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INTRODUCTION 
 
Welcome to the Property Appraiser’s office. As our employee you can make a valuable contribution in 
service to the Citizens of Citrus County by utilizing the special abilities or skills which have brought you to 
us to become a dependable and professional member of our team. 
 
We have an obligation to our fellow citizens to provide a system of good government.  To do this, we must 
give them the best, most efficient and courteous service possible.  People are our most valuable asset. 
 
This updated employee manual has been prepared to acquaint you with our policies, benefits to be 
enjoyed, and requirements of you as an employee. You should read, understand, and comply with all 
provisions of this manual.  Any questions you may have should be directed to the Property Appraiser or his 
appointed designee, which is the Chief Deputy, at this time. 
 
This policy is not intended to and does not constitute an expressed or implied employment contract or create 
any type of property interest by an employee in a position with this office.  Rather, it is intended to provide only 
some guidelines to the Property Appraiser's general rules and policies for the purpose of fostering a better 
workplace while the employer-employee relationship exists. 
 
Both the Property Appraiser and its employees understand that either party can freely terminate the 
employment relationship at any time.  Nothing in this policy is intended to limit that traditional right.  Further, 
nothing in this policy or any other Citrus County plan or program is intended to indicate that either the 
employee or the Property Appraiser is agreeing to be obligated for any specific term of employment.  No 
representative of the employer has any authority to enter into any agreement with any employee or 
prospective employee for any specified period of employment; or to make any agreement contrary to the rules 
and policies of the Property Appraiser.  
 
This employee manual is effective December 01, 2017, and supersedes all previously issued memoranda, 
specifically, any former communications that may conflict with these policies.  As the need arises, the 
Property Appraiser may amend, revise, modify or delete certain provisions or policies. However, we will 
attempt to keep employees informed of any changes in policies or procedures.  All employees serve at will 
and at the discretion of the Property Appraiser.     
 
With each of us helping all of us, the public will be best served.   

 
Sincerely, 
 

 
 
Honorable Leslie K. Cook  
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FOREWORD 
 

The personnel policies and procedures as outlined in this manual will provide you with information that will 
assist in your employment with the Property Appraiser. 
 
Although this manual carries sections on code of conduct and problem resolution, it is the intent of the 
Property Appraiser that all employees of the Property Appraiser are employees at will.  Employment is 
voluntarily entered into and the employee is free to resign at will at any time, with or without cause.  
Similarly, the Property Appraiser may terminate the employment relationship at will at any time, with or 
without notice or cause, so long as there is no violation of applicable federal or state law. 
 
The information contained in this manual is intended only as a general guide for employees.  The Property 
Appraiser or his appointed designee may change any policy concerning matters covered herein and such 
changes may not be reflected in this manual at the time you read it.  From time to time, the Property 
Appraiser may issue directives or other memoranda superseding any information contained in this manual 
or any memoranda or directives otherwise previously issued.   
 
Interpretation and application of these and other policies of the Citrus County Property Appraiser are within 
the sole discretion of the Property Appraiser. 
 
The Property Appraiser is a Constitutional officer whose responsibilities and functions are governed by the 
Constitution and Statutes of the State of Florida.  The Property Appraiser serves at the discretion of the 
electorate, and all staff serves at the discretion of the Property Appraiser.  It is imperative that staff strive 
constantly to render timely and effective service to the public at large. 
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I. YOU AND YOUR JOB 
 

APPLICATION FOR EMPLOYMENT 
 
The Property Appraiser relies upon the accuracy of information contained in the employment application 
and resume, as well as the accuracy of other data presented throughout the hiring process and 
employment.  Any misrepresentations, falsifications, or material omissions in any of this information or data 
may result in exclusion of the individual from further consideration for employment or, if the person has 
been hired, termination of employment. 

 
ATTENDANCE 

 
Attendance, punctuality and dependability are essential requirements of each position within the Property 
Appraiser’s Office.  Employees are expected to report for duty at the scheduled time, and each department 
head shall be responsible for the punctual attendance of all persons in the department. 
 
If you are unable to work for any reason, you must notify the Personnel Department prior to the start of 
your scheduled workday. If you are unable to speak directly to someone in Personnel, then leave a voice 
message and someone in the department will pass your message to your manager. Please do not leave a 
message on your manager’s phone only. 
 
Repeated or unjustified absenteeism or lateness may result in disciplinary action. Unreported absence of 
three (3) consecutive workdays may be considered as an abandonment of the position/resignation without 
notice and employment may be terminated. 
 

ADVANCEMENT 
 

Attendance, promptness, flexibility, merit, qualifications, positive attitude, reliability, and work quality and 
productivity are important considerations for advancement.  When opportunity arises and in keeping with 
our professional standards, an effort is made to move employees to more responsible positions as these 
openings occur.  If you take additional courses or training to increase your present knowledge or learn a 
new skill, this information should be provided for your personnel record so it may be considered when 
promotional opportunities arise. 

 
CITIZEN INTERACTION 

  
We are citizen and service oriented.  We require that all employees treat co-workers, the public and visitors 
in a courteous and respectful manner at all times.  Employees have an obligation to represent the Office in 
a positive fashion and to make citizens feel as comfortable as possible in dealing with our office. 
  
Employees with citizen contact are expected to know our programs and services, and to learn the wants 
and needs of citizens.  Every day in the Office is an opportunity to educate citizens about the use of our 
services and to seek new ways to serve the public.   
  
Employees are encouraged to report recurring citizen-related problems to your manager and/or make 
suggestions for changes in office policies and/or operating procedures to address and resolve concerns.   
  
Employees should be prepared to listen carefully to citizen inquiries, questions and complaints and to deal 
with them in a responsible, positive manner.  In the event a controversy arises, the employee should 
respond in a clear, courteous and professional manner.  If a citizen becomes unreasonable or abusive, and 
the immediate staff cannot resolve the problem, the citizen should be referred to a member of 
management. 
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Employees are cautioned not to talk to customers or other third parties about controversial incidents at 
work.  Many statements that reflect on someone’s reputation, profession, morals, or ethics can be found to 
be defamatory, no matter how harmless they seem at the time.  Individuals may be held personally liable 
for defamation. 
 
Employees should be particularly careful to exercise courtesy and thoughtfulness when using the 
telephone.  A positive telephone contact can enhance goodwill, while a negative experience can 
undermine a valuable relationship. 
  
Always keep in mind that as an employee you serve in the stead of the Property Appraiser and exercise 
the important duties and responsibilities assigned to you.  You are an ambassador of goodwill.  The more 
goodwill is promoted by staff, the more citizens will respect and appreciate the services provided through 
our office.   
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CODE OF CONDUCT 
 
In order for any group to work together efficiently and safely, it is necessary to have a reasonable code of 
personal conduct based on honesty and respect for the public and fellow employees.  If an employee is not 
considerate of others and does not observe reasonable rules of conduct, disciplinary action must be taken.  
Because all persons do not always have the same ideas about good conduct, it is necessary to adopt and 
enforce certain rules.  Depending on the severity of the disciplinary problem, disciplinary probation or 
discharge may be necessary for serious or repeated violations. 
 
We have listed below offenses which we consider to be serious enough to result in discipline, up to and 
including discharge.  However, this is not meant to be a complete list of such offenses, and the list may be 
supplemented at any time. 
 
1. Absenteeism, tardiness, and/or leaving the job during working hours without permission from your 

manager; 
 
2. Accepting any gift, loan, reward, promise of future employment, or personal service that may 

represent a conflict of interest in the performance of official duties; 
 
3. Conviction of a felony or misdemeanor involving moral turpitude or dishonesty that undermines 

one's effectiveness at work; 
   
4. Disclosure or use of information not available or readily available to the public for any employee's 

personal gain or benefit or the gain or benefit of any other person or business entity; 
 
5. Engaging in offensive, abusive or disrespectful actions and/or language, insubordination or 

unprofessional conduct, whether such acts are committed while on or off duty; 
 
6. Falsification of written records or reports, including, but not limited to, false statements on 

applications for employment, expense records or travel account forms; 
 
7. Misappropriating, damaging, destroying, or unauthorized use of property of this office, property of 

other employees or property of the public; 
 
8. Possession or use of any intoxicant or illegal drugs, including alcohol or marijuana, during the 

working day, including immediately before or during lunch periods, or reporting to work impaired 
and/or under the influence of such substances; 

 
9. Refusal to work overtime or special assignments upon request; 
 
10. Possession of any fireworks, weapons, ammunition, or explosives on the job; 
 
11. Providing legal advice of any kind to customers including advice about life estates, adding or 

removing a name from a deed, or changing how a deed reads; 
 
12. Violation of established policies, such as safety rules, smoking in prohibited areas, Code of Ethics, 

or any other policy issued by the Property Appraiser’s Office; 
 
13. Any other misconduct prejudicial to the interests of the Property Appraiser's Office. 
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CODE OF ETHICS FOR STAFF MEMBERS 
 
As an employee and integral member of the Property Appraiser's staff, you agree to use the highest ethical 
standards in your work and in your representation to the public on behalf of the Property Appraiser.  In 
keeping with this commitment, all staff members are expected to adhere to the following Code of Ethics: 
 
1. Employees may not accept gifts that would influence their actions. 
 
2. Employees may not, as representatives of the Property Appraiser, conduct business with agencies 

in which the employees have an interest. 
 
3. Employees may not accept any compensation or payment when it is given to influence an action. 
 
4. Employees may not use their public position for special privilege or benefit. 
 
5. Employees may not be employed with a firm doing business with the Property Appraiser without 

written approval. 
 
6. Employees may not disclose or use information for personal gain or benefit that is not available or 

readily available to the general public. 
 
7. Employees must disclose any interest in or connection with any business which operates in the 

State. 
 
8. Employees are prohibited from using notary public privileges paid for by the Property Appraiser for 

financial gain, while representing the Property Appraiser. 
 
9. Employees are expected to comply with the rules, regulations and laws of the State of Florida. 
 
10. Employees must obtain written approval from the Property Appraiser or his appointed designee 

before commencing any outside employment or business relationship. 
 
11. Employees intending to seek nomination or election to any elected position or appointment to any 

governing board or entity must notify the Property Appraiser or his appointed designee before 
commencing qualification, nomination or appointment.  

 
It is understood that pursuant to Section 112.313(3), Florida Statutes, no public officer, deputy, or 
candidate may either solicit or accept anything of value, including a gift, loan, reward, promise of future 
appointment, favor, or service which is based on any understanding that the vote, official action or 
judgment of the official would be influenced. 
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COURTESY AND APPEARANCE 
 
As an employee, you have accepted the responsibility to conduct yourself in a courteous, conscientious 
and considerate manner at all times.  It is in the best interest of the Office to present a positive and 
professional image to our customers, visitors and the general public. Your smile and personal presentation 
contribute to your positive appearance. 

All employees should maintain a professional, businesslike appearance and demeanor.  Personal 
conversations and activities should not be held in work areas and public areas of the office, but should be 
confined to break rooms, private office areas, or outside the building.  

Staff is expected to appear neat, clean and well groomed.  Because many staff members work in such 
close proximity with each other and the public, it is requested that the use of fragrances and perfumes be 
kept to a minimum in consideration for coworkers and for customers.   

Employees should dress in a manner that will reflect an appropriate businesslike image.  Clothing 
considered “office casual” will be appropriate most of the time, although more formal wear, such as 
business suits, may occasionally be required. 

Listed below are examples of inappropriate forms of dress for the office.  Please note this list shows 
examples and is not all-inclusive.   

• T-shirts, tank tops, jogging suits, sweatshirts; 
• Clothing with slogans, pictures, product advertisements, suggestive cartoons or drawings; 
• Torn pants or slacks, tight-fitting garments, stirrup or form-fitted pants, such as leggings/tights; (Capri’s 

for women are acceptable as long as they come at least 2” below the knee when standing).   
• Revealing or provocative attire such as see-through material, sheer blouses without camisoles, tops or 

clothing showing bare midriff or excessive cleavage; and 
• Loose footwear, such as flip-flops, slide on crocs, slippers and bare feet. (open toed sandals are 

permitted) 
 
When authorized by the Property Appraiser or his appointed designee, “casual Fridays”, also known as 
“blue jean Fridays”, will be observed for $1.00 per week which is donated to a local charity.  On these 
days, employees will be permitted to wear their blue jeans, although other colored jeans or casual slacks 
may be worn.  Jeans must fit properly, be in good repair, and meet acceptable appearance standards. 
Overall appearance on “casual Fridays” should continue to reflect attire appropriate to meet with property 
owners. 
 
From time to time a “casual Friday” will be designated as “theme shirt day” to acknowledge favorite sports 
teams or activities or to commemorate a holiday or time of year, show support for charitable organizations, 
or to reflect a style of dress (i.e. western shirts).  Themed shirts, T-shirts and sweatshirts worn with jeans 
on these days must continue to meet the normal requirements for appropriate casual dress. 
 
Field staff must follow the dress code as laid out by the department manager. 
 
Remember that the impression you create and the image you project to the public is a direct reflection 
upon the office. While we recognize the need and desire of employee for individual expression, we also 
recognize the varying cultures, ages, health, and tastes of our community. For this reason, anything that 
could be considered a safety hazard, offensive, distraction or otherwise diminish the confidence in our 
ability to deliver quality services will not be permitted. 
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DEPUTY STATUS 
 
Florida Law provides the following: 
 

Property Appraisers may appoint deputies to act in their behalf in carrying 
out the duties prescribed by law.   

 
§ 193.024, Florida Statutes. 
 
To promote the efficient administration of our office, and to best serve the public, you have been appointed 
and commissioned to serve as a deputy.  As a deputy, you may be authorized to act in the stead of the 
Property Appraiser and are authorized to take actions as authorized or directed, which the Property 
Appraiser could take if personally present.   
 
 

DISABILITY POLICY STATEMENT 
  
The Property Appraiser’s Office is committed to a policy of non-discrimination on the basis of disability in 
its employment practices, provision of public services and access to governmental facilities and will fully 
comply with the provisions of the Americans with Disabilities Act (ADA). 
 

 
DISCIPLINARY PROCEDURES 

 
While the best disciplinary measure is the one that does not have to be enforced and comes from good 
leadership and fair supervision at all employment levels, the policy of the Office is to administer equitable and 
consistent discipline for unsatisfactory conduct in the workplace.  Our own best interest is served by ensuring 
fair treatment of all employees and in making certain that disciplinary actions are prompt, uniform, and 
impartial.  The major purpose of any disciplinary action is to correct the problem, prevent recurrence, and 
prepare the employee for satisfactory service in the future. 
 
