
 

 

CIVIL SERVICE COMMISSION 

MEETING AGENDA 
Monday, April 20, 2026 at 4:45 PM 

Commission Chambers, 300 Municipal Drive, 

Madeira Beach, FL 33708 
 

This Meeting will be televised on Spectrum Channel 640 and YouTube Streamed on the City’s Website. 

 

1. CALL TO ORDER 

2. ROLL CALL 

3. PUBLIC COMMENT 

Public participation is encouraged. If you are addressing the Civil Service Commission, step to the 

podium and state your name and address for the record. Please limit your comments to three (3) 

minutes and do not include any topic on the agenda. Public comment on agenda items will be allowed 

when they come up. 

4. APPROVAL OF MINUTES 

A. December 2, 2025, Civil Service Commission Meeting Minutes 

5. HR REPORT 

6. NEW BUSINESS 

A. Employee Safety and Incident-Response Protocols 

B. Civil Service Commission Inquiries Regarding Personnel Policy Implementation and 

Compliance 

C. City of Madeira Beach Drug-Free Workplace Policy and Substance Abuse Prevention Program 

(revised 02-27-2007 through Res 07.06) 

D. City of Madeira Beach Safety and Accident Prevention Manual 

7. OLD BUSINESS 

A. Revisit - Exit Interview for Voluntary Resignations - Developing a standardized approach 

8. CIVIL SERVICE COMMISSION - PROGRESS REPORT 

A. 2025 - 2026 Progress Report 
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9. NEXT MEETING 

Next meeting is scheduled for Tuesday, June 23, 2026, at 4:00 p.m. 

10. ADJOURNMENT 

One or more Elected or Appointed Officials may be in attendance. 

Any person who decides to appeal any decision of the Civil Service Commission with respect to any matter 

considered at this meeting will need a record of the proceedings and for such purposes may need to ensure 

that a verbatim record of the proceedings is made, which record includes the testimony and evidence upon 

which the appeal is to be based. The law does not require the minutes to be transcribed verbatim; 

therefore, the applicant must make the necessary arrangements with a private reporter or private 

reporting firm and bear the resulting expense. In accordance with the Americans with Disability Act and 

F.S. 286.26; any person with a disability requiring reasonable accommodation to participate in this 

meeting should call City Clerk Clara VanBlargan at 727-391-9951, Ext. 231 or 232 for email a written 

request to cvanblargan@madeirabeachfl.gov.  

2



 

 

December 2, 2025, Civil Service Commission Meeting Minutes    Page 1 of 5 

 

MINUTES 
 

CIVIL SERVICE COMMISSION 
MEETING 

DECEMBER 2, 2025 
4:00 P.M. 

 
 
The City of Madeira Beach Civil Service Commission meeting was scheduled for 4:00 p.m. on 
December 2, 2025, in the Patricia Shontz Commission Chambers at City Hall, located at 300 
Municipal Drive, Madeira Beach, Florida.  
 

MEMBERS PRESENT:  Jerry Cantrell, Chair/Commissioner 
   Judithanne McLauchlan, Vice Chair/Commissioner 
   Scott Haufe, Commissioner    
   Paul Tilka, Commissioner 
   James “Jim” Paul, Commissioner 
   Clara VanBlargan, Ex-Officio Secretary 
 
MEMBERS ABSENT:   None 

        
    
CITY STAFF PRESENT:  Clint Belk, Acting City Manager 
   Megan Powers, Assistant to City Manager/HR Staff 

Attorney Rob Eschenfelder, Trask Daigneault, L.L.P.     
     
1. CALL TO ORDER 

 
Chair Jerry Cantrell called the meeting to order at 4:00 p.m. 
 
2. ROLL CALL 
 
City Clerk Clara VanBlargan called the roll. All were present. 
 
3. PUBLIC COMMENT 
 
There were no public comments.  
 
4. APPROVAL OF MINUTES 
 

A. 08-05-2025, Civil Service Commission Meeting Minutes  
B. 10-14-2025, Civil Service Commission Meeting Minutes 

 
Commissioner Tilka motioned to approve the Civil Service Commission Meeting Minutes as 
written, seconded by Commissioner Paul. The motion carried 5-0. 
 
5. HR REPORT 
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Ms. Powers presented the HR report, noting several open positions, including: 
 

● Building Official (working with a recruitment firm but focusing on city manager first) 
● Engineer I (replacement for an employee promoted to Community Development Director) 
● Sanitation Worker (in final hiring stages, expected to start within two weeks) 
● Recreation Leader I (replacement for employee who left for school) 
● Building Compliance Supervisor (new position) 
● Stormwater Grounds Maintenance (replacement needed as the previous hire did not work 

out) 
 

Ms. Powers reported that both the HR Director and Communications Manager positions would be 
evaluated after the new city manager is hired. 
 
Recent hires included a Senior Planner recruited from Treasure Island with barrier island 
experience, and an internal promotion of a Recreation Leader II. 
 
Current HR projects include: 
 

● City manager recruitment 
● Creating a list of projects for the new HR Director 
● Scheduling sexual harassment training for all employees in January 
● Monthly cybersecurity training for state compliance 
● Researching leadership training options (found free training through Vector Solutions but 

exploring paid options as well) 
 
6. NEW BUSINESS  
 

A. Appointment of Chair 
 
Chair Cantrell expressed willingness to serve another term as Chair but stated he was open to other 
commissioners serving if interested. 
 
Vice Chair McLaughlin motioned to appoint Jerry Cantrell to serve another year as Chair, 
seconded by Commissioner Haufe. The motion carried 5-0. 
 
Chair Cantrell thanked the commission for their continued trust. 
 

B. Appointment of Vice Chair 
 
Chair Cantrell asked if anyone wished to volunteer for the Vice Chair position before making a 
nomination. 
 
Commissioner Paul inquired about the responsibilities of Vice Chair. Chair Cantrell explained that 
the Vice Chair leads the group in the Chair's absence and would become Chair if the current Chair 
resigned, though he noted there was no risk of his resignation. 
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Commissioner Tilka motioned to appoint Commissioner Paul as Vice Chair, seconded by 
Commissioner McLaughlin. The motion carried 5-0. 
 

C. Establishing 2026 Quarterly Meeting Schedule 
 
The commission discussed the 2026 meeting schedule, aiming to schedule quarterly meetings at 
4:00 PM. 
 
After checking the calendar and discussing potential conflicts with school breaks, elections, Board 
of Commissioners meetings, Planning Commission meetings, and holidays, the Commission 
established the following schedule: 
 

● Tuesday, March 24, 2026 at 4:00 PM 
● Tuesday, June 23, 2026 at 4:00 PM  
● Tuesday, September 22, 2026 at 4:00 PM 
● Tuesday, December 1, 2026 at 4:00 PM (tentative - to be revisited at the September meeting 

due to proximity to Thanksgiving) 
 

D. Exit Interview for Voluntary Resignations 
 
The Commission reviewed exit interview forms for voluntary resignations. Acting City Manager 
Belk explained that the Fire Department created an internal form to gather feedback from departing 
employees, primarily to understand why people were leaving and identify areas for improvement. 
He noted that salary had been a common reason for departures, but the department had improved 
its compensation compared to other departments in Pinellas County. 
 
Commissioner Haufe shared his experience that most people do not complete exit interviews 
unless they are leaving on good terms and suggested that anonymous annual surveys might be 
more effective for gathering candid feedback. The commission agreed to revisit this topic at the 
March meeting, potentially involving the new HR Director in developing a standardized approach. 
 

E. New Job Description Format by Gehring Group 
 
The Commission reviewed the new job description format developed by the Gehring Group. Ms. 
Powers explained that the Gehring Group did not provide a specific format for job descriptions but 
rather provided content based on survey responses from staff. The formatted job descriptions 
would be entered into Paycom and made ADA compliant on the city's website. 
 
During the discussion, several commissioners expressed concern about the length of the job 
descriptions (3-4 pages). City Attorney Eschenfelder explained that the detailed descriptions were 
necessary for government positions, particularly to identify essential functions for Americans with 
Disabilities Act compliance. 
 
The Commission made several recommendations: 
 

● Include FLSA status (exempt/non-exempt) on all job descriptions 
● Keep salary ranges on descriptions, ensuring they are updated when posted 
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● Consider adding language to application forms confirming applicants have reviewed job 
descriptions 

● Print job descriptions for personnel files with revision dates clearly marked 
 

F. Salary Recommendation – Board of Commissioners  
 
City Attorney Eschenfelder advised that this topic was outside the jurisdiction of the Civil Service 
Commission. He noted that, under the city charter, the Commission sets its own salaries by 
ordinance, and that the Civil Service Commission's duties extend only to classified city positions, 
not to elected officials. 
 
Chair Cantrell, who had placed the item on the agenda, acknowledged the potential conflict of 
interest of being married to a sitting commissioner and agreed to address any salary concerns as a 
private citizen at a future Board of Commissioners meeting. 
 
7. OLD BUSINESS  
 
The commission briefly reviewed three items from the October meeting: 
 

● HR Director position - covered in the HR report by Ms. Powers 
● Pay grades - covered in the job description discussion 
● Legal advice for employees moving to exempt status 

 
Regarding the third item, Acting City Manager Belk explained that before the FY 2026 budget 
approval, the Gehring Group had recommended moving several employees from non-exempt to 
exempt status. After review with the City Attorney, only three positions: Marina Manager, Parking 
Supervisor, and Fire Marshal were moved to exempt status as they met all the required criteria 
under the Fair Labor Standards Act. The remaining positions would be reviewed for consideration 
in next year's budget. 
 
8. CIVIL SERVICE COMMISSION – 2025 PROGRESS REPORT 

 
A. 2025 Progress Report 

 
City Clerk VanBlargan presented the 2025 Progress Report, which included: 
Future items scheduled for discussion: 
 

● Employee satisfaction surveys 
● Offer letter standardization 
● Employee appeal form 
● Madeira Beach safety manual 
● Department policies (ongoing – to be added to the March 2026 meeting agenda) 

 
Completed items for the year: 
 

● New employee personnel handbook (adopted on 4/2/2025) 
● Civil Service Commission rules update (adopted on 4/2/2025) 

6

Item 4A.



 

 

December 2, 2025, Civil Service Commission Meeting Minutes    Page 5 of 5 

 

● Special Magistrate ordinance regarding grievance hearings (adopted on 4/2/2025) 
 
City Attorney Eschenfelder provided an overview of the Special Magistrate ordinance, explaining 
that for post-termination hearings, the city would contract with qualified attorneys to serve as 
hearing officers. If an employee is terminated and appeals, the magistrate would oversee a quasi-
judicial hearing with authority to issue oaths and summon witnesses. The magistrate would issue 
a recommended order that becomes final after 10 days unless appealed to the Civil Service 
Commission, which could then review and recommend changes to the conclusions of law, with 
final action taken by the city manager. 
 
The Commission agreed to add a discussion item to the March meeting regarding how to fulfill 
their charter-mandated duty to monitor personnel policy implementation and compliance. 
 
9. NEXT MEETING 
 
The next Civil Service Commission was scheduled for Tuesday, March 24, 2026 at 4:00 PM. 
 
10. ADJOURNMENT 
 
Before adjourning, the Commissioners introduced themselves for the benefit of new 
Commissioner Haufe. Each shared their backgrounds and connections to Madeira Beach. 
 
Chair Cantrell adjourned the meeting at 5:03 PM.  
 
 

______________________________ 
ATTEST:       Jerry Cantrell, Chair 
 
 
______________________________________________ 
Clara VanBlargan, City Clerk/Secretary Ex-Officio 
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Jerry Cantrell 

Civil Service Commission, Chair  

City of Madeira Beach  

300 Municipal Drive  

Madeira Beach, FL 33708 

 

March 19, 2026 

 

Chief Clint Belk 

Acting City Manager  

City of Madeira Beach  

300 Municipal Drive  

Madeira Beach, FL 33708 

 

Subject: Urgent Need to Strengthen Employee Safety and Incident-Response 

Protocols 

Dear Chief Belk, 

I am writing to formally express concern regarding recent incidents involving 

harassment and physical contact directed at City employees, and to recommend 

immediate improvements to the City’s incident-response procedures. These issues 

implicate both the City’s own Personnel Policy and several provisions of Florida law that 

protect public employees. 

The City of Madeira Beach Personnel Policy, Rules, and Procedures Manual, adopted 

by Ordinance 25-01 and effective April 6, 2025, includes a General Policy Statement 

and an Equal Employment Opportunity (EEO) section that prohibit harassment and 

discrimination in the workplace. These provisions obligate the City to maintain a work 

environment free from intimidation, hostile conduct, or any form of harassment directed 

at employees. 

