INTRODUCTION

o

Welcome to the Airport Authority!

You have joined a group of talented and dedicated employees whose hard work and commitment
can be seen throughout the Authority and at the Sarasota Bradenton International Airport.

The Sarasota Bradenton International Airport is the primary air carrier and general aviation airport
serving Manatee and Sarasota counties and the surrounding areas.

We take great pride in the level of service we provide to our customers. We believe they are the
primary focus and the Authority is committed to giving the best possible service to our passengers

and tenants. We try hard to attract employees who share ou r philosophy and who possess the
special qualities of commitment, solid experience, teamwork and selfless service.

| strongly believe in the proper implementation of the Authority policies contained in this
handbook. This handbook contains many of the basic requirements we expect from our
employees, as well as a compilation of the programs and benefits we provide to ou r workforce.
This Employee Handbook will familiarize you with the policies and provide you with the direction
necessary to perform your duties appropriately and in furtherance of the Authority's mission.

| encourage you to assist our team by complying with the policies, supporting our tenants and your
fellow employees, and using your energies to enhance our efforts to maintain high quality,
affordable facilities and excellent customer and community service S.

Welcome to the team,

Fredrick Piccolo
President and Chief Executive Officer



AIRPORT HISTORY OVERVIEW

In 1939, through Federal grants, Sarasota and Manatee counties agreed to construct an airport

on a 620 -acre site situated on the bi -county line. In 1941, resolutions were passed creating the
Sarasota Bradenton Airport and the Sarasota Manatee Joint Airpor t Authority. During World War
Il the airport was leased to the Army Air Corps as a fighter pilot training base. The federal
government added 250 acres and several million dollars in improvements and transferred the land

back to the Authority in late 1947 . In 1955, the Florida Legislature passed the Sarasota Manatee
Airport Authority Act giving the Authority the power to: maintain and improve the facilities; adopt

bylaws, policies and procedures; accept grants; sell bonds; and make and enforce Airport Zoni ng
Regulations.

A new terminal building opened in 1959 followed by taxiway and runway improvements in 1963.

The runway was extended to 7,003 ft. in the early 1970s and extended again in 2001 to its present
length of 9,500 ft. Commercial airline service began as early as 1940, general aviation service
began in the 1950s, and National Airlines started jet service in 1965. The current terminal building
opened to travelers on October 29, 1989

In 1970 voters opted for the  election of four Authority Commissioners, two from each county, and

enabling State legislation was adopted in 1972. In 1990, State legislation doubled the

commi ssioners to eight. olnternational 6 was added to
Customs Service gave O0OPort of Entryé status to the airport
referendum changing the elected board to a Governor appointed board and reduced the

number of commissioners to six.

The Authority is self -supporting, using aircraft landing fees, fees from terminal and other rentals,
and revenues from concessions to fund operating expenses. Operating expenses of the Authority
are not taxpayer funded.

Construction programs are funded by Federal and State g
Customer Facility Charges (CFC6s) and Authority revenu:¢

Half of Airside B, a large portion of the runways and taxiways and the two general aviation fixed -
based operators lie in Manatee County. A significant portion of the terminal, the rental car and
short-term lots lie in Sarasota County. The long -term lot ou t to University Parkway is in the City of
Sarasota. Airport property now equals approximately 1,200 acres, with most of the property within
Manatee County.



PURPOSE OF THE HANDBOOK

This Sarasota Manatee Airport Authority Employee Handbook (hereafter referred to as the
Handbook) has been prepared to inform you of the Sarasota Manatee Airport Authority's
personnel policies. Hereafter, the Sarasota Manatee Airport Authority shall be re ferred to as the
Authority.

This Handbook is readily accessible online for easy reference and a hard copy is located in each
department. The Handbook provides information concerning your working conditions, benefits,
compensation, rules of conduct, and employee/employer relations. | f you have any questions or
comments about the information contained in the Handbook, feel free to discuss these with your
supervisor or contact the Human Resources Department.

The Handbook uses the term oOoManagero to refer to all
supervisory responsibilities for the Authority staff, without regard to the management level in the
Authority.

The content of the Handbook provides only a summary of personnel policies and is not intended,

in any way, to confer contractual rights. The Authority reserves the right to add, rescind, change,

or reword any policy. The Han cslpdicek and pragticds; hgwevessif t he Aut h
a regulation, contract, or statute exists for a policy or benefit, then the official document takes

precedence over the summary provided in this Handbook.

Questions on the interpretation of this Handbook should be directed to a member of the Human
Resources Department.

This Handbook is designed to introduce you to the Authority and provide you with information
about our employment guidelines. We hope it will be a useful reference for you throughout your
employment at the Authority.

From time to time, there may be revised or supplemental information placed in this Handbook.
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SECTION!I6 EMPLOYMENT
A. EMPLOYEE:REFERRALPROGRAM

The Authaority,is always looking forqualified employees and appreciates recommendations made

by existing; employees. : When-ancemployee recommendsisomeone whois hired asia: full -time;

part'-time;, substitute= employee;: or»r Traffic Controb/Specialist;'and who'is stilliemployed, by the

Authority afterone (1) year, that employee may be provided with-a recruiting-bonus . The new hire
mussitovehralveesd inn entpwdee 'd natrh en fleempdirolyre eféfs:r cnniamespoinatidanhresrdrre f er r al
for the-referringcemployee-to be eligible for-a‘recruiting bonus. This:program-and or bonus may be

changed fromrtimerto timerdepending onexis ting: market: ‘conditions: 1 The ' HumanResources

Department will provide‘information'on the current referral program:

B. EQUAL EMRLOYMENTOOPPORTUNITYNANIISCRIMINATION AND ANTFHARASSMENTAAND
COMPLAINT PROCEDURE

The Authaority, prohibits:and-will not tolerate discrimination ‘based on any legally-protected status;
including, but notlimited-to; race, color,religion,mnational origin, sex (including pregnancy, gender
identity, andisexualc: orientation), ~disability; 'age;1or any otheroc haracteristicc protected by
applicablellocal, state; or federal law. It is the:policy of it he Authority, to grant equalcemployment
opportunity to'all-qualified persens:inaccordance with-all.applicable federal; state:and-any-ocal

laws governingcnon -discriminationrin:hiring, - discipline; termination) cpromotion, fcompensation,
training, allocation of benefits:a's <ind any,otherterms-and conditions:of employment:ifyou believe
you have-been:discriminatediagainst; you are encouraged tocfollow thellcomplaint procedure

below.