Although employment is based on mutual consent and both the employee and the Property Appraiser have 
the right to terminate employment at will, with or without cause or advance notice, the Property Appraiser may 
use progressive discipline at his discretion.  Disciplinary action may call for any of four steps -- verbal warning, 
written warning, suspension with or without pay, or termination of employment -- depending on the severity of 
the problem and the number of occurrences.  There may be circumstances when one or more steps are 
bypassed. 
 
Progressive discipline means that, with respect to most disciplinary problems, these steps will be followed:  a 
first offense may call for a verbal warning; a next offense may be followed by a written warning; another 
offense may lead to a suspension; and, still another offense may then lead to termination of employment.  
Normally, if more than 12 months have passed since the last disciplinary action, the process will start over. 
 
The Property Appraiser recognizes that there are certain types of employee problems that are serious 
enough to justify either a suspension, or, in extreme situations, termination of employment, without going 
through the usual progressive discipline steps.  While it is impossible to list every type of behavior that may 
be deemed a serious offense, the Code of Conduct section of this manual, includes examples of problems 
that may result in immediate suspension or termination of employment.  However, the problems listed are 
not all necessarily serious offenses, but may be examples of unsatisfactory conduct that will trigger 
progressive discipline. By using progressive discipline, we hope that most employee problems can be 
corrected at an early stage, benefiting both the employee and the Office.   
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DIVERSITY STATEMENT 
 
America comprises a blend of people with different backgrounds who have all contributed greatly to the 
strength and success of the nation.  Moreover, like the nation, the American workforce is becoming 
increasingly diverse.  People must work together, learn together and live together.  The Property Appraiser 
aims to attract and maintain a highly competent, diverse workforce and cadre of suppliers that meet the needs 
of the community.   
 
Every employee of the Property Appraiser’s workforce shall be accountable and responsible for creating and 
maintaining a positive work environment that allows all employees to maximize their potential and fully 
contribute to the achievement our mission and vision.  All employees shall be expected to embrace and 
respect the rich perspectives that each individual potentially brings to the workforce.  Our aim is to create and 
maintain an environment that fosters fairness, equity and respect for social and cultural diversity in an 
environment free from unlawful discrimination or harassment. 
 
People are our most valuable internal asset and will ultimately provide the teamwork and professionalism 
needed to achieve our mission and goals.   
 
 
 

DRUG-FREE WORKPLACE POLICY 
  
We are a drug-free workplace.  The abuse of alcohol and the use of illegal drugs has a serious impact on 
America's workforce.  We guard against any risk to the safety of our employees or members of the public 
or compromise to the quality of our work or our productivity as a result of the abuse of alcohol or illegal 
drugs.   
  
In accordance with Florida law, it is the policy of the office to maintain a drug-free workplace.  Employees 
reporting to work with alcohol or unlawful drugs in their system are in violation of this policy and are subject 
to drug testing and/or disciplinary action, up to and including discharge.  The use, sale, manufacture, 
distribution, purchase, possession, dispensing or being impaired and/or under the influence of illegal drugs, 
non-prescribed controlled substances or alcohol is strictly prohibited. 
  
In the event the Office has reason to believe that you have abused alcohol or possess illegal or controlled 
substances or report to work with alcohol or illegal drugs in your system, including but not limited to a 
workers' compensation accident or injury, you may be directed to submit to a drug test. 
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E-MAIL, CELL PHONES, COMPUTERS, INTERNET AND PHOTOCOPIERS 
  
Your personal business will be conducted outside the Office.  All office property, including computer files, 
e-mail systems, photocopiers and software furnished to employees are Office property and intended for 
business use. 
 
Employees should not use a password, access a file, or retrieve any stored communications without 
authorization.  Employees are prohibited from downloading files or data from the Office’s computer 
systems to personal devices such as CD’s or DVD’s, mp3 players, jump drives, cell phones, laptops or any 
other personal electronic device without express authorization. 
 
The occasional use of the internet and electronic devices during your break or to allow the occasional brief 
check of the news and weather is permitted, however, the monitoring or updating of e-mail, social media or 
other websites including games, audio and video streaming or keeping sites constantly open all day long is 
not permitted. Internet usage can be monitored by the IT department and abuse will be reported to the 
department manager. If abuses occur, appropriate individual disciplinary action will be taken. 
 
Much of the work we do is of a highly technical nature requiring focused decision making that impacts 
property owners directly. During work hours employees have a responsibility to exercise self-discipline in 
taking steps to avoid constant work interruptions from personal electronic devices that may negatively 
impact productivity or create a distraction that could lead to poor decision making and excess errors. 
 
To ensure compliance with this policy, photocopier, computer, Internet and e-mail usage may be 
monitored.  Employees should not assume that electronic communications are personal and confidential.  
These communications may be monitored and/or disclosed by the Office without the permission of the 
employee.  
 
Office e-mail and Google chat must be signed on all day, every day, you are in the office working.  
  
Personal cell phones should not be used while operating a vehicle (unless using the hands-free option) on 
behalf of the Office. Keep cell phones in silent or vibrate mode to avoid conflict and distractions during 
business hours. 
  
The Office strives to maintain a workplace free of harassment and sensitive to the diversity of its 
employees.  Therefore, the Office prohibits the use of photocopiers, computers, use of the Internet and the 
e-mail system in ways that may be disruptive to others, offensive to others, harmful to morale or which 
could constitute unlawful sexual or racial harassment.  Misuse of these systems include reproducing or 
transmitting images of a sexual nature, ethnic slurs, racial comments, off-color jokes, or anything that may 
be construed as harassment or showing disrespect for others. 
  
E-mail and/or the Internet may not be used to solicit others for commercial ventures, religious or political 
causes, outside organizations, or other non-business matters.   
  
The Office purchases and licenses the use of various computer software for business purposes and does 
not own the copyright to this software or its related documentation.  Unless authorized by the software 
developer, the Office does not have the right to reproduce such software for use on more than one 
computer system.  The Office prohibits the illegal duplication of software and its related documentation 
including but not limited to screen savers and wallpaper pictures.  Do not place personal software on Office 
systems.   
 
WIFI is a benefit provided to employee when available. There is no guarantee of it always being available. 
 
Employees should respect the confidentiality of other employees' electronic communications and may not 
attempt to determine passwords, or breach computer and network security measures or monitor electronic 
files or communications except by explicit direction of the Property Appraiser or his appointed designee. 
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EQUAL EMPLOYMENT OPPORTUNITY 
 
The Property Appraiser’s Office hires and promotes employees based on their qualifications and without 
regard to any employee's race, color, religion, sex, national origin, age, citizenship, gender identity or 
expression, marital or family status, disability or any other status protected by law (except where age, sex 
or non-disability are bona-fide occupational qualification).  We afford a preference to qualified veterans 
and/or their eligible spouses.  We aim to attract, retain and promote the best-qualified individuals. 
 
All employees are responsible for implementing and enforcing our Equal Employment Opportunity policy.  
All employees are likewise expected to share in our commitment to this program by reporting any 
suspected violations directly to the Property Appraiser or his appointed designee.  The registering of a 
good faith complaint will in no way be used against the complaining party, nor will it have an adverse 
impact on the individual's status with the Property Appraiser.  Any person electing to utilize this resolution 
procedure will be treated courteously, and the matter will be investigated and handled on a need-to-know 
basis.   
 

EXEMPT EMPLOYEES 
 

Exempt employees are those certain administrative, executive, professional or computer professional 
personnel who are exempt from the minimum wage and overtime provisions of the Fair Labor Standards 
Act due to the nature of their job duties.  These employees are not paid overtime for hours worked in 
excess of 40 per week.  The salary for exempt employees covers all hours worked.  Exempt employees 
are required to report any absences of a full day or more to the Personnel department for deduction to 
accrued leave credits. 

 
FURLOUGH POLICY 

 
A furlough day is an unpaid day taken off by the employee.  During difficult economic times, a furlough 
policy may be put in place.  Furlough days may be voluntary or mandatory, at the Property Appraiser’s 
discretion.  
 
Voluntary furlough days must be approved in advance in the same manner as PLT, on the same form.  
These days off are at the discretion of the manager.  The manager must consider other staff member’s 
schedules and the current activities in the office when approving furlough days, such as, TRIM, VAB, 
Exemption application deadlines, etc.  
 
Employees may not request voluntary furlough days to coincide with several holidays to extend their 
holiday, while other staff members don’t get the chance to take off during this time.  It is the manager’s 
responsibility to ensure days off during holidays are equitable among the staff. 
 
When a furlough day is taken, the employee will still accrue PLT at their same rate.   
 
Furlough days do not count towards the mandatory 80 hours an employee must take off during the year. 
 
Furlough days are generally taken in eight (8) hour increments (full days), however consideration will be 
given for time periods less than eight (8) hours. 
 
Furlough days (time) will count as hours worked for overtime purposes. 
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HARASSMENT POLICY AND COMPLAINT PROCEDURE 
 
  
I.          STATEMENT OF POLICY 
  
The Office is committed to a professional work environment in which all individuals are treated with respect 
and dignity.  Each individual has the right to work in an atmosphere that promotes equal opportunities and 
prohibits discriminatory practices, including sexual and other forms of harassment.  Therefore, the Office 
expects that all relationships among persons in the Office be businesslike and free of bias, prejudice and 
harassment.  In keeping with this commitment, the Office maintains a strict policy prohibiting harassment of 
staff members in any form in the workplace from other staff members, vendors, contractors, or guests. 
  
II.         DEFINITIONS 
  

A.  SEXUAL HARASSMENT:  Sexual harassment constitutes discrimination and is illegal under 
federal and state laws.  For the purposes of this policy, sexual harassment is defined in the Equal 
Employment Opportunity Commission’s guidelines as unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature when, for example:  (1) 
submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual’s employment; (2) submission to or rejection of such conduct by an individual is used as 
the basis for employment decisions affecting such individual; (3) such conduct has the purpose or 
effect of unreasonably interfering with an individual’s work performance or creating an intimidating, 
hostile, or offensive working environment. 

 
Sexual harassment may include a range of subtle and not so subtle behaviors and may involve 
individuals of the same or different gender.  Depending on the circumstances these behaviors may 
include, but are not limited to:  unwanted sexual advances; subtle or overt pressure for sexual 
favors; sexual jokes; innuendoes; advances or propositions; verbal abuse of a sexual nature; 
graphic commentary about an individual's body, sexual prowess or sexual deficiencies; leering, 
whistling, touching, pinching, assault, coerced sexual acts, or suggestive, insulting or obscene 
comments or gestures; display in the workplace of sexually suggestive objects or pictures; and 
other physical, verbal, or visual conduct of a sexual nature. 

  
This kind of behavior is unacceptable at the workplace and in any work-related setting outside the 
workplace such as during business trips and business-related social events. 

  
It is also essential to understand that consenting romantic and sexual relationships between 
managers or supervisors in senior or supervisory positions and less senior or lower-level staff 
members, or between co-workers, may lead to unforeseen complications.  The respect and trust 
accorded a more senior/supervisory person by a lower-level staff member, as well as the 
responsibility by that person in evaluating or otherwise supervising the lower-level person could 
diminish the extent to which the lower-level staff members feel free to choose.  It is not the Office's 
intention to attempt to legislate social behavior within the Office.  We do, however, recognize that 
encouraging and developing close social relationships, including dating other staff members, 
makes any manager's job more difficult.  Because of this, managers should refrain from dating and 
developing close social relationships with staff members under their supervision. 
  
B.  OTHER HARASSMENT:  The Office policy equally prohibits any other type of harassment 
involving a protected category under federal, state, or local law (for example, on the basis of race, 
color, religion, national origin, marital status, age and/or disability.) 

  
III.        INDIVIDUALS COVERED UNDER THE POLICY 
  
This policy applies to all applicants and staff members whether related to conduct engaged in by fellow 
staff members, managers, or someone not directly connected to the Office (e.g., an outside vendor, 
consultant, public.) 
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IV.       REPORTING AN INCIDENT OF HARASSMENT 
  
The Office encourages reporting all perceived incidents of harassment, regardless of the offender's identity 
or position.  Individuals who believe they have been the victim of harassment should discuss their 
concerns with either their immediate manager, or if you would feel more comfortable, you may speak about 
your concern directly with the Property Appraiser, Assistant Property Appraiser, Chief Deputy, 
Administration or any other manager. 
 
V.        COMPLAINT PROCEDURE 
  

1.  Informal Procedure:  The Office encourages individuals who believe they are being harassed 
to notify promptly the offender that his or her behavior is unwelcome.  If, for any reason, an 
individual does not wish to confront the offender directly or such a confrontation does not 
successfully end the harassment, the individual should notify their immediate manager, the 
Property Appraiser or his appointed designee.   

  
An individual reporting harassment should be aware that the Property Appraiser’s office may 
decide it is necessary to take action to address the harassment beyond an informal discussion.  
This decision will be discussed with that individual.  The best course of action in any case will 
depend on many factors and, therefore, the informal procedure will remain flexible.  Moreover, the 
informal procedure is not a required first step for the reporting individual. 

 
 2.  Formal Procedure: 
  

a. Notification of Appropriate Staff – As noted above, individuals who believe they have been 
the victim of harassment or believe they have witnessed harassment should discuss their concerns 
with either their immediate manager or any other manager or manager.  If you receive information 
regarding sexual harassment in your capacity as a manager, you are obligated to report it 
immediately to the Property Appraiser or his appointed designee. 

  
b. Timeliness in Reporting Harassment – The Property Appraiser encourages the prompt 
reporting of complaints or concerns so that rapid and constructive action can be taken before 
relationships become strained.  Therefore, while no fixed reporting period has been established, 
early reporting and intervention has proven to be the most effective method of resolving actual or 
perceived incidents of harassment. 

  
c. Investigatory Process – Any reported allegations of harassment will be investigated promptly.  
The investigation may include individual interviews with the parties involved and, where necessary, 
with individuals who may have observed the alleged conduct or may have relevant knowledge. 

  
d. Confidentiality – The complaint and investigation will be handled with sensitivity, and 
confidentiality will be maintained throughout the investigatory process, to the extent practical and 
appropriate under the circumstances. 

  
e. Protection Against Retaliation – Retaliation against an individual for reporting harassment or 
assisting in providing information relevant to a claim of sexual harassment is a serious violation of 
this policy and will be treated with the same strict discipline, as would the harassment itself.  Acts 
of retaliation should be reported immediately and will be promptly investigated. 

 
f. Responsive Action – Misconduct constituting harassment will be dealt with appropriately.  
Responsive action may include, for example, training, referral to counseling, and disciplinary 
actions such as warnings, reprimands, withholding of a promotion or pay increase, reassignment, 
temporary suspension without pay, compensation adjustments, or termination, as the Property 
Appraiser may believe appropriate under the circumstances.  
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g. Record of Complaint and Investigation – The Office may maintain a written record of each 
complaint and how it was investigated and resolved.  Written records will be maintained in 
confidence to the extent practical and appropriate. Our goal is prompt and effective resolution.   
  
h. Appeals Process – If the party to a complaint does not agree with this resolution that party may 
file written comments with the Property Appraiser or his appointed designee. 

  
i. False and Malicious Accusations – False and malicious complaints of harassment, as opposed 
to complaints which, even if erroneous, are made in good faith, may be subject to appropriate 
disciplinary action. 
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HIPAA PRIVACY POLICY 
 
The office participates in the County’s fully insured health plans through various carriers providing health 
insurance benefits to covered staff and their dependents (the “Plan”).  This policy addresses the practices 
that the Office will follow in connection with the Plan. 
 