Florida law further reinforces these obligations. The Florida Civil Rights Act (FCRA), 

§§760.01–760.11, prohibits workplace harassment and hostile work environments within 

public-sector employment. Additionally, §784.07, Florida Statutes, enhances penalties 

for assault or battery committed against public employees engaged in lawful duties. 

Related statutes—including §877.03 (disorderly conduct) and §843.02 (obstruction of 

public officers)—also apply to conduct that threatens or interferes with employees 

performing their responsibilities. 

Two recent incidents highlight the need for a more consistent and assertive response 

protocol. In one case, a City employee reported harassment by a group of teenagers, 

but the responding deputy issued only a warning and did not document the complaint. In 
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another, a member of the public physically chest-bumped a City employee while the 

employee was performing their duties. Both incidents fall squarely within the conduct 

prohibited by City policy and Florida law. Failure to document or escalate such events 

exposes the City to unnecessary liability and undermines employee safety. 

To ensure compliance with our legal obligations and to protect City staff, I respectfully 

recommend the following actions and will bring this information forward to the Civil 

Service Commission at its next regularly planned meeting: 

 Establish a mandatory reporting and documentation protocol for all incidents 

involving harassment, threats, or physical contact directed at City employees. 

 Coordinate with the Pinellas County Sheriff’s Office to ensure deputies 

understand the City’s expectations regarding documentation of incidents 

involving municipal staff. 

 Provide refresher training to supervisors and department heads on the City’s 

anti-harassment obligations and escalation procedures. 

 Communicate to all employees that the City will enforce a zero-tolerance 

approach to harassment and assault, consistent with the Personnel Policy and 

Florida statutes. 

The City has both a legal and ethical responsibility to provide a safe working 

environment. Strengthening our response protocols will help ensure compliance with 

state law, reduce liability exposure, and reinforce the City’s commitment to protecting its 

employees. 

Thank you for your attention to this matter. I am available to discuss these 

recommendations further at your convenience. 

Sincerely,  

 
Jerry Cantrell 

Civil Service Commission, Chair 
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Reviewed:           02-14-11

CITY OF MADEIRA BEACH 

DRUG-FREE WORKPLACE POLICY 

AND 

SUBSTANCE ABUSE PREVENTION PROGRAM 

City of Madeira Beach, Florida 
300 Municipal Drive 
Madeira Beach, Florida 33708 
727-391-9951 

Prepared: 98-08-06 

Implemented: 99-01-05 

Revised: 07-02-27. through Resolution 07.06, with Personnel Policies and Procedures 
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DRUG-FREE WORKPLACE POLICY AND SUBSTANCE ABUSE PREVENTION PROGRAM 

TABLE OF CONTENTS 
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VI. Rights/Responsibilities of Employees .............................................................. 9 

VII. Testing ........................................................................................................... 10 

1.
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DRUG-FREE WORKPLACE POLICY AND SUBSTANCE ABUSE PREVENTION PROGRAM 

DRUG-FREE WORKPLACE POLICY 

AND 

SUBSTANCE ABUSE PREVENTION PROGRAM 

I. PURPOSE

The City of Madeira Beach believes the safety and health of its employees and the
public is of utmost importance. Employees are expected and required to report to
work on time and in appropriate mental and physical condition for work.

Drug and alcohol abuse results in increased absenteeism, tardiness and on-the-job
accidents as well as potential danger to fellow employees and the public. It also has
legal, economic, social, medical, and political consequence on our society as a
whole. Unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance, illegal drug or use of alcoholic beverages in the workplace is
prohibited. This policy is Implemented in compliance with the Workers'
Compensation Drug-Free Workplace, Section 440-102 Florida Statute (FS) and
Florida Administrative Code (FAC} Rules 38F-9.

II. POLICY

Employees of the City of Madeira Beach are to remain free from influence,
possession, or use of drugs, unless prescribed by a health care provider, or alcohol
in the workplace. The City understands that employees and applicants under a
physician's care may be required to use prescribed drugs. An employee who takes
any prescribed or over-the-counter drugs which impair his/her essential job functions
or which cause a direct threat to the health or safety of the employee or others in the
workplace, must advise his/her supervisor of such use before reporting to work
under such medication. The City will try to reasonably accommodate the employee.
Failure to report such use may result in disciplinary action. Additionally, reporting to
work or working while impaired under the influence of illegal drugs or alcohol or using
drugs in a manner other than prescribed or directed is prohibited.

A. Substance abuse testing program will include the following:

1. Pre-Employment: The City will conduct pre-employment drug screening.
The applicant will be given advance notice that drug testing will be
conducted.

2. Reasonable Suspicion: ff "reasonable suspicion" has been established
that an employee is under the influence of alcohol, an illegal drug, or a
controlled substance, the employee will be subject to a blood and/or urine
test. Form 5 'Supervisor's Checklist' must be substantiated by a second
supervisor.

3. Following on-the-job Accidents: Testing will be performed for on-the-job
accidents resulting in personal injury or property damage; NOTE:
employees may not use alcohol for eight (8) hours following an accident if
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DRUG-FREE WORKPLACE POLICY AND SUBSTANCE ABUSE PREVENTION PROGRAM 

a post-accident test is conducted, whichever comes first. 

4. Fitness for duty medical examinations.

5. Employees participating in a substance abuse rehabilitation (subject to
random testing for a period of two years).

B. Professional counseling assistance is provided through the City's Employee
Assistance Program (EAP) to help resolve problems that may impact work
performance or personal life. The program is strictly confidential. It is the
responsibility of each employee to seek assistance from the EAP or any
personally-selected counseling professional before drug abuse and/or alcohol
problems lead to disciplinary actions.

C. Employees who the Medical Review Officer determines to be in need of the
EAP, will have to undergo follow-up testing after rehabilitation for a minimum of
two (2) years.

Ill. DEFINITIONS 

Abuse of a Prescribed Drug: Use of any drug ordered by a physician in a manner 
not in compliance with the prescription. 

Alcohol: Ethyl alcohol (ethanol). References to use of a beverage, mixture or 
preparation containing ethyl alcohol or a derivative. 

Applicant: A person who has applied for a position with the City and has been 
offered employment conditioned upon successfully passing a drug test. 

Appointed Authority: The City's Drug-Free Workplace Coordinator, which is the 
Human Resource Manager. 

Confirmed Positive Test Result: A positive test result that has been confirmed by a 
second, independent, analytical procedure to identify the presence of a specific drug 
or metabolite which uses a different technique and chemical principle from that of the 
initial test in order to ensure reliability and accuracy. All confirmation tests will be 
according to "cut-off' levels provided in 38F-9, FAC, unless otherwise dictated by 
State or Federal regulation. 

Controlled Substances: Any mind altering and/or addictive substances included in 
the current provisions of the U.S. Government Controlled Substance Act of 1970, 
and any substance described in Schedules I through V of Chapter 893.03 of the FS 
entitled "Florida Comprehensive Drug Abuse Prevention and Control Act." 

Drug: Any controlled substances listed above examples of which may include, but 
not be limited to: alcohol, including a distilled spirit, wine, malt beverage, or an 
intoxicating liquor; an amphetamine; a canabinoid; cocaine; phencyclidine (PCP); a 
hallucinogen; methaqualone; an opiate; a barbiturate; a benzodiazepine; a synthetic 
narcotic; a designer drug or metabolic of any of the substances listed in this 
paragraph. 

City of Madeira Beach, FL 2 Revised 02/27/07 
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DRUG-FREE WORKPLACE POLICY AND SUBSTANCE ABUSE PREVENTION PROGRAM 

Employee Assistance Program (EAP): Established program capable of providing 
expert employee assessment of employee personal concerns, short-term counseling 
and referral services to employees for a wide range of drug, alcohol and mental 
health problems. Monitors the progress of employees while in treatment and the 
follow-up services for employees who participate in programs requiring monitoring 
after return to work. 

Illegal Drug: Any drug which is not legally obtained; a drug which may have been 
legally obtained but has not been used under the care and supervision of a physician 
or in the manner prescribed; use of a substance listed in§ 877.111 FS in a manner 
which may violate § 877 .111 FS. 

Medical Review Officer (MRO): Licensed physician, knowledgeable of substance 
abuse and disorders, laboratory testing procedures and chain of custody whose 
primary responsibility is to review and verify positive or confirmed positive test results 
obtained from the laboratory. 

Positive Alcohol Test: A blood or urine test that reveals a blood alcohol content of 
0.05 g/d 1 % or higher. 

Positive Drug Test: A blood or urine test that reveals the presence of an illegal drug 
at a specified level according to FAC Rule 38F-9.007 "cut-off' levels. 

Reasonable Suspicion Testing: Drug testing based on a belief that an employee is 
using or has used drugs in violation of the City's policy, drawn from specific, 
objective, and articulable facts and reasonable Inference drawn from those facts In 
light of experience. Among other things, such facts and inferences may be based 
on: 

Observable phenomena while at work, such as direct observation of drug use 
or the physical symptoms or manifestations of being under the influence of a 
drug. 

Abnormal conduct or erratic behavior while at work or a significant deterioration 
in work performance. 

A report of drug use, provided by a reliable and credible source. 

Evidence that an individual has tampered with a drug test during his or her 
employment with the City. 

Information that an employee has caused, contributed to, or been involved in an 
accident while at vvork. 

Evidence that an employee has used, possessed, sold, solicited, or transferred 
drugs while working or while on the City's premises or while operating the City's 
vehicle, machinery or equipment. 

Safety Sensitive Position: A position in which a drug impairment constitutes an 
immediate and direct threat to public health or safety, such as a position that 
requires the employee to perform life-threatening procedures; a position similar to 
state employment positions subject to security checks under FS § 110.1127; or a 
position in which a momentary lapse in attention could result in injury or death to 
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another person. 

Special Risk Position: A position that is required to be filled by a person who is 
certified under Chapter 633, Fire Protection. 

Specimen: Tissue, hair or a product of the human body capable of revealing the 
presence of drugs and/or alcohol or their metabolites as approved by United States 
Food and Drug Administration and the Agency for Health Care Administration. 

Substance Abuse: Inappropriate use of any drug, unless used as prescribed, and/or 
alcohol in such a manner a_s to jeopardize the individual's physical or mental health 
or impair judgment or motor function. A verified positive drug and/or alcohol test 
result is absolute evidence of substance abuse. 

Verified Positive Test Result: Positive or confirmed positive test results that the 
Medical Review Officer has reviewed and discussed with the individual tested. The 
Medical Review Officer may obtain all necessary information, including medication 
history, general medical history, physical examination findings, and other information 
necessary to verify the results as positive or negative for evidence of the presence of 
controlled or illegal drugs. The employee shall execute necessary paperwork for the 
Medical Review Officer to obtain said information. Failure to execute paperwork will 
result in a positive/confirmed positive test result. 

IV. PROCEDURES

A Types of Drug Testing

1. Applicants/New Hires: The City will conduct pre�employment drug
screening as a part of the employment selection process. A refusal to
take a drug test or a verified positive test result will preclude further
consideration for employment for one year from the date of the test. The
City shall provide notice of drug testing on all vacancy announcements.

2. Reasonable Suspicion Drug Testing: A supervisor who has witnessed any
questionable behavior shall consult with the employee to determine the
cause for the behavior, as defined under "reasonable suspicion testing" in
Section Ill. Similar consultations may be required by reports from other
employees or written correspondence from employees or citizens. A
second supervisor shall witness questionable behavior and review the
"Supervisors Checklist" (Form 5) and verify same.

Supervisor's Checklist. A supervisor who has witnessed any questionable
behavior shall complete the Supervisor's Checklist documenting the
behavior. This checklist should be completed prior to the testing but in no
case should it be completed later than three (3) days following the
observed behavior. If after the consultation, in the opinion of the
supervisor reasonable suspicion exists, the employee will be required to
sign the checklist and submit to a blood and/or urine test in accordance
with the Substance Abuse Testing Procedures. The supervisor shall
present the employee with a copy of the checklist upon request.-

City of Madeira Beach, FL 4 Revised 02/27/07 
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3. Accident/Injury Drug Testing: Employees who are injured on-the-job will
be asked to submit to a drug or alcohol test if the accident

a. Involves a motorized vehicle.

b. If the employee received treatment for any injury as a result of any
on-the-job accident.

c. The employee directly contributed to the injury of a fellow employee
or a member of the public.

Employees who are injured on-the-job and who refuse to take a drug test 
may be denied all workers' compensation benefits, both medical and 
indemnity benefits, as provided in the Florida Worker's Compensation Act 
and may be terminated from employment. An employee who is injured 
on-the-job and has a verified positive or confirmed positive drug test may 
also be disqualified from all worker's compensation medical and indemnity 
benefits. 

4. Follow-up Testing: If the employee in the course of employment enters an
employee assistance program for drug-related problems, or an alcohol
and drug rehabilitation program, the employee must submit to a drug test
as a follow-up to such program, at random for up to 2 years themafter.