One aspect of-our.equal employment opportunity policy:is thatt:! the Authority strictly prohibits:and
does not toleratefharassment:of any formcrelated:to-an ‘individual'sirace, -color;:religion, mational

origim,, sex: (including cpregnancy; gender identity:and sexual corientation), disability,-age| lor any
otherrcharacteristic' protected by applicable/faw. Our employees:should belable toowork inan
atmaosphere« free -fromrallcformsof cemployment  «discrimination,  including ' sexual < or.other
harassment.. The Autharity, prohibits:such-harassment of.-our employees-hy: one @nother-or by third
parties: with-whom we have: business:relationships. Rrohibited iconduct-may result in-disciplinary
action upto and including/discharge.

Sexual andlother-harassment may take many forms. These forms:include, but-arenot limited to:

¥ Unwelcomecand offensive werbal conduct;/such :as: remarks; .comments;jokes, slurs;. or
oltich ecroodierrolgatomyle roefcerne nicceonmadieq v ool orrco@abioutr, a per sc
religion; race;-age;-or @any other protected.characteristic!

1 Unwelcome: and coffensive vwvisual cconduct, Uincluding cpictures; | .cartoon c:drawings;
photographs; or-othén communications, including videotape,e -mail|, Imternet programsor
websites:
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1 Unwelcome:sexually explicit; vulgar, crude, or offensive language; jokes, photographs;or
otherrmaterials!

1 Unwelcomecphysical cconduct; includingctouching;: staring, fondling; rrestraining;patting,
rubbing, brushing; regardless of the'gender of thefindividuals:involved.:

1 Unwelcomecrequests forcsexual favors,or sexual advances;cor:other verbal cor-physical
conduct of d sexual nature, regardless 'of the'gender:of the individuals.involved; when:i(a)
submission ta such conductis made eitherexplicitly or implicitly la term: or conditionrof-an
individual's:employment;(b)/an individual's submission:toor rejection of suchf conduct:is
used as a basis:foran-employment decision:affecting that individual; .or/(c) the purposeor
the: effect of such conductiis to:substantially' interfere with: the-affected-individual's work
performance orto ‘create-an intimidating, hostile orfoffensive-work-environment.

ComplaintiProcedure

The Autharity, takes good:i-faith: allegations of:discrimination,cretaliation, 'sexual harassment and
otherforms:of harassment very:seriously:\If youbelieve that'you have 'been subjected toany type

of discrimination; retaliation;>or harassment; -fromremployees,, clients,/ic ontractors; orany other
persom present atthe Authority, you should immediately do: the following:

1 Documentianyincident offalleged discrimination; retaliation, ior' harassment;including the
date; time;-place, what was'said or:done;@and the surrounding circumstances:

Y If youw are: comfortable>doingiiso, clearly,-and directly: .communicate jtothe: offending
individuali| that:thisicor>thereconductuis unwelcome; rand requestcthat’ thec offensive;
discriminatory; orretaliatory:behavior.oriconduct stop. - Howevery .this-action on yourpart
is by no means required.

Y Regardless of whetheryou> confront the ‘offending individual, you:must immediately-bring
the: matter tocthe attention of the ExecutiveuVice -President, CFO;, Director; Human
Resources or enlistl aicoo-warker toobring:theimatterito his lattention, based-on youn o wn
comfort level-with'those individuals!

All such: matters-will'be ckeptrascconfidential as! practicable to-ensure-a:proper [investigation:
Complaints will be promptly and:thoroughly investigated, and-if thecallegations: of discrimination,
retaliation, orharassment are substantiated, t he Authority will take-appropriate corrective faction.
Retaliation against:anypersonowho/has;cin. good cfaith,/ ccomplained cabout discrimination;
retaliation; or.sexual or.other harassment, or who otherwise participated inancinvestigation 'of the
same: allegations; willin not be-tolerated: | Prohibited retaliation ‘will result-in//discipline;>up-to.and
including discharge:

Any employee -who makes:ca false:'complaint of  discrimination, cretaliation;/'sexual or-other
harassmentorwhointentionally:provides:misinformation:during .an investigation; or' otherwise fails

or refuses to cooperate ‘duringran investigation; 'will be 'subject to disciplinary, action;rup.to ‘and
including discharge:



Personnel Policy

C. DISABILITY FRELIGIOUS ORPREGNANCYCACCOMMODATIONREQUESTS

Consistent with the A udstriminationyh@ suthpribyl iwidlproviad reasomable
accommodati on based on an employeeds disability, sincer
appropriate, so long as such accommodation does not constitute an undue hardship, as defined

by the applicable statutes, to the Authority.

Any employee who has questions regarding this policy or desires to request a reasonable
accommodation, shall notify the Executive Vice -President, CFO or Director, Human Resources
Although not required, it is preferred that any request for accommodation be made in writing. The
Authority will respond (accept, deny, or still evaluating) to all requests for accommodation in
writing within fourteen (14) working days of the request. If a request for accommodation is denied,

the employer will provide the requesti  ng employee a written explanation setting forth the reasons
for the denial.

During the time period between the employeeds request
Aut horityds response, i f there is a conflict bet ween
observance, the Authority will not discipline or terminate the requestin g employee for a violation

of that specific work rule. However, the employee will be expected to comply with all other work

rules that are not specifically implicated by the request for accommodation.

Any employee who believes they ha  ve been subjected to discrimination or retaliation based on

their need or request for reasonable accommodation should follow the Complaint Procedure

stated above in the Equal Employment Opportunity, Anti -Discrimination and Anti -Harassment
Policy and Complain t Procedure.

D. EMPLOYMENTORREUATIVES

Any person related to'a Board-member is<ineligible asia new hire:with:the Authority. ' Foripurposes

of this section, related personsiinclude:-/spouse, parent; child; sibling, step parent, step:child, step
sibling, foster: parent; oriinn-laws. Spouse is defined as a:person; (i.e:,; husband or wife), whovis
married pursuant to the laws.of Florida.

Related employees shall not be'employed in-a positionin which they would supervise or-evaluate

a relative: Shouldccurrentrconditions-or: subsequent circumstances:create_such-a situation, one
employeesshallbe reassignedto anotherpasition if available, ot herwise; athree«(3):month period
will be:allowed forcone of the' employees,to-voluntarily resign.Ifione |of the employees;does not
resign, management shallchave the 'discretion ta-determinewhich employee shall be terminated

at the: endcofothe three«(3) (montonth period.. Failure-tocproperlyradvise-of such @ prohibited
relationship will be grounds for termination' of both-employees:.
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E. RELATIONSHIPSETWEENEMPLOYEES

Certain relationships between employees such as/ramantic; roommate; housemate; etc.;:are not
condoned candarestrangly cdiscouraged: cincthat they may, result in::favoritismycbreach 'of
confidentiality; ,conflicts-of interest,~abuse of-authority,and. other situat ions and'behaviors not
conducive to'a professional working: environment. df-any ‘work -related problems manifest-dueito
a relationship-of two employees; the ioffender(s) shall be isubject todisciplinaryaction /up-tocand
including termination:.

