ERIC C. PINKARD

CAPITAL COLLATERAL REGIONAL COUNSEL

STATE CF FLORIDA.

LAW OFFICE OF THE
CAPITAL COLLATERAL
REGIONAL COUNSEL
MIDDLE REGION

GEROD J. HOOPER

CHIEF ASSISTANT CCRC -

May 17, 2019

Carolyn Horwich

Director of Human Resources
Justice Administrative Commission
P.O. Box 1654

Tallahassee, FL 32301

Dear Ms. Horwich:

Enclosed is our updated Classification and Pay Plan, effective May 1, 2019 Changes have been
made to the following policies:

. Annual Leave Accrual Policy Statement for Non-Management Positions

. Annual Leave Accrual Policy Statement for Management Positions

. Insurance Benefits (Management)

. Policy Statement on Compensatory Leave Accrual for Included Employees
. Policy Statement on Compensatory Leave Accrual for Excluded Employees

Please feel free to contact me if you have any questions regarding this matter.

Sincerely,

* Sam J/Cardinale
Execitive Director

fwlm

Enclosure(s)

12973 North Telecom Parkway ¢ Temple Terrace, Florida 33637
813-558-1600 * Fax 813-558-1601



STATE OF FLORIDA ERIC C. PINKARD
LAW OFFICE OF THE
CAPITAL COLLATERAL
REGIONAL COUNSEL

MIDDLE REGION

GEROD J. HOOPER

CHIEF ASSISTANT CCRC

MEMORANDUM
TO: CCRC-Middle Employees
FROM: Eric Pinkard ECO
DATE: April 1, 2019

RE: ANNUAL LEAVE ACCRUAL POLICY STATEMENT
FOR MANAGEMENT POSITIONS

CAPITAL COLLATERAL REGIONAL COUNSEL

Effective April 1, 2019 Capital Collateral Regional Counsel - Middle Region’s Annual Leave
Accrual Policy Statement for management employee positions is as follows:

Management positions are classified as Class Code 4900, Capital Collateral Regional Counsel;
Class Code 4811, Assistant Capital Collateral Counse] V; Class Code 4809, Assistant Capital
Collateral Counsel IV; Class Code 4373, Administrative Services Director; Class Code 4667,
Chief Investigator; Class Code 4353, Office Manager; and Class Code 4325, Accounting
Services Administrator.

All full-time employees who fill established FTE management designated positions shall earn
240 hours Annual Leave accruals per calendar year, which are to be credited on January First of
each year. Employees hired to fill established, designated management positions during the
course of the year shall earn Annual Leave based upon a 20-hour-per month proration of 240
annual hours and credited on date of hire. In the case of separation from the agency, Annual
Leave for partial months worked shall be pro-rated and calculated based on the last day of the
month prior to the employee’s last day on the payroll.

Management employees shall be entitled to use all previous Florida state government creditable
service immediately upon reemployment for the determination of eligibility of Annual Leave
earned accruals, including previous rates of leave accrual, but not to exceed 240 hours per
calendar year.

During periods of leaves of absence with pay, a management employee shall earn Annual Leave
accruals. During leaves of absence without pay, an employee shall earn Annual Leave accruals
on a monthly pro-rated basis calculated upon 20 hours maximum leave per month, which will be
calculated based upon the number of hours worked that month.
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The ratios used to prorate accruals based on hours worked during the month are shown below:

36 through 69 hours worked in a month shall earn 25 percent of total accruals.
70 through 103 hours worked in a month shall earn 50 percent of total accruals.
104 through 138 hours worked in a month shall earn 75 percent of total accruals.
139 hours or more worked in a month shall earn 100 percent of total accruals.
Note: Incremental hours (less than one hour) shall be rounded.

Employees filling established management positions shall not be allowed to carry more than 480
Annual Leave hours on the books at the end of the calendar year.

However, management employees may accrue Annual Leave earnings and credits in excess of
480 hours. Annual Leave credits earned in excess of the 480-hour maximum should be used
during the calendar year. Any Annual Leave balance in excess of the 480-hour maximum at the
end of the calendar year shall be converted to Sick Leave.,

Management employees must maintain a minimum of 24 hours of Annual Leave and 24 hours of
Sick Leave throughout the year. Management employees who do not carry both of the stated
minimums may be denied leave requests for either Annual Leave or Sick Leave until both of the
stated minimums are met. Due to extenuating circumstances, the CCRC or his/her designee, may
temporarily waive either or both minimums for a management employee.

Management positions shall receive payment for accrued Annual Leave up to a maximum of 480
hours upon termination or retirement.

Upon termination or retirement, which occurs before the last day of the calendar year, if more
Annual Leave hours were used than the total balance of Annual Leave hours accrued, any
negative balance or overage of used Annual Leave must be reimbursed. Reimbursement shall be
calculated based upon an hourly rate of pay of the employee’s base salary.

Use of Annual Leave shall not be authorized prior to the time it is earned, accrued and credited,
as described in the third paragraph of this Leave Policy.

Annual Leave requests must be submitted in BOMS and are approved upon submission,

Exceptions to this Leave Policy, due to extenuating circumstances, may only be granted by the
CCRC or his/her designee.

By my signature below, I have read and understand
that this document becomes part of my personnel file.

Employee Signature Date

Employee's Printed Name




STATE OF FLORIDA ERIC C. PINKARD

LAW OFFICE OF THE CAPITAL COLLATERAL REGIONAL COUNSEL
CAPITAL COLLATERAL
REGIONAL COUNSEL GEROD J. HOOPER
MIDDLE REGION CHIEF ASSISTANT CCRC
MEMORANDUM

TO: CCRC-Middle Emplgxyees

FROM: Eric Pinkard g

DATE: April 1, 2019

RE: ANNUAL LEAVE ACCRUAL POLICY STATEMENT FOR NON-

MANAGEMENT POSITIQONS

Effective April 1, 2019, CCRC-Middle Region’s Annual Leave Accrual Policy Statement for all
non-management employees is as follows:

All full-time employees who fill established non-management designated FTE positions shall
earn Annual Leave accruals as shown below:

Creditable Service Hours of Leave Earned

0 through 2 years 8 hours and 40 minutes per month
3 years to 4 years 10 hours per month

4 years through 9 years 13 hours and 20 minutes per month
10 years or more 16 hours and 40 minutes per month

Employees shall be entitled to use all previous Florida state government creditable service
immediately upon reemployment for the determination of eligibility of Annual Leave earned
accruals, including previous rates of leave accrual.

Annual Leave shall be earned during the course of the monthly pay period. While Annual Leave
accruals will be earned during the course of the monthly pay period, it won’t be credited to the
employee untii the last-working day of the month, or, in the case of separation from the agency,
on the last day the employee is on the payroll. If an employee is hired after the first working
{business) day of a month, the employee shall earn Annual Leave accruals on a prorated
monthly basis, calculated based upon the number of hours worked that month. During periods of
leaves of absence with pay, an employee shall earn Annual Leave accruals. During leaves of
absence without pay, an employee shall earn Annual Leave accruals on a monthly prorated basis,
which will be calculated based upon the number of hours worked that month.

The ratios used to prorate accruals, based on hours worked during the month, are shown below:

36 through 69 hours worked in a month shall earn 25 percent of total accruals
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70 through 103 hours worked in a month shall earn 50 percent of total accruals
104 through 138 hours worked in a month shall earn 75 percent of total accruals
139 hours or more worked in a month shall earn 100 percent of total accruals
Note: Incremental hours (less than one hour) shall be rounded.

