose 

 
 The City of Tampa recognizes that an employee’s personal problems may 

result in a less than optimum, and even a declining job performance.  These 
personal problems may include, but are not limited to, emotional or 
behavioral problems, marital or family problems, legal problems, financial 
problems, alcohol abuse, or drug abuse.  In keeping with the mission of the 
City to provide the finest of services to the citizens of Tampa and 
recognizing the importance of the City’s human resources, the City has 
established an Employee Assistance Program (EAP).  The goal of this 
program is to restore the employee to full productivity by offering guidance 
and referral to qualified, professional providers.  It is the City’s policy that an 
employee’s participation in the EAP will not jeopardize his or her future 
opportunities with the City; however, the EAP shall not replace, alter or be 
used to circumvent the City’s discipline administration policy. 

 
2. Eligibility 
 

Employees enrolled in the City’s group health insurance plan are eligible for 
EAP services.  Spouses and/or dependents of employees are eligible if the 
employee is enrolled in the City’s group health insurance program with 
family coverage.  Any eligible employee or family member may directly seek 
EAP services for any personal problem.  Such problems may include, but 
are not limited to: depression, anxiety, stress or psychiatric illnesses, 
difficulties stemming from alcohol or drug abuse or the emotional problems 
of another person. 
 

3. Program Access 
 

Eligible employees or family members may access EAP services by: 
 
a. Self-Referral 

 



Employees or eligible family members experiencing personal 
problems may voluntarily and directly contact the EAP for services 
with complete confidentiality (see item #4). 

 
 b. Supervisor/Department Director Mandatory Referral 

 
A supervisor/department director, noting a declining job performance 
on the part of an employee, may mandate referral of an employee to 
the EAP for assessment, further referral or counseling services. 
 
1) All mandatory referrals to the EAP must be coordinated 

through the City’s Employee Relations Division. 
 

2) An employee’s job will not be jeopardized by such a referral or 
by the employee’s refusal to participate in the EAP.  However, 
an employee’s job may be jeopardized by failure to improve 
job performance, and such failure will be handled according to 
the City’s Discipline Administration Policy (see B28.1). 

 
4. Confidentiality 

 
The confidentiality of EAP services is absolutely essential to the program’s 
acceptance and success.  Participants have the right to complete 
confidentiality concerning their use of the program, the content of the 
sessions, and all existing case information and records.  Regardless of the 
nature of the referral, the EAP Counselor may not disclose any information 
about a participating employee to the City without the employee’s written 
consent.  In the case of a supervisory referral, the EAP Counselor may 
communicate to the City that the employee has or has not kept 
appointments.  The EAP Counselor may also, with the employee’s consent, 
work with the employee and the supervisor in defining the job performance 
difficulties and in setting work goals for improvement.  All counseling records 
and information from employee visits are the property of the EAP. 

 
5. Appointments 
 

a. Appointments may be scheduled Monday through Friday between 
the hours of 9:00 a.m. and 5:00 p.m.  An EAP staff member is 
available on a 24 hour basis by beeper service for life threatening 
situations. 

 
b. Employees and eligible family members may see an EAP staff 

member or other participating practitioner for up to four (4) sessions 



at no cost to the employee. The EAP will endeavor to refer 
participants to providers covered by the City’s health insurance plan. 

 
1) Supervisor referrals may be scheduled during the employee’s 

work hours.  Self referrals are to be scheduled during the 
employee’s own time or through the use of paid or unpaid 
leave, as applicable. 

 
Issue Date:  05/16/02 
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B. Directives and Benefits
B33.2   Drug Free Workplace

Issue Date:  10/08/91

B33.2A.  Policy

1. The City of Tampa has grave concerns regarding the abuse of alcohol and
other drug substances in the community. Many City departments and their
employees are directly involved and responsible for programs and services
to control and eliminate drug usage in the community. The City of Tampa
must also insure that the City, as a workplace, is drug free. With the
determination to maintain a drug free workplace, the City strives toward that
end by reissuing and enhancing this policy. The obligation and desire to
provide a drug free workplace is not only for employee safety and well-being
but also a commitment to the public we serve.

Drug use has serious adverse effects on the workforce resulting in lost
productivity and a threat to safety for the employee, co-workers and the
public. Drug use creates a variety of workplace problems including but not
limited to increased injury, absenteeism, medical costs, and theft along with
decreased employee morale, productivity and a decline in the quality of
services. A drug free workplace promotes protection of co-workers and the
public. Realizing that no workplace is safe from the devastating effects of
drugs, the City continues significant progress in the "war on drugs."

2. It is understood that City policy prohibits the consumption, possession, or
being under the influence of drugs or intoxicating substances while on duty.
Drug use and employment are not compatible

3. Employees or eligible family members experiencing problems due to
substance abuse are encouraged to voluntarily contact the Employee
Assistance Program (EAP) in accordance with B33.1. This provides the
employee with the opportunity to confidentially seek treatment.

4. Department directors, managers, and supervisors and employees shall be
subject to disciplinary action if they fail to report actual or suspected drug
use or influence by any City employee or fail to enforce, encourage and
follow the requirements of the policy.



5. All department directors are responsible for verification that managers,
supervisors and all employees attend mandatory training on the City of
Tampa Drug Free Workplace program. As is always the case when failure to
meet directives occurs, disciplinary action shall be considered when
supervisors fail to attend scheduled training or fail to ensure that subordinate
employees attend scheduled training.

a. Regardless of the source, any reports of actual or suspected
employee drug use must be forwarded to the Department of
Administration within 48 hours. Assistance with further investigation,
the determination of mandatory referral for testing, and/or disciplinary
action shall be provided.

b. The Police Department shall be notified immediately in the event that
an employee is in possession of an illegal substance.

6. Testing. The City has the authority to require an employee to complete
physical examinations to ensure that the employee is fit for duty. This
includes, but is not limited to, physical examinations to determine if a
specified employee is under the influence of alcohol on duty; to determine
any abuse of prescription or nonprescription drugs; and, to determine any
use of illegal substances.

The City of Tampa conducts drug testing as follows:

a. Drug testing is included in all pre-employment medical examinations.
An applicant who fails to pass the drug test shall not be employed
and the applicant's name shall be removed from any and all
certification lists for a period of six months.

b. Drug testing is provided under the provisions of the collective
bargaining agreements with the City's certified unions. Employees
covered by these agreements should refer to the applicable contract
for required testing.

c. For non-bargaining unit employees, drug testing is provided as
follows:

1) Reasonable Suspicion.

a) The reasonable suspicion standard requires that the
City must have some "factual foundation and rationale
which is interpreted in light of experience." In other
words, a decision to test an employee shall be based



on factors such as changes in job performance;
physical symptoms commonly associated with drug
usage such as slurred speech, altered motor skills and
other changes; changes in attention span or
attendance; reports or actual witnessing of possession
or use of substances; changes in appetite or sleeping
habits; or other mannerisms or behavioral changes
which indicate the suspicion of drug usage.

b) The supervisor having reasonable suspicion of the use
of alcohol or drugs shall immediately contact the City's
Employee Relations Division to arrange for referral for
testing.

c) The City shall meet with and inform an employee that,
in the opinion of the City, there is a basis for reasonable
suspicion and of the City's intention to schedule a drug
and/or alcohol test. At said meeting, the City shall
consider the comments from the employee regarding
the matter and shall then make the determination of
whether to proceed and require the test.

d) If it is determined, at the sole discretion of the City, that
a drug test will be required, the employee shall be
immediately escorted to the appropriate facility for tests.
The employee shall not be allowed to drive. Prior to
transport, the supervisor shall obtain the employee's
signature on the "Consent to Perform" and obtain a
witness of the signature. Refusal by an employee to
submit to said test shall be grounds for dismissal.

e) Pending the results of the test, the employee may be
placed on sick leave. If the employee does not have a
sufficient sick leave balance, the employee may be
placed on annual leave or Absence Without Pay (AWP)
when an insufficient annual leave balance exists.

(1) If a sworn police employee tests positive for an
illegal substance, the employee shall be
dismissed. If a sworn police employee tests
positive for a legal substance, the provisions
below shall apply.



(2) If an employee tests positive, the employee shall
be placed on sick leave (or a medical leave of
absence if eligible when there is an insufficient
leave balance) and shall be referred to the City's
Employee Assistance Program (EAP) for
counseling, further drug testing, and/or
enrollment in an appropriate program. Upon
completion of the program, the City shall require
medical substantiation regarding fitness for duty
and resolution of drug or alcohol use or
dependency prior to reinstatement from sick
leave or the medical leave of absence.
Reinstatement shall be conditioned on continued
monitoring and testing to ensure continued and
complete recovery. Only one such referral to the
Employee Assistance Program shall be
permitted. An employee who fails to complete
the program or who resumes use of said
substances after the original reinstatement to
work shall be dismissed.

(3) If an employee tests negative, any paid or
unpaid leave utilized pending the test results
shall be corrected to regular pay status.

(4) The City, at its sole discretion, may require
testing following an accident or injury. In that
event, the procedure provided in 1) (d) through
(e) is implemented.

(5) The City, at its sole discretion, may require
testing prior to promotions in non-bargaining unit
positions. In that event, the procedure provided
in 1) (d) through (e) is implemented. Additionally,
an employee who tests positive shall not be
eligible for the promotion.

(6) The City may require random testing. Effective
with the implementation of a random testing
program through the PBA Contract, the
nonbargaining/sworn police employees shall
also be randomly tested in accordance with the
Police Department SOP.



(7) Employees whose positions are federally funded
and subject to the Federal Drug Free Workplace
Act shall comply with all requirements of the Act.
Notification of this is provided to the applicable
individual employees.



CONSENT TO PERFORM

I,________________________________ , consent to a medical examination and
the collection of blood and/or urine samples, as requested by the City of Tampa, for
the purpose of determining the presence of alcohol and/or drugs, if any.

I furthermore authorize the release of any and all medical information obtained
during the examination and testing procedure to the City of Tampa.

I understand that my alteration of this consent form, refusal to consent to or
cooperate fully with a medical examination and the collection of the blood and/or
urine samples; or my refusal to authorize release of information to the City of
Tampa constitutes insubordination and is grounds for termination.

I also understand that a positive result for the drugs tested may be considered
grounds for termination or may result in mandatory referral to the City of Tampa's
Employee Assistance Program and required satisfactory completion of any course
of treatment prescribed by the EAP.

________________________________  _________________________
Employee Signature Date

________________________________
Witness

Issue Date:  10/08/91
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B. Directives and Benefits 
B34. Workers’ Compensation – Light Duty  
 
Issue Date:  05/16/02 
 

B34A.  Policy 
 
1. It is the policy of the City of Tampa that employees, who have had on the job 

injuries, be returned to work as soon as possible with a minimum of lost 
productivity and associated costs.  

 
2. Modified Duty Coordinator - Each major department shall appoint one (1) 

member of their departmental safety committee to serve as the Modified 
Duty Coordinator (MDC). The MDC is responsible for maintaining 
communication with the physician, the employee, Risk Management, and all 
other parties involved in the return to work.  

 
3. The Workers' Compensation Light Duty program is intended to allow 

employees, under the care of a Workers' Compensation physician, to 
continue or return to work under the following circumstances:  
 
a. The employee's current job may be modified to accommodate the 

employee's temporary medical restriction(s); or  
 
b. The employee may perform other meaningful tasks until being 

released back to full duty.  
 
4. The Workers' Compensation physician will indicate the work status of the 

employee on the Physician's Appointment Authorization, DA36. The DA36 is 
presented to the department by the employee following the medical 
examination. If appropriate, the physician will have indicated the status of 
"light duty" with any applicable restrictions.  
 
a. When light duty is indicated, the department shall provide light duty 

work for up to seven (7) working days unless an exception is 
approved by Risk Management.  

 
b. If the employee has not been released to full duty by the physician 

after the seven (7) working days, the department may choose to:  
 



1) Discontinue light duty work and place the employee on 
workers' compensation, or  

 
2) Extend light duty work for an additional seven (7) working 

days. This may be appropriate after consultation with the 
treating physician regarding the expected time for recovery. 
The department director shall have the authority to extend light 
duty after the first seven (7) work day period. Light duty may 
be extended for subsequent seven (7) work day periods at the 
discretion of the department director.  

 
5. Exception - This policy does not apply to employees who are sworn police 

officers or firefighters.  
 
Issue Date:  05/16/02 
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B35.   Management Safety Committees

Issue Date:  02/0492

B35A.  Policy

1. It is the policy of the City of Tampa that departments conduct safety
meetings on a regular basis.

2. Management Safety committees shall be organized to review incidents
involving employee injury, vehicle damage, equipment abuse and damage,
toxic exposure, and damage to citizen property. Committees may also
address issues such as unsafe working conditions, safety suggestions,
training, and other related safety concerns.

3. Organization - Management Safety committees will be organized in the
following departments: Police, Fire, Parks, Water, Recreation, Convention
Facilities, Public Works, Solid Waste and Sanitary Sewers. A multi-
departmental committee will be established for the remaining City
departments.

4. Membership - Management Safety committees shall normally not exceed
five members. The chair shall be a Division Manager, Major, Chief or higher,
depending upon the departmental structure. The chair shall appoint three
additional committee members, and a representative from Risk
Management shall also serve as a member.

