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IX. CORRECTIVE ACTION

A. DISCIPLINARY PROCEDURES
The District has adopted rules and standards to ensure the highest quality of services. Violations of
established rules, policies, standards of conduct, and substandard performance or attendance
problems may result in disciplinary action. If disciplinary action is necessary, the District believes in
positive, corrective measures to prevent recurrence. However, some behavior may be so extreme as
to merit instant dismissal. Other types of conduct are viewed as less extreme, but nonetheless
important. Many times, one or two counseling sessions serve to correct and maintain acceptable
behavior.

1. Offenses
Offenses that may warrant instant termination of employment include, but are not limited to:

a) Insubordination

b) Dishonesty

c) Damage to property (the District or personal property of others), theft, attempted theft,
or unauthorized removal of property belonging to THE DISTRICT or another employee

d) Falsification of the District records - including, but not limited to employment
applications, time records, expense accounts, and supply requisitions

e) Disorderly conduct - including, but not limited to fighting, assault, threats, use of foul
language, or any actions that could damage the District or employee personal property
or result in personal and/or property injury

f) Illegal, immoral or indecent conduct on the District property including accessing
inappropriate websites

g) Grossly abusive, discourteous, or harassing conduct to visitors or other employees

h) Violation of security or safety rules

i) Possession of firearms, explosives or other weapons, or illegal drugs

j) Improper disclosure of confidential information

2. Additional Infractions
Employees may also be disciplined up to and including discharge for the following infractions.
This list is not intended to be all-inclusive

a) Unsatisfactory work performance

b) Excessive absences, excessive tardiness, or unauthorized absences

c) Neglect of duty

d) Unauthorized use of the District resources, including the use of the District time to
conduct non-work-related activities. This also applies to cell phones.
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e) Violation of any rule, regulation or established procedure of the District. 

f) Failure to report within 24 hours any personal or work-related accident which has 
resulted in personal injury or property damage. 

g) Making false, vicious or malicious statements about any employee or the District.  

h) Violation of safety rules  

i) Smoking in non-smoking posted areas  

j) Violation of the District’s policy against discrimination or harassment. 

Listing of the above infractions is not intended to limit the traditional rights of employment 
previously stated. Either party can freely terminate the employment relationship at any time, 
with or without reason, notice, or cause. The District reserves the right to establish any 
additional rules of conduct and discipline at its discretion at any time, with or without notice. 

 

3. Disciplinary actions 

a) Employee Counseling  
With counseling at appropriate times, employees are usually able to maintain their own high 
standards of conduct. Counseling sessions will be documented 

b) Written Warning  
An employee who fails to perform up to standard after counseling or commits a serious 
offense not requiring immediate discharge, will be counseled and receive a written warning 
from his supervisor.  The action will be documented and placed in their personnel file 

c) Final Written Warning  
An employee who consistently does not perform adequately or seriously violates 
established rules or standards of conduct will be given a final written warning unless the 
conduct requires immediate discharge. This document will contain a specific notice that any 
further infractions will result in termination of employment.  The action will be documented 
and placed in their personnel file 

d) Suspension 
The District reserves the right to suspend any employee who violates any rules, policies, or 
procedures or whose conduct or work performance warrants suspension. Suspension may 
also occur where there is a pending investigation of an infraction. Suspension may be with 
or without pay at the sole discretion of the District. Any time an employee is suspended 
without pay, s/he will also be given a final written warning, the action will be documented 
and placed in their personnel file. A decision regarding continued employment will be made 
as soon as possible following the suspension 

e) Demotion  
The District may demote any employee or reduce his or her compensation. 
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f) Termination
If, after the above steps have been taken, or if the employee has committed an infraction
serious enough to warrant instant dismissal, employment will be terminated

No minimum number of disciplinary actions or particular sequence of disciplinary actions is 
required to terminate an employee since all employees are considered "at-will employees." 
Employees may appeal any disciplinary action by complying with the District’s grievance 
procedures. Failure to timely appeal will waive any appeal right. 