The maximum balance of Annual Leave hours an employee may have remaining on the books as
of January First of each year is as follows:

(a) 0 through 3 years of service with the State of Florida is 120 hours.

(b) 4 years of service through 14 years of service with the State of Florida is 240
hours.

() 15 years or more of service with the State of Florida is 360 hours.

However, an employee may accrue Annual Leave earnings in excess of the maximum hours
stated above. Annual Leave earnings accrued in excess of the above maximums should be used
during the calendar year, or shall be forfeited at the end of the calendar year. Due to extenuating
circumstances, as determined by the CCRC or his/her designee, Annual Leave earnings accrued
in excess of the hours stated above may be converted into Sick Leave.

Each employee must maintain a minimum of 24 hours of Annual Leave and 24 hours of Sick
Leave throughout the year. Employees who do not carry both of the stated minimums may be
denied leave requests for either Annual Leave or Sick Leave until both of the stated minimums
are met. Due to extenuating circumstances, the CCRC or his/her designee, may temporarily
waive either or both minimums for an employee.

An employee shall receive payment for accrued Annual Leave, upon termination or retirement,
based on the following:

(a) 0 through 3 years of service with the State of Florida: Up to a maximum of 120
hours.

(b) 4 years of service through 14 years of service with the State of Florida: Up to a
maximum of 240 hours.

(c) 15 years or more of service with the State of Florida: Up to a maximum of 360
hours.

Use of Annual Leave shall not be authorized prior to the time it is earned and accrued. Use of
Annual Leave shall not be authorized prior to the time it is credited to the employee, as described
in the fourth paragraph of this Leave Policy, even though it may already be earned and/or
accrued, either fully or in part.

Annual Leave requests must be submitted by employees in BOMS. Annual Leave may not be



taken unless approved by an employee’s immediate supervisor and the CCRC, or his/her
designee.

Exceptions to this Leave Policy, due to extenuating circumstances, may only be granted by the
CCRC or his/her designee.

By my signature below, I have read and understand the above and
understand that this document becomes part of my personnel file.

Employee Signature Date

Employee's Printed Name

Revised 04/19



ERIC C. PINKARD

CAPITAL COLLATERAL REGIONAL COUNSEL

+ STATE OF FLORIDA

LAW OFFICE OF THE
CAPITAL COLLATERAL
REGIONAL COUNSEL
MIDDLE REGION

GEROD J. HOOPER

CHIEF ASSISTANT CCRC

MEMORANDUM

TO: CCRC-Middle
Management Employees

FROM: Eric C. Pinkard ¢ (&J
DATE: May 1, 2019

RE: INSURANCE BENEFITS

Effective April 1, 2005, management employees shall receive paid health and life insurance.
Management positions are classified as Class Code 4373, Administrative Services Director and
- Class Code 4667, Chief Investigator.
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STATE OF FLORIDA ERIC C. PINKARD
LAW OFFICE OF THE CAPITAL COLLATERAL REGIONAL COUNSEL
CAPITAL COLLATERAL
REGIONAL COUNSEL GEROD J. HOOPER
MIDDLE REGION CHIEF ASSISTANT CCRC
MEMORANDUM
TO: CCRC-Middle Employees

FROM: Eric C. Pinkard &_ BU
DATE: May 1, 2019

RE: POLICY STATEMENT ON COMPENSATORY LEAVE ACCRUAL
LIMIT FOR EXCLUDED EMPLOYEES

Effective January 1, 2012, CCRC-M’s Compensatory Leave Accrual Policy Statement for all
excluded employees is changed as follows:

All full-time employees who are filling established excluded positions may be granted regular
compensatory leave credits (comp time) on an hour-for-hour basis for up to twenty (20) hours
when required to be worked in excess of the normal work month. Exceptions may be granted by
the CCRC for extenuating circumstances,

The maximum number of comp time hours that an excluded employee may have on the books as
of January 1% of each year and July 1* of each year is twenty four (24) hours. If possible, all
compensatory time shall be used the week it is accrued by flexing work hours or should be used
the following week. Overtime is not to be scheduled in order to cover planned leave. Comp time
hours earned in excess of 24 hours should be used during the periods between January 1% and
July 1% of each year, or will be forfeited. Extensions may be granted by the CCRC at his
discretion.

Excluded employees shall not use more than sixteen (16) hours of comp time within the last
month before termination of employment. No cash payment shall be made for unused
comp time upon termination for excluded positions.

By my signature below, I have read and understand the above and understand that this

document becomes part of my personnel file.

Employee Signature Date

Employee’s Printed Name
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STATE OF FLORIDA ERIC C. PINKARD
LAW OFFICE OF THE CAPITAL COLLATERAL REGIONAL COUNSEL
CAPITAL COLLATERAL
REGIONAL COUNSEL GEROD J. HOOFER
MIDDLE REGION CHIEF ASSISTANT CCRC
MEMORANDUM
TO: CCRC-Middle Employees

FROM: Eric C. Pinkard { (}U\

DATE: May 1, 2019
RE: POLICY STATEMENT ON COMPENSATORY LEAVE ACCRUAL FOR
INCLUDED EMPLOYEES

Effective January 1, 2012, CCRC-M’s Compensatory Leave Accrual Policy Statement for all
included employees is as follows:

All full-time employees who are filling established included positions are required to obtain pre-
approval for any overtime that needs to be worked. Whenever possible, this request should be
done by e-mail to the direct supervisor and a copy to Human Resources. If possible, all
compensatory time shall be used the week it is accrued by flexing work hours or, in the
alternative, should be used the following week. Qvertime is not to be scheduled in order to cover
a planned absence. Accrued compensatory leave shall be used before annual leave or sick leave.
The work week runs from Sunday through Saturday. Compensatory leave is calculated at time-
and-a-half for anything worked over 40 hours and hour-for-hour for anything worked under 40
hours. For example, a work week that includes an eight (8) hour holiday would be considered a
32 hour work week. Anything worked between 32 hours and 40 hours would be calculated at
hour-for-hour and anything worked over 40 hours would be calculated at time-and-a-half.

Only in an emergency situation will an investigator be permitted to earn overtime on a holiday or
weekend. Prior approval must be given by the CCRC.

Exceptions to this policy may be granted by the CCRC for extenuating circumstances.
By my signature below, I have read and understand the above and understand that this document

becomes part of my personnel file.

Employee Signature Date

Employee’s Printed Name
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CLASSIFICATION AND PAY RULES
FOR THE EMPLOYEES OF THE
CAPITAL COLLATERAL REGIONAL COUNSEL
MIDDLE REGION
OF THE

STATE OF FLORIDA

January 4, 2019

This office has adopted the
Capital Collateral Representative
rules of June 30, 1997
until further clarified.