The Health Insurance Portability and Accountability Act (“HIPAA”) and its implementing regulations restrict 
the ability to use and disclose protected health information (“PHI”). Office policy limits access to PHI and is 
in compliance with HIPAA and its implementing regulations.  The office specifically prohibits any staff 
member from intimidating, threatening, coercing, discriminating against, or taking other retaliatory action 
against individuals for exercising their rights, filing a complaint, participating in an investigation, or 
opposing any improper practice under HIPAA. 
 

HIRING PROCESS 
 

The Property Appraiser is committed to a fair and equitable hiring process. Generally, the Property 
Appraiser’s Office will promote from within when qualified candidates are available. We reserve the right to 
go directly outside for recruiting purposes when the necessary skills, certification, or other abilities may not 
be available from the current workforce. 
 

1. Notices of available positions are posted in-house and/or on the website for a specified time 
period in which applications will be accepted. 

 
2. All timely received completed applications are reviewed by the Chief Deputy and the hiring 

manager to determine the most qualified applicants to be scheduled for interviews. 
 
3. Qualified applicants are contacted by phone to schedule an interview. 

 
4. The Chief Deputy and the hiring manager conduct the interview where applicants are 

questioned about their experience, education, and work history. 
 
5. During the interview, applicants for general clerical positions may be given a written clerical 

skills test which is used to determine general clerical ability.  The test includes sections on 
analyzing skills, proofreading skills, filing skills, math skills, and checking skills. 

 
6. During the interview, applicants for general clerical positions may be given a computerized skill 

check test to determine level of ability in Microsoft Word and Excel. Applicants may also be 
required to take a timed typing test for the purpose of judging typing accuracy and speed. 

  
7. Applicants for a more technical or specialized position are not required to take the clerical skills 

test or skill check tests unless these skills are an essential part of the job, but may be required 
to take a specialized test for their particular area of expertise. 

 
8. Applicants chosen as finalists may be contacted for an additional interview. 

 
9. After completion of the interviews, Administration contacts, by phone, one or more of each 

applicant’s most recent job references in order to verify the applicant’s prior employers, job 
titles, job duties, and dates of employment. 

 
10. Finalist applicants are required to complete a Background Check authorization form. 
 
11. After the interview process, the hiring manager with the approval of the Property Appraiser or 

his appointed designee determines the applicant to be hired. 
 
12. A job offer is made to the chosen applicant conditional upon the passing of a county fitness for 

duty physical exam. 
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HIRING OF RELATIVES 

 
Florida Statutes, Chapter 112, limits the employment of relatives by public officials and compliance is 
mandatory.  A public official may not appoint, employ, promote or advance, or advocate for appointment, 
employment, promotion or advancement, in or to a position in which he or she exercises jurisdiction or control 
an individual who is a relative of the public official.  "Relative" means an individual who is related to the public 
official as spouse, parent, child, sibling, in-law, grandparent, grandchild, aunt, uncle, cousin, niece, nephew, or 
step-relative. 
 
While the hiring of relatives of current employees is not prohibited, it is not encouraged. However, the 
hiring of household family members is prohibited. In the unlikely event the relative of a current employee is 
hired, the related employees may not work in positions that involve a manager/subordinate relationship, 
financial or audit oversight or control, or any other possible conflict of interest. 
 
In situations where employees marry, become related, or otherwise establish a close relationship after 
employment (i.e. domestic partner or significant other) the Property Appraiser’s office reserves the right to 
take whatever action it deems necessary to prevent a real or perceived conflict of interest.  The affected 
employees may not continue working in positions that involve a manager/subordinate relationship, financial 
or audit oversight or control, or any other possible conflict of interest.  While upper management will 
consider requests for a transfer or change in work assignments or responsibilities, if such is not feasible 
within a reasonable period, the employees will be allowed to decide which of them will resign. Employees 
are expected to disclose relationships covered by this policy whenever they come into existence.   
 

HOURS OF WORK AND TIMEKEEPING 
 
The Office of the Property Appraiser is open Monday through Friday from 8:30 a.m. until 5:00 p.m. except 
for the branch office. Branch office hours are from 8:00 a.m. to 5:00 p.m.  You should be at your 
assigned work area at your scheduled time to begin your workday.  If it is necessary for you to begin 
work earlier than the above-mentioned time, prior approval is required.  Employees are expected to report 
for duty at the scheduled time.  Hourly employees may have the privilege of clocking in as early as 7:45 
a.m. Occasionally, you may not be able to get in the building until 8:00 AM. Due to the scope of operating 
needs or your position it may be necessary to adjust these times.  This will be determined by your 
immediate manager.  
 
An electronic timekeeping system located on your PC will be utilized by all non-exempt employees to 
accurately record arrival and departure times each workday.  Payroll calculation increments are on a per-
minute basis. Missed or forgotten “punches” should be reported in writing via email or chat to the 
Personnel department as soon as possible to insure complete time records for payroll processing. Hourly 
employees may make up time throughout the day, or at least within the same week with prior approval 
from your immediate manager. If you do not have 40 hours in a week, the balance will be made up using 
your PLT. 
 
Repeated or unjustified absenteeism, tardiness, and/or leaving the job during working hours without 
permission from the appropriate manager or upper management may result in disciplinary action. 
Unreported absence of three (3) consecutive workdays may be considered as an abandonment of the 
position/resignation without notice and employment may be terminated. 
 

HOUSEKEEPING 
 

We are proud of the neat and businesslike appearance of our Offices.  All employees are asked to keep 
their desks and surrounding areas clean, neat and free of unsightly clutter.  Personal items in the work 
area should be limited.  Food should be consumed only in approved break areas.  Drinks in covered 
containers and snacks are permitted at desks and in work areas.  It is the responsibility of all employees to 
help keep common areas such as break rooms, meeting rooms, and waiting areas clean and neat. 
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INFORMATION REQUESTS OR RELEASE 
 
When someone from outside this Office asks you for information about records, procedures or other 
internal matters, refer the person to the Property Appraiser or his appointed designee unless you have 
been specifically authorized to release such information.  No records, official documents, material, manuals 
or other property of the Property Appraiser’s Office are to be loaned, given, removed or sold to any outside 
person or business by any employee without approval of the Property Appraiser or his appointed designee. 
 

INQUIRIES ABOUT FORMER EMPLOYEES 
 
The Property Appraiser’s office has the responsibility to answer inquiries concerning former employees, 
including job references and recommendations.  Accordingly, all employees should refrain from answering 
letters or telephone inquiries concerning former employees.  All inquiries concerning past employment 
should be directed to the Personnel department. 
 

 
JOB PERFORMANCE AND EVALUATION 

 
Most employees like to know "how they are doing."  The Property Appraiser’s Office also believes that all 
employees should be kept advised of their performance with the Office.  Therefore, you will be evaluated 
after your probationary period, at the end of the 1-year period and each year thereafter. As always, you are 
free at any time to discuss your performance with your manager. 
 
Evaluations allow the manager and the employee to discuss the job responsibilities, standards, 
expectations and performance requirements of the new position.  Additional formal performance 
evaluations are conducted to provide both managers and employees the opportunity to discuss job tasks, 
identify and correct weaknesses, encourage and recognize strengths, and discuss positive, purposeful 
approaches for meeting goals. 
 
Annual performance evaluations are scheduled to coincide generally with the anniversary of the 
employee's original date of hire. Based on the evaluation score and the current merit pay schedule, 
employees may receive a merit increase based on their performance. The final decision to award any 
merit-based pay adjustment will be by the Property Appraiser and/or his designee and will be dependent 
upon numerous factors, including the information documented by the formal performance evaluation 
process. Merit increases parameters are set by either the State of Florida or the Citrus County Board of 
County Commissioners. Pay increases and/or adjustments are discretionary, not automatic. 
 
Because some employees may successfully serve many years in the same position and be awarded 
steady pay increases over the years, it may become possible for the employee’s pay rate to exceed the 
approved maximum pay rate for the position classification.  In order to prevent this occurrence, a lump sum 
payment equal to the annual pay increase the employee would have normally received will be awarded 
instead.  In this way, the employee’s pay rate will remain within the approved level, but the employee will 
still receive all the salary dollars they would have normally received within a fiscal year from the pay 
increase.  
 
In accordance with section 215.425 (3) and at the discretion of the Property Appraiser and or his designee, 
employees may be granted a performance bonus in the last quarter of the fiscal year based on their annual 
evaluation and the availability of funds. 
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LOYALTY OATH 
 

Section 876.05(1) (2), Florida Statutes, requires that each staff member take the following oath before a 
notary public:  

 
(1) All persons who now or hereafter are employed by or who now or hereafter are on the 
payroll of the state, or any of its departments and agencies, subdivisions, counties, cities, 
school boards and districts of the free public school system of the state or counties, or 
institutions of higher learning, and all candidates for public office, are required to take an 
oath before any person duly authorized to take acknowledgments of instruments for public 
record in the state in the following form: 
 
I,                                     , am a citizen of the State of Florida and of the United States of 
America or legal alien status, and being employed by or an officer of the Citrus County 
Property Appraiser, and a recipient of public funds as such employee or officer, do hereby 
solemnly swear or affirm that I will support the Constitution of the United States and of the 
State of Florida. 
 

A copy of this oath must be signed by the employee and filed in the records of the Property Appraiser’s 
Office before the Office can approve any voucher for the payment of salary, expenses, or other 
compensation to the employee.  Any person who fails to execute this oath shall be immediately discharged 
and shall not be permitted to receive any payment as an employee of this Office.  Any person 
subsequently found to have made a false statement in the above oath may be guilty of the crime of perjury 
under Florida law. 

 
LUNCH AND BREAK PERIODS 

 
Lunch periods are scheduled for employees at the discretion of management and will begin no earlier than 
11:00 a.m. and end no later than 3:00 p.m.  The exact time you are to take your lunch period will be 
determined by your manager.  Lunch periods cannot be accumulated for use at a later time without prior 
approval by your manager.   
 
Meal periods for temporary or part-time employees may be adjusted to accommodate their scheduled work 
hours.  Employees will be relieved of all duties during meal periods and will not be compensated for that 
time. 
 
As work responsibilities permit employees are allowed to take up to two (2) 15-minute breaks per day, one 
in the morning and one in the afternoon.  Breaks may begin no earlier than 9:00 a.m. and end no later than 
4:00 p.m.  Breaks will be taken “on the clock” and cannot be saved for any purpose or used to make up for 
missed time in lieu of PLT. Your break times and lunchtime should be used to make personal phone calls, 
for smoke breaks or to conduct other personal business. 
 

MANAGEMENT RIGHTS  
The Property Appraiser or his appointed designee shall have the exclusive right to manage the facilities, 
services and business of the Office and direct the working staff.  These rights include, but are not limited 
to, the right to plan, direct and control operations; to assign work and schedule working hours; to assign or 
reassign work locations; to determine the extent to which services will be performed by employees or by 
contract providers; to hire, promote, demote and transfer employees; to suspend, discipline or terminate 
and to lay-off employees for lack of work or for other reasons; to make and enforce rules of conduct and 
regulations; to introduce new methods, materials or facilities; to establish new job classifications and 
eliminate job classifications. 
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MEDIA INQUIRIES 
  

From time-to-time, as an employee of the Office, you may receive inquiries from the media (e.g., 
newspapers, television stations, radio stations, advertisements, magazines, or other periodicals).  If you 
are contacted by any representative of the media, you should refer the individual making the inquiry to the 
Property Appraiser. If they are unavailable, refer them to the Chief Deputy. 
 
No other staff members may speak on behalf of the Office to ensure that we maintain a positive public 
image and all communications to the media are accurate and consistent with legal developments and 
Office policy. It is important that we provide accurate information and not speculation.  It is our goal to 
make every effort to respond to every media contact.  Your assistance is required to make sure that we 
coordinate inquiries on an official and consistent basis, practice common courtesy, and preserve the 
respect and credibility of the Office. 
  
Courtesy, consistency and common sense should always be used when dealing with the media.  If a 
reporter asks a question or asks to interview you as a representative of the Office, politely decline and 
direct them to the appropriate contact.  Refrain from making statements you believe to be "off-the-record." 

 
 

MOTOR VEHICLE USE-PERSONAL/OFFICE 
 
PERSONAL VEHICLE USE 
Some employees drive their own vehicles when performing work for the Property Appraiser’s Office.  The 
Office requires these employees to maintain valid driver’s licenses, insurance, and safe driving records.  
These employees are also required to notify their immediate manager of any moving violations within one 
(1) working day after the citation is received.  
 
Drivers who have had their licenses suspended or revoked will be prohibited from driving while performing 
work for the Property Appraiser’s Office.  If this prevents an employee from performing his/her duties, the 
employee may be reassigned to another position, suspended or discharged at the discretion of the 
Property Appraiser or his appointed designee. 
 
OFFICE VEHICLE USE 
Office vehicles will be used for official office business only and must be operated within the limits of the law 
adhering to all safety regulations. Remember driving without your seatbelt is unlawful. Negligence or 
violations of this policy or the loss or damage to vehicles and office property may result in disciplinary 
action, including termination. In instances where a pool vehicle is not available, the employee may use 
their personal motor vehicle for conducting office business; however, a motorcycle or other similar mode of 
transportation is strictly prohibited. 
 
Vehicles may be monitored at any time without notice at the discretion of the Property Appraiser. There 
should be no expectation of privacy. 
 
Employees assigned an office vehicle are responsible for insuring that the vehicle is clean. Operators may 
be held responsible for fines and for damages resulting from their own negligence. 
 
Passengers who are not employees may only be allowed in office vehicles for the purpose of conducting 
office business 
 
Smoking tobacco products, use of E-Cigarettes and the use of smokeless tobacco products is prohibited in 
all office vehicles. 
 