5. Meetings - Management Safety committees shall meet monthly. The chair
shall prepare and distribute to members an agenda prior to each meeting.
Committee members may request that a particular item be placed on the
agenda prior to the meeting. One member shall be designated to keep brief
minutes and distribute these to the committee.

6. Accident Review - Each Management Safety committee will be concerned
with the causality, preventability, corrective action, and documentation of
accidents. Of particular interest will be lost-time injuries, moving vehicle
accidents, serious property damage, and accidents involving possible
recklessness or disregard of departmental safety procedures.



It shall not be the purpose of the Safety committee to review or recommend
discipline. The chair shall, however, document discipline by recording in the
minutes any disciplinary action taken by the department as a result of an
accident, including employee payment for equipment or vehicle damage
(see B28.1,6a and/or applicable collective bargaining agreement).

The chair may require employees to attend Safety committee meeting
including witnesses, the injured employee, or a supervisor as part of the
investigation of the causality and preventability of the accident.

Issue Date:  02/0492
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B36.   Vending Machines

Issue Date:  09/01/93

B36A.  Policy

1. This policy requires that the operation of vending machines located at
employee work sites or City property be authorized and that employees may
not benefit from a machine's profits as a result of vending purchases by the
general public.

2. The operation of any vending machine(s) at employee work sites shall be
with the authorization of the Director of Finance. Said authorization shall
include confirmation that compliance with applicable federal, state and local
laws or requirements are met. The Department of Revenue and Finance
shall maintain an inventory of all such vending machines and verify
applicable compliance. This will include but is not limited to identification
numbers, notices, contractual agreements, and payment of sales taxes.

3. Revenue generated by vending machines located at employee work sites
shall be collected and deposited to the applicable City revenue accounts.

4. In the event that a vending machine is located at an employee work site that
is restricted to City employees, revenue from the machine may be
designated for specified use.

a. Areas restricted to City employees are areas usually reserved for
employee break or meal periods and do not include areas open to -
the general public. The area must be a location at which non-
employees are permitted only with specific authorization or for City
business, which results in only occasional or sporadic use of the
vending machine by non-employees.

(1) Employee restricted vending machine(s) shall be designated
by the Director of Finance as provided in section #2 (above)
and shall be identified as a restricted use machine only if in
authorized operation as of October 1, 1993.

a. Revenue from restricted use vending machines may be utilized by
the designated work unit or department for purposes of funding the



recognition of retirements, illnesses, deaths, birthdays, holidays,
break room enhancements, and other appropriate use. Records of
revenues and expenditures shall comply with the directives from the
Director of Finance.

Issue Date:  09/01/93
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B37.   Assigned Vehicles 
 
Issue Date:  05/03/96 
 
B37A.  Policy 

 
1. Assignment of a city vehicle on a full-time basis is appropriate only when 

that assignment will improve the delivery of essential and emergency 
services after the normal operating hours of the employee.  

 
2. A city vehicle my be assigned to an employee on a full-time basis provided:  

 
a. The employee is regularly recalled to work after normal assigned 

hours in response to an essential need or emergency situation; or,  
 
b. The visibility of the city vehicle aids in the normalization of an 

operation or an emergency situation; and  
 
c. The assignment of the city vehicle is consistent with cost efficiency 

and energy conservation.  
 
3. Vehicle assignments may be altered or revoked at anytime at the discretion 

of the City.  
 
4. The use of vehicles is restricted to city business and travel directly to and 

from work.  
 
5. The operator of the vehicle must have and maintain applicable state and city 

operator licenses.  
 
6. The assignment of a vehicle is not an employee benefit or condition of 

employment.  
 
7. The City and its employees shall comply with all IRS regulations. 

Procedures for compliance with commuting valuation rules shall be the 
responsibility of the Director of Finance.  

 
8. Assigned vehicles shall only be authorized upon completion of the Vehicle 

Justification Statement with authorization of the department director along 
with the final authorization of the Finance Director.  

 
Issue Date:  05/03/96 
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B38.   Workplace Violence

Issue Date:  04/29/97

B38A.  Policy

1. Purpose - The City of Tampa maintains a zero tolerance policy toward
workplace violence, or the threat of violence, by and of its employees,
customers, the general public, and/or anyone who conducts business with
the city. It is the intent of the City to provide a workplace free from
intimidations, threats, or violent acts.

2. Definitions

a. Workplace Violence - Workplace violence includes, but is not limited
to, harassment, threats, physical attack, or property damage.

b. Threat - A threat is the expression of an intent to cause physical or
mental harm regardless of whether the person communicating the
threat has the present ability to carry out the threat and regardless of
whether the threat is contingent, conditional, or future.

c. Physical Attack - Physical attack is unwanted or hostile physical
contact with another person such as hitting, fighting, pushing,
shoving, or throwing objects.

d. Property Damage - Property damage is intentional damage to
property which includes property owned by the City, employees, or
others.

3. Prevention - The City subscribes to the concept of a safe work environment
and supports the prevention of workplace violence. Prevention efforts
include, but are not limited to, informing employees of this policy, instructing
employees regarding the dangers of workplace violence, communicating the
sanctions imposed for violating this policy, and providing a reporting
hierarchy within which to report incidents of violence without fear of reprisal.

4. Security Audit - On an annual basis or whenever the physical layout of a
work space is significantly altered, the Department Director will verify the
escape routes of the work area and communicate any changes to



employees. On an as needed basis, the Department Director may request a
security audit from the Police Department to determine whether any
additional security measures are necessary.

5. Crises Management Team - The Crises Management Team (CMT) consists
of the Security Coordinator (Tampa Police Department), the Director of
Administration (and representatives from the Employee Relations Division),
the department director, and the department manager (of the specific work
site). Representatives from the Employee Assistance Program (EAP), the
Legal Department, and Facilities Management will assist the CMT on an as
needed basis. The CMT is responsible for establishing the protocol in the
event of a threat or actual violent incident which includes, but is not limited
to, evaluating potential violence problems, referring employees for fitness for
duty evaluation, coordinating with affected parties such as victims, families,
employees and media, and referring victims for appropriate assistance and
required counseling.

a. Critical Incidents - Critical incidents are those with serious threat or
injury is in progress or appears imminent. Employees shall first call
911 for Police and Fire response and then contact department
management. Department management shall then contact Employee
Relations to assemble the CMT.

b. Potential Incidents - Potential incidents are those situations where
aggressive behavior, threats, verbal abuse or inappropriate verbal or
physical behavior occurs and an employee reasonably believes an
indication of a potential incident has occurred. All employees are
required to report any indications of a potential incident as indicated
in item #6.

6. Reporting - Each incident of violent behavior, whether the incident is
committed by another employee or an external individual such as a citizen,
must be reported to department management. The department
management will contact Employee Relations to assess and investigate the
incident to determine if a critical incident is occurring or has the potential to
occur.

a. All employees must openly communicate with each other to be aware
of any unusual activity that may identify the potential for or actual
occurrence of a violent incident.

(1) Employees who are experiencing or threatened with domestic
or non-employment related violence of any type are referred to
the Employee Assistance Program for assistance. In the event



that the employee believes that they are in danger at the work
site they must notify department management as specified in
#6 above. Employees who have court ordered restraining
orders shall notify department management so that security at
the work site can be assessed.

7. Discipline - Any employee who is determined to have engaged in any act of
workplace violence shall be subject to disciplinary action up to and including
dismissal, and depending upon the violent act, may be subject to criminal
sanctions.

Issue Date:  04/29/97
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B39.   Computer Use

Issue Date:  3/31/2011

B39A.  Policy

1. Purpose – Use of the City of Tampa’s computer network is for City of Tampa
business only and must meet standards as specified in this policy.  The City
of Tampa provides several information sharing technical services including
Electronic mail (E-mail), Intranet, and Internet access.  Desktop support
services include networked office automation, file, and print sharing services.
Application support services provide access to both Citywide and
departmental applications.  When using the City’s computer systems,
employees agree that they are aware of, understand, and comply with the
provisions of this policy and any other policies and procedures established
by the City’s Technology and Innovation Department.

a. Usage is restricted to City of Tampa business purposes.  The
purpose of access and usage is to support and enhance the research
and information capabilities of the City and to encourage electronic
communications and sharing of information resources within the
system, with other network users and the public at large.

2. Acceptable Uses – Acceptable uses of computer resources include:

a. City of Tampa business purposes only;

b. Usage conducted in a responsible, efficient, ethical, and legal
manner;

1) When accessing any computer resources, the user
automatically confirms their understanding of the policy and
guidelines as a condition of receiving access.

2) The burden of responsibility is on the user to inquire as to
acceptable and unacceptable use prior to use.

c. Only those activities that enhance the ability of the user, increase
their productivity and provide job related information.



3. Unacceptable Uses – Unacceptable uses include but are not limited to:

a. Violation of federal, state, or local laws, codes, regulations,
departmental or City policy;

1) This includes, but is not limited to the City of Tampa Ethics
Code and B26. No Solicitation.  

b. Using profanity, obscenity, or other language that may be offensive or
considered harassment;

c. Copying, uploading, or downloading commercial or free software in
violation of copyright law and/or software license agreements; all
software must receive authorization prior to installation per the City
Wide Information Technology Management policy;

d.  Any personal use including computer games, access to social media
sites for personal use, personal correspondence, or any other non-
city activity as well as for any commercial or illegal activity;

e. Usage that hampers or precludes the City’s network performance.
This includes the prohibition of access to streaming media of any type
(including audio or video), unless specifically authorized;

f. Deliberate attempts to degrade or disrupt system performance or
attempting to make unauthorized entry to other City systems or to
other networks (hacking, spoofing, sniffing, scanning, etc.) are not
only prohibited but may be viewed as criminal activity under
applicable state and federal law.

g. Unintentional or non-deliberate usage that degrades or disrupts
system performance.  Employees must seek appropriate assistance
for responsible usage and to avoid inadvertent file deletion, file
corruption, or any other system usage that is not within their skill
level.

h. Remote file sharing, peer-to-peer, or remote access tools are
prohibited.

4. Additional Employee Responsibilities.  Employees are responsible for
learning proper techniques and standards for participation and for
understanding that if they misuse the network, they will lose access and are



subject to disciplinary action.  Particular concerns include issues of privacy,
copyright infringement, email etiquette, computer viruses, and intended use
of computer resources.  Employees must request training as needed and
stay current with new tools.  The City will continue to offer periodic computer
training.

a. Additional policy, procedures and requirements of usage shall be
determined by the Technology and Innovation Department and shall
be posted on the City’s Intranet.  Any employee who is issued a
password is responsible for adherence to these requirements and
any subsequent revisions.

b. Employees shall not insert personal tag lines in their email
correspondence.  Acceptable tag lines include employee contact
information (name, title, and other authorized departmental
information).

5. Employee Desktop Security.  The employee in whose name access is
issued is responsible at all times for its proper use.  Employees shall not
share their password with any other individual.  Only the Technology and
Innovation Department security staff has access to passwords.

a. Employees shall logout of their computer system when they are not in
use by using password protected screen savers after a maximum of
twenty (20) minutes of inactivity during their work hours and by
logging out (shut down) of their system at the end of their work day;

b. Employees shall be responsible for storing and archiving data in
accordance with state and city records retention schedules.

6. Internet access requires the approval of the Department Director and
completion of basic access training.

7. All access to the Internet, for City purposes or on City equipment, will be
performed through the City’s Internet services unless authorized by the
Technology and Innovation Department.  Commercial subscription services
shall not used for City business or on City equipment without approval by the
Technology and Innovation Department.

8. Email messages and other transfers of information are public records.  As
public records, retention requirements set forth in Chapter 115, Florida
Statutes, must be adhered to the same degree as conventional
correspondence.   The City provides public access to message archives and
logs Internet traffic for audit purposes.
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B40. Emergency Conditions 
 

Issue Date: 03/23/09 

 
B40. Policy 
 
1.  Purpose – The purpose of this policy is to provide direction regarding 

employee work assignments and pay status during an impending or 
declared disaster or declared emergency conditions and, when applicable, 
during the post-event/recovery period. This includes situations due to 
severe inclement dangerous weather and other types of emergency 
situations. Departments shall refer to the City’s Emergency Operations   
Plan and Know Your Role Program for execution of response activities 
and emergency roles. 
 
a.  This policy shall not apply to bargaining unit sworn fire or 

bargaining unit sworn police personnel. 
 

2.  Declaration of Emergency Conditions. The provisions and procedures 
contained in this policy shall be implemented only upon authorization of 
the Mayor. Even if other government officials have declared emergency 
status, this policy applies only when the Mayor has declared emergency 
conditions.  It is recognized that upon declaration of an emergency status, 
collective bargaining contracts are suspended for the duration of the 
emergency. This means that the City may suspend time frames for 
grievances, seniority, disciplinary actions, processing pay changes, and 
other personnel transactions until the emergency period is no longer in 
effect. 
 

3.  Job Duties. In order to continue to address the needs of the community in 
emergencies, and to provide essential services, employees may be 
temporarily assigned to duties other than the essential functions of their 
regular position and/or be assigned to work at different job sites through 
the Know Your Role Program. As is the case for all regular and overtime 
assigned work, employees are subject to disciplinary action up to and 
including dismissal for failure to report to duty. Failure to report for an 
emergency assignment (pre-impact, emergency period, and/or post 
event/recovery period) shall also subject the employee to disciplinary 
action up to and including immediate dismissal. 
 