F. TOBACCO, SMOKING NICOTINE, ECIGARETTES

It is the Authority's:policy tolpromote-an environment:conducive to the health-andwell -being of
its employees:and ithe travelingpublic.)|Employees,hired before July-1,/2009, while on Airport
property, may smoke-in designatedioutside areas: Otherwise; all Airport’buildings are nonsmoking
facilities:. Employees shallihot smoke-in Authority vehicles. |(Failure/toadhere to this policywill result

in disciplinary,action:

Commencing July 1, 2009, the Authority will \not hire 'any applicant who is.a user of any tobacco
products:. All lapplicants will-be required tocsign anraffidavit affirming they have-not been a user.

of tobacco productscfor at least-one (1) year preceding thei r applicationofcemployment:in
addition; applicants will.be screened for-tobacco use during the new -hire drug screening process.
All employees hired based-onapplications ireceived-on-or afterJuly<l, 2009 must‘remain ia naon
tobacco cuser.r. Tobaccoproduct s include: common>smokek«-producing: materials:'such:fas
cigarettes,:cigars; pipes;-hookahs; etc, ‘as well-as smokeless tobaccosuch as snuff; chew -gutka;
jarday betel-quid,ete: It also'covers articlesthat mimicthelact of smoking such as:an electronic
cigarrette (ore--cigarette), personal vapaorizer (PV) o electronicnicotine delivery system (ENDS).

Since the: Authority isicommittedto employing a totallycsmoke free -work-force employees who
smoke: are-encouraged-to quit smoking-as:soon as possible.

G. EMPLOYEE CELASSIEICATIONS

All employees of the Authority will.be assigned an employment status reflectingtheir eligibility for
benefits: Pasitions:generally will be designated ‘depending on the expected number of hours
worked onracconsistent basis andposition held:

1. Fulktime Employees : (Refer to separate Firefighter classification below)

Fulktime: employees-worka minimumc.ofi40° hours>per week-/on:a continuing basis and-are
eligible: too participate:fin all Authority)benefits;-subjecttocthecterms, f«conditions 1and
limitations:of each benefit-program:
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FullTime Firefightenr Employees

Firefighterremployees; includingall full ! -time-employees within the' ARFF department except

the: Fire Chief & Fire-Training_Captain; are:scheduled torwork twenty -four (24) hounrshifts
andlare-paid forall-hours actually worked.- Firefighters are:required;to accurately record
all actual:'hoursi:worked: /. These:employeesare celigible; to-participate_incall benefit
programs:

Part-time: Employees

Part-time: employees:arerscheduled o' workless/thanthirty [(30) hours per: week .onca

continuous -basis:. Part -tricmenpleymp: loo yelessaibia roeparncostiie elliieghivtbdiie™s t o par ti
sponsored grouphealth, dental; vision, dife, or other 'disability. 'lorimedical plan s. Part-time

employees working an-average:of 20 ‘hours-a week.orcmore shall receive:benefits suchias

sick leave; vacation, holidays and paid leave in accordance withthe table lin: Sectionr1\/.

Part-time:employees-may: be'eligible to-participate inithe retirem ent plan dependingupon

hours worked-in the fiscalyear.

Traffic ControbSpecialist:(TCS)
The Police: Department - may-maintain @list of TCS/ employees.~TCS lemployees may not
work mare than 30:hours perweek.

T.C Smecmp:l oryrecerscd reempd coyomenct! amaylimb eithdivsilcoointiiscniuwed at any
employees are notceligible for benefits:

Temporary.Employees

Temporary, employees-arerscheduled/to! workfor: periodsof limitedrduration. suchras
seasonal assignments,: special-projects; or overload periods. Temporarycemployees shall

not' be hiredfor_periodsto exceed six (6) months without approval of the President;CE 0.
If a temporary employee obtains a regular position-with the /Authority, the employee's date

of hire:as arregularemployee shall be the date he/she-was-hired into:the regular pasition.

A temporary employeemay be discontinued atany time with or without cause. Temporary
employees are notceligible to receive benefits:

Substitute: Employees

Departments' may:maintain-a list of employees,who may becasked to'work @s substitutes

to provide-additional assistance on am as needed-basis.> They are likened-to a substitute
teacher and may:-be!called forione (1)-or marerday-assignments.Substitute -emplo yees
may,not work morerthan:30 hours penweek:

A substitute's: services:-may be discontinued at’any time ‘with oriwithout cause.. Substitutes
are not ‘eligible for-benefits!
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7. Student/Interns

Student'interns:are-not considered employees.. They 'are’ engaged to;work-as/part of the
Autharity's: commitmentto fprovide on -the-job training:forrstudents enrolled-in 'post
secondary educational institutionscwho receive course:credit for their work: experienc e at
the: Airport.l. Inrmost:cases student interns' shall not receive-compensation. Should Istudent
interns be-provided with compensation, the rates for-student internsrshall be established by

the: Executive-Vice President; CFO._Studentinternsaremnot eligibl e toreceivebenefits

8. Consultants

Consultants: are-independent:contractors: who \entercintorwritten,agreements -with  the
Autharity, too provide | cspecifici’ professional rservices.c Consultants'care not: considered
employees and aremot eligible to-receive benefits!

9. Volunteers

Volunteers:are-individuals who dedicate their'time torassist Authority personnel:in areason

an as needed cbasis. s They: arermnotcconsideredemployees and are:/notceligible:for

ccormprecnisract heoanits; oarwebee mefaictosy; howe v.oe'\rq t'heyocarnien covered |
palicyyifithey sustain ran:injurywhile ivolunteeringrion; behalf-of.the> Authority. hEmployees

presently,employed: by the lAuthority in a temporany orregular:-capacity.and relatives iof

thh euirAUt shcomrd thyndess olanidoe mermbeel rics pasichrastel n-o/tuthobtgs per mi tt e
volunteer program:

10. Auxiliany Police: Officers

The Auxiliary Police: Qfficers -are -Police Officers-thatvolunteenito raid and assist cthe
Awultohtor filitayd sari-fimel PoliceaOdfiders: bya praviding radditionalolaw enforcement
coverage: AuxiliaryPolice-Officersarecnot eligible forccompensation or benefit S.

