INDEX
L Lee County 700
= Southwest Florida Page 1 of 6

Absence, see Hours of Work (Policy 307); Attendance and Punctuality (Policy 102)

Accommodation, see Workplace Safety (Policy 210:2); Harassment Policy (202); Equal
Employment Opportunity (Policy 201)

Acting Assignments, see Salary Administration (Policy 501:3)

Administrative Leave, see Leave of Absence (Policy 404)

Alcohol Abuse, see Drugs and Alcohol in the Workplace (Policy 205)

Alternative Work Arrangements (Policy 209)

Americans with Disabilities Act, see Equal Employment Opportunity (Policy 201)

Annual Leave, see Vacation Leave (Policy 402)

Attendance and Punctuality (Policy 102)

Awards, see Employee Awards (Policy 213); Direct Bonus Program (Policy 506)

B

Behavior of Employees (Policy 101)

Bereavement, see Bereavement & Civic Duty Leaves (Policy 406)
Bi-Weekly Payday, see Pay Procedures (Policy 503)

Break Period, see Hours of Work (Policy 307:2)

Bridging of Service, see Separation of Employment (310)
Bonuses, see Direct Bonus Program (Policy 506)

C

Casual Employee (Policy 002)

Certification Renewal, see License/Registration/Certification and Fee Renewals (Policy 507)
Citizen Relations (Policy 207)

Civic Duty, see Bereavement & Civic Duty Leaves (Policy 406)

Code of Ethics (Policy 206)

Communication Systems, Use of (Policy 208)

Compensatory Time, see Hours of Work (Policy 307:4); Pay Procedures (Policy 503:6)
Compressed Workweek, see Alternative Work Arrangements (Policy 209)

Computer Resources (Policy 204)

Conduct, see Behavior of Employees (Policy 101)

Conflict of Interest, see Code of Ethics (Policy 206)

Corrective Action Process (Section 600)

Corrective Action/Disciplinary Procedure (Policy 601)

Criminal Background Check, See Hiring (Policy 301)

D

Definitions (Policy 002)

Deductions from Salary for Exempt Employees, see Pay Procedures (Policy 503:6)
Deductions from Wages for Non-Exempt Employees, see Pay Procedures (Policy 503:5)
Designee Pay, see Salary Administration (Policy 501:4)

Direct Bonus Program (Policy 506)

Disabled Persons, see Equal Employment Opportunity (Policy 201); Harassment Policy (202)
Disaster Pay, see Pay for Work During Emergencies or Disasters (Policy 504)
Disciplinary Procedure, see Corrective Action/Disciplinary Procedure (Policy 601)
Disclosure of Business Interest, see Code of Ethics (Policy 206)

Discrimination, see Equal Employment Opportunity (Policy 201); Harassment Policy (202)
Diseases, see Workplace Safety (Policy 210:2); Medical Procedures (Policy 302)
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D (cont’d)

Dismissal, see Corrective Action/Disciplinary Procedure (Policy 601); Employment-at-Will
(Policy 003); Separation of Employment (Policy 311); Separation of Employment (Policy 310)

Diversity, see Equal Employment Opportunity (Policy 201); Harassment Policy (202)

Dress Code, see Personal Appearance of Employees (Policy 103)

Drug Abuse, see Drugs and Alcohol in the Workplace (Policy 205)

Drug Test Requirement, see Hiring (Policy 301); Drugs and Alcohol in the Workplace (Policy
205)

E

Educational Assistance Program (Policy 212)

Educational Leave (Policy 408)

Electronic Mail, Personal Use, see Computer Resources (Policy 204)
Emergencies and Disasters, Pay for Work During (Policy 504)
Employee Awards (Policy 213)

Employee Behavior (Section 100)

Employment (Section 300)

Employment-at-Will (Policy 003)

Employment of Family Member, see Hiring (Policy 301)
Ethics, see Code of Ethics (Policy 206:3)

Equal Employment Opportunity (Policy 201)

Exempt Employees, see Job Evaluation (Policy 211)

F

Family & Medical Leave (Policy 405)

Fee Renewal, see License/Registration/Certification and Fee Renewals (Policy 507)
Flexplace, see Alternative Work Arrangements (Policy 209)

Flextime, see Alternative Work Arrangements (Policy 209)

Florida Retirement System, see Retirement (Policy 313)

Former Employees, see Hiring (Policy 301); Separation of Employment (310:4)
Functions of This Manual (Policy 001)

G
Gifts, see Code of Ethics (Policy 206:2)
Grievance Procedure (Policy 602)

H

Harassment Policy (202)

Health, see Workplace Safety (Policy 210:2)

Hiring (Policy 301), see also Transfer (Policy 305); Promotion (Policy 306)
Holidays (Policy 403)

Hours of Work (Policy 307)

I

Immediate Family, see Sick Leave (Policy 401); Family & Medical Leave (Policy 405) &
Bereavement Leave (Policy 406)

Incentive Pay (Policy 505), see also Direct Bonus Program (Policy 506)

Index (Section 700)

J
Job Evaluation (Policy 211)
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J (cont’d)
Jury Duty, see Bereavement & Civic Duty Leaves (Policy 406)

K
Key Employee, see Pay for Work During Emergencies or Disasters (Policy 504); Family &
Medical Leave (Policy 405:8)

L

Labor Relations, see Policy Toward Unions (Policy 007)

Layoff, see Separation of Employment (Policy 310:4)
Leave/Absence from Work (Section 400)

Leave of Absence (Policy 404)