4.  Emergency Phases. For purposes of job assignments and pay status, 
emergency conditions are addressed according to three phases as 
follows: 
 



a. Pre-Impact Period – This is the time period prior to the impending 
emergency. This period includes emergency response preparation 
activities and preventative measures by the City of Tampa 
departments in preparing for the impending emergency. 

 
b.  Emergency Period – This is the time period during which 

emergency response activities and restoration of critical services 
are conducted to protect life and property, and most normal city 
services are suspended. 

 
c.  Post-event/Recovery Period – This is the time period during which 

activities are conducted to restore the City's infrastructure and 
services to pre-emergency conditions, and some city services may 
be suspended. 
 

5.  Employee Emergency Status. All employees shall be assigned to an 
Employee Emergency Status Group as follows: 
 
a. Emergency Assigned Employees (Group I) are those employees 

who are assigned pre-defined emergency roles and duties that 
require that they report during the Pre-impact or Emergency 
periods. This group includes those employees assigned to the 
Emergency Operations Center (EOC) and the Emergency 
Response Centers (ERCs) before, during and after an emergency. 
Dismissal or worksite closure announcements do not apply to these 
employees unless instructed otherwise. 

  
b. Non-emergency Assigned Employees (Group II) are those 

employees who are not required to work during the pre-impact or 
emergency periods, when normal city services have been 
suspended, however, are pre-assigned continuity of operations 
and/or emergency support functions in their department, typically 
responding as services are restored. 
 

c.  Post-event Assigned Employees (Group III) are the remainder of 
employees not previously assigned a specific role or function, but 
are required to be available when recalled/notified. Employees may 
be temporarily assigned to duties other than the essential functions 
of their regular position, and/or be assigned to work at different job 
sites. 

 
d.  Special Needs Exemption Request (Group IV) is for employees that 

may request in advance to be excused from non-emergency or 
postevent roles. To qualify for this group, an employee may submit 
a Special Needs Exemption request form in advance to his/her 



supervisor for approval by the Department Director if the employee 
is the primary/sole caregiver for a family member that has a bona 
fide disability and/or requires medical care. 
 

6. Pre-Impact Period. The determination to close work sites either entirely or 
partially, and/or to implement disaster/emergency duties for City 
employees is at the sole discretion of the Mayor. Accordingly, the Mayor 
may determine that non-emergency employees at all or certain work sites 
are to have an early work dismissal, late work arrival, or site closure for 
one or more work shifts. 

 
a.  Individual Leave Requests for Family Obligations – Individual 

employees may face special family situations (i.e. when employees 
are expected to report or remain at work but schools open late, are 
closed, or close early and no alternative childcare is available). If an 
employee is not designated to report for emergency duty work, 
supervisors are advised to be flexible to the extent possible and 
approve annual leave for the employee to handle the situation. If 
employees are designated to report for emergency duty work, the 
Department Director may authorize, up to the end of the 
employee’s current shift, paid time to make the appropriate family 
arrangements prior to reporting to the emergency duty work 
assignment. 

 
b. Early Work Dismissal – Employees will be informed by their 

supervisor in the event that an early work dismissal has been 
authorized by the Mayor. Supervisors shall not permit employees to 
be dismissed without verification through the Department Director 
that authorization by the Mayor has occurred. Rumors or 
announcements by unauthorized personnel shall not be considered 
to be a factual basis for this determination. 

 
c.  Work Site Closures or Late Work Arrival – If known prior to the 

employees’ departure from work, employees will be informed by 
their supervisor in the event that their work site will be closed or will 
be utilizing a late work arrival time. Supervisors shall not inform 
employees of information without verification through the 
Department Director that authorization by the Mayor has occurred. 
Rumors or announcements by unauthorized personnel shall not be 
considered to be a factual basis for this determination. 

 
d.  Pre-Impact Pay Status 
 

1) Non-Working Employees – Employees who are authorized 
to be dismissed from work due to an early work dismissal, 
late work arrival time, or other closing of the work site, shall 



receive regular pay for all hours not worked during their 
regularly scheduled shift. 

 
a)  Employees directed to NOT report to work (or to 

cease work during the day) as specified in “b” and “c,” 
below, shall be recorded as Emergency Duty Relief 
(EDR) on the payroll. No deductions are made from 
the employees’ leave accounts. 

 
b)   Determination of EDR status shall be made on a 

frequent basis and shall not exceed a maximum of 
three workdays, except under extraordinary 
circumstances as determined by the Mayor. 
 

c) Employees who are on sick leave or annual leave 
status during the EDR status period, shall remain on 
the sick or annual leave status and shall not be 
eligible for EDR. 

 
d)  Employees on normal day(s) off shall not receive 

EDR pay. 
 

2)  Working Employees 
 

a)  Employees who are required to work during the EDR 
status shall receive EDR pay for the equivalent time 
period and shall be paid for all hours actually worked. 
Hours actually worked shall be indicated as 
Emergency Duty Work (EDS- Emergency Duty Work 
Straight Time; EDO – Emergency Duty Overtime-
150%). 

 
b)  Only those employees required to work in support of 

emergency response activities shall be authorized to 
work. Authorization is also required for those 
employees recalled/notified to work postevent/ 
recovery. 

 
c) Compensation for the hours actually worked as 

Emergency Duty Work (EDW) will be paid at the 
appropriate overtime rate, if all other assigned hours 
are worked during the week of the emergency. There 
is no guaranteed number of work hours during an 
emergency. Employees are relieved from emergency 
work at the earliest opportunity. Emergency Duty 
Relief (EDR) and Emergency Duty Work (EDS, EDO) 



count as hours worked for purposes of calculating 
overtime. 

 
d)  The appropriate overtime rate referenced above shall 

be the overtime rate determined by the applicable 
overtime policy depending on the employee’s type. 
However, for purposes of this policy only: 

 
(1)  Supervisory employees (grade “S”), 

professional or technical employees (grade 
“N”), Police Lieutenants (grade P-10) and 
Police Captains (grade P-14) shall receive 
payment at 100% of their rate of pay (straight 
time) rather than the crediting of compensatory 
time as provided in B4.1. 

 
(2)  Managerial and appointed unclassified 

employees shall be credited Emergency Duty 
Bank (EDB) time which provides compensatory 
time equivalent to 100% straight time for the 
additional hours worked rather than no credit 
as provided in 4.1.  
 
Exception: Administrators and Department 
Directors shall not be eligible and shall not 
receive any additional compensation or 
compensatory time credit for additional hours 
worked. 
 

7. Emergency Period. Work assignments and pay status shall be 
implemented during the Emergency Period as provided in the Pre-Impact 
Period specified above. 

 
8.  Post-event/Recovery Period. If some city services remain suspended 

during the post-event/recovery period, an employee must be working at 
their designated City position, a designated official post-event/recovery 
assignment through the Know Your Role Program, or be on approved 
leave to receive pay. 

 
a.  In the event that an employee is unable to report for their assigned 

recovery duties, the employee must contact their direct supervisor 
to request approval of annual leave (or leave without pay if annual 
leave is exhausted). 

 
b.  An employee that fails to report for post-event/recovery 

assignments will not receive pay beyond the maximum specified as 



EDR on the payroll, and may face disciplinary action, up to and 
including dismissal for failure to report to duty for a post-
event/recovery period assignment. 

 
9.  Emergency Information. Information regarding the City’s status during all 

emergency phases (pre-impact, emergency and post-event/recovery 
periods) will be communicated via the City’s Emergency Alert Line 
(EAL), 813-232-6865. In addition, notices to employees regarding recall 
notifications, assignment locations and return to work will be 
communicated via the EAL and/or the supervisor.  
 
Additionally, the primary Emergency Broadcast System (EBS) stations are 
WYNF (94.9 FM), WRBQ (1320 AM and 104.7 FM), and WFLA (970 AM), 
although most television/radio stations remaining in service will be 
providing essential emergency information to the community. In addition to 
calling the EAL, employees are encouraged to monitor these stations for 
instructions regarding the City’s status, including work closures and work 
re-opening, as well as information regarding employee recall notifications, 
assignment locations and return to work. In the event of conflicting or 
uncertain information, employees must confirm information with their 
supervisors. 

 
10. Sworn Fire/Sworn Police. As stated in 1 (a) above, this policy shall not 

apply to bargaining unit sworn fire or bargaining unit sworn police 
personnel, provided however, that specialized payroll coding, designating 
work hours as emergency assignments, shall be used to indicate all hours 
worked for accounting purposes. These codes are “ESS” (Emergency 
Sworn Straight Time – 100%) and “ESO” (Emergency Sworn Overtime - 
150%). 

 
11.  Emergency Mutual Aid. The pay status for employees as provided herein 

may apply to specified Emergency Mutual Aid assignments at the direction 
and discretion of the Mayor. Prior to assigning employees to Emergency 
Mutual Aid duties the Department Director shall confirm the authorization 
for special payment and shall utilize the applicable payroll codes as 
designated for that purpose. 



City of Tampa Personnel Manual
B. Directives and Benefits
B41 Cellular Phone Policy and Personal Digital Assistant

(PDA) Policy

Issue Date:  4/15/08

B41A Cellular Phone Policy

1. Purpose – The purpose of this policy is to establish requirements for City
authorized use of City-owned or personal cellular telephones, ensure
departmental and employee accountability and responsibility, and to
prevent improper use or assignment of cellular telephones.

a. Employees are reminded that cellular phone records, whether City-
owned or personally owned and once submitted for reimbursement,
are public records.

2. Authorization – Cellular telephones shall only be issued to employees who
have a demonstrated need for the equipment in order to conduct City
business.  Demonstrated need shall include, for example: situations in
which increased productivity and responsiveness by employees occurs
because they are not otherwise able to utilize regular phone service;
employees who need to conduct business and/or be frequently contacted
when away from their official work station; employees who need to be
contacted on an emergency or urgent need basis.

a. Department Directors are responsible for ensuring that a needs
assessment has been conducted prior to authorizing the issuance
of a new cellular phone to a departmental employee.
Documentation of this review and the director's approval shall occur
on the Cellular Customer Service Authorization (CSA) form used
during acquisition.  Accounts Payable (Department of Revenue &
Finance) will maintain all Cellular Telephone Authorization
requests.

b. Department Directors shall be responsible for periodic review of the
cellular phones issued in their department so that phones which are
lost, damaged and in need of replacement, unused, underused, or
no longer meet demonstrated business need are retrieved
(cancelled) or reassigned appropriately.   All cellular phone moves,
adds, and changes must be coordinated through the Technology
and Innovation Service Center so that accurate inventories can be
maintained.  In addition, to further assist in expense planning,
Technology and Innovation will ensure tools are available to assist



Accounts Payable and departments with balancing costs for both
cellular and landline services.

c. Replacement of existing devices and service do not need Director
approval.    Coordinate lost or damaged device replacement with
the Technology and Innovation Service Center.

3. Acquisition - Department Directors shall complete a Cellular Telephone
Authorization Request and forward it to Accounts Payable via the
Technology and Innovation Service Center CSA process.  Departments
have the budgetary responsibility for the purchase and monthly expenses
associated with cellular telephones.

a. The Technology and Innovation Department shall be responsible
for determination of the types of equipment, plan features, and
repair/replacement options available to departments.  It is the City's
intent that an acquisition strategy be implemented so that all
departments participate in a specific plan or plans so that
economies of scale can be realized.

b. The Technology and Innovation Department will maintain a Web
site with current supported equipment and services.  Any request
for a device that is not supported must have the Director of
Technology and Innovation’s approval for meeting specific and
unique business needs and may result in operating with limited or
best available support.

c. The Technology and Innovation Service Center will arrange with
the department the ordering and delivery of the requested
equipment from the City's cellular service provider.

d. Technology and Innovation will assist departments by maintaining a
current inventory of City issued cellular phones and coordinate
large-scale device migration strategies.

e. Technology and Innovation will provide tools to monitor billing and
usage so that Accounts Payable and departments can effectively
manage and balance cellular and landline voice communications
usage and ensure that departments are utilizing optimal plans.

4. Cancellation of Service - Cellular phones that are no longer in use or need
to be discontinued shall be cancelled by utilizing the Cellular Telephone
Authorization Request and the procedures from the Technology and
Innovation Department for disposition of equipment.  Service for lost or
stolen phones shall be cancelled immediately through notification to the
Technology and Innovation Service Center.

5. Use  - City issued cellular telephones are provided for City business.  Use
of a City issued cellular telephone for personal calls should be minimized.



In the event that an employee utilizes the cellular telephone for personal
business, the employee’s usage must be reimbursed to the City at the rate
of 10¢ per minute for personal calls.    Billing statements must be
reconciled monthly with employee reimbursements made payable to the
City and forwarded to the Department of Revenue & Finance.
Departments are responsible to verify that they have reconciled
statements and collected employee reimbursements and shall maintain
records as required for audit purposes.  Employees shall be responsible
for any use or misuse of City devices and charges.

6. Consulting - Technology and Innovation will be available to discuss
options, plans, features and device technology to assist departments in
their telephony needs.

