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VILLAGE OF ESTERO, FLORIDA

ORDINANCE NO. 2016 - 06

AN ORDINANCE OF THE VILLAGE COUNCIL OF

THE

VILLAGE OF ESTERO, FLORIDA,

ESTABLISHING THE CONTENT OF AND
METHODS FOR ADOPTION, AMENDMENT AND
REVISIONS TO PERSONNEL POLICIES; AND
PROVIDING AN EFFECTIVE DATE.

WHEREAS, the Village Charter, Section 6 (2) provides that Personnel Policies
necessary for the effective administration of employees of the village’s departments, boards
and agencies shall be established, regulated and maintained in a manner consistent with all
applicable state and federal laws.

NOW, THEREFORE, be it ordained by the Village Council of the Village of Estero,

Florida:

The Personnel Policies will be established to:

A.

Section 1.
limited to:
.01
.02
.03
.04
.05
.06
.07
.08
.09
.10
11

Include administrative provisions to establish processes and procedures
that will serve as a guide to actions between the Village of Estero
(Village) and employees and volunteers of Village departments, boards
and agencies.

Be adopted by Resolution and provide that Amendments or revisions of
the Personnel Policies, including those which are required by a change
in Federal, State of Florida or local ordinance, resolution or
administrative decision by the Village Manager, shall be by VILLAGE
Council Resolution.

The Personnel Policies will define Employment, including but not

Examinations and pre-employment reference checks
Veterans’ Preference

Equal Opportunity

Ethical conduct and reports to the Village council
Nepotism

Medical Examinations

Solicitation and Distribution

Contflicts of Interest

Outside Employment

Political activity

Employee debts
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59
60
61
62
63
64
65
66
67
68
69
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72
73
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76
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78
79
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Section 2.

The Personnel policies will define Employee Status, Records and

Performance including but not limited to:

.01
.02
.03
.04
.05
.06
07

Section 3.

Employment Status

Personnel Records

Employment Verification/Reference Checks
Personnel Data Changes

Introductory Period

Information Accuracy and Background Checks
Performance Evaluations

The Personnel policies will define the Employee Benefit Programs

including but not limited to:

.01
.02
.03
.04
.05
.06
.07
.08
.09
.10

Section 4.

Workers’ Compensation

Holidays and Holiday Pay

Paid-Time-Off (PTO)

Bereavement Leave

Court and Jury Duty Leave

Extraordinary Medical Leave Compensation (EMLC)
Benefits Continuation (COBRA)

Health/Life Insurance Benefits Plan

Deferred Compensation Plans

Retirement Plan

The Personnel policies will define Pay and Job Classifications

including but not limited to:

.01
.02
.03
.04
.05

Section 5.

not limited to:
.01
.02
.03
.04
.05
.06
.07
.08
.09
10
A1
12
13
.14

Timekeeping

Paydays and Pay
Compensation

Job Descriptions
Special Pay Situations

The Personnel policies will define Working Conditions including but

Safety and Injury Reporting

Tobacco Free Workplace Policy

Hours of Work

Attendance

Overtime

Meal Periods

Error in Pay

Cell Phone Guidelines

Use of Village Equipment and Vehicles
Severe Weather and Emergency Situations
Travel Expenses

Computer and E-mail Usage

Internet Usage

Workplace Violence Prevention
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95

96

97

98

99
100
101
102
103
104
105
106
107
108
109
110
111
112
113
114
115
116
117
118
119
120
121
122
123
124
125
126
127
128
129
130
131
132
133
134
135
136
137
138

Section 6.

The Personnel policies will define Extended Leaves of Absence

including but not limited to:

.01
02
.03

Section 7.

not limited to:

.01
.02
.03
.04
.05
.06

Section 8.

Family and Medical Leave
Leave Without Pay
Military Leave of Absence

The Personnel policies will define Employee Conduct including but

Employee Conduct and Discipline
Sexual and Other Unlawful Harassment
Personal Appearance and Grooming
Employment Separations

Return of Village property

Drug-Free Workplace

The Personnel policies may define other Miscellaneous topics

including but not limited to any other personnel-related matters as they may from time-

to-time arise.

PASSED on first reading this 18™ day of May, 2016.

PASSED AND ADOPTED BY THE VILLAGE COUNCIL of the Village of Estero,
Florida this 1% day of June, 2016.

Attest:

By:

VILLAGE OF ESTERO, FLORIDA

By:

Kathy Hall, MMC, Village Clerk Nlchoas Batos Mayor

Reviewed for legal sufficiency:

o [l fam

ﬁurt Saunders, Esq., V111age Attorney

Vote:
Mayor Batos
Vice Mayor Levitan

AYE NAY

<K
|

Councilmember Boesch
Councilmember Brown

Councilmember Ribble
Councilmember Wilson

M

v

Councilmember Errington v
v
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