0/,

Eric C. Pinkard
Capital Collateral Regional Counsel
Middle Region




CLASSIFICATION AND PAY RULES
FOR THE EMPLOYEES OF THE
CAPITAL COLLATERAL REGIONAL COUNSEL
OF THE
STATE OF FLORIDA
MARCH 1, 1986

AMENDED TO BE EFFECTIVE
JANUARY 1, 1988
SEPTEMBER 19, 1988
MARCH 19, 1991
JULY 1, 1993
OCTOBER 1, 1993
DECEMBER 1, 1993
NOVEMBER 1, 19%4
MAY 2, 1995
JANUARY 1, 1996
OCTOBER 1, 1996
JANUARY 1, 1997
OCTOBER 1, 1997
JANUARY 1, 1998
AUGUST 1, 2001
FEBRUARY 1, 2003
JUNE 2, 2003
APRIL 1, 2005
JUNE 1, 2007
SEPTEMBER 30, 2008
DECEMBER 31, 2008
DECEMBER 31, 2009
SEPTEMBER 27, 2011
OCTORBER 12, 2011
JULY 23, 2012
JANUARY I, 2013
JULY 1, 2013
JANUARY 1, 2014
JULY 1, 2014
SEPTEMBER 30, 2015
JANUARY 1, 2017
AUGUST 1, 2017
MAY 1, 2018
JULY 1,2018
APRIL 1, 2019
MAY 1, 2019
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INTRODUCTION

Authority Part IIl, Chapter 27, Florida Statutes, effective July 1, 1985. The Capital
Collateral Representative (CCR) is required to employ personnel necessary for the
efficient performance of his duties as provided in section 27.702, Florida Statutes. In
accordance with Section 27.705 (4) , Florida Statutes, the Capital Collateral
Representative (CCR) is to develop a classification and pay pian. These rules were
approved by the Capitai Collateral Representative (CCR) on the 1st day of February, 1986
and are effective March 1, 1986.

Scope and Purpose. This manual sets forth classification and pay rules applicable
to employees filling authorized and established positions in the Office of the Capital
Collateral Representative (CCR) . It is intended to provide a uniform method of
recruitment, hiring, advancement, position classification, salary administration, benefits,
and other related activities.

Statements of Policy.

(1) The respective pay plans for the State Attorneys and Public Defenders were
the basis for these rules.

(2)  Forthe purpose of these rules the Capital Collateral Representative is
considered to be the employer.

(3)  All employees of the Office of the Capital Collateral Representative (CCR)
are exempt from the State of Florida Career Service System and serve at the pleasure of
the
appointing authority.

(4)  The employer shall assure equal employment opportunity to each
applicant or employee without regard to the person's race, color, religion, gender,
sexual orientation,
national origin, or age except as provided for by law, with respect to recruitment,
appointment, training, promotion, retention, separation, or any other employment
practice (Section 110.105,

Florida Statutes, Title VI, Civil Rights Act, 1964 and 1972). Each employer shall likewise
assure equal employment opportunity to any physically or mentally handicapped person
who is an applicant or employee with respect to the employment practices specified in
these rules, uniess the disability involved prevents satisfactory performance of the work to
be performed.



(8)  No employee shall be required to submit to a polygraph examination,
fingerprint comparison, breathalyzer, urinalysis, or blood test or to consent to searches of
private property as a condition of employment.

(6)  The Office of the Capital Collateral Representative is an at-will employer and
nothing contained in these rules shall be construed as an employment contract or in any
way otherwise modify the at-will employment status.



CHAPTER 1
DEFINITIONS

ABANDONMENT OF POSITION - The unauthorized absence by an employee
from the employee's position for 3 consecutive workdays.

ADD AND DELETE - A budgetary action involving the abolition of an authorized or
established position, or the addition of an authorized position.. These actions resuit from
circumstances which may include, but are not limited to, an abrupt change in the duties
and responsibilities assigned a position; changes which affect the position in the
organizational unit in which the position is located; changes in supervisory responsibilities:
or the deletion of one ox" more positions and the addition of one or more positions to
accommodate new duties and responsibilities in order that the total number of authorized
positions is not exceeded.

ADMINISTRATIVE LEAVE - Authorized leave of absence with pay not chargeable
against an employee's accrued leave credits.

ANNUAL LEAVE - Authorized leave of absence with pay granted an employee for
vacation or other personal purposes.

APPOINTMENT - The act of placing an employee in an established position.

CAPITAL COLLATERAL REPRESENTATIVE - The person appointed pursuant to
Part lli, Chapter 27, Florida Statutes, or that person designated by the CCR responsible
for the administration of the Classification and Pay Rules.

"CLASS TITLE" OR "TITLE OF POSITION" - The official name assigned to a
position or class of positions.

CLASSIFICATION PLAN - A document which formally describes the conceps,
rules and regulations and class specifications utilized in the classification and
reclassification of positions in the Office of the CCR.

CLASS SPECIFICATION - The document issued by the CCR which defines the
type of work, level of difficulty or responsibitities, training and experience requirements, as
well as other information determined appropriate by the CCR. Specifications are identified
by a class title and class code number assigned by the CCR.



COMPENSATORY LEAVE CREDITS - An employee who is filling an excluded
position may be granted regular compensatory leave credits on an hour for hour basis for
all hours required to be worked in excess of the normal workweek. Compensatory leave
credits must be taken within a reasonable period of time. No cash payment shall be made
for unused compensatory leave credits.

CONCEPTS AND ALLOCATION FACTORS - The statements included in the
"Distinguishing Characteristics of Work” section of the class specification.

CREDITABLE SERVICE - Creditable service is service during which the employee
has filled an authorized position on the payroll of the CCR, a state court, a state agency, or
during which the employee is on authorized leave without pay approved in accordance
with this section. :

DEMQOTION - Moving an employee from a 'position in one class to a different
position in another class having a lesser degree of responsibility and a lower pay grade.

DISMISSAL - The action taken by the CCR against an employee to separate the
employee from the Office of the Capital Collateral Representative (CCR).

DUAL EMPLOYMENT AND COMPENSATION - Compensation of an employee
within state government simultaneously from any appropriation other than appropriations
for salaries or the compensation of an employee simultaneously by more than one state
agency. ' ~

EMERGENCY STATUS - An employee appointed to fill an established position on a
full-time or part-time basis for a period not to exceed 3 calendar months during any 12
month period, shall be given emergency status when an emergency exists and a vacancy
must be filled immediately.

ESTABLISHED POSITION - An authorized position which has been classified in
accordance with a classification and pay plan as provided by law.

EXCLUDED POSITION - A classified position in the Capital Collateral
Representative(CCR) salary schedule which does not permit the payment of overtime, and
is exempt from the Fair Labor Standards Act.

FULL-TIME POSITION - A position authorized for the entire normally established
work period, daily, weekly, monthly, annually.



IMMEDIATE FAMILY - Is defined as the spouse, grandparents, parents, brothers,
sisters, children, and grandchildren of both the employee and the spouse.

INCLUDED POSITION - A classified position in the Capital Collateral
Representative's salary schedule which requires the payment of overtime or granting of
compensatory time at the rate of 1.5 hours for each hour worked, according to the Fair
Labor Standards Act. '

LAYOFF - Termination of employment due to abolition of positions necessitated by a
shortage of funds or work, or a material change in the duties or organization of the agency.

LEAD-WORKER POSITION - A position having the same or similar duties as other
positions in the same work unit and, of duties and responsibilities of a limited supervisory
nature.

LEAVE OF ABSENCE WITHOUT PAY - Authorized leave of absence granted an
employee for which period the employee shall receive no pay.

ON-CALL - Means (1) the employee has been instructed by the appropriate
management fo remain available to work during on off duty period; (2) the employee must
leave word where the employee may be reached by phone or electronic signaling devise;
(3) the employee is available to return to the work location on short notice to perform
assigned duties; and (4) such assignment is not compensable as hours worked under the
Federal Fair Labor Standards Act.

OVERLAP IN POSITION - A temporary condition in which two employees in pay
status are assigned to the same established position.

OVERTIME - Overtime is defined as work performed beyond the forty (40) hours of
the established workweek, in accordance with the Fair Labor Standards Act,

PART-TIME POSITION - Means a position authorized for less than the entire
normally established work period, daily, weekly, monthly, or annually.