Cell phones will only be used with the hands-free options while operating any vehicle. If the hands-free 
option is not available, the vehicle should be safely stopped and moved off the road prior to the use of cell 
phones. Texting while driving an office or personal vehicle is strictly prohibited. Violations of this rule may 
result in disciplinary action up to and including termination. 
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If an employee is assigned any equipment, it becomes his or her responsibility to exercise reasonable care 
in its use, to preserve the life of the equipment and to observe all safety precautions. 
 
Office provided vehicles are not to be taken home or driven for personal use. 
 
You must notify your manager or someone in Administration immediately in the event of an accident. An 
auto insurance card is located in the glove compartment of each vehicle. 
 
Keys are to be signed out and returned each day to the Residential department. 
 
When utilizing office provided vehicles, you will use the Wright Express cards for gasoline and will not 
claim mileage reimbursement. You must obtain your pin number from the Residential department. All 
receipts must be turned in daily. 
 
Personal use of the Wright Express cards will be grounds for immediate termination. 
 

OUTSIDE EMPLOYMENT 
 
Your position with this Office is considered your primary place of employment.  To avoid any conflict of 
interest, before accepting outside employment, an employee must have the permission of the Property 
Appraiser or his appointed designee.  You are required to submit in writing the name and location of the 
employer, the type of business he/she is engaged in, your prospective duties and the number of days and 
hours you will be expected to work.  This information will help to determine that the outside employment is 
not in violation of Office or County policy or the State Conflict of Interest Laws, and will not affect or restrict 
your availability for work or efficiency of your work for the Property Appraiser and does not cause 
embarrassment to this Office in any way, directly or indirectly.  Current staff with outside employment or a 
change in outside employment must advise the Property Appraiser’s office in writing.  Any appearance of 
impropriety should be avoided. 
 

OVERTIME 
 
Overtime shall be compensated in accordance with the requirements of the Fair Labor Standards Act 
(FLSA) and as provided by these regulations. Overtime will be required of employees based upon the 
needs of the Office.  Overtime will be granted to non-exempt employees in the form of overtime pay (one 
and one-half the employee’s regular rate of pay) to employees who work in excess of forty (40) hours in a 
workweek. PLT (paid leave time) and administrative leave (whether requested or required) will not count as 
hours worked for overtime.  Administrative Leave-Emergency (office closings) will not count as overtime, 
but will be granted as straight-time rate of pay. Paid holiday time and furlough days will count as hours 
worked for overtime. Administrative leave for Clinic appointments will count towards overtime if the 
employee is under mandatory overtime directed by the Chief Deputy.  
 
The excessive accumulation of unauthorized overtime by clocking in prior to or clocking out beyond normal 
working hours is not permitted and will be subject to appropriate disciplinary measures.  
 
The Property Appraiser’s office reserves the right to use a combination of overtime pay and/or 
compensatory time off when budgetary or other office considerations arise. 

 
 

PAY PERIODS AND PAYDAYS 
 
A workweek will consist of 168 hours in the form of seven consecutive 24-hour periods.  Two consecutive 
workweeks will comprise each pay period.  The pay period will begin at 12:00 a.m. on Saturday of the first 
week and end at 11:59 p.m. on Friday of the second week. 
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Employees are paid bi-weekly on Thursdays in the week immediately following the pay period.  In the 
event of a holiday or office closing on the regularly scheduled payday, the payday will be changed to 
another day of that week. 
 
Please direct any questions concerning your pay to the Personnel department.  Direct deposit is required 
upon providing appropriate authorization, which must be turned in within two weeks of your hire date. 

 
PERSONNEL RECORDS 

  
It is your responsibility to update the information contained in your personnel file in order for the Office to 
maintain accurate information such as: 
  

1. Name 
2. Residential and mailing address 
3.  Home telephone number and cell phone number 
4. Emergency contact person(s) and telephone information 
5. Dependents eligible for family insurance coverage and beneficiary designations 
6.  Copies of certificates, diplomas, transcripts, and other education records 
7.  Benefit enrollments and/or payroll deduction authorizations 
8.  Driver's license status (if required for your position) 
9.   Information regarding any other employment outside the office 
10. Any certification or educational achievements or courses 

 
The personnel file will also include the employment application, reference check and hiring documentation, 
and position/payroll authorizations.  Proof of citizenship and/or resident alien status and tax withholding 
certification is also required and is maintained separately from the personnel file. 
 
The Office will not be liable for any incorrect withholding of deductions, erroneous designations of 
beneficiaries, or loss of employee benefits of an employee who has failed to maintain accurate and current 
information in his/her personnel records. 
 
Personnel records are a matter of public record under Florida Statue 119.07. This statue does provide 
some exemptions to qualifying employees. For more information please contact the Personnel Department 
or the office’s Records Management Liaison Officer. 

 
PHYSICAL EXAMINATION 

 
A County pre-employment physical is required for new employees in order to verify ability to perform the 
physical aspects essential to perform their proposed job duties.  Pre-employment physicals are scheduled 
with the Employee Health Clinic at no cost to the employee.  
 
When circumstances warrant, such as accident, injury, or reasonable suspicion that an employee may be 
impaired, the employee will be required to submit to drug and alcohol testing.  The employee will be 
notified of which facility to visit, and the fee will be paid by the Office.  
 
 

POLITICAL ACTIVITY 
 
Employees are encouraged to participate in the electoral process.  However, to avoid conflicts of interest 
or public misunderstanding, employees are prohibited from any role in partisan political affairs during work 
hours.  No employee may take part in political management or political campaigns during duty or when 
acting in an official capacity. 
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Employees shall not use their official authority or influence for the purpose of interfering with an election or 
a nomination for office, for influencing another person’s vote, or affecting the result thereof.  No employee, 
official, or other person shall solicit orally, by letter, or be in any other manner concerned in obtaining any 
assessments, contributions or services for any political party from any employee during their hours of duty, 
service, or work with the Property Appraiser’s office. 
 
Political candidates visiting the Office may be greeted and political campaign material accepted for your 
personal information, but should be removed from public viewing immediately.  No campaign material will 
be displayed on counters or desks at any time.  Political discussions with coworkers and visitors should be 
conducted during off-duty hours and outside the Office. 
 
Nothing herein contained shall be construed to restrict the right of the employee to hold membership in and 
support a political party, to vote as they choose, to express their opinions on all political subjects and 
candidates, to maintain political neutrality, to attend political meetings after working hours, or to campaign 
actively during off-duty hours in all areas of political activity.   
 
No employee shall hold or be a candidate for any other public office that conflicts with the performance of 
their duties as an employee or violates the dual office holder provision of the Florida Statutes.  Any 
employee who wishes to accept or seek election to a County office must resign from the Property 
Appraiser’s employment immediately upon indicating such intention by formal declaration or other 
evidence of candidacy subject to Florida Statutes dealing with elections. 
 
 

PROBATIONARY PERIOD 
 
All new employees serve a probationary period of six months during the first year of their employment.  
This period of time is established to evaluate the employee's work quality, attendance, and other 
performance factors, and to determine how well the employee fits in to our organization.  It also gives the 
employee an opportunity to experience working in the Office and decide whether he/she likes the new job 
and surroundings. Prior to the completion of the probationary period, an employee evaluation will be 
completed by the employee’s direct supervisor, indicating whether the employee has successfully 
completed this period and is recommended for regular status. Satisfactory completion of the probationary 
period confirms regular status but shall not be construed to mean that the employee has been given a 
property interest in his/her appointment with the Property Appraiser’s Office. 
 
Upon successful completion of the probationary period, employees who were hired at the base salary rate 
for the position they occupy may be eligible for a 2.0% increase over the base rate dependent on the 
budget and/or other factors.  Employees who do not receive a satisfactory rating on their evaluation at the 
end of their six-month probationary period, may be terminated. 
 
Nothing in this manual alters the fact that all staff of the Property Appraiser are appointed for an indefinite 
period, and that such appointment may be terminated at any time without cause or notice, at the will of 
either the employee or the Property Appraiser. 
 
Neither this manual, nor any individual policies, related practices, or guidelines, are to be construed as any 
guarantee of employment, employment contract, or part of any employment contract.   
 
During the probationary period, more experienced employees will share their knowledge and help you 
adjust to your duties and various procedures at the Property Appraiser’s Office.  The introductory 
probationary period may be extended at the discretion of the Property Appraiser or his appointed designee.  
Meanwhile, you should not hesitate to ask questions to learn as much as possible about the Office.  Your 
questions and concerns are important. 
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PROBLEM RESOLUTION 
 
The Property Appraiser is committed to providing the best possible working conditions for its employees.  Part 
of this commitment is encouraging an open and frank atmosphere in which any problem, complaint, 
suggestion, or question receives a timely response from managers and management.  We strive to ensure fair 
and honest treatment of all employees.  Managers and employees are expected to treat each other with 
mutual respect. Employees are encouraged to offer positive and constructive criticism. 
 
An employee who disagrees with established rules of conduct, policies, or practices, may express their 
concerns through the problem resolution procedure.  No employee will be penalized, formally or informally, for 
voicing a complaint with the office in a reasonable, businesslike manner, or for using the problem resolution 
procedure. 
 
In the event a situation occurs where an employee believes that a condition of employment or a decision 
affecting them is unjust or inequitable, they are encouraged to make use of the following steps.  The employee 
may discontinue the procedure at any step. 
 

1. The employee presents the problem to the immediate manager after the incident occurs.  If the 
manager is unavailable or the employee believes it would be inappropriate to contact that person, 
the employee may present the problem to the department director or any other member of 
management. 

2. The manager resolves the problem during discussion with the employee or after consulting with 
appropriate management, when necessary. The manager documents the discussion. 

3. The employee presents the problem to the Personnel department if the problem is unresolved. 
4. The Personnel department counsels and advises the employee, assists in putting the problem in 

writing, consults with the employee's manager(s) if necessary, and directs the employee to the Chief 
Deputy, and where necessary the Property Appraiser for review of the problem. 

5. The Chief Deputy, and when necessary the Property Appraiser reviews and considers the problem, 
informs the employee of their decision and forwards a copy of the written response to the Personnel 
department for the employee's file. The Property Appraiser or his appointed designee has full 
authority to make any adjustment deemed appropriate to resolve the problem. 

 
Not every problem can be resolved to everyone's total satisfaction, but only through understanding and 
discussion of mutual problems can employees and management develop confidence in each other.  This 
confidence is important to the operation of an efficient and harmonious work environment, and helps to ensure 
everyone's job security. 
 

PROMOTION, TRANSFER AND DEMOTION 
 
When opportunities for promotion or transfer arise and in keeping with our professional standards, an effort 
will be made to move qualified employees to more responsible positions. Attendance, promptness, 
flexibility, merit, qualifications, positive attitude, reliability, and work quality and productivity will be 
important considerations.   
 
Promotional opportunities may be created when vacancies occur in established positions or new positions are 
created through appropriate budgetary procedures.  Employees eligible for promotion will be considered 
based on educational background, experience, work record, and ability to perform the assigned duties of the 
vacant position.  
 
Promotion may be cause for a pay increase adjustment and may be made at the discretion of the Property 
Appraiser and/or Chief Deputy. Promotions will receive a 5% increase or movement to the minimum of the 
next pay scale. 
 
If the employee is not successful in the new position, the employee may be demoted from that position at any 
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time during, or upon the completion of the probationary period.  The employee may be reassigned to his or her 
former position, if available, or to a comparable position for which he or she may be qualified. If an increase 
was given, then salary may be decreased to what was being earned prior to the promotion. If warranted, 
employment may be terminated. 
An employee may request a transfer to another department within the office by submitting a request to the 
appropriate department manager/director, Chief Deputy, or the Personnel department.  The 
manager/director of the department filling the position and the Chief Deputy must both approve this type of 
transfer.  Any employee transferred to a new position at their own request must remain in that position for 
at least one year before becoming eligible to transfer again. A change in department or title is not always 
indicative of a change in pay. 
In most cases an employer-initiated transfer will be conditional upon approval by both department 
directors/managers. This requirement will not apply when the transfer is a result of disciplinary action and is 
without the employee's approval. 
 
Employees should consult the appropriate department manager/director or the Personnel department to 
determine the availability of promotional or transfer opportunities. 
 
 

PUBLIC RELATIONS 
 
Rudeness or being discourteous to the public will not be tolerated.  If one citizen is made angry, it usually 
has a ripple effect among his or her family and friends.  Almost any customer can be handled with tact and 
courtesy.  If, despite your best efforts, a citizen continues to be difficult, ask your department manager or a 
member of upper management to speak to the citizen.  If a customer becomes angry or uses profanity, 
notify your manager, the Property Appraiser or his appointed designee immediately.  A professional and 
courteous manner should be maintained at all times, but especially when a citizen is confused or ill 
tempered. 
 

SEPARATION, REORGANIZATION AND SEVERANCE PAY 
 
Operational needs of the Citrus County Property Appraiser’s Office may require the separation, involuntary 
demotion, reassignment, or reduction in work hours of staff positions.  Reorganization does not apply to 
non-covered positions (e.g., probationary staff, temporary employees, contract staff or time-limited project 
employees).  The Office may implement reorganization with or without separations for one or more of the 
following seven (7) reasons: 
 
 Reorganization; 
 Job performance; 
 Conduct;  
 Fiscal concerns, including: 
 -Work shortage; 
 -Loss of funding;  
 -Operational needs; and/or  
 -Outsourcing/privatization. 
 
Severance packages, including severance payments in lieu of notice, and voluntary resignation options, 
may be authorized for currently employed personnel.   
 
At the discretion of the Property Appraiser, a departing employee may be paid severance pay or enhanced 
severance package benefits in lieu of notice in exchange for a resignation and voluntary Waiver and 
Release Agreement. 
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Personnel Department is responsible for developing and implementing an exit interview program. The 
purpose of the program is to obtain useful feedback in assessing the employment with our office. All 
leaving employees will complete an exit interview and those desiring a personal interview will have one 
with the Chief Deputy. Information may be shared with the appropriate management levels. 
 
 

RESIGNATION, TERMINATION AND REHIRE 
 
Employment is voluntarily entered into and the employee is free to resign at will at any time, with or without 
cause.  Employees who desire to leave the Property Appraiser’s Office in good standing are required to 
provide two (2) weeks written notice of resignation unless otherwise agreed to by the employee and the 
Office.  Salaried staff members are expected to provide 30 days written notice of resignation.  Employees 
who fail to provide such notice may be disqualified from receiving payout of benefits. 
 