7. Personal Cellular Phones - In the event that an employee uses a personal
cellular phone for critical City business, the employee may be reimbursed.
These calls are eligible for reimbursement by the City to the employee
provided there was no other option available and the call was urgent and
necessary to City business.  The reimbursement rate is the actual costs
plus applicable fees as shown on the employee’s bill.  Departments are to
discourage use of personal cellular telephones for City business if it is less
expensive to the City to issue a City cell phone for business calls.     No
personal cellular or wireless devices are permitted to attach to City
networks.

B41B Personal Digital Assistant (PDA) Policy

1. Purpose – The purpose of this policy is to establish requirements for City
authorized use of City-owned or privately owned PDAs (Personal Digital
Assistants), ensure departmental and employee accountability and
responsibility, maintain secure access to the City networks, and to prevent
improper use or assignment of PDAs.

2. Authorization – PDAs shall only be issued to employees who have a
demonstrated need for both voice and data telecommunication services
and equipment in order to conduct critical City business. Demonstrated
need shall include, for example: situations in which increased productivity
and responsiveness by employees occurs because they are not otherwise
able to access regular email, calendars and/or phone services; employees
who need to conduct business and/or be frequently contacted when away
or; employees who need to be contacted on an emergency or urgent need
basis. The situations cited in the examples are general but policy requires
that the employee serve in a high level capacity in which the city must
provide PDA connectivity to meet significant needs.  Special attention is
advised when authorizing a PDA because the combined monthly cost of
voice service added to unlimited data communications on a single device
will significantly exceed a voice plan alone.



a.  Department Directors are responsible for ensuring that a needs
assessment has been conducted prior to authorizing the issuance
of a new PDA device/service or replacing existing cellular service
with a PDA to a departmental employee. Documentation of this
review and the director's approval shall occur on the Cellular
Telephone Authorization Request for PDAs used during acquisition.
Accounts Payable will maintain all Cellular Telephone Authorization
requests.

b. Department Directors shall be responsible for periodic review of the
PDAs issued in their department so that PDAs, which are lost,
damaged and in need of replacement, unused, underused, or no
longer meet demonstrated business need are retrieved (cancelled)
or reassigned appropriately. Consideration of less costly
alternatives is encouraged particularly in situations where an
employee's non-emergency or non-urgent tasks would be equally
managed with a cell phone not requiring data service or a later
return of the call using standard telephone equipment.  All cellular
phone and PDA moves, adds, and changes must be coordinated
through Technology and Innovation Service Center so that accurate
inventories can be maintained.  In addition, to further assist in
expense planning, Technology and Innovation will ensure tools are
available to assist Accounts Payable and departments with
balancing costs for both cellular and landline services.

c. Replacement of existing devices and service do not need
Department Director approval.    Coordinate lost or damaged
device replacement with the Technology and Innovation Service
Center.

3. Acquisition - Department Directors shall complete a Cellular Telephone
Authorization Request for PDAs and forward it to Accounts Payable via
the Technology and Innovation Service Center CSA process. Departments
have the budgetary responsibility for the purchase and monthly expenses
associated with PDAs.

a. The Technology and Innovation Department shall be responsible
for determination of the types of equipment, plan features, and
repair/replacement options available to departments. It is the City's
intent that an acquisition strategy be implemented so that all
departments participate in a specific plan or plans so that
economies of scale can be realized and system interoperability is
maximized.

b. The Technology and Innovation Department will maintain a Web
site with current supported equipment and services.  Any request
for a device that is not supported must have the Director of
Technology and Innovation’s approval for meeting specific and



unique business needs and may result in operating with limited or
best available support.

c. The Technology and Innovation Department will arrange with the
department the ordering and delivery of the requested equipment
from the City's cellular service provider.

d. The Technology and Innovation Department shall maintain an
inventory of all City issued PDAs.

e. Technology and Innovation will provide tools to monitor billing and
usage so that Accounts Payable and departments can effectively
manage and balance cellular and landline voice/data
communications usage and ensure that departments are utilizing
optimal plans.

4. Cancellation of Service – Cellular Service PDAs that are no longer in use
or need to be discontinued shall be cancelled by utilizing the Cellular
Telephone Authorization Request for PDAs and the procedures from the
Technology and Innovation Department for disposition of equipment.
Service for lost or stolen PDAs shall be cancelled immediately through
notification to the Technology and Innovation Service Center.

5. Use - City issued PDAs are provided for City business.  Use of a City
issued PDA for personal phone calls should be minimized.  In the event
that an employee utilizes the PDA voice communication services for
personal business, the employee’s usage must be reimbursed to the City
at the rate of 10¢ per minute for personal calls.  Billing statements must be
reconciled monthly with employee reimbursements made payable to the
City and forwarded to the Department of Revenue & Finance.
Departments are responsible to verify that they have reconciled
statements and collected employee reimbursements and shall maintain
records as required for audit purposes.  Employees shall be responsible
for any use or misuse of City devices and charges.   

6. Consulting - Technology and Innovation will be available to discuss
options, plans, features and device technology to assist departments in
their telephony needs.

7. Privately Owned PDA - In the event that an employee uses a privately
owned PDA for City business, the employee will not be reimbursed for
use. No privately owned PDA will be authorized direct access to the City
of Tampa network. However, access is authorized through standard
available City of Tampa web portals through the carrier’s Internet services.

Issue Date:   4/15/08
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B42 Social Media 

 
 
Issue Date: 11/28/18 
 

 
 
B42A Policy 
 
 
1.       Purpose – The City of Tampa supports social networking and social media 

usage to address the fast-changing Internet and the way employees and 
citizens communicate and obtain information. The City of Tampa encourages 
the use of social media to further the goals of the City and the missions of its 
departments, when and where appropriate. This policy establishes the utility 
and management of social media, recognizing as advances in technology 
occur, new administration, tools, and oversight will be necessary.  

 
2. Official Use – The City will maintain social media sites or online forums that 

allows for open communication and interaction with members of the public. 
 

a. The City’s social media participation will be determined in conjunction 
with the Marketing and Communications Department in order to 
maintain the integrity of the City’s overall communication strategies and 
programs.  
 

b. The Marketing and Communications Department will establish 
accounts over various platforms of social media limiting participation in 
order to maintain the quality of the City’s presence in the digital arena. 

 
c. The Marketing and Communications Department will maintain the 

City’s list of social media accounts as well as the list of employees 
granted permission to post information on behalf of the city. 
 

3.  Professional Use – Each division and/or department should submit 
information and updates to the Marketing and Communications Department 
for posting on the City’s Twitter account, Facebook page or other social media 
sites. Departments and divisions are encouraged to submit information of 
value to City residents and the general public including upcoming events, 
programs, and projects. All submissions should attempt to encourage and 
direct the targeted audience to visit tampagov.net for additional information 
and, if possible, provide a link. 

 
 
 
 



4. Personal Use – As public employees, all City employees must be aware of 
their City association when using social media sites.  Employees are 
reminded that City policy B39 Computer Use, specifically precludes the use 
of email, internet, and City equipment for personal purposes and the City 
monitors equipment for such use.  Additionally, personal business is not to be 
conducted on City time.  

 
a. Employees shall not post, transmit or otherwise disseminate any 

information obtained as a result of their employment without written 
permission of the Director of Marketing and Communications. 
 

b. Employees are free to express themselves as private citizens on social 
media sites to the degree that their speech does not impair efficient 
service, hinder the performance of duties, impede discipline, or 
negativity affect harmony among co-workers or the public perception 
of the City. 

 
c. In order to distinguish posts as personal, employees are strongly 

encouraged to use a reasonable disclaimer such as “The postings on 
this site are my own and do not represent the City of Tampa’s mission 
statement, strategies or opinions.”      

d. Employees are expected to conduct themselves in a respectful 
manner, including the use of social media.  Any issues that arise in the 
workplace from an employee’s personal use of social media will be 
handled according to applicable City policy.  As an example any 
harassment, bullying, or retaliation against a co-worker that would not 
be permissible in the workplace is not permissible between co-workers 
online, even if it is done off duty from home and/or on personal devices. 

   
5. While employees have a reasonable expectation of privacy in any cell phone 

or device that is paid for partially or wholly by the City, any social media activity 
that  involves the posting or discussion of incidents or work related matters 
online may make the communication subject to Florida’s Public Record Law. 

 
 
Date Issued: 11/28/18 

 
 



FY 19 Managerial Salary Schedule 
Effective September 23, 2018 

Range Minimum Maximum 
 

 
M-A 30.14 47.31 Hourly* 

2,411.20 3,784.80 Biweekly 

62,691.20 98,404.80 Annually 
 

 
M-B 31.67 49.64 

2,533.60 3,971.20 

65,873.60 103,251.20 
 

 
M-C 33.27 52.14 

2,661.60 4,171.20 

69,201.60 108,451.20 
 

 
M-D 34.93 54.81 

2,794.40 4,384.80 

72,654.40 114,004.80 
 

 
M-E 36.69 57.47 

2,935.20 4,597.60 

76,315.20 119,537.60 
 

 
M-F 38.52 60.35 

3,081.60 4,828.00 

80,121.60 125,528.00 
 

 
M-G 40.43 63.36 

3,234.40 5,068.80 

84,094.40 131,788.80 
 

 
M-H 42.48 66.53 

3,398.40 5,322.40 

88,358.40 138,382.40 
 

 
M-I 44.55 69.85 

3,564.00 5,588.00 

92,664.00 145,288.00 
 

 
M-J 46.73 73.31 

3,738.40 5,864.80 

97,198.40 152,484.80 



 

M-K 49.10 77.02 

  3,928.00 6,161.60 

 102,128.00 160,201.60 

 

M-L 
 

51.57 
 

80.86 

 4,125.60 6,468.80 

 107,265.60 168,188.80 

 

M-M 
 

54.10 
 

84.88 

 4,328.00 6,790.400 

 112,528.00 176,550.40 

 

M-N 
 

56.76 
 

97.10 

 4,540.80 7,768.00 

 118,060.80 201,968.00 

* Hourly rates are indicated for computer and accounting purposes only. 



22.17 
1,773.60 

46,113.60 

33.20 
2,656.00 

69,056.00 
S09 / 
N28 

23.19 
1,855.20 

48,235.20 

34.71 
2,776.80 

72,196.80 
S10 / 
N29 

24.27 
1,941.60 

50,481.60 

36.33 
2,906.40 

75,566.40 
S11 / 
N30 

 

FY 19 Supervisory and Professional Salary Schedule 
Effective September 23, 2018 

 
Pay Grade Minimum Rate 

 

 
15.45 

Maximum Rate 
 

 
23.19 

 
 
 

Hourly* 
S01 / 1,236.00 1,855.20 Bi-weekly 
N20 32,136.00 48,235.20 Annual 

  

16.20 
 

24.27 
 

S02 / 1,296.00 1,941.60  

N21 33,696.00 50,481.60  

  

16.90 
 

25.36 
 

S03 / 1,352.00 2,028.80  

N22 35,152.00 52,748.80  

  

17.70 
 

26.54 
 

S04 / 1,416.00 2,123.20  

N23 36,816.00 55,203.20  

  

18.47 
 

27.73 
 

S05 / 1,477.60 2,218.40  

N24 38,417.60 57,678.40  

  

19.36 
 

29.00 
 

S06 / 1,548.80 2,320.00  

N25 40,268.80 60,320.00  

  

20.24 
 

30.36 
 

S07 / 1,619.20 2,428.80  

N26 42,099.20 63,148.80  

  

21.21 
 

31.73 
 

S08 / 1,696.80 2,538.40  

N27 44,116.80 65,998.40 
 
 

 



Pay Grade Minimum Rate Maximum Rate 

25.36 
2,028.80 

52,748.80 

37.98 
3,038.40 

78,998.40 

Hourly* 
Bi-weekly 

Annual 
S12 / 
N31 

26.54 
2,123.20 

55,203.20 

39.72 
3,177.60 

82,617.60 
S13 / 
N32 

37.24 
2,979.20 

77,459.20 

55.83 
4,466.40 

116,126.40 
S21 / 
N40 

38.98 
3,118.40 

81,078.40 

58.39 
4,671.20 

121,451.20 
S22 / 
N41 

40.77 
3,261.60 

84,801.60 

61.15 
4,892.00 

127,192.00 
S23 / 
N42 

 

 

 

 27.73 41.59 
S14 / 2,218.40 3,327.20 
N33 57,678.40 86,507.20 

  

29.00 
 

43.51 
S15 / 2,320.00 3,480.80 
N34 60,320.00 90,500.80 

  

30.36 
 

45.52 
S16 / 2,428.80  3,641.60 
N35 63,148.80  94,681.60 

  

31.73 
 

47.59 
S17 / 2,538.40  3,807.20 
N36 65,998.40                98,987.20 

  

33.20 
 

49.77 
S18 / 2,656.00  3,981.60 
N37 69,056.00  103,521.60 

  

34.71 
 

52.06 
S19 / 2,776.80  4,164.80 
N38 72,196.80  108,284.80 

  

35.62 
 

53.42 
S20 / 2,849.60  4,273.60 
N39 74,089.60 

 
 111,113.60 



Pay Grade Minimum Rate Maximum Rate 

42.66 
3,412.80 

88,732.80 

63.93 
5,114.40 

132,974.40 

Hourly* 
Bi-weekly 

Annual 
S24 / 
N43 

44.61 
3,568.80 

92,786.80 

66.93 
5,354.40 

139,214.40 
S25 / 
N44 

 

 

 
 
 

* Hourly rates are indicated in the salaries above for accounting and/or 
computer data processing purposes. 



