Memorandum @

Date: November 3, 2009
Agenda Item No. 14(A)(2)
To: Honorable Chairman Dennis.C. Moss
and Members, Bg ':- e ounty Commissioners
From: George M. Bu % (
County ManageX \

Subject:  Resolution Agfenaing the Riami-Dade County Leave Manual

Recommendation
It is recommended that the Board of County Commissioners (Board) approve the attached amendments
to the Miami-Dade County Leave Manual.

Scope
The Miami-Dade County Leave Manual regulates paid and unpaid leave for all County employees in

accordance with §2-42(19) of the County Code.

Fiscal Impact
The attached amendments to the Miami-Dade County Leave Manual will facilitate the enactment of

Board and Mayoral decisions to reduce personnel costs for non-bargaining unit employees.

Track Record/Monitoring
The Miami-Dade County Leave Manual is managed by the Human Resources Department.

Background ‘
During development of the FY 2009-10 budget, the Board and Mayor announced their intention to take

various actions to reduce personnel costs, both for unionized and non-bargaining unit employees. Many
of those actions require amendments to the Leave Manual.

Approval of this pian will not have any immediate impact on unionized employees, whose compensation
is primarily determined through collective bargaining agreements. The plan also does not delegate to the
administration any authority over those unionized employees.

Rather, this item addresses the County’s approximately 838 non-bargaining unit employees who do not
work in departments under the purview of the Mayor. That group includes departments overseen by the
Board as a whole, the staff members overseen by individual Commissioners, and employees of the Clerk
of Courts, County Aftorney, Inspector General, Commission on Ethics, Citizens’ Independent
Transportation Trust and South Florida Workforce, as well as Judicial Administration employees under
the Chief Judge.

Some of those “appointing authorities” have expressed interest in lowering personnel costs using
furloughs or the suspension of holiday pay. Under the existing Leave Manual, every such change could
require Board action.

The attached resolution and amendments to the Leave Manual delegates to each appointing authority
the ability to enact such measure for the employees under their purview.

That authority would also extend to the County Mayor in respect to the 2,843 non-bargaining unit
employees who work in departments under his purview, should he choose to impose them at a future
date.
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and Members, Board of County Commissioners
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This resolution and amended Leave Manual will allow each of the appointing authorities to enact those
holiday and furlough options at will, which will allow the County to more quickly and easily realize the
personnel-cost savings desired by the Board in the Adopted Budget.

Moreover, this resolution and updated Leave Manual will allow any Board action regarding collective-
bargaining agreements to be automatically incorporated into the Leave Manual, further streamlining the
legislative process and maximizing savings.

At the conclusion of this year's collective-bargaining process, the Board will be presented a summary of
all changes that become incorporated into the Leave Manual as a result of those union agreements.

A companion resolution creating the FY 2009-10 Pay Plan will maximize flexibility for the Board and other
appointing authorities by permitting salary reductions and the suspension of longevity bonuses, flex pay
and premium pay for non-bargaining employees.



MEMORANDUM

(Revised)
TO: Honorable Chairman Dennis C. Moss DATE: November 3,..2009
and Members, Board of County Commissioners v
FROM:

R. A. Cuevas, Jr. <\ » SUBJECT: Agendaltem No. 14(A)(2)
County Attorney '

Please note any items checked.

fh

“3-Day Rule” for committees applicable if raised
6 weeks required between first reading and public hearing

4 weeks notification to municipal officials required prior to public
hearing

Decreases revenues or increases expenditures without balancing budget
Budget required

Statement of fiscal impact required

Ordinance creating a new board requires detailed County Manager’s
report for public hearing

No committee review

Applicable legislation requires more than a majority vote (i.e., 2/3’s )
3/5’s , unanimous ) to approve .

Current information regarding funding source, index code and available
balance, and available capacity (if debt is contemplated) required

s



Approved Mayor Agendaltem No. 14(A) (2)
Veto 11-3-09

Override

RESOLUTION NO.