H. AUTHORIZATIONI TOWORK

State: and federal daws/require icitizenship for firefighterand jpalice positions. = Citizenship 'is-not
required for othier-Authority ipositions. Federal-law requires all-employersto«verify theidentityand
employment eligibility of all persons hired towork inthe United States.'To-assist with/the verification,
the: Authority participates’in.the'E« ©-Verify program:

. O0COPENOREOMMUNICATION

The Autharity,encourages-open communication.: '\Whenever.employees have ideas or concerns,
relating tootheirijol for ojobo lenvironment;= (e.g.,= suggestions, icons complaints) .employees>/are
encouraged: to ‘address these matters.

Any issues can be-directed-to a manager onanrinformalcbasis. The: preferred: communication
sequencecis: first; thecemployee's-immediate csupervisor; 'second, cthe! departmentrmanager or
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director; and third;the department vice president.cHowever; the employeeis free toispeak with
personnel! in) the-Human:'Resources-Department,-the Executive. Vice 'President,cCFQO orfthe
President, CEQ at ‘any time:

J. EMPLOYMENT,APPLICATIONS

The Authority's:employee: selectionprocedures are designed toshire the best -suited! individual for
eachavailable position: Applications are anly accepted when there-is a job-positionopening.

The Autharity, continuously 'strives-to’' develop|-motivate, and retain its .employees. The:Authority
encourages employees to seek internal career opportunities. Inkeeping with this.commitment to
provide opportunitiesfor existingrqualified’employees, every-e ffort will be-made to promote from
withim

The Authority,/shall post all: positions internally: for’arminimum of three! (3)-days (prior toradvertising
externally, with'the exceptioniof temporary,entrydevel and-managementpositions. Alllemployees

are: encouraged-to apply for any qposted positions forrwh ich: they,qualify.,  Internal @pplicants'
qualifications and performance shall 'be lreviewed-first.toidetermine-if the-positioncan’ be: filled
internally.

Wheneverra-positionis inotcfilled-internally,  the THuman Resources Department ishall’ develop-a
recruitment ' strategy, Recruitment efforts/will.adherecto-policies,;and contract requirements: ifia
position) withhsimilarminimumnqualifications-has been cadvertised 'six «(6) -manths cor' lessprior. to
vacancy, the applicationsreceived imay be reviewed jprior toradvertisin g theposition: . Should a
qualified-applicant:be available, the position will not-be advertised:

When a: positionrisisposted: orcadvertised,-externalrapplicants:will ‘be requiredtoiicompletecan

application.'A resume may be submitted ‘as@a supplement;but cannotberaccepted indieu of an

application.n Applications-and internal: requests._must be submitted by 4:00 p.m.. anthec-posted
cbiosdongnidaltcerodnilizersss:d tchecpuoisilltci’'on i s posted as Oopen unf

Internall applicants will be required to'submit-a position:consideration: formralong with a-memo
stating theiriqualifications for'the Iposition for which'they are applying.:One«(1) year| probationary
employees smay: .apply>fori@an copenppositionorr transferrand be consideredforan:rinternal
promaotion

The Director, Human Resources, or a member of the = Human Resource department shall review
applications and resumes and only forward those applications of qualified individuals to the
manager seeking to fill the position. After review of the applications, the interviewer will interview
those applicants best suited for the position. The Executive Vice President, CFO, director or manager

of the department in which the vacancy exists will select the best -suited person and notify Hu man
Resources of the selection.

Falsification of any information provided by the applicant shall be cause for disqualification; or in
the case of an employee, termination. Falsification discovered after the individual is hired,
transferred or promoted into the position shall be grounds f or immediate termination.
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K. VETERANS’PREFERENCE

Preference-shall be extended to'individuals eligible for veteranspreference: Toreceive veterans'
preference;documentation'must-be submitted:

To determine-eligibility for.veterans! preference; consult thel Human Resources Departmentor the
Floridas Department of Veterans Affairs.

L. NEW EMRLOYEE @RIENTATION

New employees: must report-to the' Human Resources Department ron: their first-day of work:to
complete ithe paperwork mecessary:for, placement ion:the-payroll.. Employees; will be -provided

access: to-thecelectronic version ©of the [Employee> Handbook!and therpolicies and! procedures
contained inithe Handbook will be reviewed.

Department-managers-or directors'shall be! responsible fordinforming all departmentinew hires-of
department safety: ‘procedures; duties;’and csecurity- measures:-on-the remployee's first <day rof
employment.

Formall orientation sessions will be held lon-a regular basisci:All new employees wilkbe invitedito'an
orientation session... Duringcthe csession, employees: cwill.receive: information: regarding ithe
Autharity's:structure;-history, policiescandrbenefits:

Existing employees ‘areencouraged to welcome @any-new,employee; offer their lassistance, and
make-every effort to ‘ensure that the new employee's initial and continuous ‘experiences-with the
Autharity are:pleasantones.

M. PERSONNELERECORDS

Pursuant to> the-provisions :of>Florida! Statutes; employee, personneli records: shall bei'open for
inspection by any person.:Medical records, documents relating to 'discrimination complaints, and
otherrexceptions as setforth in the [Florida Statutes are exempt:f rom this provision.

Employees: are-responsible forcinformingrthe 'Human Resources Department of any changes in
name; . address,: telephonernumber)>and/orcfamily:status so.that records: reflect raccurate
information:

Personnel files shall contain; but not be llimited to; applications background-investigation: reports;

reeccco redes iing erfiihce crtobimirgenio ind igiininrall ap plolirnitome ndry, t thoen (H9pmi gr at i
any, promotion, demotionn, transfen, separation and/or clayoff documents;: payrolloll and! title

changes; licenses; class:completion documents; certificates; handbook acknowledgment-pages;

and! copies:: of>fperformance reviews and letters s of>'cammendation! cDisciplinary action

memorandums shallalso be placed incthe employee's file: if the document has-beencpersonally

presented tothe employee or inisome cases, when/hand/delivered or: sentto an .employeervia
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certified-mail:|/An.employee may:include!in his/her:file-a rebuttal or explanationto anymaterial
which thecemployee:feelsis:detrimental:

A request to.schedule a review-of.an employee's personnel file: shall-be made through'the: Human

Resources Department. ‘The review: will.take:placecin-the Human Resources. office.cAiiHuman
Resources representative will be presentto' supervise the review.