PAY PERIOD - The pay period is from the first of the month until the last day of the
month. Paychecks, will be distributed on the last workday of the month.

PAY PLAN - A document which formally describes the philosophy, methods,
procedures and the salary schedule for compensating employees for work performed.



PERFORMANCE EVALUATION - The overall rating given any employee for the
employee’s perfermance during a specific period of service, Each employee shali be given
one of 4 levels of performance evaluation in accordance with the employee’s overall level of
performance and the following definitions:

(@)  Excels - An evaluation resulting from performance which is highly
satisfactory and considerably above the performance standards of the position to which an
employee has been assigned, and which cannot be exceeded by an appreciable difference
by another employee.

(b)  Satisfactory - An evaluation resulting from performance which fully
meets the performance standards of the position to which the employee has been
assigned.

(c}  Needs Improvement - An evaluation resulting from performance which
fails slightly to meet the minimum performance requirements for the position, but the
employee shows potential for some improvement.

(d)  Unsatisfactory - An evaluation resulting from performance which fails
considerably to meet the minimum performance standards to the position to which an
employee has been assigned.

POSITION - Means- the work, consisting of duties and responsibilities, assigned to
be performed by an employee.

POSITION DESCRIPTION - The document prepared by the employing agency
which describes the officially assigned duties and responsibilities and other pertinent
information relative to a position.

POSITION NUMBER - The identification number assigned to an established
position.

PROMOTION - Means moving an employee from a position in one class to a
different position in another class having a greater degree of responsibility and a higher
maximum salary.

REASSIGNMENT - Means moving an employee from a position in one class to a
different position in the same class or a different class having the same degree of
responsibility and the same maximum salary.

RECLASSIFICATION - Means changing an established position in one class in a
series to a higher or lower class in the same series or to a class in a different series which
is the result of a natural change in the duties and responsibilities of the position.



REDUCTION IN PAY - Reduction in an employee's rate of pay.

RESIGNATION - A voluntary act by an empioyee to terminate employment in the
Office of the Capital Collateral Representative (CCR).

SALARY RANGE OR PAY RANGE - Means the minimum salary, the maximum
salary, and intermediate rates which are payable for work in specific class of positions.

SALARY SCHEDULE - Means an official document which contains a complete list
of classes and their assigned salary ranges identified by a pay grade number.

SICK LEAVE - Authorized leave of absence with pay granted an employee for the
employee's personal iliness, injury, pregnancy and recovery; personal appointments with
a doctor, dentist or other recognized practitioner, when it is not possible to arrange for off-
duty hours; illness or injury of a member of the employee’s immediate family, when the
employee's presence with the family member is necessary.

SUSPENSION - Means the action taken by the Capital Collateral Representative,
against an employee to relieve him temporarily of his duties and place him on leave
without pay.



CHAPTER 2
CLASSIFICATION PLAN
2.01 Scope and Purpose
2.02 Statements of Policy
2.03 Administration of the Plan
2.04 Class Specification
2.05 Position Descriptions
2,06 Exercise of Classification Authority-and Procedures
2.07 Assignment of Lead-Worker Duties
2.08 Use of Class Titles
2.01 Scope and Purpose. This chapter sets forth the rules for the establishment,

maintenance, "and administration of the uniform Ciassification Plan applicable fo the
positions in the Office of the Capital Collateral Representative, (CCR).

2.02 Statements of Policy.

(1) The CCR shall establish and maintain a uniform Classification Plan applicable
to all positions in the CCR, except for the position of Capital Collateral Representative
which shall be governed by Jaw. Part Ill, Chapter 27, F.S., exclusively and without
delegation or authority. The plan shall consist of, but not be limited to, (1) all approved
classes of positions, (2) the class specifications for all approved classes of positions, (3)
the allocation of each position fo its proper class, and (4) the rules governing the
administration of the plan.

(2)  Each class shall be defined by a class specification, assigned to an
appropriate pay grade, a class code and class title.

(3)  Approved classes shall be listed in the CCR Salary Schedule.

(4)  Positions shall not be allocated to a class which has not been approved as
part of the Classification Plan.



(6)  No action shall be taken to fill any position until it has been classified in
accordance with the Classification Plan.

2.03 Administration of the Plan. The responsibilities of the CCR shall be:

(1) The employment of Capital Collateral Representative (CCR) personnel.

(2)  The establishment of any necessary revisions of Chapter 6 of the CCR
Classification Plan.

(3)  The annual approval of the CCR classification and pay plan.
(4)  The overail coordination, review and maintenance of the Classification Plan.

(6)  The day-to-day administration of the Classification Plan. These
administrative duties may be delegated to a designee of the CCR.

(6)  The establishment of new classes and the revision or abolishment of existing
classes.

2.04 Class Specifications.

(1)  Classes shall be established, revised or abolished by the Capital Coliateral
Representative (CCR) as necessary for the current maintenance of the Classification
Ptan, and such changes to the Plan shall be reflected in the class specifications.

(2)  Each class specification shall contain the characteristics and concepts for
positions that will be allocated to the class. While the exact duties and responsibilities of
positions in a class may differ, all positions allocated to a class shall be sufficiently similar

as to kind of work, level of
difficulty or responsibility, and qualification requirements to warrant like treatment.

(3)  The training and experience requirements of a class shall be job related and
reflect those the knowledge, skills and abllities that an individual would need upon entry to
a position in
the class. The following shall be considered in establishing training and experience
requirements:

{a) Training and experience requirements shall not be recommended or
determined by the level of pay that is desired for the class.



(b)  Training and experience requirements shall be structured, where
possible, to facilitate the progression of employees from lower tc higher or lateral levels of
work without artificial barriers.

(c)  Training and experience requirements shall state specific kinds and
amounts of qualifying experience or education required for applicants to be eligible for a
class:

(d)  Training and experience requirements shall not include age, gender,
sexual orientation, or physical requirements unless they are justifiable occupational
essential qualifications for the work to be performed. ‘

(e)  Training and experience requirements shall not include statements
related to conduct or reputation of applicants unless required by law.

(f) . Necessary special requirements shall be included where required by
law or when such requirements can be clearly shown to be essential.

(@  Minimum requirements as reflected on the class specifications may
be substituted by an equivalent combination of training or experience.

2.05 Position Description. The CCR shall maintain a current position description for
each established position authorized. The current position description shall serve as the
official record of
- the duties and responsibilities assigned the position and shall be used to classify the
position,

2.06 Exercise of Classification Authority and Procedures.

(1) The Capital Collateral Representative shall have the authority and
responsibility to classify positions authorized by the Legislature or authorized pursuant to
Section 216,262, F.S. and to reclassify established positions.

(2)  Classification and reclassification actions taken by the CCR shall be
within classes of positions established in the Classification Plan.

(3)  When classification or reclassification action is taken by the Capital
Collateral Representative (CCR)., a current position description may be completed and
filed at the Office of the CCR in Tallahassee within thirty (30) days of the effective date of
any such action.



(4)  Employee Personnel Transactions. When a position is classified and when a
reclassification or classification correction is effected, the pay for the employee filling that
position shall be determined in accordance with the provisions of the pay plan established
in Chapter 3 of these procedures.

2.07 Assignment of Lead-Worker Duties.

(1)  If there are several positions in the same class or a different class with the
same pay grade located in the same work unit, one or more of the positions may be
assigned leadworker duties provided:

(a)  The assignment of duties and responsibilities of a limited supervisory
nature is in addition to the normal duties and responsibilities of the position.