The Property Appraiser or his appointed designee may terminate the employment relationship at will at any 
time, with or without cause, so long as there is no violation of applicable federal or state law.   
 
The Property Appraiser reserves the right to not rehire any employee who has been terminated. 
 

 
RETURN OF PROPERTY 

 
Employees are responsible for items issued to them by the office or in their possession or control such as, 
but not necessarily limited to, the following: 
 
Car signs  Credit Cards  Cell Phones  Identification Badges 
Manuals  Cameras  Measuring Devices Written Materials 
Keys/Fob  Uniforms  Office Supplies Computer/Office Equipment 
 
An employee must return all Office property on or before his/her last day of work.  Where permitted by 
applicable laws, the Office may withhold from the employee's final paycheck the cost of any items that are 
not returned when required. Any other legal action deemed appropriate to recover or protect office property 
may be taken. 
 
 

SAFETY 
 
The Property Appraiser is vitally interested in the safety and well being of each employee.  It is their intent 
to provide safe and healthful working conditions.  We ask the cooperation of each employee in the 
following: 

 
1. Taking precaution in the prevention of accidents to yourself and others. 
2. Bringing conditions, you feel to be dangerous to the attention of your manager. 
3. Operating all equipment, you may use in the performance of your work in a proper and safe 

fashion. 
4. Observing all safety practices. 
5. Reporting any injury promptly to your manager, who has the responsibility of completing an 

accident report. 
6. Keeping your emergency contact information current.  
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SALARY AND WAGE PLAN 
  
The Office has established a Pay and Classification Plan that assigns each job to a particular pay scale 
within the nature and scope of each job and relationship of job responsibility among all categories or 
positions in the office.  A periodic review of pay scales will be conducted.  Individual pay rate increases 
may be granted annually based on the employee’s performance for that year, availability of funds, and 
market conditions. Merit increase parameters are set by either the State of Florida or the Citrus County 
Board of County Commissioners. Pay increases and/or adjustments are discretionary, not automatic. 
 

SECURITY AND CONFIDENTIALITY 
 
Providing a safe work environment for all is a prime concern to us.  We continue to monitor our security 
procedures to ensure that you, your property, and the public are secure at our workplace.  We are the 
custodian of important public records and must maintain and preserve them.  It is the responsibility of each 
employee not only to be security conscious, but to also be actively involved in maintaining a safe work 
environment.   
 
Be sure to handle all confidential matters with the utmost care.  Keep sensitive data out of sight when you 
are not actively working with it.  Do not share your security access, card or codes with others.  Report any 
security problems as soon as possible.   
   
Our vendors have every right to expect that the copyrighted information we have paid to use will be 
maintained and used exclusively for business purposes only.  Unauthorized copying, printing, or 
duplicating of proprietary software in any form is forbidden.  
 
The Office cannot assume responsibility for the loss or theft of an employee's personal property or 
valuables.  Please keep track of your personal belongings and do not bring anything of value into the 
workplace.  To preserve the safety of our Office, desks, purses and outer clothing may be subject to 
inspection.  A video security system in work areas may be in operation.  Telephone calls and/or computer 
usage may be monitored to ensure professional courtesy is observed.  Do not bring inappropriate materials 
to the Office, such as illegal drugs and/or alcoholic beverages, firearms and/or weapons.  Report any 
breaches of security immediately to the Property Appraiser or his appointed designee. 
 
 

SMOKE-FREE WORKPLACE 
 
Fostering a clean-air environment is important to you, your fellow employees and the public.  Therefore, 
our facilities are smoke-free.  Smoking is limited to designated outdoor smoking areas only, such as the 
picnic table area or side walk behind the building in Inverness. 

 
SOLICITATION AND DISTRIBUTION 

 
In accordance with Section 447.509, Florida Statutes, to ensure that all employees are permitted to devote 
their full attention to their duties and to prevent unnecessary interference with our operations, it is the 
policy of the Office that: 
 

• There will be no solicitation of employees during working hours. 
• There will be no distribution of literature during working hours where the actual work is performed.   

   
Except for approved non-profit and school groups, solicitations that are prohibited include, but are not 
limited to, solicitation for magazines or periodical subscriptions and membership in organizations.  
Distributions which are prohibited include, but are not limited to, advertising, brochures, packages of 
materials, leaflets, or informational bulletins. 
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Solicitation for whatever purpose is not permitted without express authority from the Property Appraiser or 
his appointed designee.  If such a person calls upon you during working time, inform them in a courteous 
manner that solicitation is not permitted and notify your manager or upper management.   
 
To best serve the public, no personal or private business should be conducted in working areas during 
working time.  Employees, as well as outsiders, are prohibited from soliciting our employees during 
working time.  Employees and outsiders are also prohibited from distributing literature in areas where the 
actual work of public employees is performed, such as offices and poll locations. 

 
TELEPHONE CALLS 

 
Every call is an opportunity to make a lasting impression.  Always be polite and professional.  Everyone is 
expected to answer incoming calls unless you are already engaged in customer contact. 
 
Personal telephone calls, both incoming and outgoing, should be extremely limited.  Personal long-
distance calls shall not be made from the Property Appraiser’s telephones.  Personal cellular telephones 
should not interfere with our work, and should be placed in silent/vibrate mode during working hours. In the 
event mobile phones or two-way radios are provided they are to be used for business or emergencies only.  
While operating any vehicle on behalf of the Office do not engage in cell phone usage unless you have a 
hands-free device. 
 
 

UNIONS 
 
We have an open-door policy under which all employees have the right to deal directly with their manager 
or upper management with reference to all working conditions.  The Office is opposed to an outside third 
party, a union, being involved in the working relationship with employees.  When management and 
employees work toward common goals, unions are unnecessary.  The Property Appraiser recognizes and 
accepts his obligation to provide employees with good working conditions, good wages and benefits, fair 
treatment, and the personal respect that each employee deserves. 
 
The Office does not and will not discriminate against any employee because of his or her membership or 
non-membership in any organization.  However, it is not necessary for employees to belong to a union or 
any other organization in order to hold a job with the Office. 

 
VISITORS 

 
In view of confidentiality and security concerns, vendors, visitors, the public, family members, or anyone 
who is not a member of the staff must remain in the break room or the public reception area, if they are 
absent of permission of management. 
 

WAGE AND HOUR PROCEDURES 
 
The minimum wage and overtime provisions of the Fair Labor Standards Act apply only to non-exempt 
personnel.  All persons will be notified as to whether or not they are exempt.   
 
The following rules apply to non-exempt personnel: 
 

1. You should not work more than forty (40) hours in any workweek without the express approval of 
the Property Appraiser or his appointed designee. 
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2. You will be responsible for accurately maintaining your own time records. You should use the 
timekeeping system on a daily basis, indicating the time you begin work, take a lunch break, and 
end work.  Should any employee need to leave their work area during working hours for any 
reason not pertaining to Property Appraiser business, he/she should use the time system upon 
beginning and leaving work.  Please do not report to your work area until you are required to begin 
work.   

 
3. Because of the numerous federal and state regulations, you must not take work home to be 

completed.  All work you perform for the Property Appraiser should be performed during regularly 
scheduled or authorized work hours. 

 
4. Employees may be required to leave their work areas during their entire lunch break.  It is a 

violation of this policy to perform any unauthorized work for the Property Appraiser when you are 
not on the clock. 

 
5. Weekend work and night work is strictly prohibited unless authorized by your manager. 

 
6. If you are approved to attend training or an educational seminar that is designated as beneficial to 

your job, and the seminar is conducted during your normal work hours, you will be paid for the time 
you spend at the seminar. 

 
 

WHISTLEBLOWER PROTECTION POLICY 
 
We are committed to providing a workplace and citizen service arena in which there is open discussion of 
operations and practices. Accordingly, anyone who has reason to believe the Property Appraiser’s office is 
violating or not complying with state or federal statues, rules or regulations is encouraged to report the 
concern to the Property Appraiser, Chief Deputy or any member of management. 
 
Any staff member or citizen who reports suspected misconduct, fraud, or abuse will not be terminated or 
otherwise retaliated against for making the report. The report will be investigated and even if determined 
not to be misconduct, fraud or abuse, the individual making the report will not be retaliated against. There 
will be no punishment for reporting problems including no termination, suspension, reprimand, harassment, 
or any other type of discrimination.  
 
NOTE: Florida’s “Whistle-blower’s Act” provides protection against retaliatory action to those reporting 
information. See sections 112.3187 to 112.31895, Florida statues, for more detail. 
 

 
 

WORKPLACE VIOLENCE 
 
It is the policy of the Property Appraiser to provide a safe workplace for employees. Acts of aggression or 
violence in the workplace will not be tolerated and are grounds for immediate termination. 
 
Employees are discouraged from engaging in both verbal and physical confrontations with a potentially 
violent individual or attempting to subdue such individuals. Employees are to immediately seek managerial 
assistance in dealing with a volatile customer or co-worker. 
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II. A GUIDE TO BENEFITS 
 
 

BENEFITS OVERVIEW -- YOUR HIDDEN PAYCHECK 
 
In addition to your bi-weekly paycheck, the Property Appraiser’s Office works continuously to enhance the 
benefits you receive as a staff member.  These benefits enhance your pay by an average of over 35%. 
 
In addition to your regular compensation, you may qualify for tuition assistance for qualified educational 
opportunities. 
 
Full-time employees accrue paid leave time (PLT).  As a full-time employee you will also enjoy eleven (11) 
paid holidays and other generous leave policies.    
 
Our group insurance programs offer significant cost savings.  Our payment for you into the Florida 
Retirement System (FRS) and federal FICA represents significant contributions on your behalf annually. 
 

ADMINISTRATIVE LEAVE 
 
When directed by either the County Administrator or the Property Appraiser (or his appointed designee) to 
close the Office in the event of emergency, employees will not be required to report to work and will 
receive paid administrative leave-emergency for those hours or days that the Office is actually closed.  

 
BEREAVEMENT LEAVE 

 
Bereavement Leave with pay will be granted to regular full-time employees for up to three (3) days upon 
the death of a member of the employee’s immediate family.  Immediate family is defined as spouse, child, 
parent, grandparent, grandparent of spouse, step-parent, step-parent of spouse, parent of spouse, 
brother/sister of employee, brother/sister of spouse, step/half siblings of employee and spouse, stepchild, 
grandchild, aunt/uncle of employee and spouse or significant other.  Acceptable proof of death of the family 
member may be required. 
 
Up to two (2) additional days of bereavement leave may be granted for an employee to attend funeral 
services of an immediate family member where the distance is farther than 300 miles from Citrus County.  
Under special circumstances, the Property Appraiser or his appointed designee may grant the use of 
bereavement leave for other family members not listed. 
 

CELEBRATIONS AND EVENTS 
 
The Property Appraiser may authorize the expenditure of funds for the purpose of providing food and 
refreshments when acting as the host agency for professional development seminars and training held for 
employees, and/or intergovernmental agencies or organizations.  Funds may also be expended for special 
events such as grand openings, anniversary acknowledgements, and awards for retiring employees. 
Consumption of food and refreshments for such events will be confined to the break room or other 
designated areas. 
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DOMESTIC VIOLENCE LEAVE 
 
In accordance with FS 741.313, employees who have worked for at least three (3) months are permitted to 
take up to three (3) working days in a 12-month period for yourself, your family, or a member of your 
household who is a victim of domestic violence. Domestic Violence Leave is unpaid time. 
 

-Seek an injunction for protection against domestic violence or an injunction for protection in cases 
of repeat violence, dating violence, or sexual violence; 
 
-Obtain medical care or mental health counseling for the employee or a family or household 
member to address physical or psychological injuries resulting from the act of domestic violence; 
 
-Obtain services from a victim‐services organization, including, but not limited to, a domestic 
violence shelter or program or a rape crisis center as a result of the act of domestic violence; 
 
-Make the employee’s home secure from the perpetrator of the domestic violence or to seek new 
housing to escape the perpetrator; or 
 
-Seek legal assistance regarding issues arising from the act of domestic violence or to attend 

 and prepare for court related proceedings arising from the act of domestic violence 
 
You are required to exhaust all PLT leave prior to receive domestic violence leave. An employee must 
provide 5 days advance notice of the need for leave, except in cases of imminent danger to the health or 
safety of the employee or an employee’s family or household member. The request must be accompanied 
by sufficient documentation of the act of domestic violence (for example: copy of a police report, restraining 
order, or order to appear in court). All information regarding an employee’s Domestic Violence Leave will 
be kept confidential. 
 

EDUCATIONAL OPPORTUNITIES 
 

The Property Appraiser’s office may establish and develop educational and training programs for 
employees.  The purpose of such programs is to increase operational efficiency and to assist employees in 
preparing themselves for positions of increasing difficulty and responsibility. 
 
As training opportunities become available and as recommended by management, all full-time employees 
who have satisfactorily completed one year of employment and are not in probationary status will be 
eligible for enrollment.  Training will be scheduled appropriate to the employee's ability, utilization within 
assigned duties and individual potential.  All costs associated with office-sponsored training including 
registration fees, books and materials, and travel and per diem will be paid by the Office.  Administrative 
leave will be granted for the length of the course and associated travel time. 
  
Failure to attend or successfully complete scheduled training will be the basis for denial of future participation 
in such programs.  Where an exam is required at the conclusion of training and the employee fails to obtain a 
passing grade on the exam, the employee may request a re-exam if offered.  Administrative leave will be 
granted to the employee to attend the re-exam, and the Office will pay the enrollment fee for the re-exam and 
any associated travel or per diem expense.    The employee is encouraged to utilize course books and 
materials available in the Office for individual self-study to prepare for a re-exam, or to request tutoring from a 
qualified staff member. 
 
In the event the employee fails a re-exam, any fees or travel costs associated with subsequent re-exams 
will be at the employee's expense, and the employee will be required to use PLT to attend the re-exam.  If 
the employee fails the second or subsequent re-exams and desires to retake the entire course, the course 
fees and any travel costs will be paid by the employee.  The employee will be required to use PLT to 
attend the course. 



             31
   
 
 
 

EMPLOYEES AS NOTARIES PUBLIC 
 

The Property Appraiser is authorized by Section 116.35, Florida Statutes, to secure notary commissions 
for employees as necessary to adequately serve the public. The employee-notary is a notary public 24 
hours a day, 7 days a week, for the entire 4-year term of the appointment, unless the notary dies, resigns, 
or is suspended or removed from office by the Governor or the Florida Senate. 
 