5. Return-to-Duty Testing: No employee shall be allowed to return to work
until he/she presents a statement from a licensed medical doctor that the
employee has tested negative and is fit to return to full duty.

B. Notification/Employee & Applicant Rights

Employees who are requested to undergo a test of their blood and/or urine
shall be informed that they may request that the specimen be forwarded for
testing to another approved laboratory at the employee's expense if the first
test is positive. If this test provides a negative result, the City will bear the
expense of the employee's requested test and the results of both tests shall be
deemed negative. All laboratories shall be licensed and approved by the
Agency for Health Care Administration or certified by the U.S. Department of
Health and Human Services.

An employee or applicant who receives a positive or confirmed positive drug
test result may contest or explain the result to the MRO within 5 working days of
the MRO receiving written notification of the test result. If the employee's or
applicant's explanation or challenge is unsatisfactory to the MRO, the MRO
shall report the positive test result to the City. If any employee or applicant
tests results are verified "positive or confirmed positive", the employee or
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applicant will be notified in writing within or up to five (5) working days from 
receipt of test results from the MRO as well as the consequences of the test 
result and options of appeal available to the employee. The employee or 
applicant may contest or explain the results to the City within five (5) working 
days of receipt of notice of the positive test result. If an applicant or employee's 
explanation or challenge is unsatisfactory to the City, the City will send back a 
written note explaining why the explanation was unsatisfactory, along with the 
positive report. The person may contest the test result as provided in 38F-
9.009, FAC. Any employee who tests verified positive for the presence of 
alcohol or drugs may request a meeting with the supervisor and the Human 
Resource Officer to explain the presence of the alcohol or drugs, and present 
relevant testimony or documentary evidence. Within 180 days from receipt of 
test results, the employee or applicant will have the right to have the specimen 
retested at the applicant's or employee's expense, at a laboratory licensed and 
approved by the Agency for Health Care Administration or a laboratory certified 
by the U.S. Department of Health and Human Services. 

The employee or job applicant is responsible to notify the laboratory of any 
administrative or civil actions brought pursuant to Ch. 440 FS. Employees or 
job applicants have a right to consult the MRO for technical information 
regarding prescription and non-prescription medication. Employees may have 
appeal rights under the Personnel Policies and Procedures for discipline 
relating to drug or alcohol use. 

Employees who are employed under a collective bargaining agreement should 
check the agreement for additional rights in that regard as well. 

C. Transportation/Identification

1 . Applicants/New Hires: Applicants will be responsible for providing their own
transportation to the designated drug testing facility. 

2. Other testing: If a supervisor or manager believes the employee to be
under the influence of drugs or alcohol or to have consumed drugs or
alcohol on City premises, or there is reasonable suspicion of any
impairment, the employee shall be taken by an appointed representative of
the appointed authority to the designated laboratory for substance abuse
testing and thereafter suitable arrangements for transportation home will
be made. An employee will be told not to drive home. If the employee
insists on driving, the employee shall be told that the police will be notified
or called in to assist in the escort of the employee from the premises. After
normal laboratory hours, the employee shall be taken to another
designated collection site. The collection site person shall require, for
identification purposes, that the employee being tested present a photo ID.
If the employee does not have proper photo identification, the collection
site person shall contact the designated agency authority who can
positively attest to the identity of the employee. If the employee cannot be
properly identified, the collection site person shall not proceed with the
collection.

City of Madeira Beach, FL 6 Revised 02/27 /07 
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D. Confidentiality

The results of the test will be treated as confidential and exempt from the Public
Records Act to the degree permitted by FS §119.07(1) and §440.102(8). All
information, interviews, reports, statements, memoranda, drug test results,
written or otherwise received by the City as part of this drug testing program,
are confidential communications unless authorized by State law, rules or
regulations. The City will not release such information without written consent
form signed voluntarily by the person tested in compliance with Rule 38F-9.012,
FAC.

E. Return to Work/Leave

Section IV (Procedures), A (Types of Drug Testing), Item 5. (Return-to­
Duty Testing), states: "No employee shall be allowed to return to work until
he/she presents a statement from a licensed medical doctor that the employee
has tested negative and is fit to return to full duty."

The employee will not be allowed to return to work until all test results are
received from the Medical Review Officer (MRO). During this time, the
employee will be on administrative leave of absence, but must remain
reasonably available for contact. If the employee tests negative, he/she can
return to work according to schedule. Any annual leave or sick leave used to 
pay for the administrative leave of absence is subject to reinstatement if the
employee has a verified negative or confirmed negative test result.

If the employee tests verified positive and does not hold a safety sensitive or a
special risk position and the positive test is the only basis for discipline, the
employee will be allowed to return to work provided the employee enters the
City's Employee Assistance Program at his/her expense and completes
required rehabilitation successfully with follow-up testing for up to two (2) years.

No employee shall be allowed to return to work until he/she presents a
statement from a licensed medical doctor that the employee has tested
negative and is fit to return to full duty. The City shall test as frequently as it
deems appropriate to responsibly monitor the employee's status during this
period without any necessity for reasonable suspicion. Disciplinary action,
suspension, or termination may still be warranted if the employee committed
misconduct in addition to having a positive drug test.

If the employee holds a safety sensitive position and enters an employee
assistance program or drug rehabilitation program, the City shall assign the
employee to a position other than a safety sensitive position or, if such position
is not available, the employee will be placed on leave while the employee is
participating in the program. The employee shall be permitted to use any
accumulated sick and/or annual leave credits before leave may be ordered
without pay. If an employee is in a safety sensitive position, and tests verified
positive while in rehabilitation or the EAP, or is a second time offender, the
employee shall be t�rminated immediately.
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An employee who is employed in a special-risk position may be discharged or 
disciplined for the first verified positive test result if the drug confirmed is an 
illicit drug under §893.03 or §877.111 FS. A special-risk employee who is 
participating in an employee assistance program or drug rehabilitation program 
may not be allowed to continue to work in any special-risk or safety-sensitive 
position but may be assigned to a position other than a safety-sensitive position 
or placed on leave while the employee is participating in the program. 
However, the employee shall be permitted to use any accumulated sick and/or 
annual leave before leave may be ordered without pay. 

F. Disciplinary Action

Acts of misconduct committed while under the influence of drugs or alcohol will
subject the employee to disciplinary action including discharge. Employees
who refuse to take a test under the provisions stated above shall be subject to
disciplinary action up to and including discharge. Absent grounds for discipline,
employees not holding a safety sensitive position or special risk position who
submit to a test shall not normally be subject to discharge the first time they are
found in violation provided they enroll in the Employee Assistance Program
offered by the City. Employees who are found to be in violation of this policy a
second time or who refuse to be properly tested shall be terminated. The
supervisor, with the approval of the department head, may indefinitely reclassify
or demote affected employees if it is deemed appropriate to prevent the
employee from working in a position that could result in harm to the employee,
fellow employees, or members of the public.

G. Employee Assistance Program

Through the Employee Assistance Program, the City provides appropriate
assessment, referral to treatment, and treatment of drug and alcohol abuse
(subject to the provisions of the insurance plan). Such employees may be
granted leave of absence with the provision that return to work is conditional
upon the successful completion of the agreed treatment regimen which includes
an aftercare program.

V. PROHIBITIONS

The City of Madeira Beach Drug-Free Workplace Policy prohibits the following:

A. Illegal or unauthorized use, possession, manufacture or distribution of drugs or
alcohol on City premises, on City time, or in City supplied vehicles or the use of
such vehicles or other real or personal City property to facilitate such activities.

B. Illegal or unauthorized use, possession, manufacture, distribution of drugs or
alcohol off City property during working hours.

C. Testing verified positive for alcohol or drugs a second time under the provisions
of this policy.
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D. Consumption of alcohol or illegal or unauthorized use of drugs during breaks or
lunch.

E. Consumption of alcohol or illegal or unauthorized use of drugs off-duty while
wearing a City uniform with City insignia.

F. Refusing to consentto alcohol or drug testing when requested by management
when reasonable suspicion is established.

G. Refusing to sign a statement agreeing to abide by the City's Drug-Free
Workplace Policy.

Violations of these prohibitions may result in disciplinary action, up to and 
including termination. 

VI. RIGHTS/RESPONSIBILITIES OF EMPLOYEES

A. All employees will be provided a copy of the Drug-Free Workplace Policy and
sign a receipt form.

B. Information about the benefits of the City's Employee Assistance Program
services is available from the Human Resource Manager.

C. Current employees have been provided with a 60-day notice prior to the initial
implementation of the Drug-Free Workplace Policy and will be provided a 30-
day notice of any changes.

D. An employee or applicant who receives a positive or confirmed positive drug
test result may contest or explain the result to the MRO within 5 working days of
the MRO receiving written notification of the test results. If the employee's or
applicant's explanation or challenge is unsatisfactory to the MRO, the MRO
shall report a positive test result to the City. If there is a ''Verified Positive Test
Result," the employee or applicant may contest or explain a verified positive
test resultto the City within five (5) working days after written notification of the
result. If the explanation is unsatisfactory, the City must provide a written
explanation to the employee or applicant explaining why the explanation was
unsatisfactory along with a report of the verified positive or confirmed positive
drug test from the MRO. The tested individual may contest the drug test result
pursuant to the 38F-9 FAC.

E. The employee or job applicant will be given an opportunity, both before and
after the test to confidentially report the use of prescription or non-prescription
drugs that may alter or affect a drug test or by reporting the same to the MRO
on the Employee/Applicant Drug Use Information Form or to discuss with the
MRO the effect of such substances by calling the MRO.

F. A copy of all test results will be given to the employee upon request and the
original will be kept confidential to the degree permitted by law and retained in
Human Resources.
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G. The City will provide an annual education workshop and new hire orientation for
employees of the Drug-Free Workplace Policy to assist employees in
identifying personal and emotional problems which may result in the misuse of
alcohol or drugs and also the legal, social, physical and emotional
consequences of misuse of alcohol or drugs.

H. An employee may have the right to appeal any disciplinary decisions resulting
from a verified positive drug or alcohol test in accordance with the City's
Personnel Policy. Further if the employee is employed under a collective
bargaining contract, the employee may have the right to appeal under that
document.

I. An employee with a positive test may contest the result pursuant to § 440.102,
FS or FAC 38-F9.

VII. TESTING

A. The laboratory for alcohol or drug testing must be licensed and approved by the
Agency for Health Care Administration or certified by the U.S. Department of
Health and Human Services. The collection site must have a written chain of
custody procedure for sample collection and testing which will eliminate the
possibility of tampering and will verify the identity of each sample and test
result.

B. An employee injured at the workplace and required to be tested shall be taken
to a medical facility for immediate treatment of the injury. If the employee is not
at a designated collection site, the employee shall be transported to one as
soon as it is medically feasible and specimens shall be obtained. If it is not
medically feasible to move the injured employee, specimens will be obtained at
the treating facility under the procedures set forth in this policy and transported
to an approved testing laboratory. No specimens for chemical testing will be
taken prior to the administration of emergency medical care. Once this
condition has been satisfied, and injured employee must release to the City the
results of any tests conducted for the purpose of showing the presence of
alcohol or drugs.

C. The initial testing shall use an immunoassay which meets the requirements of
the Food and Drug Administration for commercial distribution. All drug tests will
be confirmed by the use of a gas chromatography/mass spectrometry test or an
equivalent scientifically accepted method which provides quantitative data
about the detected drug. The employee's blood or urine will be deemed
positive if the presence of one of the following illegal or prohibited substances
is detected:

Alcohol. All liquids containing ethyl alcohol (ethanol). Please read the 
label for alcohol content. As an example, Vick's NyQuil is 25% (50 Proof) 
ethyl alcohol, Comtrex is 20% (40 Proof), Contact Severe Cold Formula 
Night Strength is 25% (50 proof) and Listerine is 26.9% (54 Proof). 
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Amphetamines: Obetrol, Biphetamine, Desoxyn, Dexedrine, Didrex, 
Delcobese, Mediatric (uppers). 

Canabinoids: Marinol (Dronabinol), marijuana (pot, Acapulco Gold, grass, 
reefer, joint, weed), Tetrahydrocannabinol (THC), Hashish (hash), Hashish 
Oil. 

Cocaine: Cocaine HCI topical solution (Roxanne), coke, flake, snow, 
crack, nose candy. 

Phencyclidine: Not legal by prescription; PCP, angel dust, hog. 

Methaqualone: Not legal by prescription; Quaalude. 

Opiates: Paregoric, Dover's Powders, Opium, Parepectolin, Donnagel PG, 
Morphine, Pectoral Syrup, Tylenol with Codeine, Empirin Compound with 
Codeine, APAP with Codeine, Aspirin with Codeine, Robitussin AC, 
Guiatuss AC, Novahistine DH, Novahistine Expectorant, Dilaudid 
(Hydromorphone), M-S Contin and Roxanol (morphine sulfate), Percodan, 
Vicodin, etc. 

