INTRODUCTION

This manual is an official publication of the Monroe County Sheriff's Office.
Each member bears the responsibility of becoming familiar and knowledgeable of
all the directives, procedures, and rules and regulations contained in this manual.

The contents of this manual are in effect as of January 8, 2013. The
manual supersedes all previous directives, policies, procedures, orders,
memorandums, and rules and regulations.

An electronic version of the manual is available for all members to view on
the Office’s intranet. Members who have been issued a hard copy of the manual
are required to update it as new or revised directives are issued. Members who
have been issued a hard copy of the manual will keep the manual in good
condition and will be required to pay for lost or damaged manuals.

Sheriff Ramsay shall be the sole authority for amending this manual. No
other changes or deviations from the directives, policies, procedures, orders,
memorandums, and/or rules and regulations shall be permitted.

Nothing contained in this manual shall establish a property or liberty
interest in any position of any member of the Monroe County Sheriff's Office.
Sheriff Ramsay, pursuant to law, shall maintain the sole right to appoint members
and withdraw appointments of members at his sole discretion.

All members should note and understand that no other member of the
Office, other than Sheriff Ramsay, has any authority to enter into any agreement
for appointment for any specified period of time or to make any agreement
contrary to the foregoing.

Sheriff Ramsay may add, delete, change, modify or interpret any or all of
the provisions of this manual at his sole discretion.

Failure of any member to comply with the provisions of any portion of this
manual may result in disciplinary action, up to and including, withdrawal of
appointment.

The manual and all of its provisions shall be continuously in effect from
January 8, 2013 unless rescinded by the order of Sheriff Ramsay.

Rick Ramsay, Sheriff




Mission Statement

Partnering with our community to provide exceptional service and safety in the
Florida Keys.

Vision Statement

To meet the needs of the community as a recognized and respected professional
agency by doing the right things for the right reasons at the right time......always.

Core Values

Loyalty

Responsibility

Respect

Pride

Professionalism

Moral courage

Physical courage

Fair and without prejudice
Courtesy / Customer service
Perseverance

We also see these things as important...

Innovation

Persistence

Neatness / Appearance
Compassion
Achievement

Discipline



MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 1 TITLE: Organizational Structure

EFFECTIVE DATE: NO. PAGES: REVIEWED/REVISED: May 15, 2013
July 28, 2010 11

REFERENCE: RESCINDS:

CALEA1.2.1;11.1.1;12.1.1

Sheriff of Monroe County

PURPOSE

The purpose of this directive is to establish and
describe the organizational structure and
functions of the Monroe County Sheriff’s Office.
DISCUSSION

This directive shall apply to all Sheriff's personnel.
The Monroe County Sheriffs Office is
headquartered in Key West, Florida and has
satellite substations and detention centers
throughout Monroe County. The Office performs
three main functions; Law Enforcement,
Corrections, and Administration.

Each year the organizational structure of the
office is updated and charted for distribution to all
personnel electronically.

POLICY AND PROCEDURE

Organizational Structure

The order of rank within the Sheriff's Office is as
follows:

= Sheriff

= Undersheriff (Colonel)

= Bureau Commander (Chief/Major)
= Captain

= |jeutenant
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= Director

= Sergeant/Supervisor

Authority of the Sheriff:

The Sheriff is the Chief Constitutional Law
Enforcement Officer in Monroe County. The
Sheriff's authority is derived from F.S. 30.15.

The Sheriff is the Chief Correctional Officer in
Monroe County pursuant to F.S. 951.061 and
Ordinance of the Monroe County Commission.

[CALEA 1.2.1, 12.1.1]
Directly under the Sheriff's control:

e General Counsel. The General Counsel is
appointed by the Sheriff. It is the function of
the General Counsel to render legal advice to
the Sheriff, to initiate civil forfeiture
proceedings against vehicles and other
personal property used in the commission of
a felony, and coordinate defense
presentation in major civil litigation.

e Undersheriff. The Undersheriff is appointed
by the Sheriff for control and operation of the
Office and shall have authority to implement
orders, rules, and regulations for the more
efficient and effective operation of the Office.

The Undersheriff shall be considered the first
appointed executive officer in charge of the
Office. Upon the absence of the Sheriff, the
Undersheriff shall be in charge of the efficient
and effective operation of the Office until the
return of the Sheriff at which time the command




of the Office shall automatically revert to the o]
Sheriff.

Assist Federal, State, and local Law
Enforcement agencies in their efforts to
investigate drug trafficking organizations
and disrupt the market for illegal drugs
in the United States

Authority of the Undersheriff:

Directly under the control of the Undersheriff are

the three Bureau Commanders, Community o
Relations, HIDTA-Miami and the Commander of

Professional Standards.

The Commander of Professional Standards
who answers directly to the Undersheriff is
charged with the following:

The Office of Internal Affairs is under
the control of the Commander of
Professional Standards who answers
directly to the Undersheriff and on a
case by case basis directly to the
Sheriff. The functions of Internal Affairs
include:

e All Bureau Commanders are appointed by (o]
the Sheriff for the control and operation of
their respective Bureau. Each Commander
shall have authority to implement orders,
rules, and regulations for their respective
Bureau for the more efficient and effective
operation of the Bureau so long as such
orders, rules, and/or regulations do not
violate, contradict, or dissolve the orders, "
rules, and regulations set forth in this manual.

Investigating member’s misconduct.

0 The Airport Security Division assigned

o0 The Major of the Bureau of Law to the Key West International Airport is
Enforcement is charged with all matters under the control of the Commander of
pertaining to the enforcement of the Professional Standards who answers
laws. directly to the Undersheriff. The Airport

Security Division is responsible for

0 The Major of the Bureau of Corrections patrolling the property on and around
is charged with all matters pertaining to the airport 24 hours a day. Duties and
the Monroe County Detention Centers. responsibilities of the Division include:

0o The Chief of the Bureau of = Maintaining security posts in and

Administration is charged with all matters
pertaining to the administration of the
office of the Sheriff.

The Community Relations Division is under

the direct

control of the Director of

Community Relations who answers directly to

the Undersheriff.

The functions of the

Community Relations Division include:

OO0OO0OO0O0O0OO

Citizen’s Crime Watch
School Resource Officers
School Crossing Guards
Juvenile Diversion

Animal Farm/Landscaping
Public Information

Media Relations

HIDTA-Miami is under the direct control of
the Chief of HIDTA who answers directly to
the Undersheriff. The functions of HIDTA-
Miami include:
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around the airport.

»  Checking vehicles and personnelin
security areas.

= Maintaining smooth and consistent
pedestrian vehicular traffic.

= Processing new employees for
commercial carriers and airport
businesses through fingerprinting
and background checks.

o The Accreditation Division is under the

direct control of the Lieutenant who
answers directly to the Commander of
Professional Standards. The functions
of this Division include:

= Ensuring that all policies and
procedures are being adhered to in
compliance with State and National
Accreditation Commissions



=  Staff inspections

= Policy development

o HIDTA- Monroe is under the direct
control of the Commander of
Professional Standards who answers
directly to the Undersheriff. = The
functions of HIDTA-Monroe include:

= Assist Federal, State, and local Law
Enforcement agencies in their
efforts to investigate drug trafficking
organizations and disrupt the
market for illegal drugs in the
United States

Authority of the Major of the Bureau of Law
Enforcement:

Directly under the control of the Major of the
Bureau of Law Enforcement are the Law
Enforcement Captains, the Captain of Support
Services and the Reserve Unit.

o All Captains are appointed by the Sheriff for
the control and operation of their respective
Districts.

All Captains shall have the authority to
implement orders, rules, and regulations for
their respective District for the more efficient
and effective operations of their District, as long
as such orders, rules, and/or regulations do not
violate, contradict, or dissolve the orders, rules
and regulations set forth in this manual.

The Reserve Unit consists of volunteers, both
civilian and law enforcement, who aid in the
provision of services provided by the Office.
The Reserve Unit is under the direct control of
the Reserve Captain.

Authority of Captains of the Bureau of Law

Enforcement:
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e The Captains of

the Bureau of Law
Enforcement (excluding the Commander of
Support Services) are assigned geographically.

o0 District One (Cudjoe Key) is responsible for
the geographical area up to the 47-mile
marker of U.S. Highway 1. The District
One Captain is charged with the
administrative handling of the Cudjoe Key
Substation, the Patrol function, Court
Security and the Criminal Investigations
function, including the Crime Scene Unit
within the District’s jurisdiction.

o District Four/Five (Key Vaca) is responsible
for the geographical area from the 47-mile
marker to the 72 mile marker. The District
Four/Five Captain is charged with the
administrative handling of the Key Vaca
Substation, the Patrol function, Court
Security and the Criminal Investigations
function, including the Crime Scene Unit
within the District’s jurisdiction.
Additionally, the District Four/Five Captain
is responsible for the Special Operations
Division. The functions of the Special
Operations Division include:

= Vice/Drugs/Organized Crime

= Crimes Against Persons

= Homeland Security Intelligence

= HIDTA

= Crime Analysis

» Crime Analysis Section - It is the

policy of The Sheriff that collecting
and analyzing readily available crime
data and making this analyzed
information regularly available to
individual line  officers and
investigators can make them more
informally aware and consequently
more effective. Crime analysis is a
scientific process, in the sense that it
involves the collection of valid and
reliable data, employs systematic
techniques of analysis, and seeks to
determine for predictive purposes,
the frequency with which events
occur and the extent to which they
are associated with other events.
The Crime Analysis Section provided
useful information to aid operational
personnel in meeting their crime
control and prevention objectives by



(0]

identifying and analyzing methods of
operation of individual criminals,
providing crime pattern recognition,
and providing analysis of data from
field interrogations and arrests. In
addition, much of the information
developed by the Crime Analysis
Section is used by the Office in its
long-range planning efforts by
providing estimates of future crime

trends and assisting in the
identification of enforcement
priorities.  More specifically, the

functions and responsibilities of the
crime analysis section include:

*
.0

The collection of crime data.

The collation of crime data.

The analysis of crime data.

The dissemination of analyzed

crime information.

< Feedback analysis and
program evaluation.

«» Crime Analysis reports posted in
Outlook.

< Advise the Sheriff of any crime

pattern or trends as they

develop. This can be

accomplished via email.

*

>

o
*
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In addition, the Crime Analysis
section shall have access to the
following information on a daily
basis:

¢

)
*

Patrol Incident Report
Supplementary Reports
Arrest Reports
Investigative Reports

Field Interrogation Reports

o
IR X

)
S

o
IR X

)
S

District Six (Islamorada) is responsible for
the geographical area from the 72-mile
marker to the 91 mile marker.

The District Six Captain is charged with the
administrative handling of the Islamorada
Substation and the Patrol function within
the District’s jurisdiction.

District Seven (Roth Building) is
responsible for the geographical area from
mile marker 91 to the Dade County Line
(U.S. 1, 112.5-mile marker) and all territory
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of the southern Everglades in Monroe
County. District Seven is also responsible
for all territory up to the Dade County line
on Card Sound Road in north Key Largo.

The District Seven Captain is charged with
the administrative handling of the Roth
Substation, the Patrol function, Court
Security, Ocean Reef, and the Criminal
Investigations function, including the Crime
Scene Unit within the District’s jurisdiction.

The Captain of Support Services is
headquartered in  Key West and is in
charge of the following:

= The Training Division is under the
direct control of the Captain of Support
Services. The functions of the Training
Division include:

» Planning, developing,
coordinating, implementing and
evaluating training programs.

> Notifying personnel of required and
available training.

» Maintaining training records.

» Assuring that required training
programs are attended.

» Selecting instructors for training
programs.

= The Communications Division is under
the direct control of the Director of
Communications who answers directly
to the Captain of Support Services.
The functions of the Communications
Division include:

» Ensuring vital communication links
between citizens and county law
enforcement and emergency
services.

= The Civil Division is under the direct
control of  the Director of
Communications who answers directly
to the Captain of Support Services.



= The Aviation Division is under the
direct control of the Director of Aviation
who answers directly to the Captain of
Support Services. The functions of the
Aviation Division include:

» Operation and maintenance of
Medical Transport Helicopter.

» Operation and maintenance of
King Air Aircraft for county
executive transport and prisoner
transport.

» Operation and maintenance of
Sheriff's aviation hanger, located
in Marathon, Florida.

= The Special Teams consist of the Dive
Team, Bomb Squad, and SWAT
Team. Each Special Team is charged
with providing a special response to a
specific threat or need and each Team
is under the direct control of a Team
Leader who answers directly to the
Captain of Support Services.

= The Traffic Unit is charged with traffic
enforcement and is under the control
of the Traffic Unit Supervisor who
answers directly to the Captain of
Support Services.

Directly under the control of the Captains of the
Bureau of Law Enforcement are the Law
Enforcement Lieutenants.

o All Lieutenants are appointed by the Sheriff
for the control and operation of their
respective Stations.

All Lieutenants shall have the authority to
implement orders, rules, and regulations for their
respective Station for the more efficient and
effective operations of their Station, as long as
such orders, rules, and/or regulations do not
violate, contradict, or dissolve the orders, rules
and regulations set forth in this manual.

Authority of Lieutenants of the Bureau of
Law Enforcement:
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Directly under the control of the Lieutenants of
the Bureau of Law Enforcement are the Law
Enforcement Sergeants.

e All Sergeants are appointed by the Sheriff for
the control and operation of their respective
Squads.

All Sergeants shall have the authority to
implement orders, rules, and regulations for their
respective Squad for the more efficient and
effective operations of their Squad, as long as
such orders, rules, and/or regulations do not
violate, contradict, or dissolve the orders, rules
and regulations set forth in this manual.

Authority of the Major of the Bureau of
Corrections:

Directly under the control of the Major of the
Bureau of Corrections are the Captain of
Operations and the Director of the Diversion
Project.

e The Captain of Operations is appointed by
the Sheriff for the control and operation of the
Monroe County Detention Facilities.

The Captain shall have the authority to
implement orders, rules, and regulations for the
more efficient and effective operations of the
detention facilities, as long as such orders, rules,
and/or regulations do not violate, contradict, or
dissolve the orders, rules and regulations set
forth in this manual.

e The Jail Diversion Project Director is
appointed by the Sheriff and is charged with
managing the Jail Diversion Project.

Authority of the Captain of Operations of the
Bureau of Corrections:

Directly under the control of the Captain of
Operations of the Bureau of Corrections are the
Corrections Lieutenants and the Programs
Director.

e All Lieutenants are appointed by the Sheriff
for the control and operation of their
respective assignments.



All Lieutenants shall have the authority to
implement orders, rules, and regulations for their
respective assignments for the more efficient
and effective operations of their assignment, as
long as such orders, rules, and/or regulations do
not violate, contradict, or dissolve the orders,
rules and regulations set forth in this manual.

e The Administrative Lieutenant is
headquartered in the main Detention Facility
in Key West and is responsible for the
following functions:

Maintenance
Medical Services
Food Services
Transportation
Classification
Inmate Services

OO0OO0OO0OO0O0

e The Key Vaca Lieutenant is charged with
security in the Key Vaca Detention Facility.

e The Plantation Key Lieutenant is charged
with security in the Plantation Key Detention
Facility.

e The Key West Lieutenants are each
charged with security in the Key West
Detention Facility on their respective watch.

e The Director of Programs is appointed by
the Sheriff and is headquartered in the main
Detention Facility in Key West and is
charged with:

Laundry

Inmate Property/Malil
Work Release
Commissary

Inmate Visitation
Main Control

Inmate Programs
Medical Deputy
Identification

OO0OO0OO0OO0OO0OO0OO0OO

Authority of Lieutenants of the Bureau of
Corrections:

Directly under the control of the Lieutenants of

the Bureau of Corrections are the Corrections
Sergeants.

1:6

e All Sergeants are appointed by the Sheriff
for the control and operation of their
respective Squads.

