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PREAMBLE

ADMINISTRATION CODE OF ETHICS

An employee in the public service must always demonstrate the highest standards of personal integrity, truthfulness,
honesty and fortitude in all public activities in order to inspire public confidence and trust in public institutions.

Perceptions of others are ctitical to the reputation of an individual or a public agency. Nothing is more important to
public administrators than the public's opinion about their honesty, truthfulness and personal integrity. It
overshadows competence as the premier value sought by citizens in their public officials and employees.

Any individual or collective compromise with respect to these character traits can damage the ability of an agency to
perform its tasks or accomplish its mission. The reputation of the administrator may be tarnished. Effectiveness may
be impaired. A career or careers may be destroyed.

The best insurance against loss of public confidence is adherence to the highest standards of integrity, honesty,
truthfulness and fortitude.

Public administrators are obliged to develop civic virtues because of the public responsibilities they have sought and
obtained. Respect for the truth, for fairly dealing with others, for sensitivity to rights and tesponsibilities of citizens
and for the public good must be generated and carefully nurtured and matured.

If one is responsible for the performance of others, the reasons for the importance of mntegrity must be shared with
them. They must be held to high ethical standards and taught the moral as well as the financial responsibility for the
public funds under their care.

If one is responsible only for his or her performance, then he or she must not compromise honesty and integrity for
advancement, honors, or personal gain.

We must strive to be discreet, respectful of proper authority and our appointed or elected superiors, and sensitive to
the expectations and the values of the public we serve. We must practice the Golden Rule: doing to and for others
what we would have done to and for us in similar circumstances.

One should be modest about his or her talents, letting the work speak for itself and be generous in their praises of the
. g . p . g . . p
good work of our peers and associates. We must be ever mindful to guard the Public Purse as if it were our own.

No matter whether an official or an employee, by our own example, we should give testimony to our regard for the
rights of others, acknowledging their legitimate responsibilities and not trespassing upon them. We must concede
gracefully, quickly and publicly when we have erred and be fair and sensitive to those who have not fared well in their
dealings with our agencies and their applications of the law, regulations, or administrative procedures.

The only gains one should seek from public employment are salaries, fringe benefits, respect and recognition for
work. One's personal gains may also include the infinite pleasure of doing a good job, helping the public, and
achieving career goals.

No elected or appointed public servant should borrow or accept gifts from the staff or any corporation which buys

services from, or sells to, or is regulated by his or her governmental agency. If one's work brings him or her in
frequent contact with firms supplying the government, he ot she must be sure to pay his or her own expenses.
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Public property, funds and power should never be directed toward personal or political gain. We must make it clear
by our own actions that we will not tolerate any use of public funds to benefit one's self, family or friends.

And finally, we must serve the public with respect, concern, courtesy and responsiveness, recognizing that service to
the public 1s beyond service to oneself.

END
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MISSION STATEMENT

The mission of Monroe County is to provide outstanding public service responsive to the needs of our
citizens, our unique community, and out environment.

YISION STATEMENT
Utopia in the Flotida Keys

Working and leammg together to maintain the diverse community by preserving the natural resources and
habitat that makes us a unique and preferred place to live and visit!

YALUE STATEMENTS

We Believe in the Highest of Ethical Behavior as we Sail the Seven “C”’s.

Competence — knowledge. We encourage a competent wotkforce through continuing education and
training. Knowledge adds value to the services we provide and increases employee and citizen satisfaction.

Creative — new ideas. We are open to new ideas. We believe in taking fresh apptroaches to ovetcome
challenges while striving to add value to the services we provide to our community.

Committed - career as a calling to public service. We believe that service to government is the hlghest
cateer calling. A professional attitude imposes a pledge of excellent performance with a commitment to the
otganization.

Concern - fiscal responsibility. We believe fiscal responsibility demonstrates our respect for the citizens
whose taxes support our otganization. Fiscal responsibility tecognizes that most problems cannot be solved
by money alone; however, take seriously our task to safeguard the public trust.

Care - positive and supportive work environment. We provide a positive work environment for our
employees by tecognizing their needs and allowing a balance with their professional and personal lives. We
treat everyone with respect. We are compassionate and responsive to the needs of all citizens.

Communication ~ exchange of ideas. We believe that two way communications amongst our organization,
our employees, and our citizens is essential. We encourage feedback and the sharing of ideas. By working
together, we can shate mformatlon and improve our services through open government..