Barbiturates: Phenobarbital, Tuinal, Amytal, Nembutal, Seconal, Lotusate, 
Fiorinal, Fiorcet, Esgic, Butisol, Mebaral, Butabarbital, Butabital, Phrenilin, 
Triad, etc. 

Benzodiazephines: Ativan, Azene, Clonopin, Dalmane, Diazepam, 
Librium, Xanax, Serax, Traxene, Valium, Verstran, Halcion, Paxipam, 
Restoril, Centrax. 

Methadone: Dolophine, Methadone, Methadose. 

Propoxyphene: Darvocet, Darvon N, Dalene, etc. 

Other Narcotics: Heroin, Hydrocodone, Hydromorphone, Oxycodone, 
LAAM, Fentanyl, Percocet, Tylox, Darvon, Buprenorphine, Meperdine 
(Pethidine), Demerol, Rohpnol. 

Other Depressants: Chloral Hydrate, Glutethimide, Equanil, Miltown, 
Noludar, Placidyl, Valmid. 

Other Stimulants: Amphetamine, Methamphetamine, Methylphenidate, 
Adipex, Didrex, lonamin, Melfiat, Plegine, Captagon, Sanorex, Tenuate, 
Tepanil, Prelu-2, Preludin. 

OtherHailucinogens: LSD, Mescaline, Peyote, Bufotenine, lbogaine, DMT, 
DET, Psilocybin, Psilocyn. 

If circumstances warrant, substances other than those listed above which 
induce a condition of intoxication or which impair or disturb the auditory, 
visual or mental processes, may be tested for. 

City of Madeira Beach, FL 11 Revised 02/27/07 24

Item 6C.



DRUG-FREE WORKPLACE POLICY AND SUBSTANCE ABUSE PREVENTION PROGRAM 

All confirmation tests will be according to 38F-9.007, FAC "cut-off' levels 
for positive confirmation testing, unless otherwise dictated by State and/or 
Federal Regulation, as amended. 

D. A list of the most common drugs or medications by brand or common name, as
well as chemical names which may alter or affect a drug test available at the
collection site.

E. The testing facility will ensure that any positive sample is preserved in condition
that will permit accurate re-testing within 180 days from the time the employee
receives the results of the test.

F. A verbal report from an MRO of a verified positive or confirmed positive test
result shall be followed by a written report
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As a fact of life, many individuals take prescription medications to treat 
episodic or ongoing medical or psychological conditions. It may be medically 
necessary for an employee to take the medication or treatment before or 
during work. Unfortunately, some medications may have side effects that could 
affect one’s cognitive or physical abilities and overall fitness for duty. As a result, 
this impairment may conflict with the employer’s efforts to maintain a safe and 
healthful place of work.

Consider the following:

	• �The Americans with Disabilities Act, Family and Medical Leave Act, and 
other employment laws require privacy with respect to employees taking 
or being under the influence of prescription medication while in the 
workplace. 

As a matter of practice, an employee should not be required to tell his or 
her supervisor of the specific medications being taken. Rather, employers 
should require that an employee be able to safely perform the functions of 
the job with or without prescription medication. When there is a question 
whether the employee can safely perform the work, be careful not to 
assume that the cause is the prescription medication.  Instead, gather 
the medical facts from the employee’s doctor.  If available, a medical 
representative of the company should confidentially discuss the situation 
with the physician. The supervisor or human resources representative 
should not be involved in determining an employee’s medical condition or 
fitness for duty. 

	• �If an employee is on medication, he must use it in accordance with the 
doctor’s order and must have consulted with the doctor to ensure that 
he can work safety. Only prescriptions issued in the employee’s name and 
stored in the original container should be permitted on the premises.

	• �Employees who require time away from work or who need extended 
break periods for the purpose of taking medication or receiving treatment 
should consult the Human Resources Department. The employee may be 
eligible for an intermittent leave of absence or disability accommodation. 

To communicate the expectations 
of employees with regard to 
prescription drug use in the 
workplace, employers should 
include a drug and alcohol policy 
in their employee handbooks and 
policy manuals and address the 
topic at new hire orientation. 

Drug and alcohol policies and 
practices should be consistent 
with federal and state disability 
and privacy laws and respect each 
individual’s legal rights. 

Employee Use of 
Prescription Medication 
in the Workplace
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The fact that an employee has 
a physical or mental condition 
that requires medical supervision 
does not, in itself, preclude him 
from enjoying all the employment 
rights offered to other employees. 
However, a company does have 
the right to establish and maintain 
minimum standards of conduct 
and to enforce those consistently 
among all employees. A company 
also has an obligation to provide 
a safe work environment for its 
employees. It is essential that each 
situation be reviewed individually 
with respect to employee rights, 
safety, applicable federal and 
state laws, and general employer 
standards.

Supervisors and employees should be instructed to notify Human 
Resources when tardiness, absenteeism, or extended time away from 
work is necessary due to a medical condition or the treatment of such a 
condition.

	• �Employers have a right to subject an employee to drug and/or alcohol 
testing consistent with the company’s established policy for all 
employees. If it is determined by a certified medical provider that the 
employee’s use of certain prescription medications may pose a safety risk, 
the company may have the option—or obligation—to deny employment, 
transfer the individual to a less safety-sensitive position, or even terminate 
the employment relationship. Each situation should be reviewed on a 
case-by-case basis, which may include the opinions of medical providers 
representing both the employee and the employer.

	• �If an employee voluntarily chooses to notify the supervisor of the use of 
prescription medication, it is the supervisor’s responsibility to keep that 
information confidential and only share it on a need-to-know basis. Other 
than in an emergency situation, this information may only be shared 
with the consent of the employee. An employer may not discriminate 
in any employment decision, knowingly or inadvertently, based on an 
employee’s medical condition or use of prescription medication unless 
it is directly relevant to the employee’s ability to perform the essential 
functions of the job or poses a safety risk to the individual or others.

This sample document is only an example and is based on the laws in effect at the 
time it was written. MRA-The Management Association, Inc. does not make any 
representations or warranties regarding the appropriateness or prudence of using 
this information for any particular individual or situation. Your company should add, 
delete, or modify the content of this document as needed to suit your purposes. This 
material is for your information only and should not be construed as legal advice. In 
some circumstances it may be advisable to have legal counsel review final documents 
prior to implementation. © MRA – The Management Association, Inc. 

MRA’s HR Hotline can help you!

866-HR-Hotline | 866.474.6854

InfoNow@mranet.org

mranet.org/24-7/hr-hotline
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www.mranet.org 800.488.4845

MRA helps you create powerful teams and a safe,  
successful workplace with talent, tools, and training.

Minnesota Illinois Iowa

HR  
SERVICES

LEARNING &  
ORGANIZATION 
DEVELOPMENT

TALENT  
MANAGEMENT

TOTAL  
REWARDS

As one of the largest nonprofit 
employer associations in the nation, MRA:

Serves 4,000 employers
covering one million 

employees worldwide. 

200 HR experts 
with more than 2,000 years of 

collective knowledge, experience 
and expertise.

Holds more than
2,000 Training 

events annually.

Offers more than
1,000 HR Guides 

templates, toolkits, and more.

MRA is Your TotalHR® Resource.
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AN EMPLOYER’S GUIDE TO A DRUG-FREE WORKPLACE 
 

This information and resource guide is comprised primarily of materials 
abstracted from a number of different sources.  
 
This guide is to be used as an overview of a drug-free workplace program, and 
is being offered as an informational tool only, with the understanding that it is 
not official language of the Florida Statutes.  
 
It is not intended to replace the original source publications. Information 
presented in this publication does not necessarily reflect the opinions or 
policies of the State of Florida, Department of Financial Services, Division of 
Workers’ Compensation. 

 

 

 

 

 

 

 

 

 

 

Revised September 2020 

      STATE OF FLORIDA 
DIVISION OF WORKERS' COMPENSATION 

Customer Service Center 
200 East Gaines Street 

Tallahassee, Florida 32399-4227 
      Telephone #:(850) 413-1601 

        FAX #:(850) 921-2572 
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I. INTRODUCTION 
 
In 1990, legislation was enacted that created the Florida Drug-Free Workplace 
Program. The intent was to “promote drug-free workplaces in Florida, in order that 
employers (would) be afforded the opportunity to maximize their levels of 
productivity, enhance their competitive positions in the marketplace, and reach their 
desired levels of success without experiencing the costs, delays, and tragedies 
associated with work-related accidents resulting from drug abuse by employees.”  
 
This legislation provides standardized criteria for employers and the worker’s rights 
by ensuring consistent, accurate and reliable test results. The success of a drug-free 
workplace program largely depends upon the commitment of management and labor 
to actively contribute to and support the implementation of the program. By using the 
guidelines set forth in the Workers’ Compensation Law, the workplace will be a safer 
place. Safer workplaces may mean fewer accidents, and fewer accidents mean 
lower workers’ compensation costs for the employer. 
 
For questions, comments, or suggestions concerning the contents of this brochure, 
you may contact the Division of Workers’ Compensation, Customer Service Center 
at (850) 413-1601 or (850) 921-6966. 
 
Incentives for Employers to Implement a Drug-Free Workplace Program may 
include: 
 

• Ensuring a safer workplace 
• A happier, healthier workforce 
• A workplace in which all employees are drug-free 
•  A premium credit applied to an employer’s workers’ compensation 

premium  
• Premium dollars are spent providing workers’ compensation benefits 

to workers for bonafide workers’ compensation accidents 
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II. THE BENEFITS OF GOING DRUG-FREE 
 
If you are in business, it's time you know the facts.... 
 
The available data continue to indicate that substance abuse has a significant impact 
in the workplace, with costs estimated at over $100 billion annually. Data show that: 
 

• Seventy-one percent of illegal drug users are employed. 

• Alcoholism causes 500 million lost workdays each year. 

• Drug and alcohol-related problems are one of the four top reasons for 

the rise in workplace violence. 

• Of those who called the cocaine helpline, 75 percent reported using drugs 

on the job, 64 percent admitted drugs adversely affected their job 

performance, 44 percent sold drugs to other employees, and 18 percent 

had stolen from co-workers to support their drug habit. 

• A study conducted by the Institute for Health Policy, Brandeis University, 

found substance abuse to be the number one health problem in the 

country, resulting in more deaths, illnesses, and disabilities than any other 

preventable health condition. 
 
 

While we do not yet have comprehensive data on the specific impact of workplace 
substance abuse, the data and studies available are compelling. For example: 
 

• Drug-using employees at GM average 40 days sick leave each year 
compared to 4.5 days for non-users 
 

• Employees testing positive on pre-employment drug tests at Utah Power 
& Light were 5 times more likely to be involved in a workplace accident 
than those who tested negative 
 

• The State of Wisconsin estimates that expenses and losses related to 
substance abuse average 25 percent of the salary of each worker affected 

 
 

Despite recent news reports about the increased use of drugs, we continue to be 
encouraged that workplace substance abuse is a problem for which a solution exists. 
When the issue is addressed by establishing comprehensive programs, it is a "win-
win" situation for both employers and employees.  
The following examples are illustrative. 
 

• A study of the economic impact of substance abuse treatment in 
Ohio found significant improvements in job-related performance: 

44

Item 6C.



5  

• a 91 percent decrease in absenteeism 

• an 88 percent decrease in problems with supervisors 
• a 93 percent decrease in mistakes in work; and a 97 percent 

decrease in on-the-job injuries 
• At Southern Pacific railroad, injuries dropped 71 percent 

 
• An electric supply company with 150 employees experienced a 39 

percent decrease in absenteeism and a 36 percent increase in 
productivity 

 
 

• A construction company with 60 employees reduced workers' compensation 
claims by $50,000 
 

• A manufacturer with 560 employees experienced a 30-35 percent decrease 
of   accidents.  

 
 

Statistics such as these suggest not just that workplace substance abuse is an 
issue that all employers need to address but also that it is an issue for which there 
is an answer.  
 
Taking steps to identify those with substance abuse problems and offer a helping 
hand will not only improve worker safety and health but also increase workplace 
productivity and competitiveness. 
 
 
 
U.S. Department of Labor 

 
No one wants to believe that a friend or a co-worker has a substance abuse 
problem. Subtle changes in behavior may not be recorded because no one 
knows how or wants to confront the problem. If there is a problem, ignoring it will 
not make it go away. Substance abuse problems do not get better if left alone, 
they only get worse. When these behaviors are ignored, workers who have a 
substance abuse problem continue to be a risk to themselves and their co-
workers. 

 
By taking steps to eliminate drugs in your workplace, you will have a safer work 
environment, a more productive workforce, reduced workdays lost because of 
work accidents, and possibly lower workers’ compensation costs and premiums. 
 