All Sergeants shall have the authority to
implement orders, rules, and regulations for their
respective Squad for the more efficient and
effective operations of their Squad, as long as
such orders, rules, and/or regulations do not
violate, contradict, or dissolve the orders, rules
and regulations set forth in this manual.

Authority of the Chief of the Bureau of
Administration:

Directly under the control of the Chief of the
Bureau of Administration are the Finance,
Human Resources, Information Management,
Court Services, Grants Administration/Risk
Management, Property/Evidence, and the Radio
Communication Systems.

e The Finance Division is under the direct
control of the Finance Director who answers
directly to the Bureau of Administration Chief.
The functions of the Finance Division include:

Bonds
Purchasing
Payroll
Fleet/Inventory
Supply
Accounting

Oo0oOO0OO0OO0O0

The Human Resources Division is under the
direct control of the Human Resources
Director who answers directly to the Bureau of
Administration Chief. The functions of the
Human Resources Division include:

o Administrative
o Background
o Personnel

The Information Management Division is
under the direct control of the Information
Management Director who answers directly to
the Bureau of Administration Chief. The
functions of the Information Management
Division include:

0 Maintenance of computer systems



The Court Services Division is under the direct
control of the Director of Records who
answers directly to the Bureau of
Administration Chief. The functions of the
Court Services Division include:

o0 Records

o Warrants

o0 Expungement

o Uniform Crime Reporting

The Grants Administration/Risk Management
Division is under the direct control of the
Grants Administrator/Risk Manager who
answers directly to the Bureau of
Administration Chief. The functions of the
Grants Administration/Risk Management
Division include:

0 Grants administration
0 Risk Management
0 Worker's Compensation

The Property/Evidence Division is under the
direct control of the Property Director who
answers directly to the Bureau of
Administration Chief. The functions of the
Property/Evidence Division Include:

o Central Property and Evidence
o Satellite Property and Evidence.

The Radio Communication Systems and
Programs Division is under the direct control
of the Radio Communication Systems
Director who answers directly to the Bureau
of Administration Chief. The functions of the
Emergency Communications  Division
include:

o Professional and high  quality
communications via the MCSO 800
MHz Smartzone radio system to
approximately 32 agencies and 1600
users, this allows for interagency
cooperation and communications on the
system throughout the county.

0 UHF paging services for Fire/Rescue is
provided and maintained, as well as
digital paging and cellular services for
county staff.

1:7

o0 Traffic radar for most county and state
law enforcement agencies in Monroe
and South Dade are calibrated and
certified through the department on a bi-
annual basis.

0 The 911 answering equipment is also
purchased and maintained through the
Emergency Communications
department.

All Directors within the Office are appointed by
the Sheriff for control and operation of their
respective Division. Each Director shall have
the authority to implement orders, rules, and
regulations for their respective Division, as long
as such order, rules, and/or regulations do not
violate, contradict, or dissolve the orders, rules
and regulations set forth in this manual.

e The Planning and Research function is
under the direct control of the Bureau of
Administration Chief. The functions of
Planning and Research include:

0 The collection, interpretation and
dissemination of data that is essential to
the making of management decisions.

0 The development of analytical reports
for use by policy setting personnel.

0 Preparing long range goals and
objectives for the Office.

0 Studying anticipated workloads based
on population trends.

0 Studying anticipated personnel levels
and needs.

The functions of the Planning and Research are
delegated on an ad hoc basis by the Chief of the
Bureau of Administration to those within the
Office with subject matter expertise to perform
said function.



MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 2 TITLE: Office Direction

EFFECTIVE DATE: NO. PAGES: 3 AMENDED: January 8, 2013
January 5, 2010

REFERENCE: RESCINDS:

CALEA 11, 12

A

Sheriff of Monroe County

PURPOSE

The purpose of this Directive is to establish
guidelines for Office Direction.

DISCUSSION

This Directive shall apply to all Sheriff's personnel.
The Sheriff of Monroe County, Florida is charged
with protecting the lives and property of its citizens
and guests. Naturally, there may be times when
the Sheriff is outside the boundaries of Monroe
County or may be otherwise incapacitated making
it difficult for him to carry out the mandates of his
Office. Therefore, to ensure that the Office will
continue to function in an orderly fashion, the
following system of succession is established to
ensure that leadership is available when the
Sheriff is incapacitated, out of town, or otherwise
unable to act. Procedures and policies have been
established to ensure accountability of
Supervisors, to resolve conflicting orders, and to
coordinate efforts and communication through
staff meetings. In addition, policies have been
established to define Authority & Responsibility
and Unity of Command.

POLICY AND PROCEDURE
e Order of Succession
In the event the Sheriff of Monroe County is

incapacitated, off duty, out of town, or otherwise
unable to act, command shall automatically

21

succeed in the following order, unless
otherwise directed:

o Planned absences

= Undersheriff (Colonel)

= Major, Bureau of Law Enforcement
= Major, Bureau of Corrections

= Chief, Bureau of Administration

= Designated Commander/Captain

o0 Exigent circumstances — Where the Sheriff
and Undersheriff both are incapacitated or
otherwise unable to act, command shall
automatically succeed in the following order:

Major, Bureau of Law Enforcement
Major, Bureau of Corrections

Chief, Bureau of Administration

Law Enforcement Commander/Captain by
Seniority.

e The Undersheriff is responsible for the day
to day operations of the Monroe County
Sheriff's Office.

e Accountability

In the areas of command, the Sheriff has
appointed certain personnel to supervisory
roles in order to carry out the effective
administration of his Office. These
supervisory personnel are accountable for




the performance of those under their
immediate control. Effective direction,
coordination, and control are required from
each level of supervision within the Office.

In order to become aware of what is expected
of each Member of the Office and to further
promote efficiency and responsibility, each
Member will be accountable to only one
Supervisor at any given time.

Obedience to Orders

Members shall promptly obey all lawful orders
issued by a superior or other competent
authority. This includes orders relayed from a
superior by a member of the same or lesser
rank.

o Unlawful Orders

» No member shall obey an order, which
is contrary to law.

= No member shall be disciplined for
refusing to obey an unlawful order.

= A member receiving such an unlawful
order shall report the circumstances in
writing, via the chain of command, to
the appropriate Bureau Command as
soon as possible.

o0 Conflicting Orders: A subordinate given a
lawful order that conflicts with a previous
order, shall advise the person issuing the
second order of this fact. Responsibility for
countermanding the original order then rest
with the person issuing the second order.
The member shall not be held accountable
for disobeying the original order.

o0 Unjust or Improper Orders: Members
receiving lawful orders they feel are unjust
or contrary to agency directives, shall first
obey the order to the best of their ability,
then report the circumstances, in writing,
via the chain-of-command, to their Division
Command.

0 Unclear Orders: Members in doubt as to
the nature, meaning or details of a lawful
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order will seek clarification from the person
issuing such order.

e Staff Meetings

0 So that as much conflict as possible can
be avoided and to enhance the effective
and efficient operation of the Office, it is
important that all Members communicate.
To accomplish this, staff meetings are to
be held at all levels within the organization
and written minutes should be kept.

0 Once a week, the Sheriff and his
immediate staff will meet to discuss
policy, operational decisions, and/or other
matters of importance. The appropriate
content of those meetings will be passed
onto the staff Members’ subordinate
Supervisors.

0 Supervisors will meet weekly with their
respective staffs to discuss matters of
importance and shall forward necessary
matters back to those members of the
Sheriff's immediate staff for discussion at
the Sheriff's staff meetings.

o All Members of the Office shall be advised
of the necessary content of the staff
meetings through their respective
Supervisors and shall have access for

input on matters they deem appropriate.
[CALEA 12.1.4]

e Unity of Command

o0 Each member shall be accountable to
only one supervisor at any given time.

0 Each organizational component shall be
under the direct command of only one
supervisor.

o Command Protocol - In order to avoid
confusion and discord, it is imperative that
guidelines be established to designate
command responsibility when a particular

operation involves personnel from
different components within the Sheriff's
Office.



= Major Operations - In any long-term
operation involving personnel from
various components, command shall
be assumed by the commander of the
component responsible for the
operation, or a person designated by
the Sheriff.

= Crime Scene - When two Supervisors
of the same rank are at a crime scene,
the Supervisor of the investigative
component shall have command of the
crime scene.

At the scene of any major incident, the
assigned Deputy shall be responsible for
initiating an incident report.

The assigned Deputy or his supervisor
may request a detective if they determine
such a need exists.

If a serious criminal offense has occurred,
the Communications Section shall follow
prearranged call-out procedures. Upon
arrival at the scene, the assigned
detective shall assume investigative
responsibility and coordinate any
additional support personnel required.

e Delineation of Responsibility

(0]

The Office shall maintain, through the
Human Resources Division, an updated
statement of the duties and
responsibilities of each job assignment
within the Office.

A statement of the duties and
responsibilities of each job assignment
and of each organizational component is
made available to all personnel through
Human Resources.

Organizational Component
Responsibilities - See Chapter 1.

2:3

Authority and Responsibility

o It is the policy of the Sheriff that every

member of his/her Office be granted the
appropriate authority to effectively execute
his/her area of responsibility. Each
member will be accountable for the
exercise of his/her authority.

It is also important for those personnel in
a supervisory role to know how and when
to delegate their authority. All members
will be fully accountable for the use of
delegated authority, as well as for the
failure to use it.



MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 2-A

TITLE: Notifying Sheriff of High Liability or
Heightened Community Interest Incidents

EFFECTIVE DATE:
August 19,2009

NO. PAGES: 2

AMENDED: March 6, 2013

REFERENCE:
CALEA 1145

Sheriff of Monroe County

RESCINDS:
Special Order: Notifying Sheriff of Libelous to
Heightened Community Interest Incidents 07.06.2007

PURPOSE: The purpose of this order is to
establish policy and procedures for notifying the
Sheriff of incidents or information of increased
liability to the Office or heightened community
interest.

POLICY: ltis the Sheriff's policy that employees
having information of situations in which the
Office has an increased liability exposure or
where community interest will be heightened
need to make the administration aware of such
information so that it can be addressed in a
timely and appropriate manner.

PROCEDURE:

Incidents or information in which the Office has
an increased liability exposure or community
interest will likely be heightened shall be
reported to the Sheriff through the Chain of
Command.

Reporting Time Requirement - Commanders
who have received information as outlined in this
order shall notify the Sheriff immediately via the
Chain of Command.

Examples of such incidents are, but not limited
to:

e Pending or potential law suits

e Suicide cases involving prominent citizens,
or that occur in a public place

e Serious accident involving a Sheriff's Office
member with injury or large amount of
damage.

e Crimes committed by an officer of any local,
state or federal agency within Monroe
County.

e Jailbreaks or serious injury to a prisoner or
Detention Deputy.

e Death of a person in custody, including
death of an inmate in a jail facility.

e Strike, riot or major public disorder.

e Shooting law enforcement

officer(s).

involving a

e Hostage or barricaded subject.

e Arrest of government officials.

e Homicides, except those cases where the
deceased appears to have died by natural

causes by the deputy or detective in charge.

e Sexual battery with serious injuries or
attempted sexual battery.

e Armed robbery with injuries.
e Aircraft accidents

e Special weapons and tactics team call out
either by MCSO or another agency.




Arson case or fire with loss of life or
substantial property damage.

Disaster resulting in loss of life or extensive
property damage.

Search for missing child or disabled elderly
involving extensive manpower.

Specialized unit call out (dive team, bomb
unit, Homicide Detectives, Major Crimes
Team, Field Force, etc.)

(Revised 09/14/09)

Any event where the media responds to a
scene or event.

Any other event where the on-scene
supervisor believes the Sheriff should be
made aware of a situation or event.

Vehicle pursuits and/or anytime spikes are
used to stop a fleeing vehicle.

Any Aggravated Assault, Aggravated

Battery, Aggravated Child Abuse.
(Revised 09/14/09)



CHAPTER THREE
WRITTEN DIRECTIVE SYSTEM

Purpose

The purpose of this directive is to establish a consistent format to insure proper preparation, indexing,
distribution, and purging of written orders, directives, procedures, and policy statements.

A.

DISCUSSION

It is of the utmost importance that personnel receive current information and consistent direction. An
efficient written directive system is invaluable in achieving this goal. The written directive is the
primary means by which policy is developed, revised, and maintained. It is the policy of the Monroe
County Sheriff’s Office to provide a written directive system.

DEFINITIONS
Written Directives — are policies, plans, procedures, rules, general orders or special orders, training

directives/bulletins post orders, job descriptions or other documents that is binding upon Office
personnel.

Revised 07/10/2009

B.

H.

V.

A.

B.

General Order — General Orders are the official written policies and procedures promulgated by the
Sheriff for permanent guidance of member behavior and conduct, and Sheriff’'s Office operations.

Special Order — A directive affecting only a specific segment of the Office or a statement of policy or
procedures regarding a specific circumstance or event that is of a temporary nature, or directive of
a temporary nature.

Division Directive — A written rule which further clarifies General Orders or to direct activities within
that particular division. (CALEA 12.2.1, h)

Personnel Order - A written directive issued by the Sheriff or his designee designating a change in
the status of personnel (i.e., transfers, promotions, salary changes, etc.)

Training Bulletin - A written directive which provides information relative to matters that require
special explanation or training.

Inter-Office Memoranda - Written inter agency or county government communications that contain
directives or advisories, which do not create, state, or alter the policies of the Sheriff's Office.

General Operations Manual — Collection and combination of General Orders.
Letter/Correspondence — Official written communications with outside entities
POLICY AND PROCEDURES

The Sheriff has the ultimate authority to issue, modify and approve agency written directives.
(CALEA 12.2.1 b)

The Sheriff's Office Mission and Values Statement is the shared product of input from every level
within the agency and are placed in the beginning of the General Operations Manual, in Outlook
and on the Monroe County Sheriff’'s Office website. (CALEA 12.2.1 a)

Authority to issue directives is determined by the level of directive. Authority to issue directives is
as follows;
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Order Type Issuing Authority

General Order Sheriff

Special Order Sheriff, Undersheriff

Division Directive Bureau Commanders, Captain, Lieutenant, Executive Director,
Director, or Section Supervisor

Personnel Order Executive Director of Human Resources for the Sheriff

Training Bulletin Training Director

Memorandum Any Agency Member

Letter / Correspondence Any Agency Member, under signature of the Sheriff

(Revised 1/8/13)
D. No directive will be issued which conflicts with a General Order and applicable accreditation
standards.

E. Format (CALEA 12.2.1d,h)

1. All General Orders, Special Orders, and Division Directives will follow the prescribed format and

include:

Purpose: The purpose should provide a brief statement of the need or goal of the order
Discussion: If needed, the discussion provides a brief examination into the subject in support of
and justification for the order.

Definitions or Terminology (if needed)

Policy: Provides a statement of policy

Procedures: The procedure shall clearly delineate the method of completing tasks or effecting
an act composed of steps or a course of action.

Issue Date

Authorizing Signature

2. Any directive draft submitted not in this format will be returned to the author for correction.

3. All Personnel Orders will follow the prescribed format and include:

~pooow

4.

TS@TmooooTe

Member Name

Change Made By

Type of Change

New Hire Checklist (if appropriate)

Exit Checklist (if appropriate)

Payroll Change Checklist (if appropriate)

All Training Bulletins will follow the prescribed format and include:

Course Title
Total Hours
Date

Time

Locations
Target Audience
Overview
Instructors

Attire
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j-  Equipment
k. Enroliment
Tuition

m. Coordinator

5. All Inter-Office Memorandums will follow the prescribed format and include:

Addressed to
Via (if applicable)
Addressed from
Date

Subject

Text

~pooow

6. All Letters/Correspondence will follow the prescribed format and include:

Format on Office Letterhead
Date

Addressee

Greeting

Text

Salutation

Signature

Typed Senders Name and Title

S@moao0 oy

F. Directive Formulation (CALEA12.2.1¢e)

Any member of the Office may submit a directive draft for a General Order, Special Order, or Division
Directive.