B. GREIVANCE PROCESS
It is the policy of the District to provide a method for employees to register complaints or problems
concerning working conditions, disciplinary action, or any other matter pertaining to their
employment. For problems concerning discrimination, harassment, or retaliation please see the
appropriate section of this handbook relating to those topics. Otherwise, the procedures noted
below apply.

PROCEDURE: 
1. STEP 1:  If any employee has a grievance, it should be taken up with his/her immediate

supervisor as soon as possible, but no longer than two working days after its occurrence.
The supervisor will discuss the grievance fully with the employee at a time that is mutually
convenient. The supervisor will conduct, as appropriate, an investigation and provide the
employee with a response within three working days from the discussion.

2. STEP 2:  Following receipt of the supervisor’s response and within 3 working days, an
employee who finds the response to be unsatisfactory may submit a dated, written, signed
statement to the supervisor containing the following:
a) Facts of complaint or problem.
b) The provision of the District’s personnel guidelines, procedures or practice which the

employee believes has been misapplied, or the disciplinary action believed to be
inappropriately applied.

c) The adjustment or relief employee is seeking.
d) The reason why the Supervisor's solution at Step 1 was not satisfactory.
e) Upon receipt of the employee's written statement, the Supervisor will immediately

deliver a copy of the employee's statement and the Supervisor’s prior response to the
Executive Director.

3. STEP 3:  The Executive Director, within three working days of receipt of the written
complaint will arrange, as appropriate, a meeting with the employee, supervisor or others
who may have been involved. An appropriate investigation will be conducted. Within five
working days from the meeting, the Executive Director will submit a response, in writing, to
the employee and supervisor. THE DECISION OF THE DIRECTOR IS FINAL.

Employees who fail to timely pursue the grievance procedures within the time allotted above will be 
considered to have abandoned their grievance request and, therefore, will not receive further 
consideration. 
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X. SEPARATION OF EMPLOYMENT
It is the policy of the District to ensure that employee terminations, including voluntary and involuntary
and terminations due to the death of an employee, are handled in a professional manner with minimal
disruption to the workplace.

A. AT-WILL EMPLOYMENT
Employment with the District is voluntary and subject to termination by the employee or the District
at will, with or without cause, and with or without notice, at any time. Nothing in this policy shall be
interpreted to conflict with, eliminate or modify in any way, the employment-at-will status of the
District employees.

B. VOLUNTARY TERMINATION
A voluntary termination of employment occurs when an employee submits a written or verbal
notice of resignation, or retirement, to their supervisor or when an employee is absent from work
for three consecutive workdays and fails to contact his or her supervisor (job abandonment).
Procedures:

1. Employees are requested to provide a minimum of two weeks’ notice of their intention to
separate employment. The employee should provide a written resignation notification to
their supervisor.

2. Upon receipt of an employee's resignation, the supervisor will send a copy of the resignation
letter and any other pertinent information (e.g., employee’s reason for leaving, last day of
work) to Human Resources.

3. Human Resources will coordinate the employee’s departure from the District. This process
will include the employee’s returning all company property, a review of the employee’s
post-termination benefits status and the employee’s completion of an exit interview.

C. INVOLUNTARY TERMNATION
An involuntary termination of employment, including a layoff of over 30 days, is a management-
initiated dismissal with or without cause.

D. DEATH OF EMPLOYEE
A termination due to the death of an employee will be made effective as of the date of death.
Procedure:

1. Upon receiving notification of the death of an employee, the employee’s supervisor should
immediately notify Human Resources.

2. The benefits administrator will process all appropriate beneficiary payments from the
various benefits plans.
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3. The employee’s supervisor should ensure that the payroll office receives the deceased
employee’s timesheet.