1. Inquiries About Current and Former Employees

All inquiries or requests:forletters of - recommendation,/ written'or:verbal, regarding:an
existing) ar former. .iemployee-shall (bereferred to.the Human Resources Department: ' The
Human Resources:Department ishall cgenerally-confine  information qprovided-tocverify ing
position titles; dates of employment;-and salaries:

2. Record/Retention

The Autharity, shalll retainrecordscin ila manner: that 'ensures compliance with-all.\public
records:management; state, and legal-requirements:

N. OUTSIDEEEMPLOYMENT

Before: an' employee: @ccepts routside: employment; he/she shall: discussithe -nature iofi'the
employment with ' his/her supervisor: df thel'outside: employmentris-with: a-teénant;-theremployee

must submitia written request; receive written authorization from the Executi ve Vice President;|CEO
and/ completea memorandum:/of understandingtoiiensure:the ioutside cjob: will not creéateca

conflict ofinterest.

The employee's primarypasition-is with'the lAuthority; therefore; arsecond job must-not.interfere

withy his/her performance: <If outside work activity'affects’an: employee!s/job: performance, the
employeemay be subject to disciplinary action:

O. CARE AND USEOREQUIPMENT

Empolcoy ee spcaire o exxp erciteedie trnolhetharkdend prrdoopeecr cllacr festhdrniim’™s t he
equipment and property:r Uniforms;keys; phones; radios, orany:other Authority property provided
to the-employee-are the'lemployee'sresponsibility > If any’ of these materials:are-notreturned-to

the: Authority \upon:request-or termination,the replacement:cost shall: bededucted:from the
employee's paycheck to:the ‘extent permitted bydaw. Employees aremot to remove anyrAuthority,
property, suchlas:equipmentand/or suppl ies from the-premises with the exception of those items
that' havebeen-authorized for use off the premises; such:as cellular-phones; radios, computers;
etc.

If Autharity, equipment thatis lost,:damaged ordestroyed could-have beenpreventedwith normal
and' reasonable/care; the 'lemployee may rbe: liable |for replacement:costsrand/or :subject-to
disciplinarny,action:

hai
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ID Badges

Every employeershallibé issued-an-Authority identification-badge.cRersons granted access
to the-Airport:Operations Areamust wear their badges atiall times when in'this designated
area: All other-employees may be askedto show their identificationcbadges a t any/time:

The Authority, badges-arercolor/coded tocdelineate area: access.iPrior. to-receiving:a
badge; the Operations: Department shall: provide the cemployeerwith-a training session
explaining_badge security: procedures. All employees are required:.to'complywith badge
regulationssand cprocedures: = {f a‘badgecisidost or: stolen; the eémployee 'shall-notify' the
Operations s Department:rimmediately./<!, The Tlemployeeowill: bellcharged for-badge
replacement: 'Should thellost badge be found-and returned; a portion of the replacement
cost will be:refunded.

Lockers

The Authority will supply lockersiand locks to designated employees. Employees:shall keep
lockers: locked-and wellsecured to' prevent.loss of:any personal:propertycThe, Authority

does not ‘assumesresponsibility for the'less of personalitems: Employees ar e responsible-for
maintaining.their:lockers:in 'a clean:@and sanitary ‘'manner:/An. Authority' management
representative accompanied by an Airport Police’Officer may:inspect the contents of any

lockerrat ‘any time;without cause; with.or 'without notice; @nd-may remove-any Airport or
personal items which farerin violation of Authoritycrules and policies: | The employee, ! if
available; will be present during the inspection.

Uniforms and!Personal Equipment

Certainemployees-shall-be required to wear.uniformscand: personal equipment provided

by the-Authority! forcspecific fidentity) and/or safety:purposes. cEmployees care «equired-to

keep> equipmentrin iworkingrconditionifand uniforms clean candneat..! Al wniforms a nd
personalequipment shallcbelreturned tothe departmentiupon’ request,-termination; or

when the-employee-moves to anothenr!position:ithat does not-require the uniform Lor
equipment.'. If ‘any of cthese sitemsrarecnot rreturned ito the> Authority' 'upon request cor
termination; the replacement-cost shall 'be'deducted from the employee's paycheck to

the: extent permitted by law:

In some: cases; employees-will-be required tolwear safety or 'specified job -related shoes:.
Employees:will have the optionof supplying,their own Authority approved shoes.

Authority Vehicle =s

Autharity,vehicles are to 'be used for businesspurposes onlycand are 'toibe itreatedrwith
care- andcoperated«in accordance with: traffic regulations. © Employees-may: not drive
Autharity vehicles without prior iapproval from their 'supervisors:

Employees: are-not>permitted-to operateran-Authority/ vehicle-orapersonalvehicle for
Autharity business:whena physical of mental impairmentinterferes with their ability to drive
safely.. Norr may employees-operatecAutharity vehicles or-personal vehicles: f or Authority
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business with the-presence of illegalor illegallycobtained drugs oralcoholin-his or her body;,

or while: impaired corcunder! the linfluence of-any such :drug or alcohal;cor' whiletaking

prescriptionornon -prescri ption medication which is adversely
ability to perform safely and effectively.

Employees who are required to drive Authority vehicles must possess the appropriate valid
license for the assigned vehicle. When an employee is required to obtain a particular
designated license as a qualification for a position, the cost for obtaining and renewing the
license will be paid by the Authority.

Employees must refrain from using their cell phones while driving. If acceptance of a call is

absolutely necessary while the employee is driving, the employee must use a hands -free
device and advise the caller that they are unable to speak at that time a nd will return the
call.

The Authority assumes no responsibility for fines imposed for any traffic or parking violations

while an employee is driving an Authority vehicle. Employees who are charged with a traffic
violation(s) resulting from the use of their cell phones while driving will be solely responsible
for all liabilities that result from such action.

Employees who are required to drive Authority vehicles as part of their job are required to

immediately report a DUI or if their license has been suspended or revoked. The Authority will
periodically check the motor vehicle license status of employees.

5. Conservation of Supplies

Supplies used! in theoffice and operationiareas: represent: a:significant ' expense:to: the
Autharity, Ta help reduce costs; the lAuthority requests that eachemployee be aware of

the: supplies: used ‘and conserve wherever passible. Conservation:efforts: 'shouldinc lude
items such as:paper, pens, paper clips, chemical; cleaning, and petroleumi supplies:

Employees: are-prohibited-from>taking orusing: Autherity supplies iorcequipment_for-their

personaluse: A‘conscientious efforton everyone'sipart can'reduce waste and-help control
thh evfrAutshbosrsi t yéds cost s.

6. |dentification Codes

Computer:passwords;,/:locker ccombinations,oand cIDclcodes cshall bekept: confidential.
Employees:are not permittedto use another employee's password; combination; or code
without proper-approval.