1. The draft shall be submitted in the format described above in paragraph E of this directive.

2. Commanders should seek assistance from the Director of Professional Standards when drafting a
indexing, updating, revised and/or purging of existing orders proposal.

G. Review (CALEA12.2.1e,)
1. All directive drafts shall be submitted to the Office of Professional Standards through the Chain-
of-Command for review for accreditation standards compliance, and conflicts with directives and

statutes.

a. If the draft conflicts with a standard(s), state statute, or existing directive it will be returned for
revision to the submitting party with an explanation.

b. If no conflict exists, it will be codified and submitted to the appropriate authority for approval.

2. General Orders and appropriate Special Orders shall be submitted to the Sheriff's Staff for
review, editing and approval before submission to the Sheriff for signature.

a. For review purposes the Sheriff's Staff consist of:
1) Undersheriff (Colonel)
2) Major, Bureau of Law Enforcement

3) Chief, Bureau of Administration
4) General Counsel
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5)
6)

Collective Bargaining Unit Counsel (for information and feedback purposes only)
Affected Commanders (for information and feedback purposes only)

3. Appropriate Special Orders shall be reviewed and recommendations made by the Undersheriff's
Staff before submission for signature.

a.

1)
2)
3)
4)
5)
6)

For review purposes the Undersheriff's Staff consist of:

All Division Commanders

All Station Commanders
Commanders Special Investigations
Director Public Relations

Inspector General

Director of Communications

4. Division Directives shall be reviewed by each appropriate Staff before submission to the Sheriff's
Staff for review before submission for signature.

H. The

Office of Professional Standards shall maintain a historical file of all current and rescinded

Directives.

. Cod

ification

1. General Orders

a.

Once approved will be codified by Professional Standards for inclusion into the General
Operations Manual (GOM).

The General Order will be formatted for insertion into the appropriate GOM chapter and page.
If the directive is a new chapter it will be codified in relation to Commission on Accreditation for
Law Enforcement Agencies (CALEA) Standards chapters. If no corresponding CALEA
standard exist, the directive will be inserted according to subject matter.

2. Special Orders / Division Directives

a.

b.

1

Special Orders shall be codified in accordance with guidelines for the codification of General
Orders

Division Directives shall be codified by Professional Standards.
The codification shall identify:

a) The applicable Division

b) Date of order

c) Sequential Number
d) Order of insertion in the General Operations Manual

Indexing  (CALEA 12.2.1¢)

General Order’s shall contain a searchable index, which shall list the main subject title of the
General Order. The index is available to all members and located on the Monroe County Sheriff’s
Office website.
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K. Distribution (CALEA 12.2.2 a)

1.

3.

General Orders will be distributed to all members by the Office of Professional Standards through
current Electronic Media.

Special Orders will be distributed only to those members affected by the directive through current
Electronic Media. Division Directives will also only be distributed only to those members affected
by the directive, and may be distributed through current Electronic Media or hard paper copies.

Effective Date: Distributed Orders will have an effective date a minimum of 7 days from the
date of distribution.

(Effective 6-27-2006)

4.

Electronic Distribution — (CALEA 12.2.2 a,b,c)

a. An e-mail message will be sent to every member of the agency through “Outlook” with read

receipt requested. The message will inform the member that by opening the e-mail they are
acknowledging receipt and are responsible for knowing and complying with the Order.

1) Each member will completely open all such e-mails and not just read the summary or preview
windows. This ensures there is an electronic record that they actually opened the message.

Paper Distribution (CALEA 12.2.2 a)

Members who choose to maintain a paper format of the Operations Manual are responsible to
print out the updated material themselves when an update notice is received via e-mail. They are

also responsible to place updates in to the appropriate section, removing the outdated material.
(Revised 11-5-04)

L. General Orders

1.

Operations Manual

a. Electronic Format — The complete Operations Manual is posted and maintained for access by

b.

d.

every member of the agency in PowerDMS, MCSO webpage and in “Outlook” under “Public
Folders, General Orders”. A sub-file “Special Orders” is also available. [The General
Operations manual and policy modifications and updates are available to every member by use
of the Monroe County Sheriff's Office computer system.] (CALEA 12.2.2b)

Paper Format — Members may maintain a paper format of the Operations Manual and are solely
responsible for inserting revisions into their Manual as they are issued electronically.[ Each
member shall be responsible for maintaining all Orders in the Manual in proper condition. The

Manual and contents shall be considered Office property.]
(revised 11-5-04) (CALEA 12.2.2 b)

The Operations Manual is divided into Chapters. Each Chapter has a table of contents that
deals with broad related topic areas. Within the Chapter, specifics are delineated. Particular
topic areas within a Chapter can be located by the Master Index for appropriate Chapter page.

All personnel are responsible for knowing, understanding, and conforming to the contents of all
information, orders, and procedures issued.
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Any question regarding the contents of information, orders and/or procedures issued should be
brought to the attention of the member's immediate supervisor.

The General Operations manual and policy modifications and updates are available to every
member by use of the Monroe County Sheriff's Office computer system.

2. Revision of the Operations Manual (CALEA 12.2.1e,i)

a.

Once a year the Manual shall be reviewed in its entirety by the Office of Professional Standards
for the purpose of indexing, purging, updating, and revising directives.

As new or additional directives are distributed for placement in the Manual, a statement will be
attached explaining what section is to be purged, updated, or revised depicting what pages
should be added or deleted.

Proposed revisions to the Operations Manual may be submitted by any member of the Office.
(Refer to Paragraph D. of this chapter for procedure).

Once a General Order has been signed by the Sheriff it will be formulated into manual format
before issue.

M. Special Orders

1. All Special Orders shall be placed in the rear of the Operations Manual.

2. The Office of Professional Standards shall maintain a copy of every Special Order

N. Division Directives

1. All Division Directives shall be available to each affected member via the Monroe County Sheriff's
Office webpage, outlook or hard copy.

O. Personnel Orders

1. Personnel Orders shall be initiated by the Sheriff or his designee.

a.

When signed by the Sheriff or his designee, distribution shall be accomplished by the Human
Resources Section with the original order placed in the affected individual's personnel file.

Personnel Orders shall not be placed in the Operations Manual. Rather, they shall be kept
by affected personnel under a separate folder.

P. Training Bulletins

1. These are written directives that provide information relative to matters that require special
explanation or training.

a.

b.

Training Bulletins shall be prepared and distributed by the Training Office on forms approved by
the Administrative Commander.

Training Bulletins shall not be placed in the Operations Manual. Rather, they shall be kept by
affected personnel under a separate folder.

Q. Inter-Office Memoranda
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1.Inter-Office Memoranda may be prepared by any member of the Office
a. It shall not be necessary to cross-index or number the memoranda.

b. Inter-Office Memoranda shall not be placed in the Operations Manual, unless otherwise
directed. Rather, they shall be kept by affected personnel under a separate folder.

c. Memorandums may be produced on blank paper or Office letterhead with the following
format

1) Header — Inter Office Memorandum

2) Date —memo was written

3) To — Person to whom the memo is directed, with title, and “via-chain-of-command”, if
appropriate

4) From — Person who authored the memo with title, if appropriate.

5) Subject — One line memo content reference

6) Body of memo — Memo content

R. Letters/Correspondence

1. Letters are the agency’s official means of written communications with outside entities. They shall
be prepared on letterhead stationery in the accepted business letter format.

2. Personal Use: Sheriff's Office letterhead shall not be used for personal or private correspondence,
nor may a member use the official mailing address for the purpose of receiving personal mail not
connected with official agency business except where provided by law.

(Revised 11/5/04)

3:7



CHAPTER FOUR

JURISDICTION, MUTUAL AID, AND REGIONAL SERVICES
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CHAPTER FOUR
JURISDICTION, MUTUAL AID, AND REGIONAL SERVICES
PURPOSE

The purpose of this directive is to establish guidelines for matter of Office jurisdiction, mutual aid, and
regional services.

DISCUSSION

This directive shall apply to all Sheriff's personnel. It is beneficial that law enforcement agencies both
within the boundaries of Monroe County, Florida and in adjoining jurisdictions be in a position to assist
each other as the situation arises. For this purpose it is important for all personnel to know the
jurisdiction of this Office, mutual aid and available services from other agencies.

POLICY AND PROCEDURE
A.Jurisdiction of the Monroe County Sheriff's Office

The legally authorized geographical area acting under the Sheriff of Monroe County, Florida is Monroe
County, Florida. The enforcement of the Florida State Statutes and Monroe County Ordinances is
authorized in Monroe County, Florida unless specifically prohibited or specifically allowed elsewhere by
law.

B.Concurrent Jurisdictions - Assistance of Local, State, and Federal Agencies

1. The Monroe County Sheriff's Office possesses concurrent jurisdiction with the Cities of Key West,
Marathon and Key Colony Beach. In addition, the Sheriff's Office retains concurrent law enforcement
jurisdiction in Monroe County, Florida with the Florida Department of Law Enforcement, Florida
Highway Patrol, Florida Marine Patrol, Florida Game and Fresh Water Fish Commission, Florida
Division of Alcoholic Beverages and Tobacco, and the Florida National Guard.

2. There are also several Federal law enforcement agencies assigned to Monroe County, Florida. They
include the Federal Bureau of Investigation, United States Customs, United States Department of
Immigration, United States Wildlife Service, and the United States Coast Guard.

3. The Sheriff, as well as other local law enforcement agencies, have concurrent jurisdiction on all military
property in Monroe County. As such;

a. The Navy will adopt the Domestic Abuse Preferred Arrest Policy for all military housing.

b. The Sheriff's Office will, on the basis of the Navy's criminal investigation, in which probable cause is
shown, arrest for violations of Florida State Statute which occurred on military property.

1) Misdemeanor violations will be referred to the State Attorney's Office by complaint affidavit.

2) Felony violations will be referred to the Sheriff's Office by complaint affidavit, the responding
Deputy will make the arrest, complete all related paperwork and transport the prisoner.

c. In major cases, if requested, the Sheriff's Office will assist Navy Investigators in crime scene
processing, Homicide Team assistance, case preparation, and court presentation.



d.Ifa911 Emergency Call is required from any local location on military property requesting a Deputy,
one will respond with natification to Navy Police.

e. Based on the statements of Navy Police Officers, Deputies can issue criminal traffic citations, (i.e.,
DUI, DWLS etc.), and take whatever action is prudent and appropriate.

. The Sheriff, by law, is both the Chief Executive Officer and Chief Law Enforcement Officer in Monroe
County with the full authority and responsibility to uphold the law and preserve the peace. In addition
to the Sheriff's constitutional office, several agencies have been created statutorily or by federal title to
deal with specific law enforcement situations that will arise from time to time.

. Itis the purpose herein to identify those specific law enforcement situations, as best as possible, and
to advise what agency should be contacted relevant to each situation.

a. Florida Department of Law Enforcement - to be contacted after authorization by Division
Commanders for matters deemed necessary.

b. Florida Highway Patrol - to be contacted for all reported or discovered traffic accidents within
Monroe County with the exception of traffic accidents reported or discovered in the City of Key West.
Also, when necessary, the Highway Patrol may be contacted for situations requiring traffic
assistance or law enforcement back-up. The Sheriff's Office will respond to requests for assistance
from the Highway Patrol. Communications between the two (2) agencies will be via inter-agency
radio, telephone, or teletype, whichever assures a prompt and appropriate response. Inthe event
the Highway Patrol requests assistance from the Sheriff's Office, the Deputy(s) responding will
report to the highest ranking trooper at the scene.

c. Florida Marine Patrol/Florida Game and Freshwater Fish Commission - to be contacted for all
reported or discovered boating accidents, reported boats in distress, derelict vessels in tidal waters,
laws pertaining to the catching, possession, and/or selling of saltwater products, and any reported or
dig or depositing of oil into any saltwater, however, nothing contained herein shall prohibit any
Deputy Sheriff certified pursuant to some taking appropriate enforcement action should the Florida
Marine Patrol not be able to respond or response time would be so great appropriate action could no
longer be taken. Will also be contacted for all calls pertaining to reported or discovers situations
dealing with game, non-game birds, freshwater fish, wild animal life, and freshwater aquatic life not
in or on United States properties, however, nothing contained herein shall prohibit any Deputy
Sheriff certified pursuant to state statutes from taking appropriate enforcement action should the
Florida Game and Freshwater Fish Commission not be available or their response time would be so
great appropriate action could no longer be taken. The Sheriff's Office will respond to requests for
assistance from the Florida Marine Patrol. The Sheriff's Office will respond to requests for
assistance from the Florida Game and Freshwater Fish Commission. In such events, the Deputy(s)
responding will report to the highest ranking officer at the scene. Communications between the two
agencies will be via inter-agency radio, telephone, or teletype, whichever assures the prompt and
appropriate response.

d. Florida Division of Alcoholic Beverages and Tobacco - to be contacted when an investigation is
deemed necessary for reported or discovered potential violation or violations of the Beverage Law
and/or Cigarette Tax Law, however, nothing contained herein shall prohibit any Deputy Sheriff
certified pursuant to state statute from taking appropriate enforcement action should the situation
merit such action. The Sheriff's Office will respond to requests for assistance from the Florida
Division of Alcoholic Beverage and Tobacco. In such events, the Deputy(s) responding will report to
the highest ranking agent at the scene. Communications between the two agencies will be via
inter-agency radio, telephone, or teletype, whichever assures the prompt and appropriate response.



e. Key West Police Department - to be contacted when requests for service are received for inside
the city limits of Key West, unless the caller requests the Sheriff's Office respond. However, in
instances involving a Key West City ordinance(s), the Police Department must be contacted. This
should be fully explained to the complainant. Nothing contained herein shall prohibit any Deputy
Sheriff certified pursuant to the State Statute from taking appropriate account in any situation for
which he/she is authorized within the City of Key West. The Sheriff's Office will respond to
requests for law enforcement assistance from the Key West Police Department. In such events,
the Deputy(s) responding will report to the highest ranking officer at the scene. Communications
between the two agencies will be via inter-agency radio or telephone, whichever assumes the
prompt and appropriate response.

1) Limitations

This plan only applies to unusual occurrences that require the commitment of resources
beyond the on-duty shift.

2) Authorization

a) The Office member receiving a request for aid from the City of Key West Police Department in
an unusual occurrence will inform the Division | Commander of said request.

b) The Division Commander will begin mobilization of Office personnel as per the Emergency
Mobilization Plan.

¢) Notification will be made via the chain of command to the Sheriff.
3) The Unusual Occurrence Plan Implementation
a) The appropriate plan will be instituted with the following exceptions.

(1) The Station Commander will assume field command of all Office personnel responding to
the request for aid.

(2) The Division Commander will report to the Key West Police Department's Officer in
Charge, and coordinate the direction of Office personnel through the Station Commander
as the situation requires.

4) Assuming Command

a) In the event the Division Commander feels that the Office should assume command of the
incident to protect the citizens of Monroe County residing in the City of Key West, such a
request shall be directed to the Undersheriff.

b) The final decision to assume command of an incident Sheriff, who shall notify the Key West
Police Chief of such a decision.

c) Office response plans will be initiated to the fullest extent.

d. Key Colony Beach Police Department - to be contacted when requests for service are received for
inside the city limits of Key Colony Beach, unless the caller requests the Sheriff's Office respond.
However, in instances involving a Key Colony Beach City Ordinance(s), the Police Department must
be contacted. This should be fully explained to the complainant. Nothing contained herein shall
prohibit any Deputy Sheriff certified pursuant to the State Statute from taking appropriate accountin
any situation for which he/she is authorized within the City of Key Colony Beach. The Sheriff's
Office will respond to request for law enforcement assistance from the Key Colony Beach Police
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Department. In such events, the Deputy(s) responding will report to the highest ranking officer at
the scene. Communications between the two agencies will be via inter-agency radio or telephone,
whichever assumes the prompt and appropriate response.