 
        IMPLEMENTING A WORKERS’ COMPENSATION DRUG-FREE  

                   WORKPLACE PROGRAM CAN SAVE YOU $$$$$ 
 

An employer that implements a Drug-Free Workplace Program and becomes a 
carrier certified drug-free workplace may be protected (in most cases) from 
workplace accidents that are a result of employees working under the influence of 
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drugs or alcohol. Studies have shown a well-planned program to reduce substance 
abuse can increase productivity, reduce accidents, and decrease costs due to 
insurance claims. An employer implementing this program will also receive 
additional benefits: 
 

• All employees will become more aware of the importance of safety in 
the workplace and will benefit from a safer work environment. 

 
• When an employee incurs a work-related injury, and refuses to take a 

drug test when requested, the injured employee may forfeit eligibility for 
workers' compensation benefits regardless of the cause of the accident. 

 
• An employee who loses a job or is denied employment as a result of a 

positive drug/alcohol test, may not qualify for unemployment 
compensation benefits. In that case, the contributory employer could be 
relieved of charges in connection with the unemployment claim. 

 
• If drugs are found in the employee's system at or above threshold 

levels, the injured employee may not be entitled to workers' 
compensation benefits (Note: Case law may affect the injured 
employee's eligibility to benefits). This benefit is provided to 
employers who are carrier certified and in compliance with the 
program. If the employer is not carrier certified as a drug-free 
workplace, and the injured employee is able to show that the cause 
of the accident was not related to the presence of drugs in his/her 
system (i.e., if a heavy piece of equipment falls on the worker 
through no fault of his or her own), he or she may still be entitled to 
benefits. 

 
• If you implement a drug-free workplace program and become carrier 

certified, you are eligible for a 5 percent credit to your workers' 
compensation insurance premium. 
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III .  HOW TO BECOME A STATE OF FLORIDA, WORKERS' 
COMPENSATION DRUG-FREE WORKPLACE 

 
A. Plan And Develop A Clear And Comprehensive Drug-Free Workplace Policy 

 
The first step in becoming a carrier certified workers' compensation drug-free 
workplace will be to plan, organize and develop your drug-free workplace policy. 
One time only, prior to any testing, this policy must be provided to all employees and 
job applicants. There are certain components which must be contained in the written 
drug-free workplace policy in order to qualify for and be in compliance with the 
Carrier Certified Workers' Compensation Drug-Free Workplace Program. These are: 
 

1. A General Statement of the Employer's Policy on Employee Drug Use, 
which must identify the following: 

• Employer prohibition of drug use 
• Types of tests required (see table titled "Drug Tests") 
• Actions an employer may take as a result of a positive test result 

 
2. The Florida Law which gives the Employer the Authority to Require Drug 

Testing. That Law is found in Section 440.102, of the Florida Statutes (a 
copy of Section 440.102 can be provided by calling the Customer 
Services Center at (850) 413-1601) 

 
3. Drug Testing Procedures 

 
• An employer must use a laboratory that is licensed by the Florida Agency 

for Health Care Administration or certified by the U.S. Department of Health 
and Human Services. The name and address of the testing laboratory the 
employer will be using must also be stated in the policy (A current listing of 
the certified laboratories authorized by the Agency for Health Care 
Administration can be obtained by calling the Agency for Health Care 
Administration at (850) 487-3109 or the WC Customer Service Center at 
(850) 413-1601). 

 
• An employer is required to use a certified medical review officer 

(MRO) (include name and address, telephone number in your 
policy). The MRO will be responsible for: 

a. Interpreting the drug test results, 
 

b. Contacting the employee if the drug test is positive. 
c. The MRO is required to contact the donor who has a 

confirmed positive test result before reporting the 
results of the test to the employer. 

 
• If the donor has a plausible explanation for the test result showing positive 

(i.e., legal use of prescription or nonprescription medication), as determined 
by the MRO, the MRO will report the test result as negative to the employer.  
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• The MRO cannot be an employee of the testing laboratory. 
 

• Initial testing cannot begin until 60 days’ notice has been provided of the 
effective date of the program, unless the employer had some type of testing 
program in place prior to 07/01/90; then no notice period is required. The 
date of initial testing should also be included in the policy. This gives 
employees a chance to come to the employer and request assistance. The 
60-day notice does not apply to job applicants. 

 
• The employer must include notice to job applicants on vacancy 

announcements for those positions for which drug testing is required. A 
notice of the employer's drug-testing policy must be posted in plain view on 
the employer's premises, and copies of the policy must be made available 
for the employees or job applicants during regular business hours in the 
employer's personnel office, or other suitable location. 

 
4. Confidentiality 

 
• All information, interviews, reports, statements, memoranda, and drug test 

results received by the employer through a drug-testing program are to be 
considered confidential information.  

 
• An assurance must be provided regarding the confidentiality of test results, 

as well as information about prescription drugs provided by the employee or 
job applicant. This statement need only say that all information produced as a 
result of testing remain confidential unless the employee authorizes the 
release by written consent. The only exceptions to this are: 

a) when such a release is compelled by a hearing officer or a court of 
competent jurisdiction 

b) for determining qualification for unemployment compensation benefits. 
• The written consent form must contain the following information: 

 
a) The name of the person who is authorized to obtain 

the information 
b) The purpose of releasing the information, 
c) The duration of the consent (the length of time the 

release will be needed; complete start and end 
dates) 

d) The signature of the person authorizing release of the 
information. 

 
 
 

• Procedures for employees and job applicants to confidentially report to the 
MRO the use of prescription or nonprescription medications both before and 
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after being tested. You may instruct your MRO to contact each donor prior to 
testing to ensure that he or she has all of the information necessary to 
adequately and effectively analyze the test results. This information may not 
be used or received in evidence, obtained in discovery, or disclosed in any 
public or private proceedings, except as provided in the law. 

 
• Information on drug testing shall not be released or used in any criminal 

proceeding(s) against the employee or job applicant. The employer, agent of 
the employer, or laboratory may have access to employee drug testing in- 
formation when consulting with legal counsel in connection with actions 
relating to defense of a civil action. 

 
5. A List of Over-The-Counter Medications Which May Alter or Affect 
Drug Test Results 

 
• A list of the most common medications, by brand name or common name, 

as well as by chemical name, which may alter or affect a drug test must be 
provided to each donor prior to testing. This will allow the donor to provide 
necessary information to the MRO to properly analyze the test results. A list 
of such medications, as developed by the Agency for Health Care 
Administration, is available by contacting the Agency for Health Care 
Administration at (850) 487-3109, or the WC Customer Service Center at 
(850) 413-1601. 

 
6. Consequences and Sanctions of Refusing to Submit to Drug Testing 

 
• Consequences and sanctions for an employee who refuses to submit to a 

drug test must be described in your policy. If an employee or job applicant 
refuses to submit to a drug test, the employer may discharge or discipline 
the employee or refuse to hire the job applicant. Sanctions imposed as a 
result of refusing to submit to testing, should, however, be consistent with 
the sanctions imposed on employees or job applicants who have tested 
positive for drugs or alcohol. Keep in mind, sanctions must be applied 
consistently to all employees. All employees must be treated equally.  
Firm and consistent application of sanctions stated in your policy is essential 
for a successful program. 
 

 
7. A Listing of Employee Assistance Programs in your Local 
Area, with Addresses and Telephone Numbers 

 
• A list of names, addresses, and telephone numbers of employee 

assistance programs and local drug rehabilitation programs may be found 
in your local telephone directory, or provided by the county health service, 
or local Chamber of Commerce. If you need assistance in making your list, 
contact the Workers' Compensation Customer Service Center at (850) 413-
1601. 
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8. A Statement that an Employee or Job Applicant who is Notified by the 

MRO of a Positive Confirmed Test Result May Contest the Result to the 
MRO within 5 Working Days after Receiving Notification of the Test 
Result 

 
• If the employee's or job applicant's explanation or challenge is unsatisfactory 

to the MRO, the MRO may report a positive test result back to the employer. 
 
 

9. A Statement Informing the Employee or Job Applicant of His/Her 
Responsibility to Notify the Laboratory of any Administrative or Civil 
Action brought Pursuant to Section 440.102, F.S. 

 
 

10. The Types of Drugs for which Workers will be Tested 
 

• The policy must include a complete list of all of the drugs for which the 
employer will test, described by brand name or common name (if 
applicable), as well as by chemical name. The employer has the 
responsibility for choosing which drugs will be tested for in the testing 
procedures. The employer has the right to choose any or all drugs listed by 
the Agency for Health Care Administration in Rule Chapter 59A-24, Florida 
Administrative Code (A copy of Chapter 59A-24 may be obtained by calling 
the Agency for Health Care Administration at (850) 487-3109, or the WC 
Customer Service Center at (850) 413-1601). 

 
11. A Statement Regarding any Applicable Collective Bargaining Agreement 

or Contract and the Right to Appeal to the Public Employees Relations 
Commission or Applicable Court 

 
Other practices and policies which you might want to consider including in a Drug-
Free Workplace Program are: 
 

• Involving employees in the development and implementation of the program 
 

• Determining how the program will be presented to and made available to 
new and existing employees 
 

B. Once You Have Planned Your Program, How Do You Implement It? 
 

• Distribute the policy to all employees 
 

• Educate your employees about the program. Meet with your 
employees to explain the benefits of having a drug-free work place 
and to answer any questions they may have. 
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• Post notification of your drug-free work place program. Give 
notice well in advance of policy implementation. 

 
Once you have planned, developed and implemented your Workers' 
Compensation Carrier Certified Drug-Free Workplace Program, you can 
complete and submit Form 09-1 (you may obtain a copy of this form, at the back 
of this brochure, Appendix 1) to your insurance carrier (do not send the 
application form to the Division of Workers' Compensation) to apply for your 
5 percent credit on your workers' compensation insurance premium. 

 
If you are individually self-insured, your savings will be evident through reduced 
incidence of accidents and a reduction in the premium calculations for 
assessments paid to the Workers' Compensation Administration Trust Fund. For 
more information regarding assessment reductions for individual self-insureds, 
please call the Division of Workers' Compensation's Bureau of Monitoring and 
Audit at (850) 487-4899 

 
 

• An Employer is required to conduct the following types of Drug Tests 
under the Florida Workers' Compensation Drug-Free Workplace Program:   
 

a) Job Applicant Testing. All final candidates for jobs (persons to whom you 
have 

offered employment) must be tested, although they may begin work pending the 
results   of the drug test. Limited testing of applicants, based on a reasonable job 
classification basis, is permissible. 

 
b) Reasonable Suspicion Testing. Drug tests must be conducted following any 

observed behavior creating "reasonable suspicion." These behaviors must be 
clearly defined in the policy.  Some examples of reasonable suspicion include: 

 
i. Direct observation of drug/alcohol use, or the symptoms of 

being under the influence of a drug or alcohol. 
 

ii. *Abnormal behavior while at work or a significant deterioration 
in work performance. Be certain that these behaviors are 
properly documented to avoid any misunderstandings that 
may arise if this situation is contested by the employee. 

 
iii. *A report of drug use, provided by a reliable and credible source. 
iv. *Evidence that an individual has tampered with a drug test while 

working for you. 
 

v. *Information that an employee has caused, contributed to, or 
been involved in, an accident while at work. 

 
vi. *Evidence that an employee has used, possessed, sold, or 
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solicited drugs while working or while on the employer's 
premises or while operating the employer's vehicle, 
machinery or equipment. If the testing is conducted on a 
"reasonable suspicion" basis, the employer must promptly 
record the circumstances which formed the basis of the 
determination that reasonable suspicion existed to warrant 
the testing. A copy of this documentation must be provided to 
the employee on request, and the original documentation 
must be kept confidential by the employer. 

 
 

c) Follow-up Testing. If an employer requires an employee to enter an 
employee assistance program, or a drug rehabilitation program, as a 
condition of continued employment after a confirmed, positive drug test, 
the employer must require the employee to submit to a random drug test, 
at least once per year for a two-year period after completion of the 
program. Advance notice of the testing date must not be given to the 
employee being tested. If the employee voluntarily enters the program, 
the employer has the option to not require follow-up testing. 

 
d) Routine Fitness-For-Duty Testing. If you ordinarily require annual 

physical fitness for duty examinations, these examinations must include 
drug testing. 

 
e) An employer may conduct "random testing" or any other legal types of 

testing of their employees. 
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IV. DRUG TESTING STANDARDS 
 
If you have any questions concerning the technical aspects of drug testing, you 
may contact the Florida Agency for Health Care Administration at (850) 487-3109. 

 
 

a) EMPLOYER'S RIGHTS AND RESPONSIBILITIES 
 

• Within 5 working days after receipt of a positive confirmed test result from 
the MRO, an employer must inform the employee or job applicant in writing 
of the positive test result, the consequences of the positive test result, and 
the employee's available options. 