P. TERMINATIONS/RESIGNATIONS

An employee's :employment: relationship: ‘'with vthe Authority!is'inot:generallyngoverned by ra
contract of employment:The! Authority.considers the employees«n the following classifications'to

be: employed: atwill.and reserves the ‘rightito discipline ror terminate them at any,time;for-any
reasaon;. with onrwithout cause::praobationary, temporary,>substitute; ' Traffic | Control_Specialist,
Managers; Directors;: Vice Presidents ‘andrExecutive Vice/President.:(However,ther Board “shall
concurinrany decision affecting/the Executive Vice: President, CFO. All other-employees: (whose
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classifications:are:not listed above) who have completed the-new hire-probationary period:may

be: terminated: conly /for ccause.:=The remployee will narmally rbe! provided with:ca ‘notice: of
termination:: When: an-employee fails to report to-work for two (2).consecut ive work:-days without
an excuse-or supervisory approval, the'employee> is-considered tohave resigned without notice

as of the-beginning of the shift of the first'dayof the’absence and forfeits ‘all rights, privileges and
accruedbenefits, lexcept-for payfo r hours worked.

Employees: maychoose: to ‘voluntarily:terminate employment with  the i Autherity at any,time:for,

any, reason. Employees:arerrequested to provide the Authority with, at/lleast! two:(2) \weeks
advance notice: If anemployee does not provide advance notice; the Authori ty may,deemthe
employeeto beineligible for rehire.

Any employee terminated for causeishall notbe eligible to receive:payment forraccrued sick and
vacation leave. cForAuthority'employees who are.employedat will; no accrued sick and vacation
will be:paidqf the employee is terminated for-any: violation 'of the: personnel-policy.

Q. REDUCTION(ORWORK FORCE

Situations mayyarise-that require thelAuthority to,reducelits work \farce, which may linclude ithe
elimination of positions. In'suchrinstances any: 1, affected employees under:such circumstances who
lose their employment with the fAuthority shall 'be! deemed-to chave been-terminated for cause
andishall not have access to the'grievance procedures described-in Section V of/this handbook,
but' will' be-eligible! for rehirerand payout,of any accrued sick @and/or «vacation, hoursoAffected
employees shall be notified-in writing.

R. NEW HIRE'RROBATIONARYRERIOD

All employees::hired cby> the Authority riare crequired’itoc.completenacone <(1)ryear! new:chire
probationary: period> except-the ‘employees in-the following cclassificationsc whorare.always
consideredto beat will: temporary, substitute, Traffic Controb Specialist,'Managers; Directors; Vice
Presidents and Executive Vice President: . This/probationary period is considered:atime for:training
and!development. Duringthis Iperiod; the supervisorwill have'the copportunity to evaluate:an
employee's capability to performcin his/her position: f Additionally; the employee will be provided

withy the: opportunity 'to better understand the /position's /duties ‘and:determine if-he/she’is satisfied

withi and suitable! forithe position.

A temporary, substitute’ or cTraffic' Control! Specialist- employee wha converts! to partiri-time: arrfull -
time: status:will 'serve-acone (1) year new:hire probationary period.

Afterrthe-firstisix:(6) months of employment; the ‘employeé willbe reviewed|but-willinot be!eligible
for amerit increase . Thisireview shall provide the employee and supervisor anioppaortunity'to focus

on the-employee's strengths ‘and weaknesses andcdiscuss-goals.

A new.employee wholsuccessfully completesthe:one: (1) year new hire:probationary:period shall
receive-a‘Performance-Appraisal at theirrone<(1) yearcanniversary date;at whichtime they may
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be eligiblefor-a meritincrease.: Continued employment after the ‘completion of the probationary
period remains subjectto adherencerto the  Authority'scpolicies:and-procedures-and a standard
levellof performance.

During; this: newhire=probationaryperiod o</, at any,time;:for-any reason; anemployee may rbe
suspended,! orotherwise terminated @nd-such action(s) shall not/'be subject to the Authority's
grievanceprocedure.

Leave: without pay, in excess:of thirty (30) calendar days; taken during the probationary:period
shall require the-annual review dateto-be extended by thefnumber of days of the leave.

Employees may be considered for an internal promotion during their one year probationary period.
If promoted, the employee will receive an increase as noted under Section |l Classification and Pay
Administration/Compensation Plan/Promotions.

S. PROBATIONARYFRERIOBF-OR PROMOTIONAL/ANDILATERAL ARPOINTMENTS

An employee who is promoted, or an employee who is appointed to a lateral position will serve a
six (6) month probationary period in the new position or the remainder of the new hire probation,
whichever is greater.

T. PROBATIONARYFRERIODFORIDEMOTIONS

Upon accepting anon  -disciplinary demotion (voluntary downgrade), a probationary employee will

need to serve the balance of the unserved new hire probationary period, but an employee who

has already served a new hire probationary period will not be require d to serve another
probationary period. An employee demoted for disciplinary reasons will be required to serve a new

six (6) month probationary period.

U. HIRING OF MINORS

The Authority may employ minors (ages 14 917) strictly in compliance with Florida Statutes Chapter
450 and the Federal Fair Labor Standards Act.

V. REEMRLOYMENT

Employees who voluntarily resign with proper notice, and who have maintained an acceptable

level of performance prior to separation may be considered for reemployment. Former employees

who are re -employed after more than 14 days shall be considered new emp loyees. They shall be
given a new hire date and be required to meet all qualifying conditions prior to participating in the
Authority's benefit programs.

Employees who have been terminated for cause, or do not provide a 2 -week advance notice shall
not be considered for reemployment.
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W. EXIT/IINEERVIEWS

Departing employees can be a valuable source of information concerning the quality of the
Authority's work environment. Exit interviews provide feedback to management that may assist in
improving conditions for other employees. They also provide an oppor tunity for employees to ask
guestions regarding their benefit continuation options.

It is the responsibility of the supervisor, when possible, to notify the Human Resources Department at
least two (2) weeks prior to an employee's termination. A Human Resources Department
representative will conduct the exit interview. When an employee i s unavailable for an exit
interview, a voluntary exit interview questionnaire will be mailed to the terminated employee.

X. STANDARDS ORDRESERSONALHYGIENE

The Authority is dedicated to providing public service. Employees make lasting impressions on the
traveling public and visitors. Authority employees are expected to dress and behave appropriately

in order to project a favorable image. Proper dress, good manners, and a friendly, cooperative
attitude are all important for a pleasant and presentable appearance. The Authority expects
employees to be clean and neat at all times to include clean clothes, shoes, body, nails, teeth, and

hair. Facial hair must be trimmed and shaped.