1) Limitations

This plan only applies to unusual occurrences that require the commitment of resources
beyond the on-duty shift.

2) Authorization

a) The Office member receiving a request for aid from the City of Key Colony Beach Police
Department in an unusual occurrence will inform the Division || Commander of said request.

b) The Division Il Commander will begin mobilization of Office personnel as per the Emergency
Mobilization Plan.

c¢) Notification will be made via the chain of command to the Sheriff.
3) The Unusual Occurrence Plan Implementation
a) The appropriate plan will be instituted with the following exceptions.

(1) The Station Commander will assume field command of all Office personnel responding to
the request for aid.

(2) The Division Commander will report to the City of Key Colony Beach Police Department's
Office in Charge, and coordinate the direction of Office personnel through the Station
Commander as the situation requires.

4) Assuming Command

a) In the event the Division Commander feels that the Office should assume command of the
incident to protect the citizens of Monroe County residing in the City of Key Colony Beach,
such a request shall be directed to the Undersheriff.

b) The final decision to assume command of an incident lies with the Sheriff, who shall notify the
City of Key Colony Beach Police Chief of such a decision.

c) Office response plans will be initiated to the fullest extent.

e. Florida National Guard - to be contacted only by the Sheriff for matters deemed necessary.
Generally the National Guard will be requested in the event of a natural disaster or great law
enforcement emergency. In the event of a pending natural disaster, such as a hurricane, continual
weather and condition reports will be forwarded to the Sheriff by telephone, teletype, or radio,
whichever assures prompt and appropriate information. It will then be the decision of the Sheriff and
Director of Disaster Preparedness to contact the Governor's Office requesting the National Guard,
as well as other appropriate agencies. In the event of a great law enforcement emergency, the
Sheriff shall be continually informed of the situation by telephone, teletype, or radio, whichever
assures prompt and appropriate information. It will then be the decision of the Sheriff to contact the
Governor's Office requesting the National Guard, as well as other appropriate agencies.

f.  Federal Bureau of Investigation - to be contacted for bank robberies or when information or an
investigation deems it appropriate. The Sheriff's Office will respond to requests for assistance
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from the FBI. In such events, the Deputy(s) responding will report to the highest ranking agent at
the scene. Communications between the two agencies will be via inter-agency radio or
telephone, whichever assures prompt and appropriate response. When assistance is needed
from the FBI, requests will be routed through the appropriate field officers. Requests for
assistance will be made by command personnel.

g. United States Customs - To be contacted when assistance is needed in the investigation of illegal
substances or products entering or about to enter the boundaries of Monroe County, Florida.
When assistance is needed from U.S. Customs, request will be routed through the appropriate
field office. Requests for assistance will be made by command personnel. The Sheriff's Office
will respond to requests for assistance from U.S. Customs. In such events, the Deputy(s)
responding will report to the highest ranking agent at the scene. Communications between the
two agencies will be via inter-agency radio or telephone, whichever assures prompt and
appropriate response.

h. United States Department of Immigration - to be contacted when illegal aliens enter or are about to
enter the boundaries of Monroe County, Florida. When assistance is needed from the U.S.
Department of Immigration, requests will be routed through the appropriate field office. Requests for
assistance will be made by command personnel. The Sheriff's Office will respond to requests for
assistance from the United States Department of Immigration. In such events, the Deputy(s)
responding will report to the highest ranking agent at the scene. Communications between the two
agencies will be done by whatever means assures a prompt and appropriate response.

i.  United States Wildlife Service - to be contacted concerning situations dealing with wildlife or any
United States lands in Monroe County, or for any situations dealing with wildlife under the
jurisdiction U.S. Wildlife Service in Monroe County, Florida. When assistance is needed from the
U.S. Wildlife Service, requests will be made by supervisory personnel. The Sheriff's Office will
respond to requests for assistance from the U.S. Wildlife Service. In such events, the Deputy(s)
responding will report to the highest ranking officer at the scene. Communications between the
two agencies will be done by whatever means assures a prompt and appropriate response.

j- United States Coast Guard - to be contacted concerning missing boats, boats in distress, or boating
accidents outside the boundaries of Monroe County, Florida, with the exception of the areas west of
Key West not covered by the Florida Marine Patrol. Also the U.S. Coast Guard should be naotified,
when deemed appropriate by investigating personnel, of illegal drugs headed for the boundaries of
Monroe County by way of the Atlantic Ocean or Gulf of Mexico. This should be done as soon as
possible after receiving information that the illegal drugs are en route. Information and requests will
be forwarded by supervisory personnel to the nearest U.S. Coast Guard station.

C.Mutual Aid

The Sheriff of Monroe County and Dade County, Florida have entered into a Mutual Aid agreement
pursuant to the Florida Mutual Aid Act, Section 23,1225 (I), Florida Statute.

1. The purpose is to provide mutual aid and assistance in law enforcement situations involving crimes in
progress, injuries, or officers in need of assistance, excluding routine patrol, on and adjacent to those
portions of Card Sound Road and US Highway 1 bounded as follows:

a. Card Sound Road - From the intersection of Card Sound Road with US Highway 1 in Dade County
to the intersection of Card Sound Road with the 4-way stop in Monroe County.

b. US Highway 1 - From the intersection of US Highway 1 with Card Sound Road in Dade County to
the northern end of the Jewfish Creek bridge in Monroe County.



2.

Source of Police Authority

a. Pursuant to the provisions of Section 23.127 (1), Florida Statutes, whenever the members of any
law enforcement agency who are parties to this agreement are rendering aid outside their
jurisdiction and pursuant to the authority contained in this agreement, such members shall have the
same powers, duties, rights, privileges, and immunities as if they were performing their duties in the
political sub-division in which they are normally sworn.

b. A Deputy Sheriff of either of the participating counties shall be considered to be operating under the
provisions of the Mutual Aid Agreement when appropriately dispatched within the delineated area in
response to a request for assistance by an agent or Deputy Sheriff of the other law enforcement
agency.

D.Regional Services

1.

2.

Statewide Radio Frequency

The Sheriff's Office utilizes the authorized statewide general radio frequency of 155.370 in all its base
radios. This statewide radio frequency is a specifically designated communication network for general
law enforcement inter-jurisdictional communication.

. Statewide Fingerprint Records System - The Florida Department of Law Enforcement is the agency

responsible for the statewide centralized fingerprint system. The Monroe County Sheriff's Office
fingerprints all persons arrested by Monroe County Sheriff's Office members AND also those arrested
by any other law enforcement agency, and forwards these fingerprint cards to this agency. Also,
fingerprints of suspects and unidentified deceased or alive individuals are forwarded to the Florida
Department of Law Enforcement for possible identification.

. Statewide Criminal Information System - The Monroe County Sheriff's Office participates in the Florida

Crime Information Center (FCIC). This computerized system allows the Sheriff's Office to enter or
inquire about stolen property, missing or wanted persons and vehicle information.

. Statewide Uniform Crime Reporting System - The Monroe County Sheriff's Office participates in the

Florida Uniform Crime Reporting System managed by the Florida Department of Law Enforcement.
Criminal information is forwarded monthly and an annual report is returned depicting crime rates and
yearly comparisons.
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CHAPTER FIVE
LIAISON AND INTERAGENCY COORDINATION / PLANNING
.  PURPOSE

The purpose of this directive is to establish guidelines for liaison and interagency coordination and
planning.

II. DISCUSSION

This directive shall apply to all Sheriff's personnel. It is important to establish and maintain effective
channels of communication between the Sheriff's Office and other agencies for improved cooperation.
Good liaison breaks down barriers that exist and hopefully results in savings.

lll.  POLICY AND PROCEDURE
A.The Sheriff's Office shall maintain liaison with the following Criminal Justice Agencies:

1. Local Adult and Juvenile Courts - It shall be the duty of the Undersheriff or his designee to meet
periodically with the judges of the adult and juvenile courts in order to provide feedback to the Office of
investigative error or courtroom error. Such feedback shall be documented and discussed with the
appropriate personnel.

2. State Attorney - It shall be the duty of Commanders of Divisions I, II, [ll and IV to meet periodically with
the Office of the State Attorney;

a. Discuss problems encountered by both offices and to provide the State Attorney's Office with a
greater understanding of the problems encountered by law enforcement. Solutions should be
sought to the problems discussed. Such problems shall be documented and discussed with the
appropriate personnel.

b. Decline Prosecution - During the monthly meeting all cases originated by the Monroe County
Sheriff's Office, which the prosecutor declines to prosecute or causes to be dismissed, over the past
30 days, owing to alleged law enforcement mishandling shall be discussed and reviewed. The
appropriate Division Commander shall then discuss the problem areas with the appropriate
personnel and fill a written report to the Undersheriff of the meeting and action taken, if needed.

3. Parole and Probation - It shall be the duty of the Undersheriff or his designee to meet periodically with
Parole and Probation to discuss meaningful information about law enforcement objectives and
activities relating to Parole and Probation matters and to discuss any problems encountered by parole
and probation and the Office. Solutions should be sought to the problems discussed. Such problems
shall be documented and discussed with the appropriate personnel.

4. Adult and Juvenile Correctional Agencies - It shall be the duty of the Commander of Corrections
Division to meet with adult and juvenile correctional agencies within Monroe County in order to assure
proper information blow and coordination between the Office and correctional authorities. Solutions
should be sought to any problems discussed. Such information shall be documented and discussed
with appropriate personnel.

5. Other Law Enforcement and Public Service Agencies in adjoining or concurrent jurisdictions - It shall
be the duty of each Division I, II, Ill, and IV Commander to:
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a. Arrange periodic meetings with other law enforcement agencies having concurrent jurisdiction with
the Office to establish joint plans for dealing with such things as criminal conduct and traffic
operations, to share statistical and support service information, to enhance the arrest of wanted
persons, to exchange information in criminal investigations (as directed by the Undersheriff), and to
discuss any problem encountered between the agency and the Office. Such problems shall be
documented and discussed with the appropriate Supervisors and Division Commander. The
agencies of concern to this directive include, but are not limited to:

1) Florida Department of Law Enforcement
2) Florida Highway Patrol

3) Florida Marine Patrol/Florida Game and Freshwater Fish
4) Florida Alcohol, Beverage, and Tobacco
5) Federal Bureau of Investigation

6) U.S. Customs

7) U.S. Department of Immigration

8) U.S. Wildlife Service

9) Naval Intelligence Service

4) U.S. Coast Guard

5) Key West Police Department

b. Arrange periodic meetings with local Fire Department officials and emergency medical services
officials to provide a forum for the development of plans for traffic direction and control at emergency
scenes and for the resolution of other problems that may arise. Solutions should be sought to any
problem discussed. Such information shall be documented and discussed with the appropriate
Supervisors and Undersheriff.

B.Referrals

1. Members of the Office, in the course of performing their duties, often encounter people in need of a
type of help best provided by another criminal justice agency or a social service agency. The intent of
this directive is to provide officers with a reasonable means of ascertaining who can best be served by
another agency, and, if so, by what agency.

a. The Monroe County Sheriff's Office possesses concurrent jurisdiction with the Cities of Key West
and Key Colony Beach. In addition, the Sheriff's Office retains concurrent law enforcement
jurisdiction in Monroe County, Florida with the Florida Department of Law Enforcement, Florida
Highway Patrol, Florida Marine Patrol, Florida Game and Fresh Water Fish Commission, Florida
Division of Alcoholic Beverages and Tobacco, Key West Police Department, Key Colony Beach
Police Department, and the Florida National Guard.

b. There are also several federal law enforcement agencies assigned to Monroe County, Florida. They
include the Federal Bureau of Investigation, United States Customs, United States Department of
Immigration, United States Wildlife Service, United States Coast Guard, and the Department of
Defense.

c. The Sheriff, by law, is both the Chief Executive Officer of the Court and Chief Law Enforcement
Officer in Monroe County with the full authority and responsibility to uphold the law and preserve the
peace. In addition to the Sheriff's constitutional office, several agencies have been created
statutorily or by federal title to deal with specific law enforcement will arise from time to time.

d. Itis the purpose of this policy and procedure to identify those specific law enforcement situations, as
best as possible, and to advise what agency should be contacted with relevancy to each situation.
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. Florida Department of Law Enforcement - To be contacted only with the approval of the Sheriff or his

designee for matters deemed necessary.

Florida Highway Patrol - To be contacted for all reported or discovered traffic accidents within
Monroe County with the exception of traffic accidents reported or discovered in the City of Key
West. Also, when necessary, the Highway Patrol may be contacted for situations requiring traffic
assistance or law enforcement backup.

. Florida Marine Patrol/Florida Game and Freshwater Fish Commission - To be contacted for all

reported or discovered boating accidents, reported boats in distress, derelict vessels in tidal waters,
laws pertaining to the catching, possession, and/or selling of saltwater products, and any reported or
discovered draining or depositing of oil into any saltwater. Will also be contacted for all calls
pertaining to reported or discovered situations dealing with game, non-game birds, freshwater fish,
wild animal life, and freshwater aquatic life not in or on United States properties.

Florida Division of Alcoholic Beverages and Tobacco - To be contacted when an investigation is
deemed necessary for reported or discovered potential violation or violations of the Beverage Law
and/or Cigarette Tax Law.

Key West Police Department - To be contacted when requests for service are received for inside
the City limits of Key West, unless the caller requests the Sheriff's Office respond. However, in
instances dealing with Key West City ordinances, the Police Department must be contacted. This
should be fully explained to the complainant.

. Key Colony Beach Police Department - To be contacted when requests for service are received for

inside the City limits of Key Colony Beach, unless the caller requests the Sheriff's Office respond.
However, in instances involving a Key Colony Beach City ordinance(s), the Police Department must
be contacted. This should be fully explained to the complainant.

Florida National Guard - To be contacted only if the Sheriff or his designee for matters deemed
necessary. Generally the National Guard will be requested in the event of a natural disaster or
great law enforcement emergency.

. Federal Bureau of Investigation - To be contacted for bank robberies, when information or an

investigation deems it appropriate, and any other crime under Federal Bureau of Investigation
jurisdiction.

m. United States Customs - To be contacted when assistance is needed in the investigation of illegal

q.

substances or products entering or about to enter the boundaries of Monroe County, Florida.

. United States Department of Immigration - To be contacted when illegal aliens enter or are about to

enter the boundaries of Monroe County, Florida.

. United States Wildlife Service - To be contacted concerning situations dealing with wildlife or any

United States lands in Monroe County, or for any situations dealing with wildlife under the
jurisdiction of U.S. Wildlife Service in Monroe County, Florida.

. United States Coast Guard - To be contacted concerning missing boats, boats in distress, or boating

accidents outside the boundaries of Monroe County, Florida, with the exception of the areas west of
Key West not covered by the Florida Marine Patrol. Also the US Coast Guard should be notified,
when deemed appropriate by investigating personnel, or illegal drugs headed for the boundaries of
Monroe County by way of the Atlantic Ocean or Gulf of Mexico.

Department of Defense (Naval Investigative Service / Boca Chica NAS Security) - To be
contacted concerning situations occurring on the military properties, Boca Chica NAS, Trumbo
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Point, etc. and responds to 911 calls on military property. The Naval Investigative Service will be
contacted concerning investigations involving military personnel, which may involve illegal
activities on military property or a federal crime.

2. The Social Service Agencies designed to deal with Health, Drug, or Alcohol Problems are coordinated
through the Interagency Council, Inc. at (305)296-4033.
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 6 TITLE: Recruitment and Selection
EFFECTIVE DATE: NO. PAGES: 8 AMENDED/REVIEWED: May 7, 2013
REFERENCE: CALEA 31.2.2 RESCINDS:

Sheriff of Monroe County

.  PURPOSE

The purpose of this directive is to establish guidelines for the recruitment, screening and selection of
personnel for the Sheriff's Office.