The Office regulates the use of the employee-notary’s commission during the employee’s regular business 
hours.  Employee-notaries will be required to record all notarial acts performed in the course of business in 
a notary journal or record book.  No notary fees will be collected for notarial acts performed by employee-
notaries during the course of business.  For any notarial acts performed outside the notary’s employment, 
the employee-notary may charge fees for those services not exceeding the fees set by law.  Such fees 
belong to the notary public. 
 
The notary seal, the notary commission certificate, and any other papers belonging to the notary public, 
i.e., a record book or journal of notarial acts, are the property of the notary public, not the government 
agency, even if the agency paid for such items.  Even upon termination of employment, these items belong 
to the notary public. 
 
It is the responsibility of the employee-notary to secure the notary seal to prevent its misuse.  Any 
unauthorized use or possession of a notary seal by a person who is not the lawfully commissioned notary 
public is a criminal offense.  Both the employee-notary and the Office are liable for all notarial acts 
performed by the employee-notary within the scope of his or her employment.  The Office is not liable for 
notarial acts performed by the employee-notary outside normal employment responsibilities. 
 
Upon termination of employment, the Office’s liability for notarial acts performed in the future by the former 
employee-notary also terminates.  The Office does not have the authority to request or require the 
resignation of the employee-notary from the office of notary public. 
 
 

EMPLOYEE HEALTH CLINIC 
 

The health clinic can be used whenever possible for all employees and dependents covered in the health 
insurance plan. The goal of the clinic is to provide quality health care while reducing costs to not only the 
county but to the staff as well. There is no co-pay and they have many prescription medications that are 
free. The future of the clinic is based upon the usage and success it experiences in the coming years.  
 
The office will grant up to one and one half (1.5) hours’ time for usage of the clinic for each employee, once 
per month. Any time out of the office beyond that will come out of your PLT. Any time left in the month will 
not be carried forward to the next month. 

 
GROUP INSURANCE 

 
Group health, life, long-term disability, dental, and vision Insurance is provided through your employment 
with the Property Appraiser paying your individual premiums.  The Personnel department will provide you 
with information and/or enrollment forms for including your eligible dependents in these plans.  You will be 
provided with up-to-date information regarding any changes or enhancements to available insurance 
benefits as they occur.  You are responsible for the timely reporting of any changes to your personal 
information (i.e. name, address, marital status) that will affect your group insurance enrollments. 
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HOLIDAYS 

 
Regular full-time employees will receive pay for the following holidays as designated by the Board of 
County Commissioners: 
 
1. New Year’s Day 
2. Martin Luther King Jr. Day 
3. Good Friday 
4. Memorial Day 
5. Independence Day 
6. Labor Day 
7. Veteran’s Day 
8. Thanksgiving Day 
9. Day after Thanksgiving 
10. Christmas Eve 
11. Christmas Day 
 
Normally, holidays falling on Saturday will be observed the preceding Friday, and those falling on Sunday 
will be observed on the following Monday.  If a holiday occurs while you are on paid leave, you will be 
given credit for the holiday and it will not be deducted from your leave balance.  Employees must be in an 
active or paid leave status both the workday immediately preceding and immediately following a holiday in 
order to receive holiday pay.  Employees on “Leave without Pay” or in any other non-pay status do not 
receive compensation for a holiday occurring during that period. An employee on Workers Compensation 
does not receive holiday pay in addition to their regular Workers’ Compensation benefits. 
 
For permanent part time employees, if the holiday occurs on a day that the employee is not scheduled to 
work, the employee does not receive holiday pay. If the holiday occurs on a day that the employee is 
scheduled to work, the employee will receive holiday pay for the number of hours normally scheduled for 
that work day. 
 
Temporary, seasonal or casual labor employees are not eligible for holiday pay. 
 
Due to the nature of the Property Appraiser’s business, it may be necessary to require work on a holiday. 

 
 

JURY AND WITNESS DUTY 
 
The Property Appraiser encourages employees to meet their civic and public service responsibilities. An 
employee who is summoned as a member of a jury panel shall be granted administrative leave with pay for 
all hours required for such duty not to exceed the number of hours in the employee's normal workday; 
however, if the jury duty does not require absence for the entire workday, the employee shall return to duty 
immediately upon release by the court. If the employee's court attendance does not coincide with the 
employee's regular work schedule, the employee shall be granted administrative leave based on the total 
hours served on jury duty, not to exceed the number of hours in the employee's regular workday. Such 
leave shall be granted on the next scheduled work shift following each day that the employee is in court. 
The employee shall not retain any jury fees. The Property Appraiser shall not reimburse the employee for 
meals, lodging or travel expenses incurred while serving as a juror. 
 
An employee subpoenaed as a witness in a court or an administrative hearing, not involving his/her own 
personal litigation or service as a paid expert witness, shall be granted administrative leave with pay, and 
any witness fees shall be retained by the employee. The Property Appraiser shall not reimburse the 
employee for meals, lodging or travel expenses incurred while serving as a witness. 
 
An employee subpoenaed in the line of duty to represent the Property Appraiser as a witness or defendant 
shall not be granted administrative leave, as appearance in such cases shall be considered a part of the 
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employee's job assignment. The employee shall be paid per diem and travel expenses as they apply and 
shall be required to turn over any fees received from the court. 
 
In no case shall administrative leave with pay be granted for court attendance when an employee is 
engaged in personal litigation or service as a paid expert witness; however, an employee may be granted 
PLT in such cases with the approval of their manager. 

 
LEAVE WITHOUT PAY 

 
When an employee has exhausted all accrued paid leave time and needs additional time off either before 
or after an emergency closing, as in the case of hurricane/storm preparation or cleanup, the employee may 
be authorized a short-term leave without pay.  Otherwise, as appropriate, PLT must be used for short 
terms of leave.  Any other requests for short-term leave without pay will not be approved by management 
and may be treated as unauthorized absence subject to appropriate disciplinary measures. Time off during 
the actual emergency closing will be paid to employees as administrative leave. 
 
At the Property Appraiser or Chief Deputy’s discretion, an employee may be granted an extended leave of 
absence without pay.  A variety of factors will be considered with each leave request, including sufficient 
personal reasons for the purpose of the leave, its intended duration, the employee’s overall work record, 
and the potential effect of the employee’s absence from the Office.  Approved leaves of absence shall not 
constitute a break in continuity of service.  Such leave shall not accrue FRS credit. 
 
While on extended leave of absence without pay, the Property Appraiser’s office may continue to pay 
premiums to cover the employee under its group health, life and disability insurance plans through the 
month following the beginning of the leave.  Thereafter, employees on leave may continue their benefits 
under the Property Appraiser's group insurance plans provided the employee pays the entire monthly 
premiums during the leave.  Employees who wish to continue their insurance coverage should so advise 
the Property Appraiser’s office before beginning their leave.   
 
Leaves of absence will be without pay except that employees may be required to use PLT during a leave.  
While on unpaid leave of absence, employees will not accrue paid leave time.  
 
Upon return from extended leave, every effort will be made by the Office to place the employee in the 
same or similar position, but nothing in this manual guarantees reinstatement.   
 
 

LEAVE PAYOUT AND BUYBACK POLICIES 
 
To be eligible for a leave payout of unused PLT upon separation from employment, the separation must be 
as a result of the employee resigning in good standing, retirement from the office, discontinuation of a 
position due to budget reductions or other reasons which the Property Appraiser or his appointed designee 
considers appropriate. The payout is based on the length of service and will be paid as follows: 
 
Upon separation on good terms:    Upon separation not on good terms: 
 
Years of Service  % of Total Hours  Years of Service % of Total Hours 
5 Years or Less             50%   Less than 10 years  25% 
Over 5 Years up to 10  Years   60%   Over 10 Years to 15 Years 30%  
Over 10 Years up to 20 Years  75%   Over 15 Years to 20 Years 40% 
Over 20 Years            100%   Over 20 Years   50% 
 
 
In mid-December the office may buyback 50% of any hours in excess of 300, not to exceed 96 hours and 
not to exceed $3,000 in gross pay.  Should the payout exceed $3,000 in gross pay, these hours will be 
carried forward. 
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Example:  At the buyback time, if you have 396 hours – we will automatically buyback 96 hours and pay 
you for 48.   
 
Special buyback may occur between July – September each year at the Property Appraiser’s discretion. 
The office may buy back up to 80 hours at 75%, however, employees must still have 100 hours in their 
PLT bank after buyback. 

 
 

LEAVE UNDER FAMILY AND MEDICAL LEAVE ACT (“FMLA”) 
 
The Family and Medical Leave Act (“FMLA”) provides eligible employees with up to 12 workweeks (60 
days) of unpaid leave for certain family and medical reasons during a 12-month period.  During this leave, 
an eligible employee is entitled to continued group health plan coverage as if the employee had continued 
to work.  At the conclusion of the leave, subject to some exceptions, an employee may return to the same 
or to an equivalent position. 
 
To be eligible for FMLA leave, an employee must have been employed by the office for at least 12 months 
(which need not be consecutive), and must have worked at least 1,250 hours during the 12-month period 
immediately preceding the commencement of the leave.  
 
FMLA leave may be taken for any one, or for a combination of, the following reasons: 
 
1. The birth of the employee’s child or to care for the newborn child;  
 
2. The placement of a child with the employee for adoption or foster care or to care for the newly 

placed child; 
 

3. To care for the employee’s spouse, child or parent (but not in-law) with a serious health condition; 
and/or 
 

4. The employee’s own serious health condition that makes the employee unable to perform one or 
more of the essential functions of his/her job. 
 

A “serious health condition” is an injury, illness, impairment, or physical or mental condition that involves 
inpatient care or continuing treatment by a health care provider. 
 
An eligible employee is entitled to up to 12 workweeks of unpaid leave during a 12-month period for any 
FMLA qualifying reason(s).  The 12-month period is based on a rolling 12-month period measured 
backward from the date an employee first uses FMLA leave. 
 
Leave to care for a newborn or for a newly placed child must conclude within 12 months after the birth or 
placement of the child. 
 
Intermittent leave is leave taken in separate blocks of time.  A reduced work schedule leave is a leave 
schedule that reduces an employee’s usual number of hours per workweek or hours per workday. 
 
Leave because of an employee’s own serious health condition, to care for an employee’s spouse, child or 
parent with a serious health condition, or to care for a newborn or for a newly placed child may be taken all 
at once, or where medically necessary, intermittently or on a reduced work schedule.   
 
If an employee takes leave intermittently or on a reduced work schedule basis, the employee must, when 
requested, attempt to schedule the leave so as not to unduly disrupt office operations.  When an employee 
takes intermittent or reduced work schedule leave for foreseeable planned medical treatment, the Property 
Appraiser’s office may temporarily transfer the employee to an alternative position with equivalent pay and 
benefits for which the employee is qualified and which better accommodates recurring periods of leave. 
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Before being placed on leave without pay for FMLA purposes, employees must use all PLT with the 
exception of up to 40 hours of paid leave that may be retained.   
 
An employee should request FMLA leave by completing the Family or Medical Leave Request and 
Response form and submitting it to the Personnel department for upper management’s approval.  This 
form can be obtained from the Personnel department. 
 
When leave is foreseeable for childbirth, placement of a child or planned medical treatment for the 
employee’s or family member’s serious health condition, the employee must provide the office with at least 
30 days advance notice, or such shorter notice as is practicable.  When the timing of the leave is not 
foreseeable, the employee must provide the office with notice of the need for leave as soon as practicable 
(i.e., within 1 or 2 business days of learning of the need for the leave). 
 
When leave is taken to care for a family member, the office may require the employee to provide 
documentation or statement of family relationship (e.g., birth certificate or court document). 
 
In most cases, an employee will be required to submit medical certification from a health care provider to 
support a request for FMLA leave for the employee’s or a family member’s serious health condition.  
Medical certification forms are available from the Personnel department. 
 
If the office has reason to doubt the employee’s initial certification, the office may, with the employee’s 
permission, have a designated health care provider contact the employee’s health care provider in an effort 
to clarify or authenticate the initial certification; and/or require the employee to obtain a second opinion by 
an independent-designated provider at the office’s expense.  If the initial and second certifications differ, 
the office may, at office expense, require the employee to obtain a third, final and binding certification from 
a jointly selected health care provider. 
 
During FMLA leave, the office may request that the employee provide recertification of a serious health 
condition at intervals in accordance with the FMLA.  In addition, during FMLA leave, the employee must 
provide the office with periodic reports regarding their status and intent to return to work.  If the employee’s 
anticipated return to work date changes and it becomes necessary for the employee to take more or less 
leave than originally anticipated, the employee must provide the office with reasonable notice (i.e., within 2 
business days) of the employee’s changed circumstances and new return to work date.  If the employee 
gives the office notice of his/her intent not to return to work, the employee will be considered to have 
voluntarily resigned. 
 
Before the employee returns to work from FMLA leave for his/her own serious health condition, the 
employee will be required to submit a fitness for duty certification from the employee’s health care provider, 
with respect to the condition for which the leave was taken, stating that the employee is able to resume 
work. 
 
FMLA leave or return to work may be delayed or denied if the appropriate documentation is not provided in 
a timely manner.  Also, a failure to provide requested documentation of the reasons for an absence from 
work may lead to termination. 
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MAKING UP TIME 
 

A non-exempt employee may “make up” an anticipated absence in the same workweek in which the 
absence will occur by working through all or part of the lunch hour.  The reason for absence must be a 
legitimate purpose which would include leaving early for a doctor or dentist appointment, or having to pick 
up children early from school, etc. 
 
The employee must get advance approval to make up the anticipated absence before their lunch hour on 
the same day from their manager.  The employee may not work extra time either before 7:45 a.m. or after 
5:00 p.m. to make up time, and may not count break time toward the time to be made up. Exempt staff is 
expected to work 8:00 AM -5:00 PM on a typical work day. 
 
In an emergency situation where the need for the morning absence is not known the day before, the 
manager should be contacted immediately to get approval for making up the time in the same day. 
 
Without prior approval, an employee may not make up the absence, and it will be charged to paid leave 
time (PLT).  If the employee does not have accrued leave time to cover the absence, the time will be 
deducted from the employee’s pay. 
 
 

MILITARY FAMILY LEAVE 
 
Eligible employees are entitled to up to 12 weeks of leave because of “any qualifying exigency” arising out 
of the fact that the spouse, son, daughter, or parent of the employee is on active duty, or has been notified 
of an impending call to active duty status, in support of a contingency operation. 
 
An eligible employee who is the spouse, son, daughter, parent, or next of kin of a covered service member 
who is recovering from a serious illness or injury sustained in the line of duty on active duty is entitled to up 
to 26 weeks of leave in a single 12-month period to care for the service member.  The total 26-week 
entitlement includes all types of FMLA leave.  