FY 19 Police Captain Salary Schedule 
Effective September 23, 2018 

 
 
 
 
 

 
Grade Step 1 Step 2 Step 3  

  

58.63 
 

61.09 
 

63.66 
 

Hourly* 

P-14 4,690.40 4,887.20 5,092.80 Biweekly 

Captain 121,950.40 127,067.20 132,412.80 Annually 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

* Hourly rates are indicated for computer and accounting purposes only. 



FY 19 Appointed Unclassified Salary Schedule 
Effective September 23, 2018 

 
Grade Minimum Maximum 

 
 
 
 

AU1 11.19 21.38 Hourly* 

 895.20 
 

1,710.40 Biweekly 

 23,275.20 44,470.40 Annually 

 
 
 
 

AU2 17.62 25.02 
 1,409.60 2,001.60 
 36,649.60 52,041.60 

 
 
 
 

AU3 20.24 30.36 
 1,619.20 2,428.80 
 42,099.20 63,148.80 

 
 
 
 

AU4 26.54 39.72 
 2,123.20 3,177.60 
 55,203.20 82,617.60 

 
 
 
 

* Hourly rates are indicated for computer and accounting purposes only. 
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Section 1. Civil Service Board - Creation; Membership.

A Civil Service Board for the City of Tampa, Florida, is hereby created to be

composed of five (5) members, three (3) of whom shall be appointed by the Mayor

of said City, and two (2) of whom shall be appointed by the City Council of said City

by Resolution. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 63-1978; Ch. 65-

2314; Ch. 81-496).

Section 2. Continuation of Existing Board Terms and Election of Future

Members.

Each of the appointed members serving on the Board on the effective date

of this Act shall continue to serve for the term to which originally appointed. At the

expiration of the term of each appointed member of the Board so constituted, and

of each future appointive member, respective successors shall be appointed for

terms of three (3) years each. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 81-

496).

Section 3. Vacancies; Method of Filling.

Whenever a vacancy occurs in the membership of the Civil Service Board,

whether caused by death, resignation, disqualification, or otherwise, such vacancy

shall be filled for the unexpired term of such member in the same manner as

hereinabove provided for the periodic appointment of members of the board,

observing that method applicable to the vacancy occurring. (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 63-1978; Special Acts, Ch. 81-496).



Section 4. Organization; Selection of Chairman and Vice-Chairman.

In January of each year, the Board shall organize by electing a chairman,

and a vice-chairman from among its members, to hold office until the appointment

and qualification of a successor at the next organization meeting of said Board. In

the event the office of the Board member who shall be chairman shall become

vacant, a new chairman shall be elected by the Board immediately after such

vacancy shall be filled. The Board shall meet as necessary to handle its duties and

functions. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 81-496).

Section 5. Qualifications.

Any qualified voter residing in the City of Tampa, Florida, other than a City

employee, shall be eligible to hold office as a member of the Civil Service Board,

provided, however, that no person who has been convicted of a felony shall be

eligible. Nothing contained in this Act shall prohibit any Civil Service Board member

from being reappointed to such office. (Ch. 24927, Special Acts 1947; Special Acts,

Ch. 63-1978; Ch. 81-496).

Section 6. Removal; Procedure.

(A) Violation of any trust of any members of the Civil Service Board, or

any act of malfeasance, misfeasance, neglect of duty, permanent inability to

perform the duties of this office, or conviction of a felony shall be grounds for the

member's removal.

(B) The Mayor may, by executive order, stating the grounds and filed with

the Clerk of the City of Tampa, suspend from office any member of the Civil Service

Board of the City of Tampa for any of the offenses enumerated in Section 6 (A) of



this Act. The suspended member may at any time before removal be reinstated by

the Mayor.

(C) The City Council of the City of Tampa may, in proceedings prescribed

by rules adopted by resolution of that body, remove from office or reinstate a

suspended member and for such purpose the City Council may be convened in

special session by its membership.

Unless a five-sevenths majority of the City Council votes to remove the

suspended member, such member shall be reinstated immediately to the Civil

Service Board.

In the event that the member shall be found guilty, then it shall be declared

that a vacancy exists to be filled as per Section 3 of this Act. (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 81-496).

Section 7. Powers; Subpoena; Quorum; Contempt.

In connection with each member's performance of any duty under this Act,

each member of said Civil Service Board shall have the power to administer oaths,

to issue subpoenas, to compel the attendance of witnesses, and the production of

books, papers, and documents and other matters and things relevant to any

proceeding before it or investigation being conducted by it. A majority of the

members of the said Board shall constitute a quorum, and the concurrence of a

majority of the members of said Board present at a meeting shall be necessary for

any action taken by it, save the administering of oaths and the issuance of

subpoena. The said Board shall have the same right to punish contempts as is now

had by the county judges of the State of Florida. (Ch. 24927, Special Acts 1947;

Special Acts, Ch. 65-2311; Ch. 81-496).



Section 8. Reports to Mayor and City Council.

From time to time, as often as shall be required by the Mayor or the City

Council of the City of Tampa, but no less than a once a year, the Civil Service

Board shall render reports of its accomplishments and actions. (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 81-496).

Section 9. Salary.

The City Council shall by ordinance fix and prescribe the compensation of

the members of the Civil Service Board. (Ch. 24927, Special Acts 1947; Special

Acts, Ch. 73-634; Ch. 81-496).

Section 10. Employment of Personnel.

 (A) The Civil Service Board, with the advice and consent of the Mayor,

shall

have the power to employ and remove a Director.

(B) The duties of the Director shall be to assist the Board in its

administrative functions; such duties shall include audits, as directed by the Board,

of the administration and enforcement of this Act and the rules and regulations

pursuant thereto; and any other duties as assigned by the Board; but in no event

shall such duties in any way impair or overlap with the jurisdiction of the department

head described in Section 11(C) of this Act.

(C ) The Mayor within budgetary limitations and subject to Civil Service

requirements shall employ such additional personnel for the Board as shall be

necessary. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 81-496).



Section 11. Rules and Regulations--Adoption and Amendment,

Administration and Enforcement.

(A) The Civil Service Board shall be responsible for the adoption of Rules

and Regulations for the administration of this Act. The adoption procedure shall be

as follows:

(1) The Mayor shall formulate and recommend to the Civil Service

Board for adoption specific Rules and Regulations for the administration of

this Act. These Rules shall be forwarded for the Board's approval within

ninety (90) days of the effective date of this Act.

Until such time as said Rules and Regulations referenced above are

promulgated and approved, the Rules and Regulations currently existing

shall remain in full force and effect, except where they conflict with the

provisions of this Act.

(2) The Rules and Regulations shall cover the following specific

procedures and policies:

(a) Administration of a classification plan;

 (b) Announcement of employment vacancies and the

acceptance

of applications for employment;

(c) Preparation and conduct of examinations;

 (d) Establishment and use of eligible lists;

(e) Establishment of promotional policies;

 (f) Certification of employment of persons from

employment lists

to fill vacancies:



(g) Transfer, promotion, and reinstatement of employees;

 (h) Separation from the career services of employees by

resignation, suspension, dismissal, layoff, or incapacity to perform

required duties.

(3) Upon receipt of the proposed Rules and Regulations from the

Mayor, the Board shall conduct a public hearing. Notice of the public hearing

shall be distributed for posting by department heads on every bulletin board

of said City for the benefit of all employees, for a period of two (2) weeks

prior to public hearing. Minutes of the public hearing shall be taken.

(4) After the public hearing, the Board, if it is satisfied that the

Rules and Regulations recommended by the Mayor are complete and in

accordance with all provisions of this Act, shall adopt said Rules and

Regulations. Once adopted, the Rules shall have the force and effect of the

law.

(5) If the Board decides that the proposed Rules and Regulations

recommended by the Mayor do not satisfy the requirements of this Act, it

shall notify the Mayor in writing specifically outlining the areas of deficiency.

The Mayor shall then submit new Rules and Regulations correcting any

deficiencies within thirty (30) days of receipt of the written findings of the

Board.

If the Board still feels that the Rules as corrected by the Mayor do not

satisfy the requirements of this Act, it shall again notify the Mayor in writing

of any deficiencies. The Mayor will have another thirty (30) day period in

which to respond.



(6) If, after the second submission by the Mayor of the proposed

Rules and Regulations, there is a determination by the Board that the

proposals do not satisfy the requirements of this Act, the Board, by majority

vote, shall then resolve the issues in dispute and formally adopt the Rules

and Regulations of the Civil Service Board.

(B) The Civil Service Board may also adopt and amend the Rules and

Regulations from time to time as it deems necessary, but only pursuant to the

procedure outlined in subsection (A) of this section. The Mayor must respond to

any proposed changes within thirty (30) days of the written submission by the

Board.

(C ) The Mayor shall appoint a department head who shall be responsible

for the administration and enforcement of this Act and the Rules and Regulations

created pursuant to this Act. The duties of said department head shall include but

shall not be limited to the following functions:

(1) Administer, under the direction of the Mayor, the personnel

management system as set forth in this article and the personnel Rules

and Regulations.

(2) Establish and maintain comprehensive personnel records of

all employees in the municipal service.

(3) Prepare, recommend and maintain a position classification

plan for all positions in the municipal service, based on the level and

difficulty of duties performed and responsibilities assumed.



(4) Develop and administer programs for the recruitment,

examination, and placement of persons to determine the relative fitness

of applicants for positions in the career service.

(5) Establish and maintain eligible lists for appointment and

promotion, upon which lists shall be placed the names of successful

candidates.

(6) Certify to the appointing authority names of persons who are

considered under this act as qualified for a vacancy.

(7) Administer procedures for disciplinary actions, such as

suspensions, demotions in rank or grade, or discharge, which provide for

presentation of charges, hearing rights and appeals for all employees in

the career service.

(8) Certify all payrolls.

 

 (9) Make a semi-annual report to the Civil Service Board

regarding the

work of the personnel department and the condition of the personnel

management system.

(10) Provide the Civil Service Board with stenographic and other

staff assistance as may be required by the Board. (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 59-1924; Ch. 81-496).



Section 12. Approval of City Employees; Classification.

All employees of the City of Tampa, other than those in the unclassified service,

shall be selected from the list of applicants found competent upon examination held

pursuant to the Rules and Regulations of this Act. For the purpose of this Act the

following classifications of positions in the City of Tampa are hereby established.

(A) The unclassified services shall comprise:

 (1) All officers elected by the people.

 

(2)  (a) All managerial positions reporting directly to the Mayor,

all heads of departments, and positions reporting directly to them which

are primarily responsible for both substantive program policy

determination and its public advocacy. Unclassified positions under this

section, other than managerial positions reporting directly to the Mayor

and department heads, shall be specifically stated in the Rules and

Regulations.

(b) Whenever an unclassified employee has been

appointed from

the classified service, said employee may be removed and does not

have the right to be reinstated to a classified position equivalent to that

held when the employee was appointed to the unclassified position.

(3) All members of executive and administrative Boards.

 (4) Accountants, engineers, and all other persons duly admitted

by law to engage in the practice of a profession, working on a part-time

basis and not exclusively for the City. Full-time employees engaged in

these professions, devoting their professional services exclusively to the

City, except as provided herein, shall be in the classified service.

(5) All positions as may be found impracticable to fill by

competitive examinations or noncompetitive examinations.



(6) Assistant City Attorneys.

 (7) Temporary positions.

(8) Employees on the Mayor's staff.

 (B) The classified service shall include all positions now existing, or

hereafter

created, not included in the unclassified service. All persons applying for

employment with the City of Tampa in the classified service shall be examined,

except persons duly admitted by law to engage in the practice of a profession and

holding certificates from governmental examining boards, to be given under the

Rules and Regulations as provided in this Act. (Ch. 24927, Special Acts 1947;

Special Acts, Ch. 59-1918; 63-1985; Ch. 69-1666; Ch. 73-644; Ch. 81-496).

Section 13. Selection of Employees; Purpose; Examination; Eligible List

Establishment.

(A) The Rules and Regulations of the Civil Service Board shall provide

for examining applicants for positions in the classified service. The primary purpose

of the examining process shall be to provide for certified eligibility for appointment

to positions in the classified service.

(B) There shall at all times be maintained an eligible list for employment

for the classified service of the City of Tampa.

(C ) Employees determined to be most qualified from the list of eligible

employees shall be certified to the appointing authority for selection. For the

purpose of this section, "most qualified" shall be determined on the basis of relative

ability, knowledge, skills, affirmative action and other principles of a merit system of

personnel administration.

(D) Selection to any position in the classified service shall only be from

the certified eligibility list. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 59-

1924; Ch. 81-496).



Section 14. Eligible List, Filling Vacancies.

When necessity for employment shall exist in any type of classified

municipal employment covered by the Civil Service, such vacancy shall be filled

from an eligible register of names certified to the appointing authority. (Ch. 24927,

Special Acts 1947; Special Acts, Ch. 59-1924; Ch. 81-496).

Section 15. Preference to Veterans.

Qualified persons presenting certificate of honorable discharge from the

Army, Air Force, Navy, Marine Corps or Coast Guard of the United States and who

seek to enter the City classified service within five (5) years from the date of

honorable discharge from military service, shall be given preference of five (5)

points as applied to a scale of one hundred (100) points which shall be added to the

final grade of such person, provided they shall previously have attained the

qualifying passing grade for such entrance examination. Disabled veterans shall be

given preference pursuant to Chapter 295, Florida Statutes. (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 81-496).