(b)  The additional responsibilities do not justify reclassification of the
position to a supervisory class.

(2)  Iflead worker duties are assigned a position, an approved position
description shall be prepared and processed in the same manner as a reclassification
action.

(3}  Anemployee fllling a lead-worker position shall be paid in accordance with
the provision of the pay plan established in Chapter 2.05(2) of these procedures.

2.08 Use of Class Titles. Official class titles and class codes shall be used on ali
personnel payroll records and in the preparation of legislative and operating budgets.
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3.01 Scope and Purpose. This chapter sets forth the rules for the establishment,
maintenance, and administration of an equitable pay pian which shall be applicable to
positions in the of Office of the Capital Collateral Representative (CCR).

3.02 Statements of Policy.

(1) The Pay Plan shall consist of (a) the official Schedule of Pay Ranges,
(b} the official Salary Schedule, and (c) the rules governing the administration of the Pa
Pl !
an, :

(2)  The Schedule of Pay Ranges shall consist of all pay grades and their
assigned pay ranges. The Capital Collateral Representative shall adjust the number of
pay grades and revise
salary ranges as necessary to maintain a competitive Schedule of Pay Ranges.

(3)  The Salary Schedule shall consist of, but not be limited to, class
codes, class titles, pay grades, and the minimum and maximum rates of pay for all
classes.

{(4)  The Capital Collateral Representative shall review all pay grade
assignments for the purpose of making pay changes that will maintain a competitive pay
plan.

(5)  Each pay range shall be structured in such a way that a minimum and
maximum rate is established.

(6)  Anemployee may be paid 15% in excess of the maximum of the pay
range for a class.

(7}  An employee previously employed by ancther State Agency may be
employed at the rate received from the previous State Agency even though the rate of pay
exceeds the maximum or 15% above the maximum.

3.03 Pay Plan Package. The distribution of pay package funds for the CCR shall
be determined by the Office of the Capital Collateral Representative (CCR).

3.04 Method of Payment. All employees shall be paid in accordance with the
rates shown in the official Salary Schedule and the provisions of this chapter.

3.05 Employment Salary. An employee shall be paid at the minimum of the pay
range for the class to which appointed, unless a higher or lower salary is approved for the
employee by the CCR as follows:




(1) The employee possesses training or experience substantially above
the minimum training and experience required for the class and the Capital Collateral
Representative determines that the employee is exceptionally well qualified for the
position. In such cases, the Capital Collateral Representative may pay the employee at -
any rate above the minimum of the pay range established for the class to which the
appointment is being made.

(2)  An employee who is given a reinstatement appointment may be paid
at any rate within the pay range for the class to which the employee is being paid at the
time of separation. The employee shall not be eligible for adjustments in the pay range
while not employed; however, if the employee's rate at the time of separation was lower
than the current minimum of the pay range for the class, the employee shall be paid, at
least the current minimum rate, and may be paid at the discretion of the Capital Collateral
Representative up to 15% above the minimum of
the pay range for the class if the employee possesses training or experience substantially
above the minimum training and experience required for the class.

(3}  An employee who has been granted an authorized leave of absence
without pay shall be paid at the same rate being paid at the time leave was granted except
. that, upon return from leave, the employee shall be granted any adjustments made in the
pay range during such absence. In determining the amount of adjustment which the
employee shall be granted, the same implementation instructions which applied to all
employees in that class shall be followed.

(4) An employee who is appointed with trainee or emergency status shall be
paid in accordance with the provision of this section, however, when the employee does
not possess the minimum training and experience required for the class to which
appointed, the employee may be paid below the minimum of the pay range for the class.

3.06 Salary Increases. An employee shall be eligible to receive salary increases at
any time as follows:

(1) A merit salary advancement - May be granted by the CCR to an
employee who has received a satisfactory or better performance evaluation.

(2)  Anupward pay adjustment - May be granted by the CCR to an
employee whose class has had a pay range increase, or whose position has had a lead-
worker designation.



(3)  Aspecial pay increase - If unusual conditions exist, which justify pay
increases not provided for in this chapter, the Capital Collateral Representative may
approve a special pay increase for any employee.

(4) A promotion - An employee's salary shall be increased at least to the
minimum for the class to which the employee is promoted.

3.07 Pay Upon Demotion.

(1) An employ'ee may be demoted with or without a reduction in pay, at
the discretion of the Capital Collateral Representative,

(2)  Anemployee who is demoted shall not be granted a pay increase at
the time of demotion.

3.08 Downward Pay Adjustments. When a class has a pay range decrease, the
pay of an employee shall not be changed.

3.09 Pay for Less than Full-Time Employment.

(1)  Anemployee who is paid on a monthly basis and is filling an
established position on a part-time basis or who is employed or separated during a pay
period shall have the pay determined in accordance with the following:

(@)  Where the employee is on the payroll for less than a full month:

Amount to be paid = Hours Worked in the Month X Monthly Rate
No. of Work Hours in Month

Hours worked in the month are defined as hours actually worked, time
off with approved leave with pay, or time off due fo a holiday falling within the period the
employee is on the payroll. Number of work hours in the month is determined by
muitiplying 8 x the number of work days in the month. To determine the monthly rate
where an employee is paid on an hourly basis, the following shall be used:

1. Hourly Rate x 2080 = Annual Rate

2. Annual Rate divided by 12 = Monthly Rate
(b)  Where employed on a part-time basis:

Amount to be paid = Regular full-time monthly rate x percentage of
time worked by the employee each month.



(2) In applying the formula set forth in this section for determining less than
full-time employment, the following shail apply:

(a) All new employees - The number of hours worked shall be the
number of hours on duty plus any holidays falling after the employee's first day of work.

(b)  Part-time employees - The number of hours worked shall be
the number of hours on duty plus any leave with pay and a pro-rated number of hours for
any holidays falling during the pay period after the first day of work.

(c)  Employees moving from one agency to another agency - The
number of hours worked in the agency plus any leave with pay and any holidays falling
prior to the employee's last day as an employee of that agency. The number of hours
worked in the agency to which the employee is moving shall be the number of hours on
duty in that agency plus any leave with pay and. any holidays falling after the employee's
last day as an employee of the other agency.

(d)  Employees separating from the Office of the CCR - The
number of hours worked shall be the number of hours on duty plus any leave with pay and
any holidays falling prior to the employee ' s last day of employment.

3.10 Qverlap in Position. To be handled in accordance with the provision of
Chapter 22K-9 of the State of Florida Personnel Management System Rules.

3.11  Dual Employment and Compensation. To be handled in accordance with

the provisions of Chapter 22K-6,7 and 8 of the State of Florida Personnel Management
System Rules.

3.12 Prerequisites. To be handied in accordance with the provisions of Chapter
22K-3, 4, 5 and 11 of the State of Florida Personnel Management System Rules.

3.13 Processing of Pay Chances.

(1} The Capital Collateral Representative (CCR} shall review each pay
change to determine that it is in compliance with the provisions of this chapter.

(2)  In processing pay changes made in accordance with the provisions of
this chapter all computations should be rounded to the nearest cent. If the third decimal
place is five, or more, round up to. the next higher cent. If the third decimal place is four,
or less, round down to the next lower cent.



3.14  Budgetary Limitations. All provisions of this Chapter and Chapter 4 of these
rules relating to payment of salaries and terminal leave are contingent upon funds being

available.