 
 

MILITARY LEAVE 
  
Eligible employees shall be granted leave as necessary for uniformed service in compliance with all 
applicable federal and state laws.  With exceptions and limitations, employees are entitled upon completion 
of military service to reemployment and certain other benefits in accordance with applicable federal and 
state laws. 
 
Any employee who needs time off for uniformed service is to immediately notify his or her manager of the 
need for leave so that Personnel department may provide details regarding the leave.  If an employee is 
unable to provide notice prior to leaving for service, then a family member should notify the employee’s 
manager as soon as possible. 
 
Employees who are members of the United States Armed Forces Reserve, including the Florida National 
Guard, shall be entitled to administrative leave without loss of pay or time during periods of active duty as 
provide by Florida Statutes. Additional military leave information available in the Personnel Department. 
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PAID LEAVE TIME (PLT) 
 
PLT will be granted whenever practical to meet the desires of the employee with due consideration to the 
employee’s seniority and the operating requirements of the office. Regular full-time staff in good standing 
shall be eligible for paid leave time with pay as follows: 
 
1. PLT will be accrued on a bi-weekly basis up to a maximum of 500 hours and up to 600 hours for the 

Senior Management Class.  
    
  Length of Service  Accrued Bi-Weekly  Yearly   

 5 years or fewer        6.76923 hours   176 hours 
  5 years to 10 years        8.30769 hours  216 hours 
  10 years or more        9.84615 hours  256 hours 
 
2. Paid leave time is for the purpose of allowing employees a period of rest and relaxation and time to 

take care of personal matters that cannot be handled during off-duty hours. PLT may be used for the 
purpose of absence due to the employee’s personal illness, doctor and dental visits, and other 
medical related appointments, or the illness or medical appointments of immediate family 
members. 
 

3. An employee claiming sick leave must be either at home, at a healthcare facility or doctor’s office, 
at the pharmacy, or providing care for a family member.  Discovery of an employee at any other 
place while on sick leave may be cause for disciplinary action. 
 

4. An employee using three (3) or more consecutive days of sick leave will be required to furnish a 
doctor’s note verifying the employee’s ability to return to work and any work restrictions required. 

 
5. PLT taken may not exceed the total amount of leave accrued.  

 
6. PLT will automatically be used for any time short of 40 hours in the week. 

 
7. The abuse or excessive use of PLT may constitute grounds for corrective action up to and including 

termination. Abuse is determined on a case-by-case basis; however, the following examples may 
indicate the abuse of PLT. 
 

a. More than three (3) Monday absences in any 12-month period or more than three (3) Friday 
absences in any 12-month period for an employee who is regularly scheduled to work Monday 
through Friday. 

b. More than three (3) absences in any 12-month period on the regularly scheduled work day 
following a payday. 

c. Routinely taking a sick day as PLT is earned so as to show a pattern such as one day per 
month or one day every other month. 

d. Sick leave use in excess of 50% of the employee’s total leave accrual. 
e. Routinely taking a sick day immediately before or after a holiday. 

 
8. Exempt employees will not be charged annual leave for absences of less than one full workday. 

However, when making appointments, such as personal dr. or dentist appointments etc., they 
should be made as early or late in the day as possible. 

 
9. PLT may be taken for the observance of religious holidays that are not already designated as 

official county holidays. 
 
10. PLT must be requested in writing to the appropriate manager at least 48 hours in advance of the 

time to be taken, but no longer than 6 months in advance of the time to be taken.  Except for 
special circumstances approved by the Property Appraiser or Chief Deputy.   
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11. PLT will not be earned by employees who are on leave of absence without pay, suspension, or 
other non-pay status. Leave will not be granted to an employee whose absence is a result of 
misconduct or is due to injury or disability sustained as a result of the employee’s engaging in other 
outside employment. 

 
12. Employees on approved FMLA leave will be required to use all paid leave time accrued (up to 40 

hours that may be retained). Once all time is used, then they will be placed on unpaid leave for the 
remainder of their approved FMLA leave. If the employee has agreed to furlough days, then the 
employee should also use their furlough days within their FMLA leave. 

 
13. In most departments, requests for paid leave time will not be approved for employees during the 

annual TRIM period of mid-August through September.  Your manager will advise you if paid leave 
time is not permitted during this period and/or other peak times for your department. 
 

14. It is the responsibility of each manager to ensure proper coverage for their department during 
holidays and scheduled time off. Managers should monitor staff members who routinely ask for 
time off for consecutive holidays or those who ask for the same holiday each year. 

 
15. PLT may be used for additional time off either before or after an emergency closing, as in the case 

of hurricane/storm preparation or cleanup.  Time off during the actual emergency closing will be 
paid to employees as administrative leave. 

 
16. An employee who was continuously employed with another Citrus County constitutional office or 

the Citrus County Board of County Commissioners immediately prior to beginning employment with 
the Office may request a transfer of accrued leave from the prior employer to the Office.  This 
transfer of leave may only be accomplished with the written approval of both employers.  The 
employee’s seniority for leave accrual with the former employer will be acknowledged and 
reinstated by the Office. 

 
17. In the event an employee’s accrued leave is not transferred from a prior Citrus County constitutional 

office or the Board, the employee’s seniority for leave accrual with the prior employer may still be 
reinstated by the Office upon receipt of appropriate verification of length of service from the former 
employer. 

 
18. An employee leaving service in good standing with sufficient notice to begin employment with a 

different Citrus County constitutional office or the Board of County Commissioners may request a 
transfer of accrued annual leave to the new employer.  Written approval from both employers will be 
required.  
 

19. After the first year of employment, every full-time employee shall be required to take a minimum of 
eighty (80) hours of PLT each fiscal year. In the event an employee takes less than eighty (80) 
hours of PLT, the remainder will be deducted from the employee’s PLT balance, so that the total 
used/deducted in the years equals at least eighty (80) hours. 
 

20. Staff must maintain a minimum of 24 hours of PLT in order for any annual leave time to be approved. 
Abuse of this may result in disciplinary action. 
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PROFESSIONAL LICENSING, DESIGNATIONS & EDUCATION 
 
The Property Appraiser encourages employees to pursue courses of training to obtain professional 
designations and become members of professional associations beneficial to the varied positions of the 
Office.  Professional association memberships can be beneficial in providing employees with training and 
networking opportunities, up-to-date information, forums for professional discussions, and recognition for 
personal achievement in one’s field. 
 
The Office will pay annual membership dues for eligible employees to be enrolled in professional 
organizations beneficial to the employees’ positions after 12 months of employment and upon 
recommendation of the appropriate manager. 
 
Employees of this Office who are professionally licensed in Florida to sell real estate may maintain their 
license status as active with the state Department of Business and Professional Regulation for the purpose 
of eligibility for continuing education and maintaining the license status.  However, no employee of the 
Property Appraiser’s office shall actively engage in the profession of selling real estate within Citrus County 
for commission income as a licensed broker, broker associate, or salesman associate, etc., except for the 
following situations: 
 

• The employee may make referrals to a brokerage firm providing realtor services as long as it is 
done outside regular office hours and not while representing the Property Appraiser at community 
functions, does not create a conflict of interest, and does not violate any local, state or federal laws. 
The employee may receive a referral fee. 

 
• The employee may share in a commission resulting from the sale of their own homestead property 

or the homestead property of an immediate family member. The employee must notify the Property 
Appraiser or his appointed designee in advance of their intent to participate in this type of 
transaction. 

 
Employees of this office who are licensed in Florida as “Certified” real estate appraisers may retain their 
license status as active with the Department of Business and Professional Regulation as such status 
indicates they are well qualified in the appraisal field.  These employees are not permitted to perform 
appraisals in Citrus County outside the scope of their employment as such activity could create a potential 
conflict of interest. 
 
State certified appraisers must participate in 30 hours of continuing education every 2 years in order to 
retain their certification.  The Office will provide reimbursement for the full tuition costs for the required 
courses and will grant administrative leave to the employees to attend them.  Employees will be 
responsible for their own travel, travel time and meal expenses to attend the required courses and must 
pay for their own license fees and for any additional materials that may be required for the course. 
 
For employees who leave employment prior to their probationary period or one year; they must pay back 
100% or 50% respectively the tuition costs. 
 
To recognize education achievement, the Property Appraiser may recommend a salary increase upon 
completion of an accredited, approved degree program, or approved professional certification, which 
directly relates to the current position of an employee, and which was achieved while working for the 
Property Appraiser’s office. 
 
Award amounts: 
-CFE Certification, a $300 one-time annual base salary increase 
-Associate’s Degree, a $500 one-time annual base salary increase 
-Professional Designation/State License, a $700 one-time annual base salary increase 
-Bachelors or master’s degree, a $1,000 one-time annual base salary increase 
 
Professional certificates must be issued by either a state or national organization that has an established 
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code of ethics, supports the practice of applied research to develop the field, and possesses a defined 
body of knowledge. 
 
The total salary increase for recognizing education achievement by means of a degree, or professional 
certification/license, for any employee during their entire employment with the Property Appraiser’s office, 
may not exceed $1,500. 
 
Within 60 days after receiving a diploma or professional certification/license, employees may apply for the 
salary increase by submitting a memorandum to the administration department accompanied by a copy of 
the diploma or certificate. 
 
 

REIMBURSEMENT FOR EXPENSES 
 
Every attempt will be made to timely reimburse employees for all travel or other expenses that may be due 
from the Office.  Reimbursements to employees will be made by direct deposit into the employee’s personal 
bank account designated for payroll direct deposit.  The employee will receive a written notification from 
Finance that the reimbursement transaction has been processed. It is the employee’s responsibility to submit 
a timely reimbursement request to the finance department for payment. Requests must also be submitted prior 
to October 15th each year for the prior fiscal year. 
 
 

RETIREMENT 
 
Regular full-time employees and those part-time employees who are employed for periods beyond 6 
months will be enrolled in the State of Florida Retirement System (“FRS”) with contributions made by the 
Office and 3% of your monthly salary.  Casual, temps, student interns and OPS staff are not eligible for 
FRS. 
 
Employees will have the option of being enrolled in the FRS pension plan where vesting occurs after 8 
years of employment or in the Investment Plan where vesting occurs after 1 year of employment.  Detailed 
information will be provided by the Personnel department and the FRS upon enrollment. 
 
Employees who meet the vesting and age and/or years of service eligibility requirements for retirement 
may apply for retirement benefits.   A Deferred Retirement Option Program (DROP) is available for eligible 
members as well.  Employees are responsible for determining their own eligibility for retirement or for 
DROP enrollment. 
 

SERVICE AWARDS 
 
In an effort to recognize the continuing loyalty and dedication of our employees over the years, the 
Property Appraiser has instituted an employee service award program.  Upon completion of five years of 
service, an employee will be awarded a gold service pin with the county emblem along with their service 
certificate.  At the 10-year, 15-year, 20-year, 25-year and 30-year service levels, employees will be offered 
a gift item of their choice from the service award program. 
 
For purposes of this section, the Property Appraiser will also recognize an employee’s prior years of 
service with other Citrus County offices such as the Board of County Commissioners, the Clerk of Courts, 
the Sheriff, the Supervisor of Elections, and the Tax Collector.  The Property Appraiser cannot guarantee, 
however, that these offices will reciprocate the recognition in reverse situations. 
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SICK LEAVE BANK 
 
A “Sick Leave Bank” program has been established for the purpose of providing additional paid leave for 
those employees who must go through an extended unpaid absence from work for reasons of serious or 
catastrophic illness.  The program will be available to all employees on an “as needed” basis as outlined 
below. 
 
1. A “sick leave bank” will be established for an individual employee ONLY when the particular 

circumstances of the health issue for which the employee must take unpaid leave require it. 
 
2. An employee will ONLY be eligible for creation of a sick leave bank on their behalf if they fulfill the 

requirements establishing “serious” or “catastrophic” illness and if the employee does not have 
enough of their own PLT to cover the entire period of absence that is anticipated to be required. 

 
3. The circumstances of the health issue must be either the employee’s own personal serious or 

catastrophic illness or that of their spouse, child, or parent for which the employee is the caregiver. 
 
4. “Serious” or “catastrophic” illness will include severe illness or injury for which ongoing treatment is 

required, hospitalization, surgery and/or recovery, and complications of pregnancy for which the 
absence of the employee from work of a period of 3 days or more is required (FMLA qualifying 
purposes).  The determination as to whether an illness or medical issue meets the requirements of 
“serious” or “catastrophic” will rest solely with the Property Appraiser or Chief Deputy. 

 
5. Management will determine when an individual employee’s circumstances dictate the need for 

establishment of a leave bank, will determine the number of hours required to offset the anticipated 
unpaid leave, and will issue a request to the entire staff for donations of sick leave to the bank. 

 
6. Staff may individually and voluntarily donate up to 40 hours of their own PLT per establishment of 

each separate leave bank, but must retain a minimum balance of 120 hours of their own PLT 
accrual. 

 
7. Donors must personally and discreetly contact the Personnel department to make their donation to 

the bank and will remain anonymous.  Donors may not disclose how many hours they have 
donated or to whom.  

 
8. In the event of establishment of a sick leave bank for a member of management, only other 

managers will be permitted to donate leave, unless the Property Appraiser’s office determines the 
injury or illness to be so critical that the bank is necessary. 

 
9. An employee being provided a sick leave bank for their extended unpaid absence must first have 

used all their own PLT and will not be permitted to accrue additional paid leave time on the amount 
of time provided by the sick leave bank. 

 
In the event donated hours remain in the sick leave bank after the employee for whom it was provided 
returns to work, the balance will be returned to the donors based proportionately on the original individual 
donations and the sick leave bank will be dissolved. 
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TRAVEL POLICY 
 
GENERAL 
All rules and regulations regarding the reimbursement for travel performed during the course of official duties 
are set forth in Florida Statutes 112.061. 
 

• All travel shall be performed using the most direct route from the point of origin to the point of 
destination.  In case a person travels by an indirect route for his or her own convenience, any extra 
costs shall be borne by the traveler. 

• Mileage reimbursement will be paid at the rate of 48 cents per mile for actual miles traveled in the 
employee’s personal vehicle. All requests for reimbursement that include mileage will require 
beginning and ending odometer readings rounded to the nearest mile. 

• All requests for travel reimbursement should include the employee’s full name, position title, the 
date(s) travel was performed, destination(s), date of request, and signature. 

• Requests for reimbursement of different types of travel should be submitted separately. 

• Requests for reimbursement should be made on the currently approved Travel Reimbursement 
Request form found on the "M" drive file entitled "Travel".  Entries should be complete and correct. 