RESOLUTION APPROVING AMENDMENTS TO THE MIAMI-
DADE COUNTY LEAVE MANUAL

WHEREAS, this Board desires to accomplish the purposes outlined in the

accompanying memorandum, a copy of which is incorporated herein by reference,

NOW THEREFORE, BE IT RESOLVED BY THE BOARD OF COUNTY
COMMISSIONERS OF MIAMI-DADE COUNTY, FLORIDA, that this Board hereby approves
the attached amendments to the Miami-Dade County Leave Manual in substantially the form

attached hereto and made a part hereof.

The foregoing resolution was offered by Commissioner
who moved its adoption. The motion was seconded by Commissioner and

upon being put to a vote, the vote was as follows:

Dennis C. Moss, Chairman
Jose “Pepe” Diaz, Vice-Chairman

Bruno A. Barreiro Audrey M. Edmonson
Carlos A. Gimenez Sally A. Heyman
Barbara J. Jordan Joe A. Martinez
Dorrin D. Rolle Natacha Seijas

Katy Sorenson Rebeca Sosa

Sen. Javier D. Souto
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The Chairperson thereupon declared the resolution duly passed and adopted this 3™
day of November, 2009. This resolution shall become effective ten (10) days after the date of
its adoption unless vetoed by the Mayor, and if vetoed, shall become effective only upon an

override of this Board.

MIAMI-DADE COUNTY, FLORIDA
BY ITS BOARD OF COUNTY
COMMISSIONERS

HARVEY RUVIN, CLERK

By:
Deputy Clerk

Approved by the County Attorney as /
to form and legal sufficiency. L./

Lee Kraftchick

%



LEAVE MANUAL No.
03.01.00
SUBJECT LEAVE CODE DATE ISSUED
FLOATING HOLIDAY: GENERAL FH [[3/3/1987]]

Eligible employees are entitled to one (1) floating holiday each fiscal year (October 1 —

September 30).

>>The Mayor or appointing authorities of departments or offices not under the Mayor’s
purview shall have the discretion to authorize furlough days or to suspend holiday pay
(holiday furlough) in lieu of a floating holiday.

Furlough days or unpaid holidays may be authorized in lieu of a floating holiday by the
terms and conditions of an employee’s collective bargaining agreement. <<
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No.

LEAVE MANUAL 03.02.00
SUBJECT LEAVE CODE DATE ISSUED
FLOATING HOLIDAY: ELIGIBILITY FH 9/26/1989
03.02.01 Employees with the following status codes are eligible for the floating
holiday:
AA Permanent
AB Probationary
AC Exempt AF Trainee
AH Emergency
Al Probation Extended
AJ Substitute
AT Temporary Classified
03.02.02 Employees with the following status codes are NOT eligible for the floating
holiday:
AD Temporary
AE Part-time
AG Seasonal
AR Work Experience
AW Farmworker Trainee

03.02.03 Eligible employees must complete nine (9) pay periods to receive pay for
the floating holiday.

03.02.04 Eligible employees must be in pay status for a full day on the assigned
work days immediately before and after the day in which the floating
holiday is observed in order to be paid for the holiday. Any amount of
unpaid time will cause the employee to lose the holiday.

03.02.05 Job basis employees who have any amount of unauthorized time off (U or

UN) on the work days immediately preceding or following the day in which
the floating holiday is observed will not be paid for the holiday.
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LEAVE MANUAL

No.

03.03.00
SUBJECT LEAVE CODE DATE ISSUED
FLLOATING HOLIDAYS: WAITING PERIOD FH 3/3/1987

Employees are eligible to use the floating holiday at any time after completion of nine

(9) pay periods.
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LEAVE MANUAL No.
03.04.00

SUBJECT
FLOATING HOLIDAYS: AUTHORIZED USE

LEAVE CODE DATE ISSUED
FH 3/3/1987

03.04.01

03.04.02

03.04.03

The floating holiday may be observed on any regularly scheduled work
day.

The department may require as much as four (4) weeks notice of the
employee’s desire to use the floating holiday.

Exceptions
a) The floating holiday may NOT be added to holiday leave accruals.

b) The floating holiday may NOT be accumulated or transferred from
one fiscal year to the next.

c) The floating holiday may NOT be taken in hourly segments.
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LEAVE MANUAL No.
03.05.00
SUBJECT LEAVE CODE DATE ISSUED
FLOATING HOLIDAY: ACCUMULATION FH 3/3/1987

Floating holidays cannot be accumulated or accrued.