3.15 Computation of Hourly Rate.

(1) Al pay is computed on the basis of 2 080 work hours annually,

. (2)  Anemployee who is paid on a monthly basis shall have the hourly
rate for OVERTIME PURPOSES determined as follows:

Monthly Rate X 12 = Hourly Rate
2080

3.16 Effective Date of Salary Changes. The effective date of all salary changes
provided for in this chapter shall be the date specified by the Capital Coliateral
Representative (CCR).

3.17  Payroll Correction Due to Clerical Errors. Due to clerical error, a payroll
correction may be made by the Capital Collateral Representative (CCR) to provide the
salary change to be
effective on the date of eligibility of the employee.

3.18 Guaranteed Salary Provisions. Any employee who is filling an excluded
position shail be considered to have a guaranteed salary, subject to the following
provisions: '

(1)  Absence for Personal Reasons.

(a)  When an employee is absent from duty for personal reasons
and is eligible for ieave, the employee shall be required to use such leave to cover these
absences.

(b)  When an employee is absent from duty for personal reasons
and the employee is not eligible for leave, the employee shall be carried in full pay status
for the remainder of any day in which any work is performed, however, deductions shall be
made from the employee's salary on a prorated daily basis for each full day the employee
is absent from duty and performs no work.

(2)  Absence for other than personal reasons.

(@  When an employee is absent from duty for other than personal
reasons and is eligible for leave, the employee shall be required to use such leave to
cover these absences.

(b)  When an employee is absent from duty for other than personal
reasons and is not eligible for leave, the employee shall be carried in full pay status for the
remainder of any workweek in which any work is performed, however, deductions shall be
made from the employee's salary for each full workweek the employee is absent from duty
and performs no work.



3.1 Pay for Qvertime Work. Pay for overtime work pertains only to included
employees. Payments shall be computed at a rate of 1 1/2 times the employee's hourly
rate of pay for the workweek during which the overtime was worked, Compensatory time
shall also be accrued at the rate of 1 1/2 hours for each hour of overtime worked. Unless
specified otherwise by the Capital Collateral Representative (CCR) overtime will be
compensated by the awarding of compensatory leave credits. The CCR may, at his
discretion, elect at anytime to award cash payment for accrued compensatory time for
included employees.

3.20 Pay for On-Call Duty.

(1)  Anemployee may be instructed verbally to be on-call for up to eight
(8) consecutive hours, however, no employee shall be required to be on-call for more than
eight consecutive hours unless such instruction is in writing. If such written instructions are
not received personally by the employee, he/she may refuse to accept any verbal
instructions to be on-call for such periods. If however, the employee accepts a verbal
assignment to be on-call for such periods and later there is a dispute as to whether or not
such assignment was made, the employee shall not be eligible for on-call payments in
excess of the period for which verbal instructions are appropriate. On-call payment is
available to those employees filling included positions.

(2)  When approved as provided above, an employee who is required to
be on-call shall be compensated by payment of a fee in an amount of one-fourth his/her
current hourly wage for each hour such employee is required to be on-call. If an on-call
period is less than one (1) hour the time while on-call will be rounded to the nearest 1/4
hour and the employee will be paid for each, % hour of on-call assignment.

(3)  On-call duty is not compensable as hours worked under the Federal
Labor Standards Act nor shall on-call hours be credited in lieu of annual or sick leave
usage.

(4)  Payment for on-call duty shall be made as soon as practical upon the
conclusion of the work-month and shall only be made once each month.
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4.01  Scope and Purpose. This chapter seta forth the rules and regulations

governing the attendance and leave of employees in the Office of the Capital Collateral
Representative (CCR).

4,02 Statements of Policy.

(1)  Benefits authorized by this chapter are designed to consider the
uniqueness of the Office of the CCR while at the same time fo aftract and retain highly
dedicated and competent individuals.

(2)  Unless specifically approved by the Capital Collateral Representative
(CCR), the workday for each fuil-time -employee shall be 8 hours, and the workweek shall
be 40 hours during a given 7-day period.



(3)  The granting of any leave of absence with or without pay shall be in
writing and shall be approved by the proper authority within the Office of the CCR. An
employee who is granted leave of absence with or without pay shall be an employee of
the Office of the CCR while on such ieave and shall be returned to the same position or a
different position in the same class upon termination of the approved leave of absence,
unless the CCR and the employee agree in writing to other conditions.

(4)  Any leave of absence with or without pay shall be approved prior to
the leave being taken, except in the case of any emergency where the employee must be
absent prior to receiving approval from proper authority for the absence.

(a)  When prior approval cannot be obtained by the employee due
to such emergencies, the Capital Collateral Representative (CCR) may take one of the
following actions:

1. Grant the employee leave with pay, provided the
employee has sufficient accrued leave credits to cover the absence.

2. Place the employee on leave without pay for the
absence, or,

3. If the absence is for 3 consecutive work days, consider

the employee to have abandoned the position and resigned from the Office of the CCR.

(b)  Ifan employee's request for leave of absence is disapproved
and the employee takes unauthorized leave, the Capital Collateral Representative (CCR)
may place the employee on leave without pay and after an unauthorized leave of absence
for 3 consecutive workdays may consider the employee to have abandoned the position
and to have resigned from the Office of the CCR.

(8)  The CCR will comply with all applicable provisions of the Fair Labor
Standards Act.

(6) Employees filling positions designated included shall not be required
or permitted to work overtime except in emergency situations and shall be required to first
* use any accrued compensatory time or overtime prior to the approval of accrued annual or
sick leave.



4,03 Hours of Work.

(1)  As provided in Section 4.02, 40 hours shall constitute a workweek for
all full-time employees unless a different workweek is specifically approved by the Capital
Collateral Representative (CCR).

(2)  Full-time employees shall be required to be present on their assigred
job for the total hours in the established workweek, unless absence from duty is
authorized by appropriate authority in accordance with the provisions of this section.

- (3) Part-time employees shall be required to be present on their assigned
jobs for the total number of hours for which they are being compensated, uniess absence
from duty is authorized by appropriate authority in accordance with the provisions of this
section.

(4)  Alitime taken off as approved leaves of absence with pay and
observance of holidays prior to the employee’s last full day of employment shall be
compensated in accordance with this section.

(5)  Required attendance at training courses shall be considered as hours
worked.

(6)  Travel to and from an employee's home to the employee's regularly
assigned headquarters shall not be counted as hours worked for the purpose of
calculating the workweek.

4,04 Record Keeping.

(1)  The Capital Collateral Representative (CCR) shall keep an accurate
record of all authorized leave which is approved in accordance with this chapter. Any
employee who earns or uses compensatory leave credits in an amount of time which is
less than a full hour shall be credited or charged with such leave to the closest quarter of

an hour.

(2)  The ultimate responsibility for the accuracy and proper maintenance
of all attendance and leave records rests with the CCR.

(3)  Falsification of any attendance or leave records shall be cause for
dismissal of an employee,

4.05 Overtime.

(1) Overtime is defined as the hours of actual work required to be
performed by an employee in excess of 40 hours during the established workweek.



(2)  Inapplying the overtime provisions of this chapter every employee
must be designated as filling either an "included position" or an "excluded position", This
determination shall be based on the designation of the employee's class made by the
Capital Collateral Representative (CCR).

{3)  Overtime worked by an employee shall be compensated in
accordance with the following provisions:

(@)  Anemployee who is filling an included position shal be paid
for all overtime in excess of 240 hours compensatory time at one and one-half times the
employee's base rate of pay, no later than the end of the pay period immediately following
the period during which the overtime was worked. Compensatory time at 1 1/2 hours for
each overtime hour worked shall be awarded for the first 160 hours of overtime time
worked.