Section 16. Promotion of Employees; Basis; Preference; Exceptions.

The Civil Service Board shall by its rules provide for the promotion of all

employees, who shall be engaged in types of employment covered by the classified

service, upon a basis of relative ability, seniority in service, knowledge and skills,

affirmative action; and other principles of a merit system of personnel administration

giving due consideration in the making of any recommended list for the filling of all

vacancies to the eligibility of any subordinate employee for promotion. (Ch. 24927,

Special Acts 1947; Special Acts, Ch. 81-496).



Section 17. Probation; Discharge, Reduction; Permanent Status.

 (A) No appointment, employment, or promotion of any employee in the

classified service of said City shall be deemed complete or permanent until the

employee has completed a probationary period. The employee may be discharged

or reduced in rank at any time within said probationary period upon the

recommendation of the appointing authority. The probationary period shall be that

period specified by a majority of the Civil Service Board of the City of Tampa after

receipt of the recommendation of the Mayor as to the length of said period.

Probationary periods may vary for different departments of the City.

(B) If no discharge or demotion shall be made within such probationary

period then such appointment shall be deemed complete, and such employee or

appointee shall be deemed a member of the classified service of said City, and

shall hold office or employment during satisfactory performance or until reduced,

suspended or discharged in accordance with the provisions of this Act, and any

person who may be promoted under the rules of the said Civil Service Board shall

hold the office or employment, to which the person is promoted, during satisfactory

performance and unless reduced, suspended or discharged in accordance with the

provisions of this Act. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 70-951; Ch.

81-496).

Section 18. Excessive Employees; Discharge; Demotion; Priority for

Reemployment.

(A) Whenever it appears to the appointing authority of the City of Tampa

that an excessive number of persons are employed in any class of work in a

department of the city government, the appointing authority shall cause the excess

number of employees in such department to be laid off from employment.



Employees shall be dismissed for layoff pursuant to the procedure outlined in the

appropriate collective bargaining agreement.

(B) Employees in the classified service who are not part of a collective

bargaining unit and employees covered by a collective agreement which does not

address this subject shall be laid off in accordance with seniority, performance

standards, and affirmative action goals.

(C ) Any persons being laid off under the provisions of this section shall

be placed upon a preferred list of reemployment, and shall have priority over all

other applicants for reemployment in any equivalent level of municipal employment

for which the person may be eligible. If a vacancy occurs in any department,

persons who have been laid off from that department under the provisions of this

section, and who have been placed on the preferred list, shall be reemployed in

their respective order of seniority. The appointing authority shall not recommend for

employment any persons on the regular list until all persons upon the preferred list

have been reemployed, even though in so doing it may necessitate

recommendation of only one name for each vacancy. The candidates for

employment who are placed on the preferred list shall be classified in order of

seniority, and the person who has served the longest period of time shall be first

entitled to fill a vacancy.

(D) As used in this act "seniority" means the total length of continuous

employment with the City of Tampa. Temporary interruptions of employment

caused by military service, illness, or, if the employee is reinstated by action of the

Civil Service Board, involuntary severance from employment shall not constitute a

break in service, and an employee so affected shall be deemed to have continuous

employment. (Ch. 24927, Special Acts 1947; Special Acts, Ch. 81-496).



Section 19. Removal of Employees for Certain Reasons.

Any employee of the classified civil service, who shall be incompetent or be

guilty of neglect of duty, or of insubordination, or of any offense involving moral

turpitude, or while on duty committing a breach of the peace, or for any other just

cause, shall be subject to removal, suspension, demotion, reduction or discharge.

(Ch. 24927, Special Acts 1947; Special Acts, Ch. 59-1918; Ch. 81-496).

Section 20. Right to Organize; Dismissal for Failure to Perform Duties.

Nothing contained in this act is intended to restrict or deny the rights of any

employee to organize or become members of an organization; provided, however,

that failure of any employee to continue in the performance of the duties and

requirements of the employee's position shall be cause for dismissal. (Ch. 24927,

Special Acts 1947; Special Acts, Ch. 81-496).

Section 21. Discharge; Suspension; Hearing; Procedure; Appeal; Basis.

 (A) No officer or employee of the City of Tampa, Florida, in the classified

service

shall be removed, suspended, demoted, reduced, or discharged except for cause

shown upon written charges preferred.

(B) The appointing authority shall not have the power to suspend an

employee in excess of sixty (60) days.

(C ) Classified employees who are removed, suspended, demoted or

discharged under the provisions of this Act shall have the right to appeal this

adverse action to the Civil Service Board. Employees who exercise their right of

appeal shall notify the Civil Service Board in writing of their decision within ten (10)

days of receipt of notice of the adverse action.



(D) It shall be the duty of the Civil Service Board to hear and review

appeals submitted by classified employees resulting from alleged adverse

employer action that results in demotion, dismissal, suspension, or loss of other

employee rights including violations of classification procedures, promotion

guidelines or other Rules and Regulations established pursuant to this Act. After

the Civil Service Board has been notified of an employee's decision to appeal, it

shall schedule a hearing within a reasonable time.

During such review, both the appealing employee and the persons who

initiated the

action shall have the right to be heard publicly. Each party shall be represented by

a person of his choice, and shall have the right to present evidential facts. At the

hearing of such appeals, technical rules of evidence shall not apply.

(E) The Board after hearing all the evidence may take the following

action:

(1) The Board may immediately reinstate with back pay from the

time of

the adverse action an employee who was removed, suspended, demoted, reduced,

or discharged without being notified of the charges in writing.

(2) In the case of an employee who was improperly removed,

suspended, demoted reduced or discharged on written charged preferred, the

Board, if it determines the action of the appointing authority was without just cause,

may reinstate the employee with back pay from the time of the initial disciplinary

action of the appointing authority.

(3) In the case of an employee who was removed, suspended,

demoted, reduced or discharged on written charges preferred, the Board, if it

determines the action of the appointing authority was with just cause, may uphold

the action of the appointing authority, may direct a suspension without pay for a

given period and subsequent restoration to duty, or may require the disciplined



employee to take a demotion in the classification grade or pay, or any such other

penalty as the Board may deem appropriate.

(F) In all cases, the Board, after hearing all of the evidence, shall file a

written statement of its findings with the appointing authority.  (Ch. 24927, Special

Acts 1947; Special Acts, Ch. 59-1918; Ch. 81-496).

Section 22.  Political Activity of Officers and Employees; Coercion of Votes

and Moneys Prohibited; Penalty.

(A) Any person holding a position with the City of Tampa, Florida, in the

classified service or in the unclassified service, shall have the same right to take

part in political campaigns and to exercise their rights of franchise as any other

citizen, except that no officer or employee of the City, except an elected official,

shall engage in any political activities during hours of duty, service or work with the

City.  No leave of absence for any time whatsoever shall be granted to any officer

or employee of the City for the purpose of engaging in political activities for any

candidate, other than the employee's candidacy, for public office.  Any violation of

this provision shall be deemed to be neglect of duty.

(B) Any person holding a position with the City of Tampa, Florida, in the

classified service or in the unclassified service, except an elected officer, must take

a leave of absence, without pay, beginning when said person completes his

qualification as a political candidate in any election for:

(1) A City of Tampa office;

(2) A County of Hillsborough office;

(3) A State of Florida office;

(4) A Federal office.

Such leave of absence shall cease when the individual is no longer

a candidate for one of said offices.

(C ) It shall be unlawful for the head of any department of the City of

Tampa, Florida, or any person connected therewith, to coerce, or attempt to



coerce any person connected with the classified service of the City of Tampa to

vote for or against any person in any election specified in Section 22 (B), or to

collect, receive or attempt to collect or receive, by coercion, or attempted

coercion, any moneys whatsoever for any purpose, and any person so violating

such provisions of this Section shall, upon conviction, be deemed guilty of a

misdemeanor in the second degree and shall be punishable as provided in

General Law.  (Ch. 24927, Special Acts 1947; Special Acts, Ch. 57-1891; Ch. 70-

950; Ch, 81-496).

Section 23.  Employees to Retain Position and Status.

Employees holding positions in the classified service herein upon the

adoption of this law shall be continued in their respective positions without further

examinations, until separated from their positions as provided by law.  (Ch.

24927, Special Acts 1947; Special Acts, Ch. 81-496).

Section 24.  Compliance with Rules of Board; Legal Action by Same.

All officers and employees of the City of Tampa shall comply with the

provisions of this law and the rules, regulations, and orders thereunder, and shall

furnish any records or information which the Board may reasonably request for

any purpose of this law, and shall aid in all proper ways in effectuating the Civil

Service System.  Any action or proceeding at law or in equity considered

necessary or appropriate to secure compliance with this Act and rules thereunder

may be instituted by the Mayor or Board.  No City officer shall make or approve

or take any part in making or approving any payment for personal service to any

person holding a position in the City service unless the persons named therein

have been appointed and employed in accordance with the provisions of this law



and the rules, regulations and orders thereunder.  (Ch. 24927, Special Acts

1947; Special Acts Ch. 59-1924; Ch. 81-496).

Section 25.  All laws and parts of laws in conflict herewith are hereby repealed.

(Special Acts, Ch. 81-496).

Section 26.  This act shall take effect July 1, 1981.  (Special Acts, Ch. 81-496).
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ARTICLE A: Definitions

The following terms when used in these Rules shall have the following meaning:

1. "ACT" means the Civil Service Act, Chapter 24927, Laws of Florida, 1947,
as amended.

2. "AFFIRMATIVE ACTION" means the method used by the City of Tampa to
identify and eliminate all barriers within the personnel management system
which limit the ability of females and minorities to reach their full potential as
employees in all job categories, especially in job groups where there is
underutilization.

3. "APPOINTING AUTHORITY" means the Mayor or properly authorized
designee(s), City Council or other officers or boards which have power of
appointment to and removal from positions.

4. "APPOINTMENT" means the designation of an employee to perform
assigned duties and responsibilities in a specific position.

5. "CERTIFICATION" means the process of providing the names of eligibles
for a class of work to be considered in filling a vacancy.

6. "CLASS" or "CLASSIFICATION" or "CLASS OF WORK" means a position
or group of positions sufficiently similar in duties and responsibilities that the
same title, minimum qualifications for employment, tests of fitness, and
schedule of compensation apply equitably.

7. "CLASSIFIED SERVICE" means all positions now existing or created not
included in the unclassified service.

8. "DEMOTION" means the reduction of an employee from a position in a
higher class to a position in a lower class involving a decrease in duties and
responsibilities.

9. "DEPARTMENT OF ADMINISTRATION" as used herein means the Director
of Administration and others properly designated to act in behalf of and with
the authority of the Director of Administration.

10. "DISMISSAL" means the discharge of an employee by the appointing
authority.

11. "ELIGIBLE LIST" means the record of the names of persons found qualified
through suitable examination for employment in a specific class of work.



12. "POSITION" means a group of current duties and responsibilities, assigned
or delegated by competent authority, requiring the employment of one
person.

13. "PREFERENTIAL REEMPLOYMENT LIST" means a record of the names of
laid-off individuals who have preference for reemployment.

14. "PROMOTION" means a change from a position in a lower class to a
position in a higher class involving an increase in duties and responsibilities.

15. "REGULAR STATUS" means the employment status of an employee in the
classified service who has satisfactorily completed the required probationary
period.

16. "REEMPLOYMENT" means to employ again after a break in service.

17. "REINSTATEMENT" means the restoration of an employee to employment
with the City without a break in service.

18. "RESIGNATION" means that the employee has formally elected to terminate
his/her employment with the City.

19. "SENIORITY" means the total length of continuous service with the City of
Tampa.

20. "SUSPENSION" means the removal of an employee from the service for a
specified period of time, said removal being ordered by the appointing
authority as a disciplinary measure.

21. "TEMPORARY APPOINTMENT" means the appointment of a person to a
position which will be in existence for a short period of time only, usually
fewer than ninety (90) days, in which there is no expectation of continued
employment.

22. "TEMPORARY ASSIGNMENT" means the assignment of duties and
responsibilities associated with a higher level position to an employee for a
limited period of time but not fewer than fifteen (15) consecutive work days.

23. "TRANSFER" means the change of an employee from one position to
another position within the same or a related class or to another position with
the same level of responsibility.



24. "UNCLASSIFIED SERVICE" means a position excluded from the classified
service as defined in the Act. The positions are subject to change by
Mayoral reorganization and reassignment. Positions currently included are:

a. All officers elected by the people.
b. Department Heads and managerial positions reporting directly to the

Mayor.
c. Managerial and administrative positions reporting directly to heads of

departments and which are primarily responsible for both substantive
program policy determination and its public advocacy. The following
are included:
(1) Administrative Support Services Manager
(2) Community Affairs Manager
(3) Department Deputy and equivalent positions
(4) Deputy Director of Management Information Systems
(5) Development Coordination Manager
(6) Director of Management Information Systems
(7) Employee Relations Manager
(8) Employment and Training Manager
(9) Equal Employment Opportunity Director
(10) Fire Marshal
(11) Inspectional Services Manager
(12) Mall Administrator
(13) Public Safety Information Coordinator
(14) Urban Environmental Coordinator
(15) Urban Planning Manager
(16) Ybor Redevelopment Director

d. All members of executive and administrative boards.
e. Accountants, engineers and all other persons duly admitted by law to

engage in the practice of a profession, working on a part-time basis
and not exclusively for the City.

f. Assistant City Attorneys.
g. Temporary positions.
h. Employees on the Mayor's staff.