 
• If the employee's or job applicant's explanation of the positive test result is 

unsatisfactory to the employer, the employer must provide a written 
statement to the employee/job applicant as to why the explanation was not 
satisfactory, along with the report of the positive test result.  This confidential 
information must be kept by the employer for at least one (1) year. 

 
• The employer must provide a copy of the test results to the employee/job 

applicant if the employee/job applicant requests a copy. 
 

• An employer may not discharge, discipline, refuse to hire, discriminate 
against, or request or require rehabilitation of an employee/job applicant on 
the basis of a positive test result that has not been verified by a confirmation 
test and by a MRO. 

 
• An employer shall ensure that collection sites and laboratories use 

chain-of-custody procedures as established by the Agency for Health 
Care Administration to ensure proper record keeping, handling, labeling, 
and identification of all specimens tested. 

 
• An employer must pay for all drug tests which the employer requires. An 

employee/job applicant must pay for all drug tests not required by the 
employer. 

 
• An employer may not discharge, discipline, or discriminate against an 

employee because the employee has voluntarily come forth to seek 
treatment for a drug-related problem if the employee has not previously 
tested positive for drug use. 

 
• An employer is not required to pay the costs of treatment for an employee 

with a drug related problem, unless they choose to do so. However, the 
employer may choose the employee assistance program or rehabilitation 
center if the employer is paying the costs for the employee's participation. 

 
• If drug testing is performed based on "reasonable suspicion," the employer 
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must outline and detail in writing the circumstances surrounding the 
determination that this type of testing is warranted. A copy must be 
provided to the employee upon request. The original documentation must 
be kept by the employer for a period of at least one (1) year and must be 
kept confidential. 

 
 

• All initial treatment and care provided by a health care provider to an injured 
employee before workers' compensation benefits are denied must be paid 
for by the carrier or self-insured employer. However, the carrier/self-insured 
employer must give reasonable notice to all affected health care providers 
that payment for treatment to the injured employee after a certain date will 
be denied. 

 
• An employee/job applicant whose drug test is confirmed as positive shall 

not be deemed to have a "handicap" or "disability" based on the drug test 
results alone. 

 
• Be sure that your policy contains necessary information written in clear, 

concise language for your employees to understand. 
 

• If an employee/job applicant refuses to submit to a drug test, the employer 
can discharge or discipline the employee or refuse to hire the job applicant. 

 
 
 

b) EMPLOYEE'S RIGHTS AND RESPONSIBILITIES 
 

• A drug test can be conducted only to determine “illegal” drug use. A 
person who tests positive for a lawfully used prescription drug cannot be 
subject to discrimination. 

 
• The employee’s right to challenge the results of a drug test must be 

spelled out in the employer’s written policy. 
 

• The employee has five (5) working days, after receiving written notification 
of the test result, to contest or explain the results to the MRO. If the 
explanation is unsatisfactory to the MRO, the MRO shall report a positive 
drug test result to the employer. The employees and job applicants have 
a right to consult with the MRO for technical information regarding 
prescription and/or nonprescription medications. 

 
• An employer cannot ask job applicants what prescription drugs they may 

be taking before making a conditional offer of employment. 
 

• Every specimen that produces a positive test result must be preserved by 
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the licensed or certified laboratory that conducted the test for a period of at 
least 210 days after the result of the test was mailed or otherwise delivered 
to the MRO. If the employee or job applicant challenges the test result, the 
laboratory is to retain the sample until the case is settled. 

 
• It is the responsibility of the employee/job applicant to notify the laboratory 

of any administrative or civil action pursuant to the law. This is important if 
the donor wishes to contest the results. 

 
• The policy must contain a statement regarding any applicable collective 

bargaining agreement or contract and the right to appeal to the Public 
Employees Relations Commission, or applicable court. 

 
• The employee or job applicant has 180 days after receiving written 

notification of a positive test result, and to have the sample retested at his 
or her expense at another licensed or certified laboratory chosen by the 
employee or job applicant. 

 
An employer is not required to allow an individual to submit a new sample for 
retesting. 

 
 

c) EDUCATION METHOD 
 
An important part of your Drug-Free Workplace Program for employees should 
include education. How you inform employees of your policy and how you reinforce 
its message are important in determining the program’s success. There are various 
methods by which employers may provide education. Employers may provide 
education on drug abuse on an annual basis. 
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V. MOST COMMONLY ASKED QUESTIONS AND ANSWERS 
 
Q: Will becoming a drug-free workplace save me money? 
 
A: Yes. In addition to the premium credits which you will receive, having a Workers’ 

Compensation Drug-Free Workplace Program will make your workplace safer, resulting in 
fewer accidents, which may reduce your workers’ compensation costs. 

 
Q: Am I required to become a carrier certified drug-free workplace? 
 
A: No. Becoming a carrier certified drug-free work place is voluntary. However, without the 
certification, you are not eligible for any of the benefits provided under this program. 
 
Q: Under the Workers’ Compensation Drug-Free Workplace Program, can I conduct 
random drug testing of my employees? 
 
A: Yes. In addition to the situations in which testing is mandatory, the law does not prohibit an 
employer from conducting random testing or any other lawful testing of employees. 
 
Q: Can I use a breathalyzer as a valid drug testing method? 
 
A: No. Under the Florida Workers’ Compensation Drug-Free Workplace Program, the use of 
breathalyzers are not valid testing methods for initial or confirmation tests. 
 
Q: What if an employee refuses to take a drug test? 
 
A: If an injured employee refuses to submit to a test for drugs or alcohol, the employee may 
forfeit eligibility for medical and indemnity benefits, if this sanction is contained within the 
employer’s written policy. If an employee or job applicant refuses to submit to a drug test, the 
employer is permitted to discharge or discipline the employee or may refuse to hire the 
applicant (if specified in the written Drug-free Workplace Policy), since by law, refusal to 
submit to a drug test is presumed to be a positive test result. 
 
Q: If a terminated employee files for Unemployment Compensation, may I inform the 
adjudicator that the employee was terminated as a result of a positive drug test? 
 
A: Yes. The employer is not breaching confidentiality since the adjudication process is 
confidential.  However, if the employee appeals the adjudicator’s decision and the case is 
remanded to an Appeals Referee, the positive test result is no longer confidential and becomes 
part of the official record. 
Q: Can I post the results of my employees’ drug tests? 
 
A: No. All information, interviews, reports, statements, memoranda and drug test results, 

written or otherwise, received by the employer through a drug testing program are 
confidential. 

 
Q: Am I responsible for payment for services when my employee participates in an Employee 
Assistance program (EAP)? 
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A: No, you are not. However, if you choose to do so, you have the right to choose the facility 
providing treatment. Remember also, if an employee does participate in an Employee 
Assistance Program, you, the employer, are required to extend the same considerations as 
reflected under the federal guidelines established for The Americans with Disabilities Act and 
The Family and Medical Leave Act. 
 
Q: How many days does the employee have to re-test the specimen, if he or she wishes to 
contest the positive test results? 
 
A: During the 180-day period after written notification of a positive test result, the employee 
who has provided the specimen shall be permitted by the employer to have a portion of the 
specimen retested, at the employee’s expense, at a licensed or certified laboratory of his or her 
choice. 
 
Q: Where may I obtain a listing of approved Employee Assistance Programs for my area? 
 
A: The Florida Alcohol and Drug Abuse Association, Inc. publishes a directory designed to 
provide reference to program listings and services (Please see Section 10 "Important Phone 
Numbers" for more detailed information). 
 
Q: Who pays for the drug tests? 
 
A: The employer is responsible for payment of all drug tests they may require. If an employee 
wishes to have the specimen retested, it will be at the employee’s expense.  In cases where the 
insurance carrier uses the positive test result to determine eligibility for workers’ compensation 
benefits, the carrier will pay for the test. 
 
Q: What evidence should I take to an unemployment compensation hearing? 
 
A: The original and two copies of the following documents: 
 

• The laboratory report of the drug test results and chain of custody forms  
• Documentary proof of qualification for the workers’ compensation insurance discount as 

approved by the insurance carrier or the Division of Workers’ Compensation’s Self-Insurance 
Section. In the absence of these documents an employer may arrange to call a qualified 
representative from the testing laboratory as a witness. Other helpful witnesses would include 
anyone who saw the worker using drugs or anyone to whom the worker admitted using drugs. 
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VI. Terms- 
 
Chain of Custody -  
the methodology of tracking specified materials or substances for the purpose of 
maintaining control and accountability from initial collection to final disposition for all 
such materials or substances and providing for accountability at each stage in 
handling, testing, and storing specimens and reporting test results. 
 
Confirmation Test- a second analytical procedure used to identify the presence of a 
specific drug or metabolite in a specimen. This test must be different in scientific 
principle from that of the initial test procedure and must be capable of providing valid 
test results. This test is required before a medical review officer contacts, the injured 
worker about test results. 
 
Drugs-alcohol, including a distilled spirit, wine, a malt beverage, or an intoxicating 
liquor; an amphetamine; a cannabinoid; cocaine; phencyclidine (PCP); a hallucinogen; 
methaqualone; an opiate; a barbiturate; a benzodiazepine; a synthetic narcotic; a 
designer drug; or a metabolite of any of the substances listed above. An employer 
may test an individual for any or all such drugs. 
 
Drug Rehabilitation Program - a service provider that provides confidential, timely, 
and expert identification, assessment, and resolution of employee drug abuse. 
Drug Test- any chemical, biological, or physical instrumental analysis administered by 
a laboratory licensed by the Agency for Health Care Administration or certified by the 
U.S. Department of Health and Human Services, for the purpose of determining the 
presence or absence of a drug or its metabolites 
 
Employee-any person who works for salary, wages, or other remuneration for an 
employer. 
 
Employee Assistance Program-an established program capable of providing expert 
assessment of employee personal concerns; confidential and timely identification 
services with regard to employee drug abuse; referrals of employees for appropriate 
diagnosis, treatment, and assistance; and follow-up services for employees who 
participate in the program or require monitoring after returning to work. 
 
Employer - a person or entity that employs a person and that is covered by the 
Workers' Compensation Law
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Initial Drug Test - a sensitive, rapid, and reliable procedure used to identify negative 
and positive specimens, usually using a chemical procedure or a more accurate 
scientifically accepted method approved by the United States Food and Drug 
Administration or the Agency for Health Care Administration. 

 
Job Applicant - a person who has applied for a position with an employer and has been 
offered employment conditioned upon successfully passing a drug test, and may have 
begun work pending the results of the drug test. For a public employer, "job applicant" is 
a person who has applied for a special-risk or safety-sensitive position. 

 
Medical Review Officer (MRO) - a licensed physician, qualified under section 59A-
24.008(1)(a)-(e), F.A.C., who evaluates a donor's test result, together with his or her 
medical history or any other biomedical information, and makes the final determination of 
the donor's test results. 
 
 
Prescription or Non-prescription Medication - a drug or medication obtained pursuant 
to a prescription, or a medication that is authorized pursuant to federal or state law for 
general distribution and use without a prescription in the treatment of human diseases, 
ailments, or injuries. 
 
Public Employer- any agency within state, county, or municipal government that employs 
individuals for a salary, wages, or other remuneration. 
 
Reasonable Suspicion-  drug testing based on a belief that an employee is using or has 
used drugs in violation of the employer's policy. The reasons for 
"reasonable suspicion" testing must be clearly defined in the employer’s Drug-Free 
Workplace policy. “Reasonable Suspicion” may include the following: 
 
1.Observable phenomena while at work, such as direct observation of drug use or of the 

physical symptoms or manifestations of being under the influence of a drug. 
 
2. Abnormal conduct or unpredictable behavior while at work or a significant deterioration 

in work performance. 
 
3.A report of drug use, provided by a reliable and credible source. 
 
4. Evidence that an individual has tampered with a drug test during his employment with 

the current employer. 
 
5.Information that an employee has caused, or contributed to, or been involved in an 

accident while at work. 
 
6. Evidence that an employee has used, possessed, sold, solicited, or transferred drugs 

while working or while on the employer's premises or while operating the employer's 
vehicle, machinery, or equipment. 
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Safety-Sensitive -with respect to a public employer, a position in which a drug 
impairment constitutes an immediate and direct threat to public health or safety; or such 
position that requires the employee to carry a firearm, perform life-threatening procedures, 
work with confidential information or documents pertaining to criminal investigations, or 
work with controlled substances; a position subject to s. 110.1127, Florida Statutes; or a 
position in which a momentary lapse in attention could result in injury or death to another 
person. 
 
Special-Risk - with respect to a public employer, a position that is required to be filled by 
a person who is certified under Chapter 633 or Chapter 943, Florida Statutes. 
 