 
In instances where employees may be carpooling and meet at a destination other than one of the office 
locations, the meeting place will be considered the destination of the commute to work and will be the starting 
point for the employee’s day.  Any eligible mileage will be calculated and payable from the meeting point.  The 
same will apply for the return trip.  Mileage will be calculated and paid back to the meeting point but not from 
the meeting point to the employee’s home. 
 
Any vehicles owned, leased, or rented by the Office for employee use may not be used for personal 
reasons without prior approval.   
 
IN-COUNTY TRAVEL: 
In-county travel is defined as official travel within Citrus County for the purposes of performing routine 
appraisal work, administrative work, and office errands. 

• Routine appraisal work is performed daily by appraisal personnel and, at times, exemption personnel. 

• Administrative work includes travel between office locations during normal working hours and travel to 
other Citrus County offices or locations during normal working hours for the purposes of attending 
meetings, workshops, seminars, and etc. 

• Office errands may be performed from time-to-time by any employee and will usually involve short 
trips from the office to the local post office, office supply store, printer, department store, etc. at the 
direction of your manager. 

• Standard mileage between Inverness Annex and West Citrus Center is 15 miles, Inverness Annex to 
Lecanto Government Building is 13 miles, and West Citrus Center to Lecanto Government Building is 
7 miles. 

 
Reimbursement requests for these types of routine travel will be paid only once each month and should be 
submitted to the Finance Department according to the annual payment schedule.    Reimbursement requests 
not received in time for the accounts payable date will be held for payment on the next accounts payable date.  
Requests for reimbursement of routine travel occurring through the last day of the fiscal year, September 30, 
should be submitted as soon as possible after that date for payment no later than the 15th of October. 
 
 
OUT-OF-COUNTY TRAVEL 
Out-of-county travel is defined as official travel outside of Citrus County for the purpose of attending work-
related conferences, seminars, educational courses, and meetings with other state or county government 
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officials.  In some instances, this type of travel may require absence from official headquarters either overnight 
or for one or more days. 
 
Under normal circumstances, if this type of travel requires registration applications or fees, hotel 
accommodations, travel by air or other common carrier, or use of a rental car, these arrangements will be 
made by the Finance Department and will be prepaid by the office.  Personal requests of the employee 
regarding room accommodations and preferences (i.e. non-smoking, floor level, view from room, etc.) will be 
considered where possible even though the most cost-efficient arrangements for the office will be made.  The 
employee is required to fill out a Travel Request Guide form for use by the Finance Department for all out-of-
county travel.  This form must be filled out in its entirety and must be signed by the Manager and Assistant 
Property Appraiser and/or Chief Deputy. 
 
With prior approval, a family member or friend may accompany an employee on business travel when the 
presence of a companion will not interfere with successful completion of business objectives (See Motor 
Vehicle Use-Personal/County, page 20). Generally, employees are also permitted to combine personal travel 
with business travel, as long as additional time away from work is approved.  Any expenses arising from such 
non-business travel are the responsibility of the employee. The office is also not responsible for the safety and 
well-being or travel expenses of the accompanying family member. 
 
Because an employee may incur significant out-of-pocket expenses when engaging in out-of-county travel on 
behalf of the office, advanced travel will be prepared automatically for travel that extends beyond one night’s 
stay or in cases where the amount of travel reimbursement including mileage and per diem would significantly 
exceed $100.  The advanced travel will be paid based upon the customary amount of time it would take a 
traveler to reach their destination from the office and will only be paid for reasonable anticipated expenses.  
Final travel will be reconciled upon the employees return to the office. 
 
Travelers will be asked to carpool as much as possible when travel does not exceed two (2) days.  Separate 
travel where the employee is away two days or less will require prior approval from the Chief Deputy.  If the 
employee chooses to travel separately for personal reasons, mileage will only be paid one way. 
 
Because an employee may need to stay the night out of county in order to be at their destination early the next 
morning, it will be assumed that the employee did not leave until after 2:00pm the first day of travel, unless it is 
otherwise necessary for them to leave earlier to reach their destination at a reasonable hour.  Therefore, the 
employee will be paid per diem for dinner but not lunch. 
 
Upon return from out-of-county travel it is the employee’s responsibility to prepare their final travel request and 
submit it to the Finance Department within one week. The approved Travel Reimbursement Request form 
should be completed for requesting reimbursement. The request should include the same basic employee 
information as for local travel along with the dates on which the out-of-county travel was performed, the times 
of departure and return, the destination(s) of the travel, a copy of the notification of the event or registration 
material, if available, or any other backup material which provides documentation of the purpose of the travel.  
Notation of any meals and/or events either included in the cost of the registration or in addition to the cost of 
the registration should be indicated as well.  Actual receipts for the hotel, tolls, parking, etc. should be 
attached. 
 
Actual receipts for meals are not required as per diem for meals will be paid at the rates currently determined 
by Florida law.  Even though actual meal expense may be more or less than the approved amounts, only the 
approved amounts will be paid as follows: 

• Breakfast: $ 6.00 When travel begins before 6 a.m. and extends beyond 8 a.m. 
• Lunch:  $11.00 When travel begins before noon and extends beyond 2 p.m. 
• Dinner:  $22.00 When travel begins before 6 p.m. and extends beyond 8 p.m. 

 
Note that the employee will be paid for breakfast according to the statutes even when a continental breakfast 
is provided at the event, as continental breakfast is ambiguous and may not be suitable for all employees. 
 
Class C travel is defined as travel for short or day trips where the traveler is not away from his or her official 
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headquarters overnight. No allowance shall be made for meals when travel is confined to the city or town of 
the official headquarters or immediate vicinity; except assignments of official business outside the traveler’s 
regular place of employment if travel expenses are approved. 
 
The beginning and ending odometer readings for the mileage traveled in the employee’s personal vehicle from 
the place of departure to the event location and the return trip should be indicated on the reimbursement 
request form on the dates on which the travel actually occurred.  Any vicinity travel performed during a stay for 
a conference, etc., will only be paid when it is documented to be necessary to travel from the place of lodging 
to the meeting site or other required location.  Beginning and ending odometer readings for this mileage will be 
required on the form as well. 
 
If travel by airline or other common carrier is necessary to attend the function, the Finance Department will 
make those arrangements in advance of the scheduled travel date and prepayment will be made.  In the event 
the employee arranges and pays for his own travel by common carrier, receipts must be submitted in order to 
obtain reimbursement. 
 
SPECIAL PROJECT TRAVEL: 
Special project travel is defined as official travel for appraisal and/or administrative purposes when performed 
in the course of normal duties relating to a specific project such as disaster assessment programs or other 
special projects for county purposes.  Special project travel must be documented separately from all other 
reimbursement requests as these expenses may be reimbursable to this office by other county, state and/or 
federal agencies. 
 
Requests for reimbursement of special project travel shall include, but not necessarily be limited to, the 
following: 

• The employee's full name, title, date of request and signature. 

• The dates and times of departure from and return to the office.  (Times are required in order to 
coincide with time sheets for the project.) 

• The beginning and ending odometer readings rounded to the nearest mile for each incidence of travel. 

• The specific purpose of the travel for each entry such as attending a meeting, performing a sight 
inspection of the area, or performing general data collection. 

PAYMENT OF TRAVEL TIME 
Employees who are classified as non-exempt and who perform official travel outside the normal office hours of 
8:00 a.m. to 5:00 p.m., Monday through Friday, or on weekends will be paid their regular hourly pay rate for 
the actual time spent traveling.  In order to receive payment, the travel time(s) must be included on the 
employee’s time card or time sheet (as well as on the travel reimbursement request) and must be approved in 
writing by an authorized manager. 
 
Employees who are classified as exempt and who perform official travel outside normal office hours on 
weekdays or on weekends will not be additionally compensated in any way for travel time that may be outside 
their normal work schedule.  Any such travel time will be considered a part of the normal requirements of the 
exempt employee’s job duties for which they are already receiving appropriate compensation. 
 
 

TUITION ASSISTANCE 
 

The Property Appraiser recognizes that the skills and knowledge of its employees are critical to the success of 
the organization.  The tuition assistance program is designed to encourage personal development through 
formal education so that employees can maintain and improve job-related skills or enhance their ability to 
compete for reasonably attainable jobs within the Office. 
 
All full-time employees who have satisfactorily completed one year of employment and are not in probationary 
status are eligible for tuition assistance.  To be eligible, the course must be approved in advance by 
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management and pertain to the employee’s job.  Seventy-five percent (75%) assistance will be granted if the 
employee earns an “A” or “B” grade upon completion of the course.  If the employee earns a “C” grade, 
reimbursement will be made for twenty-five percent (25%) of the cost.  No assistance will be provided if the 
course is failed. 
 
One-half (1/2) the reimbursement will be made upon successful completion of the course upon receipt of 
documentation of the employee’s final grade.  Reimbursement of the other half will be made to the employee 
one year after completion of the course provided the employee remains employed.  The maximum amount an 
employee may be reimbursed in an academic year is $750.  Normally, the maximum amount an employee 
may be reimbursed over the course of employment will be $2,000. 
 
If the employee receives tuition assistance from any other source, such as the Veteran’s Educational 
Assistance Program, the Property Appraiser’s office will not reimburse tuition fees paid by the other source. 
 
While educational assistance is expected to enhance employee performance and professional abilities, it 
cannot be guaranteed that participation in formal education will entitle the employee to automatic 
advancement, a different job assignment, or pay increases. 

 
WORKERS' COMPENSATION 

 
Payment of Worker’s Compensation benefits to eligible employees who are disabled because of an injury 
arising out of, and in the course of, performing their job duties, will be governed by the Florida State 
Workers’ Compensation Law.  All employees are covered by Worker's Compensation Insurance from the 
first day of work. 
 
A complete copy of the County’s procedures for Workers’ Compensation injuries is provided to new 
employees.  If you are injured on the job: 
 

1. You are required by law to report ANY injury immediately to your manager regardless of the extent 
of the injury.  

 
2. In an emergency situation, an injured employee will be transported immediately to the emergency 

room of the nearest hospital and emergency staff will contact the office and/or the County’s Risk 
Management division. 

 
3. In the event of a non-emergency injury you or your manager must contact Administration to 

complete a First Report of Injury form, a copy of which is required to be taken to an approved 
medical facility for treatment. 

 
4. The approved medical facility will treat the injury as appropriate and provide a return to work 

certification and/or will notify the Workers’ Compensation provider regarding continuing disability. 
 

5. Injured employees will be provided disability leave, modified work duty, and/or continuing treatment 
as approved by the Workers’ Compensation provider. 
 

6. In cases of accident or injury you may be required to take a drug test. 
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III. CONTINGENCY PLANS AND SECURITY MEASURES 
 
 

INTRODUCTION 
 
These contingency plans are strategies to: 

 
 Minimize disruptions of service by the office to the public; 
 Minimize asset, or record financial loss;  
 Ensure a timely resumption of operations in the event of a disaster or any disruptive event;  
 Protect assets, documents and information; and 
 Provide efficient delivery of service to the public. 

 
 

BOMB THREAT 
 
In the event it is necessary to evacuate any office facility, the manager in charge shall call 9-1-1, notify the 
County and evacuate staff to a reasonable distance outside the building. 
 
 

EMBEZZLEMENT OR THEFT 
 
Embezzlement of office assets or public monies is a crime.  Upon the discovery of any possible 
embezzlement or theft, an appropriate investigation will take place.  If appropriate, the employee or 
employees involved may be suspended pending further action. After management review, these actions 
may include termination and possible criminal prosecution. 
 
The office will conduct an in-depth audit to accurately determine the extent of the loss and to determine all 
personnel involved.  Restitution will be explored.  After this audit, procedures will be revised to reduce the 
likelihood of a reoccurrence. 
 
All staff should review our Code of Conduct and manual policies.  Maintain security.  Do not give others 
your password or keys.  "Borrowing" from cash funds is a violation of policy and may result in disciplinary 
action up to and including discharge.   
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FIRE 
 
Effective prevention and control will be accomplished by: 
 
1. Having the local fire department conduct an appropriate risk assessment. 
 
2. All staff members will receive notice and training on the location of every fire extinguisher in the 

office. 
 
3. Fire safety drills will be performed without prior notice.  This will familiarize staff with our evacuation 

procedures and reassembly point. 
 
4. Evacuation instructions shall be posted near all exits.  
 
 

HURRICANE 
 
If a hurricane watch is issued, we will: 
 
1. Pay regular attention to the progress of the situation. 
 
2. Managers will advise their employees of intended office closings and projected reopening dates. 
 
3. All employees will be responsible for shutting down and securing their own workstations and 

assisting others where necessary in accordance with approved procedures. 
 
4. All work areas, workstations, desks, credenzas, countertops, tables, and common areas will be 

cleared and small items secured in cabinets or desks. 
 
5. Backup tapes will be processed for off-site storage and systems will be brought down. 
 
6. Follow all other approved procedures for securing equipment and facilities and for preparing the 

phone mail system for office closure. 
 
7. Employees shall contact their own manager or the Property Appraiser’s office number 341-6631 for 

continued office closure information.  If a mandatory evacuation of Citrus County is ordered, 
employees will be expected to adhere to that order and NOT REPORT TO WORK UNTIL SAFELY 
PERMITTED TO DO SO BY PUBLIC SAFETY AUTHORITIES.   

 
8. Return to operation in a safe, secure and efficient manner. 
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IV.      ACKNOWLEDGMENT OF RECEIPT  
 
I acknowledge receipt of the Employee Manual of the Citrus County Property Appraiser’s Office.  I have 
been directed to read the manual and I have been given an opportunity to ask questions that I may have 
concerning any of our policies.  I also understand this informative manual is not to be considered a contract 
or a guarantee of appointment. 
 
I understand that I serve at the discretion of the Citrus County Property Appraiser, and either the Property 
Appraiser or I can terminate the employment at any time, at will. 
 
I understand that policies and benefits may be changed from time to time at the discretion of the Property 
Appraiser with or without notice.  I will keep my manual for future reference and observe all policies and 
rules. 
 
I understand that as an employee my duties are to act on behalf of the Property Appraiser in carrying out 
my duties as prescribed by Florida Law. 
 
I understand that I may be asked to work overtime. 
 
I understand that the location of my work assignment may be changed at any time, with or without 
advance notice, as the needs of the Office dictate. 
 
I understand that as a condition of employment and as required by Florida law, I must take the Loyalty 
Oath as prescribed in Florida Statutes 876.05(1) (2). 
 
 
 
 
Date                              Signature of Employee         
 
 

 
[RETURN ACKNOWLEDGEMENT TO PERSONNEL-DECEMBER 2017] 
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