(1) All positions immediately subordinate to the Mayor.
(2) All professional, clerical and administrative positions which

report to the Mayor or immediate subordinates of the Mayor
and whose primary responsibilities involve:
- public advocacy of program and/or executive policy; or
- the provision and dissemination of official public

information          releases; or
- the performance of sensitive, confidential or other

related duties in direct support of mayoral processes or



which reflect directly on the office of the Mayor. Those
are:
(a) Secretary to the Administrative Assistant

 (b) Secretary to the Mayor/Administrative Assistant
 (c ) Assistant to the Secretary to the Mayor

(d) Executive Aide
 (e) Receptionist to the Mayor

(f) Director of Communication
a. All positions as may be found impractical to fill by competitive or

noncompetitive examinations.

ARTICLE B: General Provisions

Section 1. Purpose of Rules

a. It is the purpose of these Rules and Regulations (hereinafter referred
to as Rules) to establish general policy and procedures for managing personnel
activities and transactions provided for in the Act. The objective is to insure that the
primary and controlling factor in making appointments and dismissals, and in
determining promotions, will be the merit and fitness of the individual concerned.
Included also are all other actions which may in any way affect any employee or
prospective employee coming within the purview of the Act.

b. Amendments to the Rules shall be made as stated in Section 11,
subsections (A) and (B), of the Act. All Rules and amendments thereto shall
become effective upon the date of approval and copies of Rules and amendments
shall be furnished to any citizen, upon request, at reasonable cost as provided in
Chapter 119 of the Florida Statutes (1981).

Section 2. Positions Included in the Rules

These Rules shall apply only to positions and employees in the classified
service as defined in the Act and Article A, 7, of these Rules.

Section 3. Non-Discrimination

No question in any examination, in any application form, or in any other
proceedings of any Department Head or appointing authority, shall be so framed as
to attempt to elicit information concerning political or religious opinions or affiliations
of the applicant. No appointment to or removal from a position in the classified
service, or other change in status, shall be influenced in any manner by age, race,
color, religion, sex, national origin, handicap, or political affiliation, except:



(1) as provided for by the City's Equal Employment Opportunity/
Affirmative Action Policy and procedures for non-discrimination in
employment in accordance with federal and state law and other
regulatory authorities, and

(2) as age, sex. or physical capabilities are determined to be bona fide
occupational qualifications.

ARTICLE C. Administration of Rules

Section 1. Assignment of Responsibility

The Director of Administration is designated as the Department Head
responsible for the administration and enforcement of the Civil Service Law and the
Rules adopted by the Civil Service Board. The Director of Administration shall,
subject to the provisions of the Act and these Rules, and in conformance with the
policies issued by the Mayor, direct all personnel activities of the City of Tampa and
shall have authority to adopt such administrative practices as might be necessary.

ARTICLE D. The Position Classification Plan

Section 1. The Existing Plan

The Position Classification Plan existing as of the date of adoption of these
Rules, with such modifications as may be made from time to time, shall constitute
the official plan for all positions in the classified service. Such plan shall include a
list of the titles of the classes to which all positions have been allocated and a
written description for each class setting forth the title of the class; the nature of
work performed; examples of duties; desirable knowledges, abilities and skills;
training and experience requirements; and licenses or certificates desired or
required.

Section 2. Use of the Classification Plan

a. The titles assigned to the appropriate classes established in the
classification plan shall be used in all personnel, accounting, budget requests, and
financial records. Working titles used in the course of departmental routine to
indicate authority, status in the organization, or administrative rank may continue to
be used for these purposes.

b. The class descriptions embodied in the classification plan are
descriptive and explanatory but not necessarily inclusive or exclusive. Although
they may not be specifically mentioned, certain qualifications such as honesty,
industry, and other personal qualities which are proper requirements of all positions
are deemed a part of the descriptions.



Section 3. Amendments to Classification Plan; Allocation of New Positions;
Reallocations

When new positions are created, or when the duties and responsibilities of
existing positions change, the Department of Administration shall allocate or
reallocate the affected positions by placing them in the appropriate existing classes,
or establishing the necessary new classes, as determined by analysis of the
responsibilities and duties involved. When, because of a change in duties, a
position is reallocated to a different classification, if the duties under the new
classification are on an equal level with those performed under the original
classification, a corresponding change in title may be approved without process of
examination. If the duties of a reallocated position under its new classification are
on a higher level than those performed under the original classification, the new
position must be filled by examination; however, noncompetitive examination may
be used for an incumbent.

ARTICLE E. Recruiting and Examining

Section 1. Recruiting

The Department of Administration shall establish, operate and maintain a
recruiting program to provide qualified eligibles to perform the various occupations
required for city departments to operate.

Section 2. Public Notice of Examination

The Department of Administration shall give reasonable public notice of
examinations for positions in the classified service using such means and methods
as are deemed appropriate. Such notice shall specify the general scope of each
examination, the title and salary range of the position; the final date on which
applications will be received; and any other pertinent information consistent with the
provisions of these Rules.

Section 3. Qualifications of Applicants

 a. Applicants must meet citizenship requirements for the specific
position sought.
 
 b. Applicants shall, upon demand, furnish proof of age, experience,
educational qualifications, and such licenses or certificates as the laws and
ordinances may require for the practice of the profession, art or trade involved.



 c. Establishment of minimum and maximum ages for purposes of
determining eligibility for employment will be consistent with State and Federal age
discrimination legislation. Exceptions will be based on bona fide occupational
qualifications and stated in the public notice.
 
 d. Applicants shall, upon demand, furnish proof of good character,
sound health, and physical ability to perform the duties and responsibilities of the
position to which appointment is sought.

 

Section 4. Disqualification of Applicants

The Department of Administration may reject the application of any person for
admission to a test, or may, after examination, decline to certify or remove from an
eligible list an applicant who:

(1) is found to lack any of the established minimum requirements for the
position for which application was made; or

(2) is physically unfit and fails to pass the required medical examination
for the position to which appointment is sought; or

(3) is addicted to the use of alcohol or other drugs to the extent that job
performance is compromised; or

(4) has been guilty of a crime or misdemeanor involving moral turpitude
that affects suitability for a particular job as evidenced by: a) any job-
related felony conviction within the past three years; b) any job-
related traffic or misdemeanor conviction within the past year; or

(5) has been dismissed from the public service or from other
employment for good cause; or

(6) has made a false statement of any material fact; or
(7) has practiced or attempted to practice any deception or fraud in the

application or examination, or in securing eligibility or appointment; or
(8) has used, threatened to use, or attempted to use political influence in

securing employment, reemployment or promotion; or
(9) has an unsatisfactory report of character investigation or personal

habits which may jeopardize ability to perform in a particular class of
work.

Section 5. Scope of Examinations

Examinations may consist of written or oral tests, proficiency (i.e., manual
dexterity) tests, performance appraisal, evaluation of the applicant's job-related
personal history (including training and experience), situational or work sample
exercises, or any other professionally accepted screening procedure consistent
with Federal and State statutes and other governing legislation and these Rules.



Section 6. Conduct of Examinations

Examinations shall be conducted at such places as the Department of
Administration may designate. The Department of Administration will issue
directions governing the identification of those taking examinations in order to
protect the confidentiality of test-takers and test materials.

Section 7. Rating of Examinations

a. The final score to be used in establishing an eligible list resulting from
any examination, whether it is an individual or multiple component examination,
shall be no lower than 70 and no higher than 100 prior to the addition of preference
points, with the exception of those classes of work for which minimum qualifications
screening only has been determined appropriate. Scoring procedures, including the
establishment of minimum passing scores, shall conform to relevant professional
and legal standards such as, but not limited to, the Standards for Educational and
Psychological Tests published by the American Psychological Association.

b. Failure in one phase of an examination might be grounds for the
applicant to be declared as failing in the entire examination or as disqualified for
subsequent parts of the examination.

c. Each part of the examination for any class shall be separately rated.
The minimum passing score on any component shall not exceed 70% of the
maximum possible score for said test. Final scores shall be determined by a
weighting system based on the proportionate value of each scored component in
the examination procedure for that class.

Section 8. Notice of Results of Examination

Within ten (10) days following the holding of an examination, applicants may
review the inspection copy of the test, unless prohibited by copyright, and, if the test
was intended for one-time administration only, may also review a copy of the
scoring key. Applicants may file a written protest of any question or answer
believed to be incorrect, unfair or otherwise inappropriate, citing the reason(s) and
authority for the challenge. Such protests will be reviewed by the Department of
Administration. Applicants may request a rescoring of their answers and any
manifest error in scoring shall be corrected and their score adjusted accordingly.
Such correction shall not invalidate any certification or appointment previously
made. For those examinations which the Department of Administration determines
review of the actual test instruments to be contrary to the reasonable interests of
the City, alternate methods of providing information to applicants will be used.



Section 9. Veterans Preference

Military veterans shall be awarded additional points in accord with the Act.

Section 10. Medical Requirements

a. The Director of Administration may designate one or more qualified
medical examiners who shall administer a medical examination to determine the
medical fitness of eligibles selected for possible appointment to positions in the
classified service. If, in the opinion of the examiner, an applicant is not medically
qualified to perform satisfactorily the duties and responsibilities of the position, the
examiner shall so report to the Department of Administration.

b. An individual entering the classified service must receive a
satisfactory medical examination report before the appointment can be made. The
Department of Administration may require any employee to meet these
requirements when there are reasonable grounds to question employees regarding
their medical or physical suitability for continued employment. An employee
returning from leave of absence status or seeking reemployment might also be
required to meet these requirements for a satisfactory report of medical status.

Section 11. Retests

Applicants who have been admitted to an examination for a particular class
of work shall not again be approved for the same examination within a period of
forty-five (45) days. Exceptions for specific tests may be made by the Director of
Administration if doing so would better serve the interests of the City.

ARTICLE F. Eligibility

Section 1. Eligibility Records

a. After each administration of an examination, the scores of all
applicants shall be recorded. Those passing the examination will be deemed
eligible and treated in the manner provided for all who have previously passed the
examination, consistent with the other requirements of these Rules, without regard
to the date of the test.

b. Individual eligibility shall be for a period of up to one (1) year from the
date of the test unless an extension for a period of not longer than one additional
year is specifically authorized for all eligibles for a class of work by the Department
of Administration. When examination materials or procedures are changed,



individuals on the current eligible list will be required to establish eligibility under the
new test within a reasonable period of time.

c. Any employee in the classified service who resigns after having
completed the required probationary period is entitled to be placed on an eligible list
for the class of work formerly held, provided such request is made in writing within
six (6) months from the effective date of resignation. The name of such person shall
be placed on the eligible list on the basis of the grade earned on the previous
examination for the class unless the examination has been changed, in which case
the person must take the new test or be placed on the eligible list with the minimum
passing score for a period of not more than 90 days.

Section 2. Removal of Names from Eligible Lists

a. The name of any person appearing on an eligible list may be
removed therefrom if the eligible requests in writing that his/her name be removed;
if he/she fails to report for an interview as requested; if he/she fails to report for duty
as directed by the appointing authority; or, if he/she cannot be located.

b. If an eligible has been certified two (2) times to a specific department
and not hired, and the department provides satisfactory written documentation that
said eligible does not meet its requirements and will, in fact, not be hired, then the
Department of Administration may order that the eligible not be certified to that
department for a period of twelve (12) months unless there is a documented
material improvement in the eligible's qualifications.

c. Eligibles removed from the list or denied certification to a particular
department shall be notified of such action and informed of the reason(s) for
removal from the eligible list or denial of certification to a department.

d. An eligible certified for appointment may, with the approval of the
Department of  Administration, waive such certification for a stipulated period.

e. An eligible may be removed from an eligible list on the basis of the
disqualification factors defined in Article E, Section 4.

ARTICLE G. Methods of Appointment

Section 1. Filling Position Vacancies

a. Whenever an appointing authority desires to fill a vacancy in any
position in the classified service, notification shall be made using the form
prescribed by the Department of Administration. The Department of Administration
will determine which method of certification will be employed.



b. So far as it is practical, reasonable, and consistent with the best
interests of the City, vacancies in the classified service shall be filled by promotion
of regular status employees in the classified service.

Section 2. Reemployment

Whenever a vacancy is to be filled by reemployment, the Department of
Administration shall certify to the appointing authority only the names of those
eligible for reemployment in that specific class of work.

Section 3. Temporary Appointments

a. Temporary appointees are deemed to be in the unclassified service
and not eligible for regular appointment without first meeting the qualifications of the
classified position. When a temporary position is replaced by a regular classified
position, the employee occupying the temporary position may be given preference
over entrance eligibles; however, in case of a vacancy constituting a promotional
opportunity, the temporary employee must compete with promotional eligibles in
accordance with the provisions of these Rules.

b. Acceptance of temporary employment shall not effect standing on
any eligibility list.

c. A person occupying a temporary appointment shall be terminated
when the person replaced returns to the regular position, or upon completion of the
term of employment, or upon completion of a specific project.