Specimen - tissue, hair, or a product of the human body capable of revealing the 
presence of drugs or their metabolites, as approved by the United States Food and Drug 
Administration or the Agency for Health Care Administration. 
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VII. IMPORTANT PHONE NUMBERS 
 

National Assistance 
 

CSAP Workplace Helpline 1-800-WORKPLACE 1-800-967-5752 
This Center for Substance Abuse Prevention's toll-free service operates from 9:00 a.m.- 8:00 
p.m. managers, and union leaders on the development and implementation of comprehensive 
drug-free workplace programs. 

 
National Clearinghouse for Alcohol and Drug Information 1-800-729-6686 
This toll-free service has information available on all aspects of substance abuse, from 
prevention materials and videos to specific program guidelines and resources within your state. 
Many publications offered are free from the Clearinghouse. 

 
Drug Information Hotline 1-800-662-4357 
(Spanish) 1-800-662-9832 

 
Employee Assistance Professionals Association (EAPA) (703) 522-6272 
EAPA provides information on how to select EAP's, and the value they can provide. 

 

AIDS Treatment Information Service 1-800-448-0440 

Al-Anon/Alateen Family Groups 1-800-356-9996 

Alateen (212) 302-7240 
 

Alcoholics Anonymous 1-800-252-6465 

American Council on Alcoholism Helpline 1-800-527-5344 

800 Cocaine - (Information and Referral Hotline) 1-800-COCAINE 

MADD (Mothers Against Drunk Driving) (214) 744-6233 

Nar-Anon Family Group Headquarters (310) 547-5800 

Narcotics Anonymous (818) 773-9999 

National Council on Alcoholism and Drug Dependency 1-800-NCA-CALL 

Partnership for a Drug-Free America (212) 922-1560 
 

State Assistance  

Drug/Alcohol Abuse Helpline (24 Hours) 1-800-362-2644 

Drug Abuse Alcoholism & Cocaine (Toll Free) 1-800-333-4444 
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Drug/Alcohol Abuse & Information (24 Hour Emergency Service) (850) 487-2930 

Drug/Alcohol Abuse (24 Hour Crisis line & Treatment) 1-800-283-2600 

Florida AIDS Hotline 1-800-352-2437 
 
 
For information regarding drug testing standards, procedures, laboratory certification, 
qualifications of Medical Review Officers, collection sites, please call: 

The Agency for Health Care Administration................................................... (850) 487-3109 
 
For information and questions regarding the State of Florida's, Workers' Compensation Drug-Free 
Workplace Program, please call: 
 
The Division of Workers' Compensation, Customer Service Center ................ (850) 413-1601 

 
For information and questions regarding Unemployment Compensation Hearings, please call: 
 
The Division of Unemployment Compensation, Bureau of Appeals....................(850) 921-3511 
 

For additional copies of the application form 09-1, please call: 
Your insurance carrier or The Division of Workers' Compensation, Customer Service Center 
Section ………............................................................................................................ (850) 413-1601 
 
 
For a listing of Employee Assistance Programs and Drug Rehabilitation Programs in your area, you 
may: 
Check the local listings in your Telephone Directory, Contact your County Health 
Department, Call your local Chamber of Commerce, or Obtain a Directory of Programs from 
the Florida Alcohol and Drug Abuse Association, Inc. (for prices call)...............(850) 878-2196 
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AN EXAMPLE OF A SUBSTANCE ABUSE POLICY STATEMENT 

 
(This substance abuse policy statement is intended for general information purposes only and does 
not reflect an official opinion of the State of Florida, Department of Financial Services, Division of 
Workers' Compensation. The Florida Department of Financial Services disclaims any and all 
responsibility for the implementation of these policies.) 
 

 

 
(YOUR COMPANY LETTERHEAD) 

 
(Your Company Name) is committed to providing a safe work environment and to fostering the 
well-being and health of its employees. That commitment is jeopardized when any (Your Company 
Name) employee illegally uses drugs on the job; comes to work under the influence; possesses, 
distributes or sells drugs in the workplace; or abuses alcohol on the job. Therefore, (Your Company 
Name) has established the following policy: 
 
1. It is a violation of company policy for any employee to use, possess, sell, trade, offer for sale, or 

offer to buy illegal drugs or otherwise engage in the illegal use of drugs on the job. 
 
2. It is a violation of company policy for anyone to report to work under the influence of illegal drugs 

or alcohol. 
 
3. It is a violation of the company policy for anyone to use prescription drugs illegally. (However, 

nothing in this policy precludes the appropriate use of legally prescribed medications.) 
 
4. Violations of this policy are subject to disciplinary action up to and including termination. 
 
 
It is the responsibility of the company's supervisors to counsel employees whenever they see 
changes in performance or behavior that suggest an employee has a drug problem. Although it is 
not the supervisor's job to diagnose personal problems, the supervisor should encourage such 
employees to seek help and advise them about available resources for getting help. 

 
Everyone shares responsibility for maintaining a safe work environment, and co-workers should 
encourage anyone who has a substance abuse problem to seek help. 
 
The goal of this policy is to balance our respect for individuals with the need to maintain a safe, 
productive and drug-free environment. The intent of this policy is to offer a helping hand to those 
who need it, while sending a clear message that the illegal use of drugs and the abuse of alcohol 
are incompatible with employment at (Your Company Name). 
 
REMEMBER: Your Substance abuse policy must also contain the necessary criteria as provided in 
Section III, of this brochure. 
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A SAMPLE LETTER TO EMPLOYEES TO ACCOMPANY SUBSTANCE 
  ABUSE POLICY STATEMENT   

 
(This substance abuse policy statement is for general information purposes only and does not reflect an official opinion 
of the State of Florida, Department of Financial Services, Division of Workers' Compensation. The Florida Department 
of Financial Services disclaims any and all responsibility for the implementation of these policies.) 
 

(YOUR COMPANY LETTERHEAD) 

LETTER TO ALL EMPLOYEES: 

The illegal use of drugs and the abuse of alcohol are problems that invade the workplace, 
endangering the health and safety of the abusers and those who work around them. This 
Company is committed to creating and maintaining a workplace free of substance abuse 
without jeopardizing valued employees’ job security. To address this problem, our 
Company has developed a policy regarding the illegal use of drugs and the abuse of 
alcohol that we believe best serves the interests of all employees. Our policy formally and 
clearly states that the illegal use of drugs or abuse of alcohol or prescription drugs will not 
be tolerated. As a means of maintaining our policy, we have implemented pre-employment 
and active employees drug testing. This policy was designed with two basic objectives in 
mind: 
 
1. employees deserve a work environment that is free from the effects of drugs and the 

problems associated with their use, and 
 
2. this Company has a responsibility to maintain a healthy and safe workplace. 
 
*To assist us in maintaining a safe and healthful workplace, we have created an Employee 
Assistance Program (EAP). The EAP provides employees and their families confidential 
assessment, referral, and follow-up for personal or health problems. 
 

**To assist us in providing a safe and healthy workplace, we maintain a resource file of 
information on various means of employee assistance in our community, including but not 
limited to drug and alcohol abuse programs. Employees are encouraged to use this 
resource file, which is located [insert where]. In addition, we will distribute this information 
to employees for their confidential use. An employee whose conduct violates this 
Company’s Substance Abuse Policy (*and who does not accept the help 
we offer under the EAP) will be disciplined up to and including termination. I believe it is 
important that we all work together to make this Company a drug-free workplace 
and a safe, rewarding place to work. 
 
Sincerely, 
 
President 
 
*Insert if your business has added an EAP to its Drug-Free Workplace Program. 
 
**Insert if your business has not added an EAP, but instead provides other means of employee 
assistance in the community. 
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SAMPLE: PRE-EMPLOYMENT DRUG TESTING CONSENT AND 
RELEASE FORM 

 
(This Pre-Employment Drug Testing Consent and Release Form is used for general information 
purposes only and does not reflect an official opinion of the State of Florida, Department of 
Financial Services, Division of Workers’ Compensation. The Florida Department of Financial 
Services disclaims any and all responsibility for the implementation of these policies.) 
 
 

(YOUR COMPANY LETTERHEAD) 
 
I hereby consent to submit to the testing for drugs and/or alcohol as shall be determined by (Your 
Company Name) in the selection process of applicants for employment, for the purpose of 
determining the drug and/or alcohol content thereof. 
 
I agree that (Name of clinic or physician)   
 
may collect these specimens for these tests and may test them, if qualified, or forward them 
to a licensed or certified laboratory designated by the company for analysis. I further agree to and 
hereby authorize the release of said test results to the company. 
 
I understand that my current use of illegal drugs may prohibit me from being employed at this 
Company. 
 
I further agree that a reproduced copy of this pre-employment consent and release form shall have 
the same force and effect as the original. 
 
I have carefully read the foregoing and fully understand its contents. I acknowledge that my signing 
of this consent and release form is a voluntary act on my part and that I have not been coerced into 
signing this document by anyone. 
 
Applicant: 
Print Name:    SS#:   
 

Applicant Signature:    Date:   
 
Witness Print 
Name:   
 
Witness 
Signature:   
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SAMPLE: ACTIVE EMPLOYEE CERTIFICATE OF AGREEMENT 
 
(This Active Employee Certificate of Agreement is for general information purposes only and does 
not reflect an official opinion of the State of Florida, Department of Financial Services, Division of 
Workers’ Compensation. The Florida Department of Financial Services, Division of Workers’ 
Compensation disclaims any and all responsibility for the implementation of these policies and/or 
agreements.) 
 

 

 
 
 

(YOUR COMPANY LETTERHEAD) 
 

I do hereby certify that I have received, read and understand the (Your Company 
Name) Substance Abuse and Testing Policy, and have had the Drug-Free Workplace 
Program explained to me. I understand that if my performance indicates it is 
necessary, I will submit to a drug test. I also understand that failure to comply with a 
drug testing request or a positive result may lead to sanctions as laid out in the 
policy, including termination of employment. 

 
Name:   

 

Signature:   
 

Date:   
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NOTICE TO EMPLOYER: If you have a Drug-Free Workplace Program established and maintained in accordance with 
Florida law, and you would like to apply for the 5% premium credit that is available, please complete this form and forward it 
to your insurer. Re-certification is required annually. 
 
           APPLICATION FOR DRUG-FREE WORKPLACE PREMIUM CREDIT PROGRAM 
 
Name of Employer:  
  

 
Date Program Implemented:  
  

 
Testing: 
Procedures for drug testing have been established and/or drug testing has been conducted in the following areas: 
        □   Job applicant □ Routine fitness for duty 

        □   Reasonable suspicion □ Follow-up testing to Employee Assistance Program 

 

Notice of Employer’s Drug Testing Policy: 
       □ Copy to all employees prior to testing 
       □ Posted on employer’s premises       □ Show notice of drug testing on vacancy announcements 
       □ Copy to job applicants prior to testing              □ Copies available in personnel office or other suitable locations 

         □ General notice given 60 days prior to testing   □ No notice required because the employer had a drug testing   
  program in place prior to July 1, 1990 

Education: 
      □ Resource file on providers 
      □ Employee Assistance Program 
      □ Education 

Name of Medical Review Officer:  
  

 
• Name of approved Agency for Health Care Administration Lab or United States Department of 

Health and Human Services Certified Laboratory:    
• Phone No.: ( )    
• Address:     

 
Your certification is subject to physical verification by the insurer. Your policy is subject to additional premium for 
reimbursement of premium credit, and cancellation provisions of the policy if it is determined that you misrepresented your 
compliance with Florida law. Any person who knowingly, and with intent to injure, defraud, or deceive any insurer, files a 
statement of claim or an application containing any false, incomplete, or misleading information with the purpose of 
avoiding or reducing the amount of premiums for workers compensation coverage is guilty of a felony of the third degree, 
punishable as provided in Section 775.082, s. 775.083, or s. 775.084, Florida Statutes. 
 
Under penalties of perjury, I declare that I have read the foregoing Application for Drug-Free Workplace Premium Credit 
Program, and that the facts stated in it are true. 
 
 

       _______         __________________________________ 

Employer Name                                                           Date     Officer/Owner Signature* 
 
                                                                                                            _________________________________
 Application must be signed by an officer or owner.                                     Title 
 Form 09-01A    
© Copyright 2019 National Council on Compensation Insurance, Inc. All Rights Reserved. 
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SAFETY & ACCIDENT PREVENTION MANUAL 
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INTRODUCTION 

Safety is the responsibility of every employee. Only through the full support of every 

employee can our Safety Program be successful. You are expected to be concerned with 

your own safety, the safety of fellow workers and the safety of the general public. This 

means willing acceptance and active support of approved safety rules or safety 

procedures. 

Accidents don't just happen. They are caused because someone did something he/she 

shouldn't have done; or because someone failed to do something he/she should have 

done; or because a hazard was not recognized. These are human failures and can be 

controlled. By exercising self-control, every employee has an opportunity to demonstrate 

job skill. By passing on his knowledge to others, an employee demonstrates teamwork. 