II. DISCUSSION

This directive shall apply to all Sheriff's Office personnel. The recruitment, screening, and selection
process is vitally important to any organization desirous of attracting and appointing qualified personnel.
In order for the process to meet desired goals, it must be valid and measurable, with minimum adverse
impact. The Sheriff's Office assumes full responsibility for recruitment. It is the policy of the Sheriff to
recruit and appoint persons without regard to race, creed, sex, age, national origin, marital status,
ancestry, physical or mental disability. Persons seeking appointment or appointed by the Sheriff shall be
treated equally with respect to all appointment practices including screening, advertising, recruitment,
selection, appointment, promotion, demotion, assignment, hiring, leave practices, rate of pay, fringe
benefits, and other forms of pay or credit for services rendered. The agency will consider any incidents
of sexual harassment in determining whether to hire or promote anyone, or who may have contact with
inmates in accordance with the Prison Rape Elimination Act (PREA). Consistent with Federal, State, and
Local Law, make its best efforts to contact all prior institutional employers for information on
substantiated allegations of sexual abuse or any resignation during a pending investigation of allegation
of sexual abuse. (Revised 5/7/13)

[ll. POLICY AND PROCEDURE
A.Goals and Objectives

1. A properly structured and administered recruitment program will result in applicants who represent a
more diverse cross section of the Office's service community.

2. The use of recruiters on a rotating basis from within the Office, and input from community groups
representing the local minorities, will increase the number of qualified minority applicants from within
the Office's service community.

3. Overall, an effective, standardized and properly administered recruitment, screening, and selection
process will improve the quality of applicants from which to fill existing vacancies.
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B.Recruitment

1. Administrative Practices and Procedures

a. Whenever there are actual or forecasted vacancies, the Office shall initiate and maintain an active
recruitment program.

b. The Office shall directly involve itself in all activities critical to the recruitment effort.

c. The responsibility for administering the Office's recruitment program shall rest with the Executive
Director of Human Resources.

d. Prior to initiating recruitment activities, those individuals used for recruiting purposes, shall undergo
an in-service training program that provides knowledge and skills in the following areas:

1)
2)
3)

4)

5)
6)

7

8)
9)

10)

The Office's recruitment needs and commitments
The Office's career opportunities, salaries, benefits and training
Federal and State compliance guidelines

The community and its needs (including demographic data, community organizations,
educational institutions, etc.)

Cultural awareness, or understanding of different ethnic groups and subculture
Techniques of informal record keeping systems for candidate tracking

The selection process utilized (including procedures involved in background investigations and
written, oral and physical abilities examinations)

Recruitment programs of other jurisdictions
Characteristics that disqualify candidates
Medical requirements

The Captain/Training Director shall be responsible for supervision of new recruits during their
attendance in the local basic law enforcement/corrections officer academy.

Because members of the Office demonstrate a pride in their Office and due to their professional
interest, members generally recruit qualified candidates. Therefore, all members of the Office
shall encourage those individuals they feel would be an asset to the Office to apply.

Minority personnel, fluent in the community's languages and aware of the cultural environment,
shall be included in recruitment activities. Placing minority personnel, especially those of
supervisory ranks, in recruitment roles will:

1) Demonstrate the Office's commitment to the minority community

2) Demonstrate promotability by virtue of their rank

3) Enhance the receptivity of the minority community to the recruiter
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4) Increase the potential for recruiting minority personnel

h. A signing bonus may be authorized by the Sheriff for critical need positions. Conditions and
limitations of such a bonus will be maintained by the Human Resources Division, published to the
Office and Public as necessary

i. Payment of certification training tuition or officer certification examinations fee by the Office, and
reimbursement to the Office for such training will be governed by Section 943.16, Fla. Stat. (2002).

2. Cooperative Agreements - The Office will inform local employment agencies of vacancies within the
Office in hopes of recruiting qualified applicants. The employment agencies will be supplied with the
requirements for appointment with the Office.

3. Community Outreach

a. The Office shall seek recruitment assistance, referrals, and advice from community organizations
and key leaders.

b. The Office shall post job announcements with community service organizations.

c. The Office will send recruiters / members to local educational institutions and community
organizations to recruit on site for entry level law enforcement deputies.

d. For the purpose of nurturing student interest in the law enforcement field and providing them with
firsthand experience in law enforcement, the Monroe County Sheriff's Office School to Work
Program has been established.

1) The School to Work Program shall be administered by the Executive Director of Human
Resources.

2) The School to Work Program shall be open to high school juniors and seniors with a 2.0 GPA..
4. Comprehensive Recruitment Program

a. The Executive Director of Human Resources shall be responsible for administering and developing
a written recruitment plan which may be revised/reissued as needed. The written recruitment plan
enables the Office to conduct an organized and effective search for well-qualified applicants by
relating job requirements to recruiting methods. The written recruitment plan shall include the
following elements:

1)A statement of objectives.
2)A plan of action designed to achieve the above objectives will include:

a) Cost accounting of advertisement for the period the report covers for
Newspaper (list each)
Magazines (list each)
Web Site (ours)
School Career Days (list each)
Job Fairs (list each)
b) The number of applicants hired as a result from each medium and specific entity
c¢) Based on the data collected make a recommendation as to where to focus recruitment efforts
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b. The Human Resources Division shall prepare a written recruitment analysis progress report
annually for submission to the Sheriff. [CALEA 31.2.2]
(Revised 5/7/13)

5. Equal Opportunity Action Policy

a. The Office will attempt to maintain a ratio of minority group appointments in approximate proportion
to the makeup of Monroe County, Florida work force.

b. The Office has adopted the following Equal Opportunity Program.
1) Purpose and Policy

a) Equal Appointment Opportunity Policy - It is the policy of the Monroe County Sheriff's Office to
hire well-qualified people to perform the many tasks necessary in providing superior law
enforcement to the county. An integral part of this policy is to provide equal opportunity for all
persons. This requires that the personnel policies governing recruiting, appointment,
compensation, working conditions, benefits and privileges of appointment, training, appointments
for advancement, transfers, and terminations of appointment be applied to all members without
discrimination because of race, color, religion, national origin, sex, marital status, ancestry,

physical or mental disability.
(REVISED ON 9-11-00)

b) The Policy Objective - The equal appointment objective of the Monroe County Sheriff's Office is
to achieve a member profile with respect to race and sex which is an appropriate reflection of
proper utilization.

2) Responsibility

a) Responsibility for the development and monitoring of the EEO policy is assigned to the Executive
Director of Human Resources and includes the responsibility of communicating equal
appointment policies to all levels within the Office. The Executive Director will have overall
responsibility for monitoring the Office's performance through audit and reporting systems to
assure policy effectiveness. Inherent in this responsibility is the task of identifying problem areas
and establishing programs to aid in problem solving. Results of reporting systems are to be
presented by the Executive Director of Human Resources to the Sheriff. (Revised 5/7/13)

b) In compliance with Equal Employment Opportunity Commission requirements, the Executive
Director of Human Resources will make reports and analysis as will be required by proper state
and federal authorities.

6. Job Announcements and Publicity
a. All job announcements for position appointments with the Office shall:
1) Have a description available of the duties and responsibilities in the Human Resources Section
2) Location of the position
3) Pay grade of the position

b. For any position which requires an official application filing deadline, such vacancy shall be
publicized at least ten (10) days prior to any official application filing deadline.
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C.

d.

Entry-level job vacancies shall be advertised through the local mass media.

To facilitate the successful recruitment of minorities and women, the Office will advertise as an
Equal Opportunity Employer on all applications and recruitment advertisements.

7. Application Process

a. Should any application deadline exist, it shall be boldly indicated on appointment announcements

and recruitment advertisements.

b. All application and testing processing shall be conducted at Headquarters or other places
designated.

c. Applications for all positions shall not be rejected with minor omissions or deficiencies, but shall be
processed routinely provided such omissions or deficiencies can be corrected prior to the testing or
interview process.

C.Selection

1. Professional and Legal Requirements

a.

The authority for administering the Office's role in the selection process rests with the Executive
Director of Human Resources, however, the ultimate responsibility for the selection of applicants to
fill existing or projected positions rest with the Sheriff.

. The Human Resources Section shall maintain on file, a current manual that describes all

components of the selection process. A comprehensive manual is essential for the proper
administration, use, and defensibility of the selection process. The manual shall describe the order
of events in the selection process.

. The selection process shall use only those components that have been documented as being job

related and nondiscriminatory. (Adverse impact is a substantially different rate of selection
(generally less than eighty (80) percent) that works to the disadvantage of members of an ethnic
group. When two or more alternative components of the selection process are available that have
equal validity and utility, the Office shall use that element with the least adverse impact.)

. The selection process should be strictly accountable to the following checklist:

1) Professionally and legally accepted data collection techniques are used to identify job tasks
2) Measurable candidate characteristics related to predicting job performance are identified
3) Selection components whose measures are job-related have been used

4) Conclusions and inferences about candidates are logical and persuasive

. Adverse impact in the selection process shall be measured by comparing the selection rates for

each race, sex, and ethnic group with the group having the highest selection rate.

Adverse impact shall be minimized in the selection process.

. Records and data used to monitor adverse impact shall be maintained on file by the Human

Resources Section.
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h. Written tests used as part of the selection process shall be documented as having validity, utility and
a minimum adverse impact.

i. Any and all elements of the selection process administered or provided by a private sector
organization or vendor shall meet the requirements of validity, utility and minimum adverse impact.

j- All elements of the selection process shall be administered, scored, evaluated and interpreted in
a uniform manner. Operational elements of the selection process — time limits, oral instructions,
practice problems, answer sheets and scoring formulas, etc... shall be identical for all candidates.

k. All selection materials shall be stored in a secure area when not being used.

I. Whenever selection materials are disposed of, it shall be performed in a manner that prevents
disclosure of the information therein. Burning or shredding under monitored conditions is
recommended.

m.The entire selection process shall be evaluated in terms of its effectiveness in selecting the best
qualified candidates in a fair and equitable manner on an annual basis.

n. For any positions that require a specialist, a manager, or an administrator, the Office may have to
seek an individual from outside the agency to fulfill the role. In so doing, the selection criteria for
outside individuals shall be the same as for inside personnel seeking to attain the position. When
qualified personnel are available both within and without the Office, the selection decision should be
made in favor of Office members.

0. Only qualified professionals shall be used to assess the emotional stability and psychological fithess
of candidates.

D.Selection Process Procedures

1

2.

. The process applies to both certified and civilian positions.

The Department maintains on file in the Human Resources Division a Selection Process Procedures
Manual for review at any time.

. The Office shall allow re-application, re-testing, and re-evaluation of candidates not appointed on a

previous attempt(s) provided that nothing in the candidate's history indicates an unfitness for
appointment.

. At the time of the receipt of their formal application, candidates are informed, in writing, of all elements

of the selection process, and a job description for the position being applied for will be included in the
application packet. The office shall maintain contact with each applicant to advise them of the status
and final disposition of their application.

. If the applicant does not receive a satisfactory score from the Oral Review Board, his/her file will be

placed in an inactive status for six (6) months after which time the applicant may be re-interviewed for
a position.

. The selection process includes:

a. Minimum Eligibility Requirements - Outlined in position job description available from the Human
Resources Division
b. Oral Review Board (If applicable)
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. Drug Screen
. Background Summary - Phase |
. Eligibility Lists
Conditional Offer of Probationary Employment
. Polygraph Examination
. Psychological Examinations
Medical Examinations
Physical Agility Test (if applicable)
k. Neighborhood Checks (3)
I. Personal References (3)

e il (o BN BN o R o}

m. Phase Il Summary
(REVISED ON 5/7/13)

7.

8.

1.

If the applicant is disqualified at any time during the selection process, the file is placed in an
inactive status for a period of one (1) year. After the one-year period has expired, the applicant

may reapply.

All files placed in inactive status will remain inactive for a period of two (2) years, unless the applicant
reapplies. After two (2) years, the files may be destroyed. This is in accordance to Florida State
Statute 119.01.

.Appointments

Newly appointed members shall be required to satisfactorily complete any and/or all entry-level training
relevant to the specific position appointed to retain appointment.

. The agency shall either conduct criminal background records checks at least every five years of

current members who may have contact with inmates or have in place a system for otherwise
capturing such information for current members. (Revised 5/7/13)

Entry level training shall be evaluated by the Human Resources Section to ensure such training is not
creating adverse impact. If adverse impact is suggested, the Human Resources Director and Training
Supervisor shall meet to review the procedures and techniques being used for entry level training.

. Should a new member be appointed for a special operation or assignment (e.g., undercover work),

entry-level field training may be postponed until completion of the special operation or assignment. (If,
however, at the end of the special operation or assignment, it is determined, by the member's
supervisor that entry level field training would be of no new benefit to the member or the Office, such
training may be waived.)

. The work performance of each newly appointed road patrol Deputy shall be measured and evaluated

through the Field Training Program. Field Training Officers shall use the Office established
procedures for evaluating these appointees.

1) All newly-hired members, to include Reserve Deputies (see Chapter38 for definition), shall be
evaluated quarterly during probationary period.

. A newly appointed member may contest a work performance report concerning entry level training by

following the procedures outlined in (Chapter 13, Section IlI).

7. Should the member still be dissatisfied, one final appeal may be made to the Sheriff. Such appeal

shall be in writing, citing the reason(s) for such appeal, and forwarded to the Sheriff within five
calendar days or three work days after the District Commander's decision is received.
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8. Any member may, at any reasonable time, ask to review his or her personnel file which is maintained
by the Division of Human Resources. If after reviewing the file a question arises as to the contents of
the file, the member may write a memo, via chain of command, to correct or challenge the information
found. At no time may the member remove any document in the file. The Director of Human

Resources may have a document removed from a file if the document was improperly filed and
actually belongs in someone else’s file.

9. The Human Resources Division maintains the results of medical examinations, psychological
evaluations and polygraph examinations in a confidential file.

10. The results of the polygraph examination will not be used as the sole determinant of the employment

status. An admission during pretest, test or post-test interviews, together with other information, may
be sufficient to support decisions relevant to employment status.
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CHAPTER EIGHT

JOB ANALYSIS, CLASSIFICATION AND ASSIGNMENT
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CHAPTER EIGHT
JOB ANALYSIS, CLASSIFICATION AND ASSIGNMENT
.  PURPOSE

The purpose of this directive is to establish guidelines for job analysis, classification, position
classifications, and matters affecting assignment within a position classification.

II. DISCUSSION
This directive shall apply to all Sheriff's personnel. First, this directive outlines the job analysis process.
Second, it deals with the classification of personnel and compensation policy. Finally, this directive
addresses specialized assignments.
lll. POLICY AND PROCEDURE
A.Job Task Analysis
1. Objectives of Job Task Analysis

a. Serve as a basis for the determination of a position classification plan and compensation

b. Provide a basis for establishing minimum qualification requirements for recruitment, examination,
selection and appointment, and promotion

c. Assist in the establishment of training curricula

d. Provide guidance to employees and their supervisors concerning the duties and responsibilities of
individual positions

2. The written job task analysis for every position in the Office will be maintained in a file by the Human
Resources Director.

3. This job task analysis will contain at a minimum:

a. Duties, responsibilities, and task of each position. Upon request this statement shall be available to
every member of the Office.

b. Frequency with which each task is performed
c. Minimum level of proficiency necessary in the job-related skills, knowledge, abilities, and behaviors.
B.Classification
1. The establishment of a structure classification plan with specific requirements for each job allows the
Office to achieve more efficient administration and more equitable treatment of it's members.
Therefore the Human Resources Director will develop and maintain a classification plan.

2. The Director of Human Resources will maintain the written classification plan, to include and shall:

a. Group all positions into classes, based upon similarities in duties, responsibilities, and qualification
requirements.



b. Class specifications for every job within a class, to include specific specifications for the following
ranks.

1) Certified Law Enforcement

Sheriff
Colonel

Major

Captain
Lieutenant
Sergeant
Deputy Sheriff

2) Certified Corrections
Major
Captain
Lieutenant
Sergeant
Detention Deputy

c. Used as basis for assigning each position to a pay grade under the Pay Plan, as maintained by the
Human Resources Director.

d. Reviewed on a regular schedule and when requested for needed reclassification of any job that has
changed to the changes in the Office.