Yz,
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LEAVE MANUAL No.
03.06.00
SUBJECT LEAVE CODE DATE ISSUED
FLOATING HOLIDAY: PAYMENTS FH 3/3/1987

03.06.01 The floating holiday is paid only when used, and is NOT compensable upon
termination.

The floating holiday is paid only to eligible'employees who are in full pay

status on the assigned work days immediately before and after the day on
which the holiday is observed.
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LEAVE MANUAL No.
04.01.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: GENERAL H [[3/3/1987]]

Each year the County observes the eleven (11) scheduled holidays in addition to the
floating holiday (see 03.01.00) and the birthday holiday (see 04.01.00).

New Year's Day

Martin Luther King's Birthday
President's Day
Memorial Day
Independence Day
Labor Day

Columbus Day
Veteran's Day
Thanksgiving Day

Friday after Thanksgiving
Christmas Day

04.01.02 Holidays falling on Saturdays are normally observed on the preceding

' Friday. Holidays falling on Sundays are normally observed on the
following Monday. In such cases, the day on which the holiday is
observed is considered the paid holiday, and not the day on which it
actually falls.

4.01.03 >>The Mayor or appointing authorities of departments or offices not under
the Mayor’s purview shall have the discretion to authorize furlough days or
to suspend holiday pay (holiday furlough) in lieu of holiday leave.

4.01.04 Furlough days or unpaid holidays in lieu of holiday leave may be

authorized by the terms and conditions of an employee’s collective
bargaining agreement.<<
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No.

LEAVE MANUAL 04.02.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: ELIGIBILITY H [[6/13/1987]]

04.02.01

eleven (11) scheduled holidays:

04.02.02

AA Permanent

AB Probationary

AC Exempt

AD Temporary

AF Trainee

AH Emergency

Al Probation Extended
AJ Substitute

AT Temporary Classified

eleven (11) scheduled Holidays:

04.02.03

AE Part-time

AQ Manpower Allowance
AR Work Experience

AW Farmworker Trainee

Holidays NOT Worked

Employees with the following status codes are eligible for the

Employees with the following status codes are NOT eligible for the

To receive holiday pay or holiday leave, eligible employees must be in pay
status for a full day on the assigned work day immediately before and

immediately after the day in which the holiday is observed.

Job basis employees who have any amount of unauthorized time off (U or
UN) on the work days immediately preceding or following the holiday will
not receive holiday pay or holiday leave.

>>This benefit shall not be available to employees whose appointing
authority chooses to furlough employees on holidays or to employees
subject to collective bargaining agreements with different provisions.<<

(3
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| No.

LEAVE MANUAL 04.02.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: Holidays Worked H [[3/3/1987]]
04.02.04 Holidays Worked

Non-job basis employees who actually work on the holiday are eligible for
holiday pay or holiday leave for any hours worked, provided that there was
no amount of unauthorized time off (U or UN) on the work days
immediately preceding or following the holiday. In these cases the
employees are not eligible for holiday pay or holiday leave regardless of
the amount of time worked on the day the holiday was observed.

>>This benefit shall not be available to employees whose appointing
authority chooses to furlough employees on holidays or to employees
subject to collective bargaining agreements with different provisions.<<

>>Non-job basis, non-bargaining unit employees who are covered by a
holiday furlough provision, shall be paid straight time for hours worked on
the holiday and will not be permitted to accrue (bank) holiday leave. All
wage and hours laws shall apply. Bargaining unit employees shall be paid
in accordance with the holiday furlough provision of their collective
bargaining agreement. <<

[Y
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LEAVE MANUAL No.

04.02.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: Holidays Worked H [[3/3/1987]]
04.02.05 Holidays Worked (Cont'd)

Job basis employees are not eligible to be paid for working on the holiday,
but may accrue holiday leave instead, provided that there was no amount
of unauthorized time off (U or UN) on the work days immediately
preceding or following the holiday. In these cases the employees are not

eligible for holiday leave regardless of the amount of time worked on the
day the holiday was observed.