By demanding safe performance and enforcing approved safety procedures, supervisory 

personnel demonstrate concern for their employees' welfare. 

This manual is issued to establish uniform safety procedures for tasks that are performed 

in multiple activities throughout the City. Additional safety procedures may be required for 

specialized tasks that are not included in this manual. Your Department Director will 

prepare these procedures as supplemental procedure for your position as required. 
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SECTION. I. GENERAL 

Safety must be a part of the planning for every job, equal in importance to all other 
operational considerations. Observing the safety procedures contained in this manual will 
make operations safer, and will protect you, the employee, from potential accidents. 

Unsafe conditions and unsafe procedures must be identified before they can be corrected. 
Every employee is responsible for immediately reporting those that are recognized. All 
accidents or incidents must be reported, whether or not a personal injury or property 
damage is involved. Remember that a "NEAR MISS" is a danger signal. The accident 
you prevent may be the one that could have injured you. 

A. General Safety Procedures Are Established for All City Personnel:

1. Know your responsibilities. Recognize hazards and communicate your
suggestions for better and safer methods to your supervisor. Always be
conscious of the safety of others as well as your own.

2. Know your job. Learn the right way by asking, not by trial and error. Always
apply safe working practices.

3. Report all accidents or incidents. Whenever you or the equipment you
operate is involved in an accidenUincident, report it to your supervisor
immediately.

4. Obey all rules, signs, and instructions. If in doubt, ASK.

5. Horseplay and practical jokes that could result in ANY mJury are
prohibited. An act in jest can end in disaster. Any employee participating in
such activities shall be subject to disciplinary action up to and possibly including
discharge.

6. Alcohol/drugs. Any employee being in possession of or using alcohol/drugs
while on duty, or reporting to work under the influences of alcohol/drugs shall
be subject to disciplinary action in accordance with the City's Drug-Free
Workplace policy.

7. Housekeeping. Keep equipment, tools, materials, and work areas clean and
orderly. Disorder causes injury and wastes time, energy and materials.

8. Clothing. Wear proper, accepted clothing for the job. Do not wear jewelry,
loose clothing or neckties around rotating machinery.

9. Protective Clothing or Equipment. Special protective clothing and/or
equipment shall be worn whenever specified by your supervisor or department
policy, and shall be maintained in good condition.
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10. Machine Guards. Never operate machinery and equipment with guards
removed.

11. Tools and Equipment. Always inspect tools and equipment before use.
Report defects to your supervisor immediately.

12. Lifting. When lifting, bend your knees, grasp the load firmly, then raise the
load, keeping your back as straight as possible. GET HELP for heavy loads.

13. All tools and equipment shall be used in accordance with manufacturer•s
guidelines.

MAINTAIN 

A POSITIVE MENTAL ATTITUDE 

ABOUT SAFETY 

AND 

IT WILL BECOME 

A GOOD HABIT! 
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8. .Flashing or rotating amber lights will be authorized on road/street maintenance
equipment, road/street maintenance vehicles and road service vehicles when
in operation or to designate a hazard.

9. The driver of company vehicles will conduct a "Safety Circle Check" anytime
before it is entered or moved. The following procedure will be followed:

B. General Requirements

1 . Drivers will visually inspect the perimeter of his/her vehicles prior to putting the
vehicle in motion in any direction. This shall be accomplished by the driver 
walking around his/her vehicle to ensure the area to the rear, sides, and front 
are clear of all hazards before starting the vehicle. 

2. Drivers shall also give an audio warning by horn or backup alarm and check all
mirrors before any backward movement is made.

3. Drivers shall back cautiously and be always on the alert for any unexpected
event.

C. Additional Requirements. In addition to requirements A, B, and C above, the
drivers of vans, trucks, and construction equipment will use safety cones. The
following procedures apply to all drivers:

1. Safety cones will meet DOT requirements and will be used to remind the
driver to "Safety Circle Check" the vehicle each time it is going to be entered
and moved. Tying a rope, wire or anything else to the cone and vehicle is
prohibited.

2. Safety cones will be used at all times when parking outside of a fenced-in
vehicle storage yard.

3. Placement of cones:

a. Parallel Parking - the safety cone will be placed adjacent to the rear
bumper.

b. Nose-in Parking - when the nose of the vehicle is pulled in place, the
safety cone is placed to the rear of the vehicle and centered.

c. Back-in Parking -when the vehicle is backed in place, the safety cone
is placed in front of the vehicle and centered.

The above procedures in no way change the procedures on placement of 
safety cones used to direct traffic around work locations where construction 
or other work is in progress. 

-19-
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SECTION XVI. HAZARDOUS MATERIALS 

As discussed in Section V, Right-to-Know, the City works to protect you against the 
dangers of hazardous materials. Although we take the necessary precautions to avoid an 
accident involving hazardous materials, there may be an occasion where these materials 
are spilled, are leaking from their containers, or are obsolete and need to be removed from 
the work site. 

The City has entered into a contract with an outside vendor to provide hazardous materials 
response and collection services. This company is an on call 24 hours a day and will 
respond to hazardous materials emergencies and is also available for non-emergency 
clean-up, hazardous waste collection, and contamination assessments. 

Should you experience any of these situations, the following procedure is to be followed: 

1. Hazardous Material Emergency (Chemical spills, leaking tanks or cylinders) -
This type of situation will be coordinated by the Fire Department and the
emergency should be reported immediately to 911.

2. Hazardous Material Non-Emergency (Clean-up, Hazardous Waste Collection,
Contamination Assessments) - These services are to be coordinated through
the Public Works Administration office. They can be reached at 391-1611 or
391-9951.

SAFETY HAS NO 

QUITTING TIME 

-46-
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CITY OF MADEIRA BEACH 

       EXIT INTERVIEW 
 

 
Date ________________ 

Name __ ____________________ Department ________ 

Position ______________ Supervisor ______________ 

Hire Date ________________________________ Term Date ___________________________ 

Please take a moment and complete the following questionnaire.  We regret losing an employee and 

hope that through this questionnaire we can identify areas for improvement and address any situations 

needing attention.  This form will not become a part of your personnel file and will not affect your rehire 

status. Your cooperation is appreciated. 

1. Reasons for leaving? 

 

____ Other Position     ____ Dissatisfaction with Work 

____ Opportunity for Advancement ____ Dissatisfaction with Type of Work       

____ Too Demanding or Stressful        ____ Working Conditions  

____ Relocation          ____ Benefits and Pay 

____ Return to School         ____ Hours 

____ Medical          ____ Supervisor 

____ Child Care         Other (specify) ________________________ 

 

2. If you are leaving for a new position, what makes it more attractive than the one you are leaving? 

 

____ Wage and Benefits         ____ Location 

____ Opportunities for Advancement       ____ Responsibility 

____ Working Condition         ____ Flexibility 

____ Hours           ____ Other (specify) ___________________ 

 

3. How would you rate the following? 

     Excellent     Good     Poor       Fair 

Performance Reviews        

Opportunity for Advancement         

Training Received           

Company Policies and Practices         

Responsibilities           

Hours            

Support by Management          

Work Load            

Salary/Wages           

Benefits            

Are there any additional benefits you would like to have received? 

__________________________________________________________________________________

__________________________________________________________________________________ 
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CITY OF MADEIRA BEACH 

       EXIT INTERVIEW 
 

 
4. Did your Supervisor 

             Yes          No 

Demonstrate fair and equal treatment?        

Provide recognition on the job?         

Keep employees well informed?        

Make themselves available for discussion of any       

Problems or potential problems?         

Encourage Feedback?          

Explain the position and responsibilities of the job you held?     

 

5. What is your opinion of the job you had with us? 

__________________________________________________________________________________

__________________________________________________________________________________ 

6. What were some of the frustrations you experienced in the performance and execution of job 

responsibilities? 

__________________________________________________________________________________

__________________________________________________________________________________ 

7. Would you be willing to stay with our company under a more satisfactory arrangement? 

__________________________________________________________________________________

__________________________________________________________________________________ 

Do you have a forwarding address where we will mail your next W2? 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

 

Thank you for taking the time to complete this information. 

 

119

Item 7A.



CIVIL SERVICE COMMISSION 
2025 - 2026 PROGRESS REPORT 

 

ITEMS TO BE SCHEDULED FOR DISCUSSION 

A. Employee Satisfaction Surveys (A structured questionnaire to measure how content and fulfilled 
employees feel at work regarding aspects of their role, compensation, work environment, and management) 
 

B. Offer Letter (An official document from an employer to a candidate that extends a job offer and includes 
key details like job title, start date, salary, reporting manager or supervisor, brief description of duties and 
responsibilities, and employment status (full-time, part-time, temporary)) 
 

C. Employee Appeal Form (An appeal form for a termination hearing officer is a formal, written request 
submitted by an employee (or their representative) to challenge an employer's decision to terminate their 
employment. This document initiates a quasi-judicial process in which an independent, neutral adjudicator 
(the hearing officer) reviews the evidence to determine whether the termination was justified. ) 
 

D. Madeira Beach Safety Manual (A document that outlines company policies, procedures, and 
instructions to prevent injuries and ensure a safe working environment. It serves as a single source of truth 
for safety information, covering topics like hazard communication, emergency procedures, and required 
personal protective equipment (PPE). Following the manual helps the organization comply with regulations, 
educate employees, and foster a culture of safety.) 
 

E. Madeira Beach Drug-Free Workplace Policy and Substance Abuse Prevention Program 
(revised 02-07-2007 through Resolution 07.06) 

 
F. Civil Service Commission Continued Duties (City Charter, Section 5.7, Personnel Systems; Civil 

Service Commission): Continue monitoring the personnel policy implementation process to make sure that 
all Rules, Regulations, and Procedures of the Employee Personnel Policy are working and are followed by 
everyone; ensure compliance; and recommend changes as needed.)  

 
08/05/2025, Civil Service Commission Meeting 
 

City of Madeira Beach Safety and Accident Prevention Manual – Chair Cantrell said the 
document presented in the packet was not the safety manual emailed to them for review 
for the meeting. Department Operating Procedures were presented instead. The 
Commission requested that the safety and accident prevention manual they were emailed 
be brought to them for discussion. This item was added to the April 2026 meeting agenda.  
 
Department Procedures - The Commission reviewed the department procedures and made 
the following recommendations to all the department procedures:   

● Create consistent section numbering across all departments 
● Establish uniform formatting and organization 
● Include effective dates and revision information 
● Remove specific employee names and use position titles 
● Ensure procedures are regularly reviewed and updated 
● Organize related information together 
● Make information about reporting deadlines and submission requirements clearer 
● Use sections rather than page numbers for cross-references 
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The Commission asked that the department policies be brought back to them with 
the recommended changes for review.  

 
12/02/2025, Civil Service Commission Meeting 
 

A. Exit Interview for Voluntary Resignations 
 
The commission agreed to revisit this topic at the March meeting, potentially involving the 
new HR Director in developing a standardized approach. 
 

B. New Job Descriptions Format by Gehring Group 
 
The Commission said the format looked similar to the old one and then made the following 
recommendations: 

● Include FLSA status (exempt/non-exempt) on all job descriptions 
● Keep salary ranges on descriptions, ensuring they are updated when posted 
● Consider adding language to application forms confirming applicants have 

reviewed job descriptions 
● Print job descriptions for personnel files with revision dates clearly marked 

 
C. Legal advice for employees moving to exempt status 

 
Regarding the third item, Acting City Manager Belk explained that before the FY 2026 
budget approval, the Gehring Group had recommended moving several employees from 
non-exempt to exempt status. After review with the City Attorney, only three positions: 
Marina Manager, Parking Supervisor, and Fire Marshal were moved to exempt status as 
they met all the required criteria under the Fair Labor Standards Act. The remaining 
positions would be reviewed before the end of the fiscal year for consideration in next 
year’s budget.  
 

D. Department Procedures 
 

The Commission requested that the department procedures discussed at the August 2025 
Civil Service Commission meeting be brought back to them with the recommended 
changes for review at the March 2025 Civil Service Commission meeting.  
 
This item will be scheduled for review after the recommended changes have been made. 
 

E. Monitor the Implementation and Compliance with the Personnel Policy  
 

The Commission agreed to add a discussion item to the March meeting agenda on how to 
fulfill their charter-mandated duty to monitor the implementation and compliance with 
personnel policy. 

 
COMPLETED ITEMS 
 

A. Ordinance 2025-01, New Employee Personnel Handbook (BOC adopted 04/02/2025) 
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B. Ordinance 2025-02, Civil Service Commission Rules (BOC adopted 04/02/2025) 
C. Ordinance 2025-03, Special Magistrate Ordinance regarding Grievance Hearings (BOC 

adopted 04/02/2025) 
D. New Job Descriptions Format by Gehring Group – the Commission made 

recommendations for changes.  
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