3. Review Procedures

a. Request for a reclassification review, will be sent to the Human Resources Director by the
appropriate Division Commander.

1) At least one member from each classification to be reviewed will be surveyed by a Human
Resources Representative on a regular schedule as posted in the agency computer system.

2) Request for immediate review may be made at any time.

b. The Human Resources Director will send the review findings to the Sheriff via chain of command for
approval.

c. If approved the reclassification and corresponding pay grade changes will be implemented upon the
first day of the next pay cycle.

d. If no reclassifications are recommended as part of the annual review, it will be so documented and
filed as part of the plan.
C.Identification of Critical Positions

1. Due to the importance of several positions to the operation of the Office a high turnover rate in these
positions can hinder the Office's effectiveness.

2. The Office reserves the right to classify certain positions as "critical”, and in doing so, it places
additional restrictions on the members who have been selected to fill these positions. These
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restrictions will take the form of rules regarding hours of work, working conditions, minimum tenure
required in the position and/or other issues.

3. In most cases, positions will not be classified as critical until some evidence exist that the failure to
maintain members within the positions is causing performance related problems for the component.

4. When a supervisor perceives a performance problem which can be attributed to a failure to maintain
adequately trained personnel, he/she should address a memorandum, via the chain of command, to
the Human Resources Director outlining the problem(s) and requesting that the position (s) be
classified a critical position. The supervisor should identify the possible causes of the problem(s) and
recommended solutions

5. The Human Resources Director will conduct a study of the problems as outlined by the supervisor and
examine the turnover rate for the identified component for the proceeding twelve (12) months and
other Office records as necessary to determine the severity of the problem.

6. Based on this study the Human Resources Director will prepare a memorandum to the Sheriff, via the
chain of command, recommending the suggested course of action.

7. Upon review of the research, the Sheriff will make a determination as to what action, if any, is to be
taken. If the position is determined to be defined as critical, then the class of position would be
advertised as such in any future job announcement, both within and outside of the Office. Any
restrictions placed upon the position will be specifically listed on the announcement.

8. The Human Resources Director will create a written agreement herein to be referred to as a "Critical
Position Memorandum of Understanding”, which will indicate any restrictions that have been placed
upon the position which will be executed prior to accepting the position. This form will become a part
of the member's personnel file.

9. On a yearly basis, the Human Resources Director will conduct a review of all classes of positions,
which have been classified as "critical", and advise the Sheriff, via chain of command, of any
necessary changes.

D.Specialized Assignments

1. On occasion, specialized assignments may be created to meet certain demands or requirements of the
Office.

2. All anticipated specialized assignments shall be advertised to all Office members. Should no qualified
candidate be located within the Office membership, the specialized assignment may be filled from
outside the Office membership.

3. The criteria for assignment shall be based on skills, knowledge, and the abilities required for the
specialized assignment and shall also include formal education requirements and the length of
experience required.

4. On an annual basis, each specialized assignment shall be reviewed, by the Commanding Officer for
whom the specialized assignment was created, for the purpose of determining whether it should be
continued. Such review shall include, but not be limited to:

a. An evaluation of the initial problem or condition that required the implementation of the specialized
assignment; and,

b. A cost-benefit analysis of the specialized assignment.
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E. Job Descriptions:

Current job descriptions shall be maintained by the Human Resources Division for all positions.
These job descriptions are guidelines of specific and essential duties, responsibilities, and
qualification requirements for each position or assignment. All agency job descriptions are also
available in Microsoft Outlook, which is available to all agency personnel.

(revised on 11-19-01)
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CHAPTER SEVEN
ALLOCATION AND DISTRIBUTION OF PERSONNEL
.  PURPOSE

The purpose of this directive is to establish guidelines for the allocation and distribution of Sheriff's
personnel.

II. DISCUSSION
This directive shall apply to all Sheriff's personnel. It is important to the Office and the public that the
proper allocation and distribution of personnel exist. By such, effective and efficient management is
accomplished and the citizens better served. [CALEA 16.1.1]

lll. POLICY AND PROCEDURE

A.Allocation of Personnel

1. The Office maintains a staffing table that is located in the current fiscal year's budget that provides the
following information: [CALEA 16.1.1 a,b]

a. The total personnel strength as authorized by the Sheriff of Monroe County. [CALEA 16.1.1 a]

b. The number of personnel, by rank or job title, within each organizational component, including
civilians. [CALEA 16.1.1a,b]

c. The number of vacant positions, by rank or job title, within the agency. [CALEA 16.1.1 c]
2. The Planning and Research function shall triennially:

a. Determine the allocation of personnel to the patrol component based on a workload assessment
containing an analysis including the following: [CALEA 16.1.2]

1) Number of incidents handled by patrol personnel during the specified period;
2) Average time required handling an incident at the patrol level;

3) Calculation of the percent of time, on the average, that should be available to the Patrol Deputy
for handling incidents during a specified period (such as a shift); and

4) Time lost through days off, holidays, and other leave, compared to the total time required for each
patrol assignment.

b. Calculate the assignment / availability factor for patrol personnel based on a ratio representing the
total potential person-days available (the number of patrol personnel multiplied by 365 days) as
compared to the actual personal days available for assignment (potential person-days less time lost
through days off, leave, holidays, training, etc.)

c. Use the automated or computer-assisted system for allocating and distributing patrol personnel.
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d. Triennially, all Commanders/Directors or Supervisors shall conduct and document a workload
assessment within their respective divisions. The nature or number of tasks as well as their
complexity, location and time required for completion should be addressed in the workload
assessment report. The Workload Assessment Report shall be given to the Planning and Research
function. [CALEA 16.1.2}

B.Distribution of Personnel
1. At least triennially, the Planning and Research function shall tabulate incidents by reporting areas and
forward such information to the Undersheriff. Such tabulation shall be designed to allow the Office to
reassess the demand for service and also reassess the relative importance of workload distribution
factors.

2. Patrol personnel shall be distributed in accordance with temporal and geographic distribution of
incident determined by:

a. The Planning and Research function shall identify the workload according to shift periods;

b. The Planning and Research function shall collect and analyze data on the hourly distribution of
incidents.

3. The Undersheriff and Division Commanders shall establish a number of patrol zones on each shiftin
proportion to the workload occurring on each shift. (The boundaries of each patrol zone shall be
based on a grouping of reporting areas.)

(revised on 9-8-10)
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 8-A

TITLE: Specialized Assignments

EFFECTIVE DATE: NO. PAGES: AMENDED:
August 19, 2009 2
REFERENCE: RESCINDS:
CALEA 16.2.1 Special Order: Specialized Assignments,

Sheriff of Monroe County

08.17.2007

PURPOSE: To standardize the criteria and
application for specialized assignments and
provide for an annual review of each specialty
position to determine its continuance.

POLICY: It is the Sheriff's policy to make the
application and criteria for specialized
assignments a standardized process therefore
creating an equitable and uniform procedure.

DISCUSSION:  Specialized Assignments are
characterized by increased levels of
responsibility and specialized training.

Specialized assignments may be created to
serve an immediate need of the Office.

Annually these assignments should be
reviewed to determine if they are still serving the
original purpose or should they be discontinued.
Specialized Assignments typically are additional
duties to a deputy’s primary assignment.
PROCEDURE:

Specialized Assignments Identified

e Bomb technician

SWAT team member

e Dive team member
e Canine Deputy

e Firearms interdiction reduction
enforcement strike force.

. Blue Lightning Strike Force

. Other assignments as
assigned

Selection for Specialized Assignments

Notice of vacancies within specialized
assignments and the requisite  position
qualifications shall be published throughout the
agency via Outlook.

The Notice requirements for these positions are
the same as with all other vacancies within the
agency.

The chosen candidate will be recommended for
the assignment following an oral board.

The Sheriff or his/her designee shall make the
ultimate selection of the candidate for the
specialized assignment.

[CALEA 16.2.2]

Annual Review

In order to avoid overspecialization and to
ensure the continued effective operation of the
Office, the Chief of the Bureau of Law
Enforcement will conduct an annual review of
specialty assignments.

The review will be due by March 1% of each
calendar year and shall be sent to the
Undersheriff via chain-of-command.




The review will include:

e A st of the agencys specialized
assignments and the personnel assigned to
each assignment

e A statement of purpose for each of the
specialty assignments

e An evaluation of the initial problem or
condition that required the implementation of
each specialty and if the Office still has a
need for the specialized assignment.

A decision on whether to continue a specialized
assignment will be made by the Sheriff after the
review has been completed.



Monroe County Sheriff’s Office

General Order

CHAPTER: 9 TITLE: Conditions and Benefits of Work

EFFECTIVE DATE: NO. PAGES: 44 AMENDED/REVIEWED: September 10, 2013

January 5, 2010

REFERENCE: RESCINDS:

FCAC 3.05, CALEA 16.3.7/22.2.2d

Sheriff of Monroe County

PURPOSE

The purpose of this directive is to establish guidelines for job benefits and the conditions of work.
DISCUSSION
This directive applies to all Sheriff's Office personnel. The benefits provided to members are
described in terms of the benefits provided, the conditions under which they are provided, and the
extent of the benefits. All or a part of this policy may be superceded by a collective bargaining
agreement entered into between the Sheriff and a recognized collective bargaining unit.
Definition
A. Sheriff — means the Sheriff or the Sheriff's designee, unless specifically stated otherwise.

POLICY AND PROCEDURE

A. Notification of Correct Address and Contact Number

1. All Sheriff's personnel shall keep the Sheriff's Office informed of their correct residential address
in accordance with established procedures. Sworn Sheriff's personnel are required to have
telephone service, and shall keep the Sheriff's Office informed of their correct, current telephone
number in accordance with procedures for reporting change of address or status. Members at a
minimum will notify the Human Resources Department of any and all changes to their address
and contact numbers.

(Revised 11/2/11)

B. Photo Identification Cards

1. Civilian Members- will be provided a photo identification clip on card. ID cards will display “non-
sworn status” and will incorporate features to make copying difficult.

2. Certified Members- will be provided a clip on and wallet photo identification card

a. Features — identification cards will note if the member is or is not authorized to carry a
firearm and will incorporate features making copying difficult.

1. Firearms Authorized

a. On and off duty — For certified members authorized to carry firearms. 1D will
display “Sworn — Firearms Authorized”.
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3.

b. On duty only — For certified members authorized to carry firearms, but restricted
to carrying weapons only while on specific assignments. 1D will display “Sworn —
Firearms Authorized On-Duty Only”.

c. Not Firearms Authorized (on or off duty) ID will display “Sworn — Not Firearms
Authorized”.

d. Members must maintain firearms proficiency as defined by MCSO regulating
policy. Failure to do so will forfeit this privilege. The member is additionally
required to notify Human Resources Division in writing within 5 business days of
change of status on ID card to “Not Firearms Authorized” after firearms
qualification is expired or revoked.

Display of photo identification cards will be for official use only.

4. Sheriff's personnel, while on-duty or in uniform, or when otherwise recognized as a member of

the Sheriff's Office, shall show their issued photo identification card, give their name, rank or
position, in a respectful and courteous manner to any person requesting such identification unless
engaged in covert duties.

Sheriff's personnel shall maintain the security of official Sheriff's Office identification, and shall not
lend their identification card or badge to another person, or permit them to be photographed or
reproduced without the approval of the Sheriff. Sheriff's personnel shall not unnecessarily display
their identification while consuming alcoholic beverages or in liquor establishments.

(Effective March 9, 2009)

C. Leave of Absence/ Time Abridgement

1. Leave of Absences will not be granted where the member leaves the agency employment

expecting to return to full duty at a future date with preference given over a new applicant.

2. Annual Leave, sick leave and time-in-grade will not be granted to former members upon return to

active employment with the agency.

D. Time Sheets/Record Keeping

E.

1.

Each member is responsible for keeping an accurate record of the hours they work and
leave taken in the form of the Office’s time sheet.

The member’s supervisor and commander are responsible to review their time sheet.
Instructions for filling out a time sheet are provided by the supervisor.

Falsification of any attendance or leave record(s) shall be cause for withdrawal of a member’s
appointment and possible prosecution.

In order for this system to be successful, it is important that any questions that arise be directed
to the member’s immediate supervisor who, if unable to answer the question(s), will then
contact the payroll clerk in Finance.

(Revised 12/30/11)

Compensation
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2.

a.

b.

(Revised 12/30/11)

Salary Plan — Bargaining Unit

The ratified Collective Bargaining Agreement dictates the salary plan for Unit members. A copy
of which can be obtained from any Unit representative, or in Outlook.

Salary Plan — Non-Bargaining Unit
Salary differentials between ranks are listed annually.
Salary differentials within the grades are listed annually.

The Sheriff will determine any increased percentage for COLA and merit increase based on
the allocation of funds by the County Commission annually.

Merit increases within ranks are not automatic, but are based upon performance evaluations.

The Sheriff may authorize a starting salary above the minimum when a prospective
appointee possesses qualifications (experience) in excess of the minimum qualifications or
in cases where intense recruitment has failed to attract qualified applicants willing to accept
minimum salary.

1) The unit commander of the new hire must submit a formal request for experience pay. The
items to be considered and addressed in the request are:

a) Prior experience in a like or similar job
b) Performance of like or similar job duties
¢) Training in the relevant area of use to the Office in the perspective assignment

2) The Request will be sent to the Sheriff via Chain-of-Command

3) No Conditional Offer of Employment will be given, including experience pay, until if and
when the Sheriff has approved it.

4) The written request will become part of the member’s file for future documentation in the
event of question as to experience pay.

Personnel in designated assignments shall receive (5) percent in addition to their normal
compensation. Inspectors assigned to complex investigations, acting supervisor (while
performing the duties), and Internal Affairs will receive assignment pay. All other members
who are entitled to assignment pay are covered by the collective bargaining agreement.
Eligibility for assignment pay is outlined in the appropriate agreement.

Overtime

Under FLSA, an employer is required to pay an overtime premium for hours worked past an
established threshold.

a. Those hours and time periods are:

1) Certified Officers 171hours - 28 days
2) Non-Sworn 40 hours -7 days

b. Comp Time - Members may enter into an agreement with the Sheriff to bank “Comp Time” in

lieu of over time, up to an agreed upon limit. Overtime hours earned by individuals who are
employees of the comp bank will be rolled into their comp balance. Once the comp balance
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C.

maximum has been reached, the hours will be paid at the appropriate rate. (see K.4.
Compensatory Leave below for a detailed explanation.)

Leave and Overtime Provisions

1) Overtime hours worked will be paid at the regular rate for each hour of annual leave and

sick leave taken during the pay period. The regular rate will be continued to be paid until
the hours worked equals the members normal bi-weekly hours.

Example: During the first forty (40) hour work period, a Records Assistant called in sick
one day (eight (8) hours) and his/her supervisor called that same Assistant in to work eight
(8) hours on the Assistant's regularly scheduled day off. During the second forty, (40), hour
work period, this Assistant worked his/her regular schedule. On payday that Assistant's
paycheck will reflect the regular biweekly salary plus eight (8) hours as straight time and
eight (8) hours will be deducted from his/her accrued sick leave.

d. Standing/ Pre-Approved Overtime

1) The following are the only instances where overtime will be paid at time and a half
regardless of leave taken:

a) Trap Details

b) Airport — supplement services

c) Dispatch - only the first 8 hours which is due to the 12-hour shift schedule.
d) Court Appearances (for off-duty hours only)

e) Overtime Slip — approved by the Undersheriff

2) Exempt members may only work Trap and Airport details when no qualified non-exempt

individuals have signed up within 48 hours of the beginning of the shift. The rate of pay
shall be based on the overtime-hourly rate for top step of law enforcement sergeant in the
pay plan.

(Effective 1-10-2007)

3) Specific Documentation in etime.