Continuity - fairness, equality and sustainability. We believe in fairness and equahty and place emphasis on
truth and honesty in all of our actions. Through the use of strategic plannmg we ensure the continuity and
sustainability of County setvices and programs.
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INTRODUCTION

INTENT

It shall be the intent of the Board of County Commissioners and other grants, agencies or elected offictals who so
request to adopt these policies and procedures that:

A. The employees of Monroe County are productive persons who perform useful County functions.
B. There shall be no employees on the County payroll for whom there is no employment need.
C. All officials and employees shall comply with and assist in carrying out the personnel program.

D. All appointments to the County Service are to be made in accordance with the rules, regulations and procedures
established and adopted by the Board of County Commissioners.

E. These Policies and Procedures generally cover the information concerning the policies, regulations and benefits
for the employees of Monroe County. These Policies and Procedures and the representations made in them do not
constitute any form of employment contract or guarantee. If an employee seeks information which is not covered in
these Policies and Procedures, or if an employee wishes clarification of any policy or procedure, he or she should
check with his or her Supervisor and/or Department Head.

The County, of course, may change its Policies and Procedures with regard to matters covered herein and such
changes may not be reflected in these Policies and Procedures at the time the employee reads them. Existing policy as
determined from time to time by the County Administrator or the Board of County Commissioners shall supersede
any written information previously distributed to employees.

F. In accordance with Ordinance #038-1988, the Boatrd of County Commissioners established a Personnel Policies
and Procedutes Review Board whereby any employee may submit proposed changes to the Monroe County
Personnel Policies and Procedures to the Human Resources office at any time. Proposed changes will be discussed
by the Review Board and recommendations will be made to the County Administrator who will review said
recommendations for his approval. If there are any recommendations that do not meet with the approval of the
Administrator, those changes will again be reconsidered by the Review Board. If approved, said changes will be
presented to the Board of Commissioners for a final decision. If there is one or more proposed changes on which
the Review Board and the Administrator cannot agtee, the final decision will be made by the Board of
Commissioners. These changes will be adopted by resolution. Forms for proposed changes may be obtained in the
Human Resources office.

SCOPE
For the purpose of expediency, these policies may refer to either the male or female gender, or both with no intent to
discriminate. All policies apply to both genders.

The personnel policies, regulations and procedures as adopted shall apply to all personnel in the County Service
falling under the jurisdiction of the Board of County Commissioners and any other agency grant, board or department

which so requests.

Any action which these procedures authorize to be taken at a particular level of authorization may be initiated or
taken by anyone in a position of higher authotity, within the chain of command.
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JHE COUNTY SERVICE

The County Service shall consist of all existing positions and any positions hereinafter created in the County with the
tollowing exemptions:

A. The Board of County Commissioners and any positions which are exempt under Chapter 69-1321, Section 3,
Laws of Florida.

B. Other clected officials.

C. Members of Boards, Committees and Commissions, unless they are also County employees.

D. Persons employed in a professional capacity on a contractual, fee or retainer basis or hired to perform specific
services, as defined herein, including but not limited to investigations or inquiries on behalf of the County
Commissioners, or a2 committee thereof, or other elected officials.

E. Volunteers.

HUMAN RESOURCES

It 1s the responsibility of the County Administrator to render service to the County government in the fields of
personnel management and employee relations, and to ensure uniform, fair and efficient personnel administration. In
this regard, the County Administrator shall establish and oversee the administration of a Human Resources office,
through the Division of Employee Services. In addition to the duties imposed by personnel policies and regulations,
it 1s the responsibility of the County Administrator, through the Human Resources office, to:

A. Apply and carry out personnel policies and regulations as adopted by the Board of County Commissioners.

B. Foster and develop programs for the improvement of employee effectiveness and morale.

C. Conduct evaluations and studies to determine the effectiveness of the personnel program, and periodically submit
a teport of findings and recommendations to the Board of County Commissioners.

D.  Ensure that all personnel have been employed in accordance with the provisions of personnel policies and
procedures.

E. Maintain a classification plan for all employees in the County Service.
F. Maintain a pay plan for all employees in the County Setvice.

G. Develop and administer tests and examinations as deemed necessary to determine the fitness and abilities of
applicants for jobs in the County Service, and promotional opportunities.

H. Prepare, or have prepared, and submit to the Board of County Commissioners, corrected, revised or additional
personnel policies and procedures for their approval.