License/Registration/Certification and Fee Renewals (Policy 507)
Loss Control, see Workplace Safety (Policy 210)

M

Mail, Receiving Personal, see Use of Communication Systems (Policy 208)
Mandatory Testing Position (Policy 002)

Meals, see Hours of Work (Policy 307:2)

Medical Leave, see Family & Medical Leave (Policy 405); Sick Leave (Policy 401)
Medical Procedures (Policy 302), see also Workplace Safety (Policy 210:2)
Military Duty, see Bereavement & Civic Duty Leaves (Policy 406)

Military Medical & Family Leave (Policy 405A)

Moving Expenses (Policy 508)

N

Nepotism, see Hiring (Policy 301)

New Employee, see Probationary Period (Policy 304)

New Hire Salaries, see Salary Administration (Policy 501)

Non-Exempt Employees, see Job Evaluation (Policy 211)

Non-Key Employee, see Pay for Work During Emergencies or Disasters (Policy 504)
Notification Requirements, see Code of Ethics (Policy 206:4)

o
Outside Employment (Policy 308)
Overtime, see Hours of Work (Policy 307); Pay Procedures (Policy 503)

P

Parental Leave, see Family & Medical Leave (Policy 405) Leave of Absence (Policy 404)
Part-time, see Alternative Work Arrangements (Policy 209)

Pay for Performance, see Performance Evaluations (Policy 502)

Pay for Work During Emergencies or Disasters (Policy 504)

Pay Practices (Section 500)

Pay Procedures (Policy 503)

Paycheck Theft, Loss or Mistake, see Pay Procedures (Policy 503)

Performance Evaluations (Policy 502)

Personal Appearance of Employees (Policy 103)
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P (cont’d)

Personal Leave, see Leave of Absence (Policy 404:3)

Personnel Records (Policy 005)

Policy Toward Unions (007)

Political Activity, see Solicitation/Distribution (Policy 006); Code of Ethics (Policy 206)
Probationary Period (Policy 304)

Promotion (Policy 306)

Public Relations, see Citizen Relations (Policy 207)

Punctuality, see Attendance and Punctuality (Policy 102)

R

Recall, see Rehire Policy (309:1)

Reclassifications, see Salary Administration (Policy 501)

Recruitment, see Hiring (Policy 301)

Rehire Policy (309)

References, Employment, see Separation of Employment (Policy 311); Personnel Records
(Policy 005)

Registration Renewal, see License/Registration/Certification and Fee Renewals (Policy 507)

Relative, see Hiring (Policy 301)

Resignation, see Separation of Employment (Policy 311)

Retirement (Policy 313)

S

Safety, see Workplace Safety (Policy 210)

Salary Administration (Policy 501)

Scheduling, see Hours of Work (Policy 307:2)

Separation of Employment (Policy 311), see also Corrective Action/Disciplinary Procedure
(Policy 601); Employment-at-Will (Policy 003); Probationary Period (Policy 304); Retirement
(Policy 313)

Service Continuation, see Separation of Employment (Policy 310:5)

Sexual Harassment, see Harassment (Policy 202:2)

Shift Differential, see Hours of Work (Policy 307:9)

Short-term Leave, see Leave of Absence (Policy 404)

Sick Leave (Policy 401)

Sick Leave Buy-Back (401:3)

Sick Leave Pool (401:2)

Social Media (213)

Solicitation/Distribution (Policy 006)

Stand-by Duty, see Hours of Work (Policy 307:6)

Substance Abuse or Dependency, see Drugs and Alcohol in the Workplace (Policy 205)

Suggestion, see Direct Bonus Program (Policy 506)

Supervision, see Employee Supervision (Policy 004)

Supplemental Workforce (Policy 309)

Suspension, see Corrective Action/Disciplinary Procedure (Policy 601)

T
Telephone, see Use of Communication Systems (Policy 208)
Temporary Additional Duty, see Salary Administration (Policy 501:2)
Temporary Assignments, see Salary Administration (Policy 501:2)

Adopted by the Lee County BoCC August 3, 1988 (Last Revised June 20, 2017)



INDEX
=l L EE COUNTY 700

SOUTHWEST FLORIDA Page 5 of 6

T (cont’d)

Temporary Employment, see Supplemental Workforce (Policy 309)

Termination, see Separation of Employment (Policy 311); Corrective Action/Disciplinary
Procedure (Policy 601); Grievance Procedure (Policy 602)

Time Lost, see Hours of Work (Policy 307:7)

Time Sheets, see Hours of Work (Policy 307:8)

Tobacco Free Workplace (Policy 103), see also Behavior of Employees (101:1); Workplace

Safety (210:1)

Training, see Orientation and Training (Policy 303)

Training Wage, see Hours of Work (Policy 307:5)

Transfer (Policy 305)

U

Unions, see Policy Toward Unions (007)

Unlawful Acts Prohibited, see Code of Ethics (Policy 206:7)
Use of Communication Systems (Policy 208)

Vv

Vacancies, see Hiring (Policy 301); Promotion (Policy 306)
Vacation Leave (Policy 402)

Vesting in Florida Retirement System, see Retirement (Policy 313)
Volunteer Policy (Policy 002)

w

Workers' Compensation Leave (Policy 407)

Workplace, The (Section 200)

Workplace Harassment, see Harassment Policy (202:1)
Workplace Safety (Policy 210)

Workplace Violence (Policy 203)

Workweek Definition, see Hours of Work (Policy 307:1)

Whistle Blowing (214)

Witness Duty, see Bereavement & Civic Duty Leaves (Policy 406)
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