(Revised 12/27/11)
a) All pre-approved overtime will be documented and approved in etime and forwarded to
the Finance Division. An overtime approval form will be sent to the Finance Division.

b) Overtime for court and deposition appearance will be documented and approved in
etime and forwarded to the Finance Division. The subpoena will be sent to the Finance
Division.

4. Acting Supervisor Compensation

a.

1)

2)

3)

Regular Members

If a member is designated as acting supervisor ("A/S") in the absence of a supervisor or as
a field training officer ("FTO"), this status must be authorized by that member’s supervisor.

Hours worked as A/S or FTO must be recorded on the member’s time sheet and approved
by the property authority.

An A/S or FTO will be paid an additional amount equal to five (5) percent of his/her hourly
rate while serving in A/S or FTO capacity.

b. Exempt Members

1)

Members in designated Exempt status positions are eligible for A/S pay when they perform
the functions of their supervisor or equivalent position for more than 30 days.
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2) Members in designated Exempt status positions are not eligible for FTO assignment pay.

3) Pay will begin with the 31% day and be retroactive to the date of the additional duties being
assigned.

F. Longevity Program

1. Alongevity award will be paid to members based on the following schedule:

a. 1% of their annual base salary for 15-19 years of service.
b. 3% of their annual base salary for 20 + years of service.

2. The longevity award will be paid in the second payroll of September to coincide with the end of
the fiscal year.

3. Members must be employed when the award is paid. No prorated benefits will be paid to
members who leave the employment of the Sheriff's Office prior to the awards payment.

G. Educational Incentives

Salary incentives are paid for college degrees and Florida Department of Law Enforcement
approved salary incentive career development courses full-time certified members as defined in
FSS 943.22 This benefit is also outlined in the Employee Handbook available from Human
Resources.

H. Retirement Provisions

1. All paid Sheriff's Office members patrticipate in the Florida Retirement System.

For a full explanation of benefits refer to the Florida Retirement System Handbook for the
appropriate retirement class available from Human Resources or at the FRS web site:
http://www.FRS.state.fl.us/frs
(Revised 11/2/11)

| Health Insurance

Health insurance is available to all members of the Office through the Monroe County
government. Actual benefits and costs to the member may change each year as the Board of
County Commissioners negotiates new group health plans. Current benefits and costs may be
obtained from the Human Resources Division. Full dependant coverage is also available.

J. Death Benefits — Law Enforcement Officers

The Risk Manager will compile a synopsis of death benefits available to members, which a copy
will be provided upon request or to assist survivors in a line of duty death. This synopsis is to
include at a minimum Federal, state, county and group benefits.

K. Holidays
The Sheriff's Office recognizes the following holidays:

New Years

Martin Luther King, Jr. Day
President’'s Day

Good Friday

Memorial Day

Independence Day (4™ of July)

~Po0TY
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Labor Day

Columbus Day
Veteran’'s Day
Thanksgiving

Day after Thanksgiving

k. Christmas Day
(Effective 11-16-2006)

oo

1. Members who are in shift work /designated positions shall be compensated for the following
holidays to be paid annually with the second payroll in September.

New Years

Good Friday

Memorial Day
Independence Day
Thanksgiving

Day after Thanksgiving
Christmas Day

@~ooooTp

2. The remaining holidays shall be credited to the members vacation balance as the holiday
occurs. The number of hours credited will be based on the number of hours in the members
regular shift.

3. All other members shall receive compensation for the holidays as they occur.

4. Due to unusual operational needs the Sheriff may, at his discretion, approve a variation in the
holiday schedule for members; the number of holidays approved, however, shall not exceed the
number of holidays authorized by this directive.

5. When a designated holiday falls on a Saturday, the preceding Friday will be observed as the
holiday. When a designated holiday falls on a Sunday, the following Monday will be observed
as the holiday.

6. Should the holiday occur during personal leave, the member will not be charged with leave for
that day.

7. School crossing guards shall be granted holidays as outlined by the Monroe County School
Board. Other than summer break, those days in which school is not in session are deemed as
paid holidays (these days are recorded for pay purposes under Holiday/Birthday). As a result of
this, school crossing guards do not accrue annual leave and do not receive Sheriff's office
scheduled holidays.

L. Wellness Award

1. The Wellness Award is intended to reward members for superior attendance and as an
incentive to increase the effectiveness of the Agency.

2. Eligibility
a. In order to receive the award, the members must not have used any sick leave during the
fiscal year. Contributions to the Sick Leave Pool are not considered as use of sick leave
under this policy.
b. The member must have been employed for the entire fiscal year and,
c. Members on administrative leave, family medical leave, leave without pay, or in an academy

do not qualify for the award
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e.

Members who are out of work due to an injury that is covered by worker's compensation are
eligible for the award. Injury claims can be investigated by the worker's compensation
insurance carrier for up to 120 days from the date of the notice of injury. Members whose
claim is being investigated, are notified in writing that the investigation is taking place. Until
this investigation is completed and the claim has been authorized, wellness awards will not
be paid.

(Revised 12/15/09)

Members who transfer from one eligible position to another eligible position during the year will
receive the award amount for the position held on the last day of the fiscal year.

Effective Period: To simplify absences, the beginning date for the fiscal year is adjusted to
match the beginning pay period in October and end with the last pay period in September.

Positions: Based on an assessment of the positions critical and essential need to the Agency
the Sheriff may designate varying amounts per position. Those amounts by position are:

$1,000/$500 Level ($500 for those who miss no more than 1 day):

Road Patrol Deputy/Sergeant Detention Deputy/Sergeant

Communications Officers and Call Takers Aviation Pilot and Mechanic

Airport Deputy/Sergeant Airport Security Technician
$500 Level:

Law Enforcement sworn non-exempt members not mentioned above, to include

School Resource officers Detectives
IA Investigators Staff Inspectors
Civil Deputies Court Security Personnel

Community Relations Deputies
Law Enforcement Deputies not filling a post, etc...

$100 Level:
All administrative personnel and all FSLA exempt members
$50 Level

School Crossing Guards.

3. Award Presentation: The award will be paid, at the latest, in September.
(Revised 10/29/10)

M. Leave

1. Annual Leave

a. Accrual Rates

Annual leave is accrued according to the number of years in service and class of the
member. This rate is broken down into twenty-six (26) equal amounts, which accumulate
through each of the twenty-six (26) pay periods in the year.
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8 Hour Shifts 8.5 Hour Shifts
2080 hours worked annually 2210 hours worked annually
15 Year 3.07 15 Year 3.27
2" Year 3.39 2" Year 3.60
3% Year 3.69 3% Year 3.92
4" Year 4.00 4" Year 4.25
5" Year 4.62 5" Year 4.90
6" Year 4.93 6" Year 5.23
7" Year 5.23 7" Year 5.56
8" Year 5.53 8" Year 5.88
9" Year 5.85 9" Year 6.21
10" Year 6.15 10" Year 6.54
12 Hour Shifts 12.25 Hours Shifts
2184 hours worked annually 2229.5 hours worked annually
5004 | 2005 | 2006 2004 | 2005 | 2006
1 Year 215 | 360 [323 | | L Year 4.24 | 3.77 | 3.30
>V ear 257 1460 (355 2rd Year 467 | 441 |3.63
3 Year 299 2443 388 3th Year 5.09 | 452 |3.96
T Year 540 1280 1420 4th Year 551 | 490 |4.28
= Vear 623 1554 | 485 5th Year 6.36 | 5.65 | 4.95
™ Yoar 664 1591 517 em Year 6.78 | 6.03 | 5.28
N ear =06 1628 1549 7th Year 721 | 6.41 |5.61
8™ Yoar ~48 1665 [ 581 8th Year 763 | 6.78 |5.93
" Year -89 1702 1614 9 thYear 8.06 | 7.16 |6.27
10" Year 831 |7.39 | 6.46 10™ Year 8.48 | 7.54 | 6.59
10 Hour Shifts 10.5 Hour Shifts
2080 hours worked annually 2184 hours worked annually
2004 | 2005 | 2006 2004 | 2005 | 2006
15 Year 3.59 |3.33 | 3.07 15 Year 3.76 | 3.47 | 3.23
2" Year 395 | 3.67 |3.39 2" Year 4.13 | 3.82 | 355
3 Year 431 | 4.00 |3.69 3% Year 451 | 4.17 |3.88
4" Year 4.66 | 4.33 |4.00 4" Year 4.88 | 452 |4.20
5" Year 538 | 500 |4.62 5" Year 564 | 521 |4.85
6" Year 575 | 5.34 | 4.93 6" Year 6.01 | 556 |5.17
7" Year 6.10 | 5.67 |5.23 7" Year 6.38 | 590 |5.49
8" Year 6.46 | 6.00 |5.53 8" Year 6.76 | 6.25 |5.81
9" Year 6.82 | 6.33 | 5.85 9" Year 714 | 6.60 |6.14
10" Year 7.18 | 6.67 | 6.15 10" Year 752 | 6.95 |6.46
Exempt Staff Part Time
No Progression 7.69 Vacation 0.0384
b Sick 0.0462

1) Members desiring to use normal annual leave are required to submit a request to their
supervisor at least thirty (30) days in advance of any effective date, or at the discretion of
the Division Commander. In the event there is a duplication of annual leave requests that
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2)

3).

were submitted simultaneously, seniority in rank shall be the determining factor. All other
duplications of requests shall be determined by date of application and seniority shall not
apply

Annual leave will be used only with supervisory approval.

Except in the case of an emergency in which there is insufficient time for a member to
obtain supervisory approval before the beginning of the leave. In the case of an
emergency the member shall make every effort to contact their immediate supervisor. If
the supervisor cannot be contacted he may notify another supervisor within his command
of the emergency need for leave. That supervisor is responsible to inform the member’s
supervisor of the situation.

a) When prior approval cannot be obtained by a member because of an emergency, the

member's immediate supervisor may request the following:

(1) The member may be granted leave, provided the member has sufficient accrued
credits to cover the absence, or

(2) The member may be placed on leave without pay for the duration of the absence.
(3) Should the member fail to report to work, without cause, for an absence of three (3)

consecutive workdays, that member will be considered to have abandoned his/her
position and to have resigned from the Sheriff's Office.

c. Unauthorized Leave

1)

2)

Should a member's request for leave be disapproved, and the member disregards this
disapproval and takes unauthorized leave without notice, his/her supervisor will place the
member on leave without pay.

After an unauthorized leave reaches three (3) consecutive workdays, the member will be
considered to have abandoned his/her position and to have resigned from the Sheriff's
Office.

If such a member returns to work prior to the end of the third consecutive workday,
he/she shall be subject to disciplinary action.

d. Other Provisions

1)

2)

3)

Upon reasonable notice and just cause, the Sheriff or his designee may require any
member to use his/her accrued annual leave for vacation purposes.

Supervisors will ensure that leave schedules are developed in a manner, which precludes
heavy concentration of scheduled leave for vacation purposes.

A member may use any or all of the accrued leave time that is reflected in his/her accrued
account. At no time may a member go into a negative balance unless specific approval is
given by the Sheriff.

e. Donation of Annual Leave

1)

A member may donate all or any part of his/her accrued annual leave or compensatory
leave to any other member, under the following guidelines:

a) A member receiving such a donation must have exhausted all of his/her accrued leave

time, and must receive approval from the Bureau Chief prior to taking the donated leave.
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b)

c)

This will be accomplished on the Vacation Donation Request Form located in Outlook
under Finance. (Revised 12/30/2011)

A member who wishes to donate annual leave time to another member must advise the
Payroll Officer in the Finance Division via e-mail or in writing, including his/her name, the
name of the intended recipient, and the number of hours he/she wishes to donate.

The Payroll Officer will compare the donating member's hourly rate of pay with that of the
recipient, and will prorate the value of the donated time to match the recipient's rate of
pay; that prorated time will be applied to the recipient's account.

(1) Example 1: A member whose hourly rate of pay is $10 donates eight (8) hours to an

member whose hourly rate of pay is $5.

Time Donated Eight (8) Hours

x Donor's Hourly Pay x $ 10

Value of Time Donated =$ 80

/ Recipient's Hourly Pay +$ 5
Hours Applied to Recipient's Account = 16 hours

(2) Example 2: A member whose hourly rate of pay is $6 donates four (4) hours to an

member whose hourly rate of pay is $8.

Time Donated Four (4) Hours

x Donor's Hourly Pay Xx$ 6

Value of Time Donated =$ 24

/ Recipient's Hourly Pay +$% 8
Hours Applied to Recipient's Account = 3 hours

MCSO Vacation donation request form is located in Outlook under Forms.
(Revised 1/15/13)
2) Unused Banked Annual Leave

Members are allowed to accrue annual leave to be used at a future date. On an annual basis
all hours in a member’s annual leave account which are in excess of the amount allowed will
be moved into his/her sick leave account. This rollover determination will be based on the
annual leave report for the last pay period ending in September. The allowed amounts are
outlined below:

1)
2)

3)

Non-bargaining members - 320 hours.
Corrections Bargaining members-The allowed amount is outlined in their current contract.

Law Enforcement Bargaining members-The allowed amount is outlined in their current
contract.

(Revised 10/29/10)

3) Payment of Earned Annual Leave

1) A member with at least six (6) months or more of satisfactory continuous and creditable

service, who separates from the Office in good standing, shall be paid for all unused annual
leave as of the date of separation. Such compensation may be made at the member's
current hourly rate of pay.
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2)

3)

2. Sick Leave

In the case of the death of a member, payment for unused annual leave at the time of
death shall be made to the member's beneficiary or estate or as provided by law. Such
payments shall be made at the hourly rate of pay at the time of death.

In no case shall a member receive payment for accrued annual leave in excess of an
amount equal to his current earned annual leave.

a. Sick Leave Accrual Rates are as follows:

1

2)

3)

4)

5)

6)

8 Hour Shift 3.69
8.5 Hour Shift 3.92
10 Hour Shift 4.61
10.5 Hour Shift 4.85
12 Hour Shift 4.85
12.25 Hour Shift 5.65

Part-time members shall earn sick leave credits proportionate to the time worked,

as compared to the established full-time rate of one regular workday per month.

Members who work less than a full pay period shall earn proportionate sick leave credits for
the hours worked during that pay period.

During approved leaves of absence with pay, a member shall continue to earn sick leave
credits.

Sick leave earned during any period shall be credited to the member on the last day of the
period or, in the case of separation form the Office, on the last day the member is on the
payroll.

There shall be no limit on the number of hours of unused sick leave a member may accrue.

Any member who goes into the negative on accrued sick leave shall be on leave without
pay.

b. Use of Sick Leave

1)

2)

Use of sick leave shall not be authorized prior to the time it is earned and credited to the
member, and shall be used only with the approval of the Sheriff or Sheriff's designee.

Sick leave may be authorized only for the following purposes.

a) lliness, exposure to a contagious disease which would endanger others, or injury to the

member or their immediate family. lliness shall include disability caused or contributed to
by pregnancy, miscarriage, abortion, childbirth, and recovery there from.

b) Appointments with a doctor, dentist, or other recognized practitioner when it is not

3)

4)

possible to arrange such appointments for off-duty hours for the member or their
immediate family.

Notification of absence due to sick leave use shall be given to the member’s supervisor or
the on duty supervisor at least three hours prior to start of duty shift. (Revised 9/10/13)

Upon request, a member shall be allowed to use accrued sick leave credits as provided in
this section.
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a)

b)

d)

e)

Prior to authorizing a member to use sick leave credits, the Sheriff or Sheriff's designee
may require the member to certify that the absence was for reasons which are justified.

After three (3) workdays of absence in any month, the Sheriff or Sheriff's designee may
require member may be required to submit a medical certification of the member's illness

before authorizing any additional use of sick leave credits by the member.
(Revised 12/30/11)

If a medical certification furnished by a member is not acceptable to the Sheriff, the
Sheriff may require the member to submit to a medical examination paid for by the Office.