See Chapter 3 for payment of the first 240 hours of compensatory time accrued.

(b)  Anemployee who is filling an excluded position may be
granted regular compensatory leave credits on an hour-for-hour basis for all hours
required to be worked in excess of the normal work month.

(c)  Compensatory leave must be taken within the same month it is
accrued. No cash payment shall be made for unused compensatory leave credits upon
termination or otherwise except for included positions who shall receive payment upon
termination. There shall be no limit on .compensatory hours accrued during the month.

(d)  Noon-call duty hours shall be included in these overtime
provisions (See Section 3.20).

4.06 Holidays and Other Authorized Activities.

(1)  The following holidays, as provided by Section 110.17, Florida
Stafutes, shall be observed as paid holidays by the Office of the CCR: :

New Year's Day  Veteran's Day

Memorial Day Thanksgiving Day
Independence Day Friday after Thanksgiving
Labor Day Christmas Day

M L King, Jr. Day

(a) Memorial Day shail be observed on the last Monday in May, and
Labor Day on the first day in September.



{b)  [fany of these holidays fall on Saturday, the preceding Friday
shall be observed as a holiday; or if any of these holidays fair on Sunday, the following
Monday shail be observed as a holiday.

(c)  Any other workday designated as a holiday by the Secretary of
Administration may be observed by the Office of the CCR.

(d) In the event additional holidays are declared by the federal,
state or local government, the Capital Coilateral Representative (CCR) may grant paid
holiday leave for that period of time to the Office of the CCR employees.

(e)  Allfull-time employees shall be granted 8 hours of leave with
pay for each of these holidays, regardless of the days or hours which constitute the
workweek. Part-time employees shall be granted a prorated number of hours for each of
these holidays based on the number of hours regularly worked during the workweek,
using the following formula:

8 Hrs X Number of Hrs. Worked Per. Week = Hrs. Credit for Holiday
40
(f) An employee must be in pay status for a full day before and
after the holiday to be eligible for payment.

(2)  Each permanent full-time employee shall be entitled to one personal
holiday a year. Such personal holiday shail be credited to eligible employees on July 1 of
each year and must be taken prior to June 30, of the following year or forfeited.

(3)  Each employee shall be given all holidays designated if the workload
of the Office of the CCR is such that the employee’s work can be discontinued.

(@)  Ifthe holiday is observed on the employee's regular workday
and the employee is required to work, the employee shall be credited with compensatory
leave equal to the time worked on the holiday not to exceed 8 hours.

(b)  if the holiday is observed on the employee's regular day off
and the employee is not required to work, the employee shall be credited with
~compensatory leave not to exceed 8 hours.

(c)  Ifthe holiday is observed on the employee's regular day off
and the employee is required to work, the number of hours worked on the holiday shall be
counted as hours worked and the employee shall also be paid for or credited with
compensatory leave equal to the number of hours worked not to exceed 8 hours.



(4)  Employees who are on approved leave with pay when holidays allowed
in this section are observed or a State Day of Mourning is decfared shall not have such days
charged against their accrued leave credits.

(5)  The Capital Collaterat Representative (CCR) may allow employees
one work break during the first half of their work shift and one work break during the second
half of their work
shift, provided that:

(a) No single work break shall exceed 15 minutes' absence from the
employee's work station.

{b) An employee may not accumulate unused work breaks.

(c) Work-break time shall not be authorized for covering an employee's
late arrival on duty or early departure from duty.

4.07 Annual and Sick Leave

(1) Upon appointment and on each anniversary of the date of appointment
each employee shall be credited with 240 hours of annual leave and 104 hours of sick
leave. These hours are to be pro-rated for part-time employees. Effective January 1, 1988,
annual leave accrual upon employment and on each anniversary date shall be 120 hours
except that those employees who have ten or more years of State service shall accrue 156
hours upon employment and each anniversary date thereafter.

(@)  Employees who have accrued annual leave in excess of 240
hours on their anniversary date each year will have their accrued annual leave credits
reduced to 240 hours.

(b)  There shall be no limit on the number of hours of unused sick
leave an employee may accrue.

(2)  Use of earned annual leave:

(@)  As indicated, annuat leave should be used to provide periodic
vacation; however, earned annual leave credits may be used for any other purpose when
authorized by the Capital Collateral Representative (CCR). Included employees shall be
required to first use any compensatory or overtime leave prior to approval for annual or sick
leave usage.

(b)  Use of annual leave shall not be authorized prior to the time it is
credited to the employee and shall only be used with the approval of the proper authority
within the Office of the CCR,



(¢) BAn employee who has used annual leave in an
amount of time which is less than a full hour shall be charged with
such leave to the closest quarter of an hour based on the following
table:

Minutes Used Time Charged
Minutes Quarter Hour
0-07 00 .00
g-22 15 .25
23-37 30 .50
38-52 45 .75
53-60 60 1.00

{d) Upon reascnable notice, the Capital Cocllateral
Representative (CCR) may require an employee to use part of the
employee's accrued annual leave at any time it is deemed advisable.

{e) On-call duty hours may not be applied in lieu of
annual or sick leave usage (See Section 3.20).

(3) Transfer of earned annual and sick leave:

{a) An employee who moves to ancther state agency
may be credited with the employee's unused annual leave by the
receiving agency.

{(b) An employee transferring from another state
agency into the Office of the CCR shall be credited with up to 80
hours of the employee's unused annual leave and shall be credited
with up to 80 hours of the employee’s unused sick leave.

(4) Payment for earned annual leave:

{a) An employee can be paid for unused annual leave
upon terminal separation from the Office of the CCR but only after 1
year of continucus and satisfactory employment with the Office of the
CCR.

{b) In no case shall an emplcocyee receive payment for
accrued annual leave in excess of 240 hours; however, in case of
death of an employee, payment for all unused annual leave at the time
of death shall be made to the employee's beneficiary, estate, or as
provided by law. 8Such payments shall be made at the rate of pay at
the time of death and by the Office of the CCR.



(c) Terminal leave payments due to empioyees shall be computed as
follows:
1. Determine the current hourly rate in accordance with
Section 3.14.

2. Muitiply the number of unused annual leave hours times
the current hourly rate to determine the payment which shall be made. All such payment for
accrued annual leave shall be made in a lump sum.

3. Upon termination, payments for unused annual leave
credits accrued on the last anniversary date shall be prorated at the rate of one-twelfth
(I/12th) of the last annual amount credited for each month, or a portion thereof, worked
subsequent to the employee's last anniversary date.

(5) Use of earned sick leave:

(8)  Use of sick leave shall not be authorized prior to the time it is
earned and credited to the employee and shall only be used with the approval of the proper
authority within the office of the CCR.,

(b)  Sick leave shall be authorized only for the following purposes:

1. The employee's personal iliness, injury, or exposure to
contagious disease which would endanger others;

. 2. The employee's personal appointments with a doctor,
dentist, or other recognized practitioner;

3. ltiness or injury of a member of the employee's
immediate family as defined in Section 4.11(7) (a), when the employee's presence with the
family member is necessary;

4, Maternity leave as provided in Section 4.12(1) (e) .

(c)  Notification of the required use of sick leave shall be given to
the appropriate supervisor by the employee or the employee's representative as soon as
possible on the first day of absence.