E. FINAL PAY
An employee who resigns or is discharged will be paid through the last day of work, plus any unused
paid time off (PTO) as per policy, less outstanding loans, advances or other agreements the
employee may have with the District, in compliance with state laws. In cases of an employee’s
death, the final pay due to that employee will be paid to the deceased employee’s estate or as
otherwise required under state law.

F. HEALTH INSURANCE
Medical, dental and vision insurance coverage terminates on the last day of the month the
employee separates employment or is terminated. An employee will be required to pay their share
of insurance premiums through the end of the month. Information about COBRA continuation
coverage will be provided through Florida League of Cities.

G. RETURN OF PROPERTY
Employees must return all District property at the time of separation, including uniforms,
cellphones, keys, laptops and identification cards. Failure to return items may result in deductions
from the employee’s final paycheck where state law allows. An employee will be required to sign a
wage deduction authorization to deduct the costs of such items from the final paycheck. In some
circumstances, the District may pursue criminal charges for failure to return District property.

H. EXIT INTERVIEW
Human Resources will contact an employee who voluntarily resigns to schedule an exit interview on
the employee’s last day of work.

I. ELIGIBILITY FOR REHIRE
Employees who leave the District in good standing with proper notice may be considered for rehire.
Former employees must follow the normal application and hiring processes and must meet all
minimum qualifications and requirements of the position, including any required qualifying exam.
Rehired employees will not retain previous tenure when calculating longevity, leave accruals or any
other benefits, unless required by law.

Employees who are involuntarily terminated by the District for cause or who resign in lieu of 
termination are ineligible for rehire. In addition, employees who resign without providing adequate 
notice or who abandon their job will not be considered for rehire. 
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amended from time to time.  The District must competitively award to an appropriately licensed 
contractor those public construction works projects that meet the following cost thresholds: 

a) Construction projects estimated to cost greater than $300,000.

b) Electrical work estimated to cost greater than $75,000.

I. FORMAL COMPETITIVE SELECTION PROCESSES

The District may advertise for and award contracts based upon responses to one of the following 
formula competitive selection processes:  

• an invitation to bid (ITB).
• a request for proposals (RFP).
• a request for qualifications (RFQ).
• an invitation to negotiate (ITN).
• a professional services request for proposals solicited in accordance with F.S. § 287.055 “the

Consultants Competitive Negotiation Act,” as same may be amended; or
• a qualifications-based or competitive proposal-based request for design-build proposals

solicited in accordance with F.S. § 287.055 as same may be amended.
Single or multiple purchases of goods, commodities, or services of $35,000 or more requires 
competitive selection. Competitive selection will be advertised through Vendor Registry/Bid Net and 
posted on the District website.  A contract or agreement will be issued only after the bid or proposal 
is awarded and the contract is approved by the Board. Potential bidders/respondents and their 
agents must not communicate in any way with Board members or any District staff other than 
purchasing personnel in reference or relation to a solicitation. This restriction is effective from the 
time of bid advertisement/release until the Board meets to authorize award. Such communication 
may result in disqualification.

1. Invitation to Bid (ITB)
An ITB is generally used for goods, and sometimes services, where the specifications can be
precisely defined such as for equipment, supplies, materials, parts or other goods. Except as set
forth in applicable law or this policy, commodities or services having an estimated value in
excess of $35,000 shall be procured through an ITB.

a) The District uses this process when it wishes to formally advertise for and competitively
award a contract using an ITB for competitive sealed bids with the title, date and hour of
the public bid opening designated therein and which specifically defines the matter for
which bids are sought. This process is appropriate when the District is capable of
specifically defining the scope of work desired, or where it can establish precise
specifications defining the actual matter desired. ITBs typically include instructions to
bidders, plans, drawings and specifications, if any, bidding forms, and other required
forms and documents. The District will award the contract to the responsive and
responsible bidder who submitted the lowest bid.

b) Responsible bidder means the person or business entity having the capability in all
respects to perform fully the contract requirements and the experience, ability,
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