Employees who are not provided with uniforms shall wear work attire that complements the
environment, the Authorityds i mage and reflects
organization. Appropriate business casual attire for men includes: casual slacks, sport shirts and
casual shoes.

Appropriate business casual dress for women includes: casual slacks, skirts, dresses, full skirt skorts,
casual shoes, clogs or sandals. Slacks, skirts, dresses and skorts must not be tight or form fitting and
must be of an acceptable length. Blouses and dresses must cover the back, shoulder and midriff,
and must not be low cut or revealing.

Inappropriate work attire includes but is not limited to: Denim pants (jeans), capri pants, stretch
leggings, mini -skirts, tshirts, tank tops or sweatshirts and any excessively worn or faded clothing.
Rubber flip -flops and beach shoes are inappropriate fo otwear.

When administrative employees are required to perform work not of an administrative nature, such
as overseeing projects in the field, painting or cleaning, they may dress in a manner appropriate for
the task until they return to their normal work area the following day.

No visible piercing with jewelry is permitted to be worn other than in the earlobes and shall be limited
to two (2) per ear only. Employees shall wear clothing that covers excessive body art (tattooing) at
all times.

The Director, Human Resources will make the final determination as to the appropriateness of
appearance. For field type workers, who have not been provided uniforms, manager discretion is
allowed. The Director, Human Resources may require that an employee return home to change
clothes. Nonexempt employees will not be paid during such time away from work, and repeated
violations of this policy shall be cause for disciplinary action.
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Y. TELEPHONE; EQUIPMENT,/MAIL USAGE;|AND:VISITORS

Telephone, equipment, mail, and work areas, under normal circumstances, are to be used for
business purposes only.

1. Telephone Usage

Telephones are provided for business purposes; however, the Authority understands that it

may be necessary for employees to receive and make personal calls during office hours.
Personal calls, both incoming and outgoing, shall be brief and limited to thos e which are
absolutely essential. Employees shall, when possible, limit these personal calls to breaks and
lunch periods. Personal calls shall not be taken at the front desk or when assisting a customer.

While at work, employees are expected to exercise the same discretion in using personal

cell phones as is expected for the use of office phones. Cell phones may be carried by
Authority employees provided they are carried discretely and do not in any way i nterfere
with the employee performing his/her duties and responsibilities. To the extent authorized or

as circumstances may warrant, cell phone use shall be limited to making and receiving brief
telephone calls. Personal cell phones are to be placed on vi brate, they should not ring.

Abuse of telephone privileges may result in disciplinary action up to and including
termination.

2. Machines

Fax, copiers, and other office machines shall be used for business purposes only. If an
emergency situation necessitates the use of business machines for personal reasons,
authorization from the employee's supervisor is required.

3. Mail
The postage meter shall be used for business purposes only.

4. Stationery

Employees are not permitted to use Authority letterhead or envelopes for personal business.
Employees who violate this policy shall be subject to disciplinary action.

5. Electronic_Mail

The Email system, both internal and external, is the property of the Authority. It has been
provided for use in conducting Authority business. All communications and information
transmitted or stored in this system are Authority records. The Authority reserves the right to
review, monitor, audit, intercept, access and disclose all messages created, received or sent

over the E -mail system for any purpose.

The use of E-mail is solely for Authority business and may not be used for personal reasons.
Accordingly, employees should apply appropriate business communication standards to all
E-mail communications. E -mail communications should be professional and businesslike
both as to content and form.
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The Authorityds policies against sexuarthalsystempt her har ¢
and any violation of those  policies is grounds for disciplinary action. Therefore, no E = -mail

messages should be created, sent or forwarded if they contain intimidating, hostile or

offensive material concerning race, color, religion, sex, pregnancy, ethnicity, age, national

origin, m arital status, veteran status, genetic information, disability or any other classification

protected by law.

A good rule of thumb i s 0n emaikthat you wotlcenotavangytohi ng i n an
become public knowledge, or that would violate any Au
6. Visitors

Unless authorized, no visitors shall be allowed in safety and security sensitive work areas.

7. Telephone: Courtesy.

Frequently the only contact the public has with the Authority is through telephone
conversations. Employees are expected to answer the telephone promptly, in a positive

and courteous manner. Calls from Authority commissioners take priority. Employees a re
expected to assist all callers with their utmost ability, courtesy, and haste.

Employees shall return all telephone calls promptly, preferably within the same day the call

was received. Employees shall not provide information that they are not confident is
accurate. If an employee does not know the answer to a caller's question, the employee is
expected to explain to the caller that the question will be researched. The employee will
indicate when he/she will call back. Requests for information on current or former employees

shall be referred to the Human Resources Department.

If a caller is using vulgar or profane language, the employee shall politely end the
conversation. The supervisor shall be notified immediately of the incident. Whenever an
employee is unable to calmly handle a caller, the caller should be politely infor med that the
call will be transferred to the employee's supervisor. If the employee's supervisor is not
available, the call should be transferred to any available supervisor.

Z. CONFIDENTIALIINFORMATION

All Authority employees are required to promote and protect the public's interest. Authority
employees have access to confidential information. Authority employees are not permitted to
develop or use information known to them because of their positions an d not available to the
general public for personal gain or the benefit of any other person or business entity.

Rumors can often be misinterpreted or may distort the actual facts of a situation or incident. The
privacy of other employees shall be protected. Confidential information for purposes of this policy,
includes, but is not limited to personnel records; med ical information, employee assistance program
usage, disciplinary actions, and personal problems of other employees. If an employee has any
doubt if information is confidential, they shall direct their inquiries to the Human Resources
Department.
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AA. ETHICSICODE

Employees willlconduct the affairscof the Authority in an ethical: manner without conflict 'of interest

amidn cicnordarece orhd_ainccee | witltriha SChuasp tteorle Af 112 Fluolr iodiass Stcat ut e s,
Empolicooy'e es Lild Tih e cvEitohld ersne Cod ecssins thawvwai lnachdie Dlomn licne by a
obligations will be discharged in‘armanner that reflects/credibility uponthe-character'and ethics

of the-Authority., Conduct that/givesithe appearance that decisions-and-actions ‘are motivated

by personalrelationships orfor personal gain donot meet the standards of conduct for employees
underthis: policy., Inrconducting the: affairs:-of the ‘Authority, noremployee shall 'seek or-assure a
favorable-decision by any person:or entity; public.or! private; through bribery, kickbacks, orany.
otherformrof:unethical or unlawful.conduct:

BB. DIRECTIVES'AND’'PROCEDURES

Directives: and:standardoperating procedures are :developed-torestablish ‘consistent operating
and/administrative’ practices based on'policies/approved by the Authority. @nd for instructional

and! informational cpurposes @imed at! guiding cand facilitating! managem ent and-lemployees:
Personnel are: responsible-for:knowing and rcomplying  with ‘those rapproved>directives cand
standard operating procedures whichiapply to their departments./ Management Directives are
located:inthe: Shared-Drive accessible/using:the designated department computer

CC. MEDIA COMMUNICATION

All media calls and inquiries-during regular business hours shall be' directed tothe' President,, CEO

or designated Vice President. Qutsidel of regulan business hours; all:media calls and inquiries.shall
be: directed to'the Operations Department Supervisor/Offi cen onduty who will.either provide a
timely, response-or; based on-the nature of the call, refer the:inquiry to the 'President, CEO for
designated Vice President. ' All ‘communication: with the-mediashall-be handled through the
correct channels:to ‘ensure that «if informationris dispensed accurately and:in the best interest of the
Autharity,

In the: event of aniemergency 1< v, specific_procedures-will.be implemented for.the formulation and
release:of information-to the media and other appropriate -agencies and organizations:

DD. CHILDREN/INTFHEWORKPRILACE

Empl oyees® chil dren may not accompany them during their
permitted to bring their child to work with the approva
Your Child to Work Day. o6

EE. VIOLENCEIN THE\WWORKPLACE

The Authority has a zero tolerance of violence policy. No weapons or firearms of any type may be
carried onto Airport property (including, without limitation, roadways) at any time or may be
possessed by an employee during work time. The Authority is exe mpt from Florida Statute 790.251,
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the Preservation and Protection of the Right to Keep and Bear Arms in Motor Vehicles Act of 2008.
Therefore, the Authority prohibits all employees of the Authority and all employees of the tenants

from the possession of firearms including vehicles while on the premises of the Airport, even if that
employee has a concealed weapons permit.

Exceptions to this policy are those individuals required to use such items in the performance of their
job assignments such as knives used as tools, guns used by Police Officers and Operations Officers
for bird control.

Employees who threaten violence or become violent to another employee or member of the public
will be subject to disciplinary action.
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SECTION!1I6 HOURS(OFWORK:ANDIOVERTIME

A. WORK SCHEDULES

1. Hours of Work

The Authority's Fair Labor Standards Act  (FLSA) work week begins on Monday at 12:01 a.m.
and continues through 12 midnight the following Sunday. Authority administrative offices
are normally open Monday through Friday from 8 a.m. to 4:00 p.m.

Due to the nature of the Airport's operations, work schedules for Authority employees may
vary and are subject to change. The majority of employees are usually scheduled to work
eight (8) hours per day, Monday through Friday.

2. Meal Periods

Nonexempt employees other than Police, Operations, and ARFF are required to take a thirty

(30) minute or one (1) hour duty - free, uninterrupted, unpaid meal period each workday

The time scheduling and length of lunch periods are coordinated between the employee

and the supervisor, according to the department&s ne
counted as hours worked unless employees are required to remain at their work stations

while eating or are required to work during their meal period

3. Break Palicy

Break periods are not to exceed fifteen minutes every four hours and are at the discretion of

the department management. Employees shall not accumulate unused breaks. Break times

shall not be used to extend lunches or to make up time lost due to employee s' late arrivals
or early departures.

Employees' department managers, directors or immediate supervisors shall determine break

schedules. Breaks may be discontinued or not permitted at the discretion of the department
managers, directors or immediate supervisors.

4. Compensatory Time

The accrual of compensatory time for exempt and nonexempt employees is prohibited.
Department Managers, at their sole discretion, may allow employees to make up lost time

during the same workweek. Employees shall not be allowed to make up time if the los ttime
is the result of conditions the employee could control, adequate supervision is unavailable,

or it would inconvenience the Authority.

Under no circumstances, shall make  -up time be used for routine schedule change purposes.
Make -up time shall only be used on a temporary basis for non -routine situations.

5. Business /Necessity Schedule

Department Managers are permitted to change employees' schedules in order to provide
essential services on an uninterrupted basis. In those cases when a business necessity is the
reason for a deviation from the normal eight hour a day schedule, the Manag er shall be
required to document the need for the deviation.
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The Authority recognizes that employees may need flexibility as to their workday schedules to

accommodate personal needs. As a benefit to employees, the Authority, at management ds
discretion, may allow employees to adjust their arrival and departure times as long as the

adjustment does not interfere with Authority operations or customer service

Management reserves the right to eliminate employee accommodation schedules for any
employee and/or all employees, at any time for any reason.

B. OVERTIME

On occasion, an employee may be asked to work overtime. It is expected that the employee will

make every effort to accommodate overtime requests. Whenever possible, overtime will be
scheduled in advance to permit the employee to make suitable arrangements . Exempt
employees are not eligible for overtime pay. Employees are not permitted to work overtime,
volunteer their time, or work on their unpaid lunch breaks without authorization from their
supervisors. All time worked shall be recorded. Nonexempt em ployees who do not record all time
worked shall be subject to disciplinary action.

Nonexempt employees , with the exception of the firefighters, will be paid for overtime at time -
and -a-half for all hours worked in excess of 40 hours per week. These employees are subject to

the overtime pay requirements of the Fair Labor Standards Act (FLSA). Holidays, vac ation leave,
sick leave, paid personal time, or any paid time off shall be the only time counted towards hours

worked for the purposes of calculating overtime. Any time off not paid such as leave without pay

shall not be counted

Overtime calculated for firefighter s will be determined according to Section 7(k) of the Fair Labor
Standards Act (FLSA). This provision establishes a maximum work period of twenty  -eight (28) days,
with an accompanying overtime standard of two hundred twelve (212) hours. In order to
accommodate the need of employees to have stable earnings, the Authority has adopte d an
overtime prepayment plan. This plan which is a legal method of computing overtime, pays
employees a greater amount of overtime than that which is earned during the first eight weeks of

the plands <cycl e; these overti me pedagaasytmeovdértime r edi t s a
earned in the final four weeks in the plands cycle wher
greatest amount of overtime due the employee. In this manner, the Authority is able to

accommodate the competing and conflicting nee ds of the work schedule and employee

earnings stability and maintain compliance with the overtime requirements of the Fair Labor
Standards Act (FLSA). Employees who resign or are otherwise separated from the fire service
during periods of the cycle which create employer overtime credits will be expected to repay
any overtime prepaid, but not yet earned. Employees who are on leave without pay during the
cycle will experience a reduction in their overtime earnings.
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