>>This benefit shall not be available to employees whose appointing
authority chooses to furlough employees on holidays or to employees
subject to collective bargaining agreements with different provisions.<<

>>|n the event that a job basis, non-bargaining unit employee who is
covered by a holiday furlough provision works a holiday, the employee will
be paid straight time for the hours worked and will be treated as non-job
basis for the remainder of the work week in accordance with wage and
hour laws. Job basis employees will not be permitted to accrue (bank)
holiday time. Bargaining unit employees shall be paid in accordance with
the holiday furlough provision of their collective bargaining agreement.<<
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LEAVE MANUAL No.
04.03.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: WAITING PERIOD H 3/3/1987

There is no waiting period for eligible employees to receive pay for holidays.

(b
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LEAVE MANUAL No.
04.04.00

SUBJECT

HOLIDAYS: PAYMENT H [[3/3/11987]]

LEAVE CODE DATE ISSUED

04.04.01

04.04.02

04.04.03

04.04.04

Holidays not worked are compensated only when eligible employees are in pay
status the full day on the assigned work days immediately before and after the
day on which the holiday is observed.

Holidays NOT Worked Which Fall on Employee’s Reqular Day Off, Non-Job
Basis When a holiday falls on an employee’s day off and the employee does not
work that day, the employee is credited with one hour of holiday leave for each
hour in the employee’s normal work day. If the employee’s work days are
irregular in length, the number of hours of holiday leave credited is the average of
the number of hours worked per day in the employee’s bi-weekly work schedule.

>>This benefit shall not be available to employees whose appointing authority
chooses to furlough employees on holidays or to employees subject to collective
bargaining agreements with different provisions.<<

Holidays Worked Which Fall on Employee’s Regular Day Off, Non-Job Basis

In addition to appropriate pay for the pay period, the employee receives the
following:

a) Holiday leave or pay at the rate of time and one half times the number of hours
in the employee’s regularly scheduled work day; otherwise one and one half

times the average number of hours per day in the employee’s bi-weekly work
schedule; AND

b) Appropriate pay for hours worked on the holiday. Employees required to work
fewer than four hours on the holiday, will be paid for a minimum of four hours.

>>This benefit shall not be available to employees whose appointing authority
chooses to furlough employees on holidays or to employees subject to collective
bargaining agreements with different provisions.<<

Holidays NOT Worked Which Fall on Employee’s Reqular Work Day
Employees whose regularly scheduled days off fall on the day a holiday is

observed and do not work the holiday, receive straight-time pay for the number of
hours in their normal work days.

>>This benefit shall not be available to employees whose appointing authority

chooses to furlough employees on holidays or to employees subject to collective
bargaining agreements with different provisions.<<

s /1T



LEAVE MANUAL No.

04.04.00
SUBJECT LEAVE CODE DATE ISSUED
HOLIDAYS: PAYMENT H [[3/3/19871]]
04.04.05 Holidays Worked Which Fall on Employee’s Regqular Work Day, Non-Job

04.04.06

04.04.07

04.04.08

04.04.09

Basis Employees receive the following:
a) Straight-time pay for the number of hours in the employee’s regular shift; AND

b) One hour holiday leave for each hour actually worked, to a maximum of eight
hours (or the number of hours in the ernployee’s normal shift) OR straight-
time pay for each hour actually worked, to a maximum of eight hours (or the
number of hours in the employee’s normal shift). Should employees be
required to work fewer than four (4) hours on the holiday, they will be paid or
receive holiday leave for a minimum of four (4) hours; AND

>>04.04.05 (b) shall not be available to employees whose appointing
authority chooses to furlough employees on holidays or to employees subject
to collective bargaining agreements with different provisions.<<

c) Pay at time and one half for every hour worked in excess of 40 in that work
week.

Non-job basis employees have the option at the time holiday leave is earned of
either being paid or accruing holiday leave. If the employee elects pay instead of
holiday leave, the appropriate space on the PAR must be marked for the pay
period in which the holiday occurs. Otherwise holiday leave will accrue.

>>This benefit shall not be available to employees whose appointing authority

chooses to furlough employees on holidays or to employees subject to collective
bargaining agreements with different provisions.<<

Job-basis employees are not eligible to be paid for working a holiday and will
accrue holiday leave, instead. Holiday leave is credited on an hour for hour basis

not to exceed the number of regularly scheduled hours for the day on which the
holiday falls.