I Perform any other lawful acts considered necessary to carry out the purpose and provisions of the personnel
policies and procedures.

J. Perform interviewing, background investigations and otherwise pre-qualifying candidates for County employment.
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K. Prepare any County Affirmative Action Plan.
L. Recruit qualified applicants to fill departmental vacancies.

M. Perform induction of all newly-hired personnel including completion of required personnel and payroll forms,
arranging physical examinations and providing employee orientation.

N. Provide staff support to the Board of County Commussioners in regard to personnel matters.
O. Admunister B.O.C.C. adopted drug and alcohol programs.

RECORDS OF HUMAN RESOURCES

The efficient administration of the County's Human Resources office depends on accurate information about the
County and each of its employees. In order to keep personnel records up to date, employees must notify their
Supervisor and the Human Resources office immediately of any change of name, address, telephone number, whom
to contact in case of emergency, insurance beneficiaries, dependents eligible for family coverage of insurance,
mformation for income tax withholding, driving status and other similar information.

The County respects the privacy of its employees' rights and, in this regard, will keep all information in its personnel
files confidential -- to the extent permitted under Florida law.

All requests from sources outside the County for personnel information concerning applicants for employment,
current employees, and former employees shall be directed to the Human Resources Office.  The Human Resources
office will release information to outsiders in accordance with the standatds as set forth in Administrative Instruction
4903.

RISK MANAGEMENT - SAFETY/ILOSS CONTROIL,

A. RISK MANAGEMENT

It 1s the responsibility of the County Administrator to protect the County from financial loss due to public
liability exposutes and/or property damage. This may be accomplished by either the utilization of fully
msured or self-insured programs or policy contracts, as approved by the Boatd of County Commissioners.
The Risk Management office will maintain all insurance policies, property schedules, ctc., and will propetly
distribute all insurance premiums to the budgetary units.

The County Administrator will institute recognized risk management techniques, with the cooperation of all
Division and Department Heads, the County Attorney's office, and Constitutional Officers (where applicable),

to further identify potential exposures, recommending to the County Commission the best course of action to
propetly protect the interests of Monroe County.

INSURANCE

A. EMPLOYEE BENEFITS (Group Insurance and

The County Administrator will oversee all employee benefit programs, including, but not limited to Life
Insurance and Health Insurance for Board employees, as well as Constitutional Officer employees (if
participated in by those entities). All enrollment records, claim files and the proper distribution of expenses
will be assigned to Employee Benefits, with final approval of program types and levels of benefits remaining
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with the Board of County Commissioners. All changes presented to the Board of County Commissioners will
be preceded by no less than two weeks written notice to all employees.

B. SELF-FUNDED PROGRAMS

C.

D.

Where the Board of County Commissioners has determined that the use of a self-funded program is in its best
interest, it will be the County Administrator's responsibility to oversec the Administration of said programs.

MONROE COUNTY ACCIDENT REVIEW BOARD

In accordance with the Monroe County Safety Policies and Procedures, and County Administrator
Instructions, the Monroe County Safety/Accident Board functions to prevent accidents through review of
accident/incidents reported to the Human Resource Department, and recommends safety-related policies and
procedures to the County Safety Office. This Board also serves as the Safety Advisory Committee, and
functions under the guidelines as set down in the Administrative Instructions for the function and by-laws of
the committee

ADMINISTRATIVE INSTRUCTION SYSTEM

The County Administrator will establish a standardized administrative instruction system for mitiating,
preparing, controlling, monitoring and promulgating all Monroe County Administrative Policies and
Procedures by way of rules and guidelines, which clarify those adopted Monroe County Administrative
Policies and Procedures. These Administrative Instructions shall only be further detailing, by instructions or
rules, of those Policies and Procedures provided in this manual, where, for ministerial purposes, policy
clarifications are particularly applicable. Where conflict may occur, the Board of County Commissioners
reserves the authority of final determination as to ministerial function. This system will be structured
according to Monroe County Administration Instruction 1000, issued February 2, 1989, but may be deleted,
changed, revised or altered at any time by the County Administrator. Reference to these Administrative
Instructions will be made throughout these policies.

All employees will be responsible for being familiar with and complying with these instructions. Division and
Department Heads will be responsible for appropriate dissemination of these instructions.

All references to Administrative Instruction should be construed to mean most current revision.  Suffix
numbers change with revisions.
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