(d)  Upon request, an employee may be allowed to use accrued sick
leave credits as provided in this section:

1. Prior to authorizing an employee to use sick leave credits,
the employer may require the employee to certify that the absence was for reasons which’
are justified and provided in Section 4.08(2)(b).



2. Anemployse who refuses to comply with these rules, upon
request by the employer, shall not be eligible to use accrued sick leave credits, and any
absence from work shall be handled in accordance with Section 4.02(3).

(e) An employee who becomes ill while on approved annual leave shall
be allowed to use accrued sick leave credits to cover the period of illness subject to the
provisions of Section 4.08(3) (d). An employee who is on any other type of leave with or
without pay shall not be allowed to use sick leave credits while on such leave; however,

- 174 hours of earned sick leave credits may be used during one of the approved months
of maternity leave allowed under
Section 4.12.

(f) An employee who has accrued compensatory leave credits must first
use such leave before using accrued sick leave credits,

(g) An employee who uses sick leave in an amount of time which is less
than a full hour shall be charged with such leave to the closest quarter of an hour.

(6) Forfeiture of unused sick leave:

(@)  Anemployee who has less than 10 years of creditable service
with the State and separates from the Office of the CCR for any reason shall forfeit all
unused sick leave credits.

(b)  Anemployee shall forfeit all rights to sick leave benefits if, prior
to retirement, termination from the Office of the CCR, or death, the employee:

1. Is found guilty in a court of competent jurisdiction of
committing, aiding, or abetting any embezziement, theft, or bribery in connection with
state employment; or

2. Has admitted to committing, aiding, or abetting any
embezzlement, theft, or bribery in connection with state government; or

3. Is found guilty by a court of competent jurisdiction of
having violated any state law against or prohibiting strikes by public employees; or

4. Is dismissed for cause.
(7) Payment for unused sick leave:

(@)  The only conditions under which an employee shall be paid for
unused sick leave credits are when the employee:



1. Has compieted 10 or more years of creditable state
service; and

2. Has not been found guilty or has not admitted to being
guilty of any disqualifying act as defined in this Section.

3. Separates from state government because of retirement
for other than disability reasons, termination or death. In the case of death, payment for
accrued unused sick leave credits shall be made to the employee's beneficiary, estate, or
as otherwise provided by law.

(b)  An employee who is eligible for payment for unused sick leave
credits shall be compensated at the employee's current regular hourly base rate of pay for:
' 1. One-eighth (1/8) of all unused sick leave credits accrued
prior to October 1, 1973; plus

2. One-fourth (1/4) of all unused sick leave credits accrued
after October 1, 1973, provided the one-fourth (1/4) of the unused leave credits does not
exceed 480 hours. In no case shall such leave in excess of 4 80 hours be paid for.

(c)  All such payments for unused sick leave credits shall be made
tump sum and the employee shall not be carried on the CCR's payroll beyond the last
official day of employment.

(d)  The payments made pursuant to this section shalf not be
considered as salary payments and shall not be used in determining the average final
compensation of an employee in a state administered retirement system.

4,08 Disability Leave.

(1) Disability Leave with Pay:

(a) An employee who sustains a job-connected disability that is
compensable under the Worker's Compensation Law shall be carried in full pay status for a
period not to exceed the 7 calendar days immediately following the injury for a maximum of
40 work hours if taken intermittently without being required o use accrued leave credits. If
the employee receives Worker's Compensation benefits for this period of leave with pay,
the employee shall reimburse the Office of the CCR the amount of the benefits, Such
reimbursement shall not include payments for medical, surgical, hospital, nursing, or
related expenses, or lump-sum or scheduled payments of disability losses.



(b) if, as a result of the job-connected injury the employee is unable to
resume work at the end of the period provided in paragraph (a) of this subsection:

1. The employee may elect to use accrued sick,
compensatory, or annual leave in an amount necessary to receive salary payment that will
increase the Worker's Compensation payments to the total salary being received prior to
the occurrence of the disability. In no case shall the employee's salary and Worker's
Compensation benefits exceed the amount of the employee's regular salary payments.

2. if the employee elects not to use accrued leave or after
the employee has exhausted all earned leave in accordance with paragraph 1, above, the
employee shall revert to normal Worker's Compensation benefits.

(2) Compulsory Disability Leave:

(@)  The Capital Collateral Representative (CCR) believing that an
employee is unable to perform assigned duties due to illness or injury, may require the
employee fo submit to a medical examination by a physician named and paid by the
agency. If the medical examination confirms that the employee is unable to perform
assigned duties, the Capital Collateral Representative (CCRY) shall place the employee on
compulsory disability leave, Refusal to submit to a medical examination is cause for
immediate termination.

(b)  Atthe time the Capital Collateral Representative (CCR)
determines that the employee is to be placed on compulsory disability leave, the
employee shall be notified in writing of the duration of the mandatory leave period and the
conditions under which the employee will be allowed to return to the position.

{(c)  The empioyee who is placed on compulsory disability leave
shall be required to use any earned leave credits prior to being placed on leave without
pay. If the employee does not have sufficient leave credits to cover the period of
compulsory disability leave, the Capital Collateral Representative (CCR) may place the
employee on leave without pay for a maximum of 30 calendar days.

(d) Ifthe employee is unable to return to work at the end of the
mandatory leave period, based on a current medical certification, or has refused to submit
to @ medical examination upon the request of the Capital Collateral Representative, the
Capital Collateral Representative may:

1. Approve an extension of the 30 days leave without pay; or



2. Upon written request by the employee, place the
employee on leave without pay; or

3. Request the employee's resignation for reasons of
inability to perform assigned duties; or

4, Dismiss the employee for cause based on inability to
perform assigned duties or refusal to submit to a medical examination.

4.09 Administrative L eave

(1)} Court:

(@)  Anemployee who is summoned as a member of a jury panel
shall be granted administrative leave with pay for all hours required for such duty not to
exceed the number of hours in the employee's normal workday: However, if the jury duty
does not require absence for the entire workday the employee shall return to duty
immediately upon release by the court. If the employee's court attendance does not
coincide with the employee's regular work schedule, the employee shall be granted
administrative leave based on the total hours served on jury duty, not to exceed the number
of hours in the employee's regular workday. Such leave shall be granted on the next
scheduled work shift following each day the employee is in court. Any jury fees shall be
retained by the employee. The Office of the CCR shall not reimburse the employee for
meals, lodging, and fravel expenses incurred while serving as a juror.

(b}  An employee subpoenaed as a witness in a court or an
administrative hearing, not involving personal litigation or service as a paid expert witness;
shall be granted administrative leave with pay, and any witness fees shall be retained by
the employee. The Office of the CCR shall not reimburse the employee for meals, lodging,
and travel expenses incurred while serving as a witness.

(c)  Anemployee subpoenaed in the line of duty to represent a state
agency as a witness or defendant shall not be granted administrative leave, and
appearance in such cases shall be considered a part of the employee's job assignment.
The employee shall be paid per diem and travel expenses and shall be required to turn
over to the Office of the CCR any fees received from Court.

(d}  Inno case shall administrative leave with pay be granted for
court attendance when an employee is engaged in personal litigation or service as a paid
expert witness; however, an employee may be granted annual leave in such cases with the
approval of the Capital Collateral Representative (CCR).



(2)  Meetings and conferences: In cases where it is deemed to be
beneficial fo the Office of the CCR, an employee may be granted leave with pay to attend
such meetings or conferences as may contribute to the effectiveness of the individual' s
employment.

(3)  Examinations: An employee may be granted Administrativ