>>This provision is not applicable to employees whose appointing authority
chooses to furlough employees on holidays or to employees subject to collective
bargaining agreements with different provisions.<<

Status AW - Farmworker Trainee

Individuals in this status code are eligible for pay for holidays not worked, but are
not eligible for holiday leave for holidays worked.

No leave will be charged on a holiday. / (
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LEAVE MANUAL No.
05.01.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: GENERAL BH [[3/3/1987]]

Eligible employees are entitled to a holiday on their birthdays each year.

>>The Mayor or appointing authorities of departments or offices not under the Mayor's
purview shall have the discretion to authorize furlough days or to suspend holiday pay
(holiday furlough) in lieu of a birthday holiday.

Furlough days or unpaid holidays may be authorized in lieu of a birthday holiday by the
terms and conditions of an employee’s collective bargaining agreement.<<

/9
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LEAVE MANUAL No.

05.02.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: ELIGIBILITY BH 3/8/2002
05.02.01 Employees with the following status codes are eligible for the birthday
holiday:
AA Permanent
AB Probationary
AC Exempt
AD Temporary
AF Trainee
AG Seasonal
AH Emergency
Al Probation Extended
AJ Substitute
AT Temporary Classified
05.02.02 Employees with the following status codes are NOT eligible for the
birthday holiday:
AE Part-time
AG Seasonal
AQ Manpower Allowance
AR Work Experience Wages
AW Farmworker Trainee
05.02.03 Eligible employees must be in pay status for a full day on the assigned
work days immediately before and immediately after the day in which the
birthday holiday is observed in order to be paid for the holiday. Any
amount of unpaid time will cause the employee to lose the holiday.
05.02.04 Job basis employees who have any amount of unauthorized time off (U or

UN) on the work days immediately preceding or following the day in which
the birthday holiday is observed will not be paid for the holiday.
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LEAVE MANUAL No.
05.03.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: WAITING PERIOD BH 3/3/1987

There is no waiting period for eligible employees to use the birthday holiday.
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LEAVE MANUAL No.
05.04.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: AUTHORIZED USE BH 9/26/1989

05.04.01 The birthday holiday should be observed on the employee’s birthday. If
that day is not a normal work day, then it will be observed on the next
regular work day following the birthday.

05.04.02 If the employee’s birthday falls on the same day as a County holiday and
the employee is not required to work, the birthday holiday will be charged,
and the County holiday will be added to holiday leave accrual.

05.04.03 For any reason the department may allow employees to delay their
birthday holiday for up to six months.

05.04.04 Exceptions

a) If the birthday holiday is not used within six (6) months of the
employee’s actual birthday, the holiday is forfeited.

b) This holiday may not be added to holiday leave, except as stated is
Section
05.04.02.

c) This holiday may not be taken in hourly segments.

d) Unless specifically authorized to the contrary by the department, if the
employee’s birthday falls during a time when the employee is in non-
pay status, the birthday holiday is forfeited.

22—
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LEAVE MANUAL No.
05.05.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: ACCUMULATION BH 3/3/1987

Birthday holidays cannot be accumulated.

23

59



LEAVE MANUAL No.
05.06.00
SUBJECT LEAVE CODE DATE ISSUED
BIRTHDAY HOLIDAY: PAYMENTS BH 9/26/1989

05.06.01 The birthday holiday is paid only when used, and is not compensable on
termination.

05.06.02 The birthday holiday is paid only to eligible employees who are in pay
status for the full day on the assigned work days immediately before and
after the day in which the holiday is observed.
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LEAVE MANUAL No.
29.01.00
SUBJECT LEAVE DATE ISSUED
FURLOUGH DAYS CODE

>>The Mayor or appointing authorities of departments or offices not under the Mayor’s
purview shall have the discretion to authorize furlough days or to suspend holiday pay
(holiday furlough) in lieu of a holiday.

Furlough days or unpaid holidays may be authorized in lieu of a holiday by the terms
and conditions of an employee’s collective bargaining agreement.<<
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