Section 4. Transfer

a. The Director of Administration may authorize the transfer of an
employee in the classified service from a position in one department to an
equivalent position in another department. Any transfer of an employee from a
position of lower classification to a higher class shall be deemed a promotion and
shall be accomplished only in the manner provided in these Rules for making
promotional appointments. Transferring employees may be required to serve a
probationary period in the position to which transferred. may be required to serve a
probationary period in the position to which transferred. Interdepartmental
involuntary transfers may be appealed to the Civil Service Board.

b. An employee may initiate a transfer request provided that, if the
position to which transfer is sought is under a different appointing authority, the



authority where the employee is presently located may request up to ten working
days from the date of notification before the transfer can take place.

ARTICLE H. Certification of Eligibles

Section 1. Certification Procedures

a. After determining the type of appointment to be made, the
Department of Administration shall direct the certification of eligibles in accordance
with these Rules.

b. Whenever a vacancy is to be filled by original appointment or
promotion the Department of Administration shall certify to the appointing authority
ten percent (10%) or a minimum of six (6) of the eligibles ranking highest on the
appropriate list. If there are fewer than six (6) names on the list, the Department of
Administration may declare the list depleted and initiate procedures toward
establishing a new eligible list. Two (2) additional names will be certified for each
additional vacancy. No effort will be made to break tie scores for the first and the
last vacancies. Intermediate tie scores will be counted on a one-for-one basis.

c. Certification may be made on the basis of special qualifications only if
such requirements have been determined to be job-related by the Department of
Administration.

d. Each eligible certified shall be notified if possible and shall be given
consideration for employment.

Section 2. Special Certification Procedures

a. In order to further affirmative action efforts, the Department of
Administration will make periodic determination of minority and female
representation in all classes (or groups of classes) of work for the City overall and in
all City departments. For those classes of work within each department in which
underutilization exists, special certification procedures designed to enhance
minority and/or female availability for employment will be used. The Department of
Administration will designate those classes of work in which underutilization exists.

The Department of Administration will carefully monitor adherence by appointing
authorities to the spirit and letter of the affirmative action portion of the May 20,
1976, Equal Employment Opportunity Commission Conciliation Agreement.

b. Until such time as each test is validated in accordance with provisions
of the Federal Uniform Guidelines on Employee Selection Procedures (1978) and



in order to comply with the aforementioned conciliation agreement, the Department
of Administration may authorize certification to classifications in which females/
blacks are under-represented in the following manner:

(1) Certify, in accordance with these Rules, three certifications to
appointing authorities for each authorized requisition for an
underrepresented class as follows:

Certification 1 - Blacks (both male and female)
Certification 2 - White Females
Certification 3 - White Males

(2) Underrepresentation will be determined from Hillsborough
County labor market statistics.

c. Whole-list certification may be authorized by the Director of
Administration for those classes for which it is determined to be essential for
furthering affirmative action efforts or for which it is impractical to certify otherwise.
Such procedure is appropriate when there is underutilization which cannot be
addressed adequately through three list certification, when there are few eligibles
for a class of work, when promotion is automatic from a trainee/ apprentice class,
when a high percentage of the eligibles are normally found to be unavailable for
employment, or when the job is a bona fide assignment subject to revocation at any
time at the discretion of the hiring authority.

ARTICLE I. Probationary Period

Section 1. Objective of Probationary Period

The probationary period is an intrinsic part of the examination process and
shall be utilized for carefully evaluating the employee's performance and suitability
for continued employment.

Section 2. Regular Status Appointment Following the Probationary Period

a. All appointments to the classified service shall have a probationary
period. The probationary period shall be that period specified by a majority of the
Civil Service Board after receipt of the recommendation of the Mayor as to the
length of said period. The probationary period shall be for six (6) months unless
specifically stated otherwise. Probationary periods may vary for different
departments of the City. Upon verification by the appointing authority of the
employee's satisfactory performance, the employee will be changed to regular
status.

b. Upon recommendation of the Department Head, and with the
concurrence of the Department of Administration, the probationary period may be



extended for no more than three (3) months for individual employees. Such
extension requests must be supported by documentation clearly establishing a
reasonable possibility of the employee meeting expectations within the extension
period.

Section 3. Dismissal During the Probationary Period

a. During the probationary period, an entrance employee may be
dismissed by the appointing authority without the right of the employee to a Civil
Service Appeal.

b. Any employee in the classified service who fails to complete
satisfactorily a
promotional probationary period for other than disciplinary reasons shall be
reinstated within seven (7) calendar days to the position occupied before the
promotion, even though this may require the layoff of the employee occupying the
former position, or assigned to an equivalent level position.

ARTICLE J. Disciplinary Actions

Section 1. Discipline

Disciplinary action may be taken for any just cause. Generally, employee
misconduct should be addressed using a progression of disciplinary actions.
Exceptions to this progressive system may be made in cases of major misconduct.

Section 2. Demotion

a. Demotion is most properly employed as a method of realistically
managing employees who are unable or unwilling to meet the normal performance
expectations associated with the position they hold. An employee should not be
demoted if there is reason to conclude that he/she would continue to be
unsatisfactory in the lower level position.

b. Written notice of the charges and disciplinary action shall be given to
the demoted employee.

Section 3. Suspension

a. An appointing authority may, for disciplinary purposes, suspend an
employee for a reasonable period, not exceeding sixty (60) consecutive working
days. Suspension is a recognized part of the progressive discipline process that



results from repeated violations or may be used where the infraction is of such
severity that a lesser action is insufficient.

b. Written notice of the charges and disciplinary action shall be given to
the suspended employee.

Section 4. Dismissal

a. Dismissal is the most severe form of disciplinary action and should be
instituted 1) after progressive discipline has failed to correct unacceptable behavior;
or, 2) in response to an infraction of such severity that a lesser action is clearly
insufficient. Dismissal may be the result of, but not necessarily limited to:

(1) Incompetence such as: (a) inability to perform up to accepted
work  standards, (b) habitual tardiness, absenteeism, or abuse
of leave privileges.

(2) Insubordination such as: (a) violating a published City or
departmental rule, (b) failing to obey any lawful or reasonable
direction given by his/her immediate supervisor, (c) refusing to
sign documents required for City employment, (d) refusing to
have fingerprints or photograph taken for a legitimate City
purpose.

(3) Neglect of Duty such as: (a) causing damage or loss of public
or private property and equipment through negligence or willful
misconduct, (b) wasting or using inappropriate public supplies
and materials, (c) absent without leave for more than three
consecutive working days, (d) failing to return to work after an
approved leave of absence, (e) intentionally falsifying time or
leave records, (f) having an excessive number of accidents on
the job resulting in personal injury or injury to others or
property damage, (g) having a suspended, revoked, or expired
driver's license when the duties of his/her position require the
operation of a motor vehicle, (h) operating a City vehicle in
wanton disregard of safety.

(4) Moral Turpitude such as: (a) falsifying or misrepresenting such
things as City Insurance claims, worker's compensation
claims, travel expenses, etc., (b) violating the City Code
sections 2-1972-203 inclusive in regards to impartiality, use of
public property, conflict of personal and financial interest,
disclosure and confidentiality, (c) embarrassing the City by



being indicted for any felony while employed by the City, (d)
while employed by the City, being charged with a
misdemeanor which could cause serious embarrassment to
the City and undermine public trust and confidence in the City
and in the employee's performance of his/her job duties, (e)
attempting to coerce or influence fellow employees,
subordinates, or supervisors with gifts, services, loans, and
other considerations, (f) violating any of the Florida statutes
dealing with public employees and labor organizations, (g)
violating City law regarding political activity, (h) violating state
nepotism statute, (i) during non-work hours, engaging in an
employment, activity, or enterprise which is illegal,
incompatible, or in technical conflict with his/her duties,
functions, and responsibilities as a City employee.

(5) Breach of Peace such as: (a) being offensive, antagonistic
towards supervisors, subordinates, fellow employees, and the
public, (b) threatening, conspiring, attempting, and actually
committing any form of assault or battery on a supervisor,
subordinate, fellow employee, or the public, on City property,
City time, or as a result of City employment.

b. Written notice of the charges and disciplinary action shall be given to
the dismissed employee.

ARTICLE K. Appeals

Section 1. Appeal Rights

a. A regular status employee may appeal to the Civil Service Board any
employer action that results in demotion, dismissal, suspension, or loss of
employee rights including position classification results, promotion guidelines or
these Rules. Such appeals must be made within ten (10) working days of the
adverse action.

b. An employee on promotional probationary status may appeal to the
Civil Service Board a suspension or dismissal within ten (10) working days of the
effective date of the action by completing and submitting the proper request to the
Civil Service Board. A demotion may not be appealed to the Civil Service Board.

c. Employees on other employment status may appeal a suspension,
demotion, dismissal or classification decision by filing a grievance in accordance
with established procedures or contractual agreements.



d. Employees may not appeal any single action through both the
provided administrative or collective bargaining grievance procedure and the Civil
Service appeal process. Once an appeal is initiated in either channel it shall be
resolved in that channel unless agreed to in writing by all concerned parties.

ARTICLE L. Lay Off

Section 1. Lay Off Procedure

a. This procedure applies only to employees in the classified service
who are not covered by a collective bargaining agreement. The recognized purpose
of lay off is to effect a reduction in the number of employees where functions have
been eliminated, when organizational units have been eliminated or when funds are
no longer available to sustain the number of employees. The initial step in the lay
off process is the documentation by the Department Head of the need for lay off
that clearly establishes the reasons or conditions necessitating the reduction in
force and the specific class(es) involved.

b. Upon determination that lay off is necessary, the Director of
Administration will develop a list of employees, ranked in the order in which they are
to be laid off. The first name on the list will be the first laid off. The procedure to be
used in developing the lay off list is as follows:

(1) Rank ordering of all employees in each classification within the
department where lay off is to occur by seniority, least senior
first.

(2) A determination will be made of the impact of the seniority
rank ordering on the EEO compliance posture of the
Department in which the lay off is to occur. If analysis indicates
that the seniority approach will have a significant impact on
protected class representation, then factors other than
seniority shall be given consideration. An effort shall be made
to maintain minority and female representation in the class(es)
of work affected.

(3) Department Heads shall give consideration to individual
contributions and skill levels in relation to departmental
performance standards in order to determine the relative merit
of all employees in the class to be reduced. Department
Heads may request exemption from lay off for specific
employees determined to be functioning at a consistently
outstanding level or possessing critical skills. Such requests
must be thoroughly documented and clearly establish that the



particular operational functions are essential and could not be
satisfactorily assumed by any other personnel. The
submission of such a request is not an assurance that
exemption will be granted, or the extent to which such
consideration will be given by the Department of
Administration.

c. An individual identified for lay off may be entitled to bump an
employee in a lower classification in the same Department if the employee:

(1) has more seniority than the employee to be bumped,
(2) had regular status in the lower classification, and
(3) is capable of performing the work of the lower classification.

A bumped employee can exercise the same bumping privilege into a lower class of
work in the same Department.

d. Employees who are laid off, whether directly or as the result of
bumping, shall have preferential reemployment rights to those equivalent or lower
level positions for which they are eligible, and shall be reinstated on the basis of
seniority. These preferential reemployment rights are limited to one year and will
also terminate with the employee's reinstatement, request, failure to accept
reinstatement, or if the employee takes other steps to terminate the relationship
with the City.

e. Before determining the seniority list mentioned in b-(1) above,
temporary employees in the same class of work shall be laid off prior to
probationary or regular status employees.

ARTICLE M. Records and Reports

Section 1. Employment Records

a. The Director of Administration shall maintain an employment record
for each employee.

b. The employment record shall be confidential. The Director of
Administration shall issue guidelines regulating access to and release of
information from personnel records.



ARTICLE N. Severability and Waiver.

Section 1.

a. Each and every clause of these Rules shall be deemed separable
from each other clause.  In the event any clause or clauses shall be finally
determined to be in violation of any law such clause or clauses shall be deemed of
no force and effect and unenforceable. Any such determined violation shall not
impair the validity and enforceability of the remaining Rules, including any and all
provisions in the remainder of any clause, sentence, or paragraph in which the
offending language might appear.
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Special Qualifications H 1., c
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Disciplinary J 2., a-b

Dismissal
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Disqualification E 4.
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Records of F 1., a & c
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Employment
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Records H 1.
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Notice of Results E 8.
Public Notice E 2.
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Grievance K 1., b-d
Lay-off Procedure L 1., a-e
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Medical Status E 10., b
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Non-Discrimination B 3.
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Position Classification Plan D 1., - 3.
Program Responsibility C 1.
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Dismissal during I 3., a-b
Extension of I 2., b
Length of I 1., a
Objective of I 1.
Transfers Subject to G 4., a
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Promotional Policy G 1., b
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Records and Reports M 1., a-b
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Reemployment
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Preferential L 1., d

Resignation



Return to Work F 1., c
Rules
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Procedures to Amend B 1., b
Purpose of B 1., a

Severability and Waiver N 1., a
Special Qualifications H 1., c
Suspensions

Appeals K 1., a-c
Maximum Period J 3., a

Temporary Appointment, Completion of G 3., e
Transfers

Between Departments G 4., a
Involuntary Transfers G 1., a
Request for Delay G 4., b

Veteran's Preference E 9.
Working Titles D 2., a
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