If a member's health is evaluated as unfit for work, only the Sheriff may allow the member
to use accrued sick eave credits until such leave has been exhausted or until the member
is able to return to work, whichever occurs first. If such a member is unable to return to
work after all sick leave has been exhausted, the member may be allowed to use any
accrued compensatory and/or annual leave credits before being placed on leave without

pay.

Any member who refuses to comply with these rules shall not be eligible to use accrued
sick leave or other leave credits.

5) A member who becomes ill while on approved annual leave shall be allowed to use

6)

accrued sick leave to cover the period of illness; a member who is on any other type of
leave, however, with or without pay, shall not be allowed to use sick leave credits while on
that leave.

Any amount of sick leave credits used that is under a quarter-hour will be rounded to the
nearest quarter-hour.

c. Forfeiture and Compensation of Unused Sick Leave. (Revised 12/26/12)

1) A member who terminates with less than five (5) years continuous service shall not be paid
for any unused sick leave credits.

2) Members with varying years of continuous service shall, upon separation, from the Monroe
County Sheriff's Office in good standing, death or retirement, receive incentive sick leave
pay as follows:

a) 5to 9 years of service- ¥, of up to 240 hours of accrued sick leave.
b) 10 to 15 years of service- ¥, up to 720 hours of accrued sick leave.
c) 15 years or more- %2, up to 960 hours of accrued sick leave.

3) The payments made as terminal pay for unused sick leave, whether paid as salary or
otherwise, shall not be used in the calculation of average final compensation for retirement.

4)

5)

6)

Members who leave the Monroe County Sheriff's Office service without proper notice or
who are terminated for just cause may be denied payment of accrued sick leave.

If a member becomes permanently and totally disabled while working in-the-line-of-duty, the
member will receive 25% of their sick time, up to 480 hours, upon resigning from the
agency regardless of their time served.

All rights and benefits under this directive shall be forfeited by any member, as outlined in
110.122, FSS, “Terminal payment for accumulated sick leave”.

a) Who is found guilty in a Court of competent jurisdiction of committing, aiding, or abetting

any embezzlement or theft from this Office or bribery if connected with his/her

9:12



b)

c)

d)

f)

appointment, committed prior to retirement or ten (10) years of normal creditable service;
or

Whose appointment is terminated by reason of his/her admitted committing, aiding, or
abetting embezzlement or theft from this Office or by reason of bribery or for cause; or

Who, prior to being vested in the Florida Retirement System, is adjudged by a Court of
competent jurisdiction to have violated any State law against strike(s) by public
servant(s); or

Who has been found guilty by a Court of competent jurisdiction of violating any State law
prohibiting strike(s) by public servant(s); or

Who is found guilty in a Court of competent jurisdiction of a felony, regardless of length of
creditable service; or

If a member’s appointment is terminated as a result of an act committed subject to this
section or for cause and is reappointed at a later date he/she will receive no credit for
unused sick leave accumulated prior to termination.

7) The payments authorized by this section shall be determined by using the rate of pay

received by the (member) at the time resignation is tendered, notice of retirement,
termination, or death, applied to the sick leave time for which the (member) is qualified to
receive terminal "incentive pay" under the rules adopted pursuant to the provisions of this
section.

3. Sick Leave Pool

a.

1)

Membership and Participation

a)

b)

c)

d)

e)

In order to be eligible for membership in the sick leave pool, a member must:
Be a full-time member of the Monroe County Sheriff's Office; and

Members must be in the Sick Leave Pool for one year after enrollment to be eligible to
receive hours. (Revised 4/15/13)

Members must remain in the Sick leave Pool for one year after utilizing hours.
(Revised 4/15/13)

Have a minimum of forty-eight (48) hours of sick leave accumulated at the time of
application and;

Complete the application form and contribute an initial eight (8) hours of sick leave to the
pool. (See Appendix B)

2) Participation in the sick leave pool is at all times voluntary, and the participating member

3)

may withdraw at any time by written notice to the administrator. Any sick leave contributed
by the member to the sick leave pool is forfeited by the member to the pool. Upon
withdrawal or expulsion from the pool, the administrator shall immediately amend the roster
of participating members.

Lying to or misleading the sick leave pool committee, and/or failure to immediately return to

active duty is an example of abuse of sick leave. Allegations or evidence of abuse will be
investigated and the member may be subject to Office discipline.

9:13



4) Hours contributed to the pool are for use by MCSO pool members only. No contributions for
a specific illness or position will be accepted. The sick leave pool is monitored by the
Finance Division where the decision may be made to require each member to donate an
additional uniform amount of sick time, should the number of hours in the pool reach or
approach a level that is, or could quickly become, too low to serve all pool members, based
on the pool's history. (Revised 12/30/11)

5)

6)

7

All annual and sick leave hours accrued during a member's absence on sick pool leave
time are deducted as part of the leave and the sick pool is only charged with the actual
hours needed to allow the member a full pay check.

Example: A member utilizes all accrued annual leave, sick leave, and compensation
time, and is approved for eighty, (80) hours of sick pool time. During that eighty (80) hour
absence, the member accrues two and one-half (2.5) hours of sick leave and two and
one-half (2.5) hours of annual leave. The five (5) hours of accrued time would be
deducted from the eighty (80) hours of sick pool time and the member would only be
charged for using seventy-five (75) hours of sick pool time, bearing in mind that no
employee of the sick leave pool can draw more than two hundred forty (240) hours in a
fiscal year.

If the member has not been eligible for the sick leave pool, he/she may, at discretion of
only the Sheriff, be allowed to go into the negative under circumstances and to the extent
authorized by the Sheriff, provided the member has used all of his/lher compensatory time,
special compensatory time, special compensatory time, annual leave, and sick leave, prior
to going into a negative balance.

If the member has not been eligible for the sick leave pool, he/she may, at discretion of
only the Sheriff, be allowed to go into the negative under circumstances and to the extent
authorized by the Sheriff, provided the member has used all of his/her compensatory time,
special compensatory time, special compensatory time, annual leave, and sick leave, prior
to going into a negative balance.

All requests to incur a negative sick leave balance shall be in writing and submitted via
chain of command to the Sheriff.

b. Administration (Revised 12/30/11)

1) A committee shall be responsible for overseeing the sick leave pool. The committee shall

a)
b)

c)

d)

consist of the Human Resources Executive Director, Finance Executive Director and
Inspector General. The Human Resources Executive Director shall administer the Pool.
The administrator will;

Maintain an accurate record regarding all actions of the pool; and
Investigate alleged abuse of the sick leave pool; and

Meet on a regular basis with the committee to review all pertinent matters brought before
the administrator and/or the committee; and

Establish the criteria for the use of the sick leave pool and determine that the criteria are
met for each request; and

2) Nothing contained in this policy shall relieve a supervisor of his/her duties related to use of

sick leave as mandated by the Operations Manual and General Orders.

c. Transfer of Sick Leave hours
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1)

2)

As a general rule no sick leave accumulated by an applicant, while employed with another
government entity, will be accepted upon employment with the Sheriff's Office.

The Sheriff may waive this rule on a case-by-case bases when necessary in recruiting
individuals essential to the mission of the Office.

d. Maintenance of the Sick Leave Pool

1) When two hundred eighty (280) hours have accumulated in the sick leave pool, the pool will

2)

3)

be activated by the use of eligible participating members.

The pool will be considered depleted when there are fewer than one hundred twenty (120)
hours of leave time in it. Whenever the pool is depleted, each participating member shall
contribute an additional eight (8) hours of sick leave to the pool in order to remain eligible
for membership in the pool.

If the participating member's individual sick leave balance is less than eight (8) hours at the
time the pool is depleted, he/she shall contribute all hours accumulated and incur a
negative balance of no more than eight (8) hours until the remaining hours are credited by
the member.

e. Use of Sick Leave Pool (Revised 12/30/11)

1)

2)

3)

4)

5)

6)

7)

8)

The member must submit their request on the Sick Leave Pool Request Form (see
Appendix B), accompanied by the most recent pay stub showing all other leave has been
exhausted and physician’s documentation that the employee is not able to return to work
via the chain of command to the leave pool administrator.

The leave pool administrator will confirm the need for any amount of leave to be granted to
the applicant with the member’s Commander.

The applicant will be notified in writing of the decision of the committee.

A member who is on leave without pay shall not be eligible to receive sick leave time from
the pool.

No member shall be eligible to use time from the sick leave pool until all of that individual's
annual / vacation and compensatory time has been used.

No member of the sick leave pool may use more than two hundred forty (240) hours in any
fiscal year.

Sick Pool Leave time can only be applied for and used after the member has exhausted all
accumulated annual, sick and comp leave.

Sick Pool Leave may not be used for;

Cosmetic Surgery unless necessitated by an initial iliness, accident, or injury.
Intentionally self-inflicted injuries.

Normal or uncomplicated pregnancy

Any injury, which falls within the purview of the Workers’ Compensation law.
Family member’s iliness.

4. Compensatory Leave
(Revised 10/29/10)

Comp Time - Any hourly member may sign a memorandum of understanding with the Office
to participate in the compensatory-time-off program (Compensatory Bank — Comp Bank) in

a.
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b.

1)

2)

3)

4)

lieu of monetary overtime compensation, at a rate of one and one-half (1.5) hours of
compensatory time for each hour of overtime worked.

A member who belongs to the Comp Bank and uses an accrued personal leave during the
designated work period, and is required to work more than his/her scheduled hours, will
receive the compensatory time earned at time-and-a-half

1) All non-bargaining members may accumulate up to a maximum of seventy two (72) hours
in their Comp Bank. Since compensatory time is accumulated at time-and-a-half, this is
only forty eight (48) of actual overtime worked. Hours in excess of this amount, at the
end of the applicable pay period, will automatically be paid as overtime earnings.

2) All Corrections Bargaining members- will maintain Comp. Banks in accordance with their
current contract provisions.

3) All Law Enforcement Bargaining members- will maintain Comp. Banks in accordance with
their current contract provisions.

Due to the nature of the position, SRO’s are allowed to accrue up to 100 hours.

Compensatory hours earned are netted with compensatory hours taken at the end of the pay
cycle (seven (7) days or twenty-eight (28) days); the net difference is multiplied by one and
one half (1.5) and added to the beginning balance. If, however, the net difference is negative,
it is added to the beginning balance (i.e., with ten (10) hours balance in the compensatory
bank, if four (4) hours are earned and eight (8) hours are used, the net difference of negative
four (-4) is added to the beginning balance for a total of six (6) hours remaining in the
compensatory bank).

Nothing in this section will prohibit the Sheriff from exercising his/her right to enter into written
agreements with members, which exceed the hourly maximum limit established by this policy
(maximum limit set by law is four hundred eighty (480) hours), so long as such an
arrangement does not exceed the provisions established by the Federal government.

Reduction of Banked Time — Compensatory hours banked by members should be used to
supplement other leave the employee may use or be used independently to take time off at
the members discretion.

Any member promoted to an exempt position is required to use banked comp time before
vacation time, since the member is no longer eligible to earn comp time.

Supervisors must make every effort to permit employees to use earned compensatory
leave within the parameters set forth in this section, as quickly as is mutually convenient for
the Office and the member; at the same time, however, a member may be required to use
his/her compensatory leave at any time.

However, when the maximum allowable time is reached a supervisor may require the
employee to reduce the banked time as follows,

a) A supervisor may direct a member who has the maximum allowable time in their comp
bank to reduce the amount of banked time, at their leisure, within thirty, (30) days.

b) If the member fails to reduce their banked time after thirty days the supervisor may
order the member to; in increments of not less than one-half the members shift per day,
take time off as comp.

Transfer of Comp Time from employment with another Government Agency
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No compensatory time accumulated by an applicant, while employed with another
government entity, will be accepted upon employment with the Sheriff’'s Office.

5. Family and Medical Leave / Maternity Leave

a.

e.

f.
1)

2)

g.

Members may be granted leave in accordance with Family and Medical Leave Act of 1993
(FMLA).

Leave may be taken upon the birth of a member's child; upon placement of a child with the
member for adoption or foster care; when the member is needed to care for a child,
spouse, parent or a domestic partner who has a serious health condition; or when the
member is unable to perform the functions of his/her position because of a serious health
condition.

The maximum leave time will be twelve (12) weeks (see below schedule). Leave time will
be calculated based on the member’s sick leave accrual rate as reflected in the schedule
below.

8 Hour Shift 480 Hours Maximum
8.5 Hour Shift 510 Hours Maximum
10 Hour Shift 480 Hours Maximum
10.5 Hour Shift 504 Hours Maximum
12 Hour Shift 504 Hours Maximum
12.25 Hour Shift 513 Hours Maximum

Members taking paid family medical leave shall be required to use all available hours of
each category of leave in the order they are listed below:

Comp time

Sick time

Vacation time
Application to sick pool

The Sheriff may grant the balance as unpaid leave to total twelve (12) weeks including the
time taken as paid sick, compensatory and/or vacation time.

To be eligible for family and medical leave a member must:
Have been employed for twelve (12) months prior to request.

Worked at least 1250 hours (full time members) or 625 hours (part time members) in past
year prior to request.

Request for family medical leave must be submitted thirty (30) days prior to date leave is
taken. If this is not possible, then the member must give as much notice as is practical.

Copies of all request and decisions should be forwarded to the Human Resources Division
for processing.

Members will be required to provide a doctor’s certification of the serious health condition,
which necessitates the leave request.

A member who takes leave will be able to return to the same position or a position with
equivalent status and pay.

Dependent coverage or other payroll deductions must be paid in full prior to use of leave
time or paid to the Finance Division on Monday, prior to each pay date.
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I.  Benefit hours (sick/vacation) and holiday pay will not accrue during periods of leave without
pay.

m. Intermittent leave or a reduced schedule will be permitted to the extent possible, for
approved family medical leave. Intermittent or reduced schedule leave will be permitted for

the birth, placement or adoption of a child; the member must provide a 30 day notice prior
to the leave.

1) The smallest unit of intermittent leave will be one hour.

Members who have exhausted FMLA and are not able to return to work may request up to
ninety (90) days of Personal Medical Leave, the Sheriff MUST approve any additional time.

(Revised 12/30/11)

n. Bargaining Unit Members

1) On-duty Injuries

a)

The member will be carried at full pay for a period of 90 days. After 90 days, the
member may make up the difference between worker's comp and their regular salary
by using accrued comp, sick and vacation time, or use donated vacation hours from
fellow Office members. If the member is unable to return to work after six (6) months
the position will be posted.

2) Off-duty Injuries

a)

b)

d)

After Family Medical Leave (FMLA) is exhausted (12 weeks) and the member is unable
to return to work, the position will be posted.

If the member is unable to return to work after FMLA is exhausted, the member may
use accrued comp, sick and or vacation time, apply to the Sick Leave Pool or used
donated vacation hours from fellow Office employees.

After FMLA is exhausted, the member must have a minimum of 25 hours per week in
order to maintain full-time status

When a member is no longer able to maintain full time status, they may put in for a
transfer to another position, at the appropriate rate of pay for that position, resign or
retire if applicable.

0. Non-Bargaining Unit Members

1) On-duty Injuries

a)

The member will be carried at full pay for a period of 90 days. After 90 days, the
member may make up the difference between worker's comp and their regular salary
by using accrued comp, sick and vacation time, or use donated vacation hours from
fellow Office members. If the member is unable to return to work after six (6) months
the position will be posted.

2) Off-duty Injuries
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a) After Family Medical Leave (FMLA) is exhausted (12 weeks) and the member is unable
to return to work the position may be posted based on the supervisor, director or
commander’s recommendation. The recommendation shall be forwarded to the Sheriff
via the Chain-of-Command. Regardless of the decision to post, the member may use
accrued comp, sick or vacation time, apply to the Sick Leave Pool or use donated
vacation hours from fellow Office members.

b) The member must have a minimum of 25 hours per week in order to maintain full time
status.

c¢) When a member is no longer able to maintain full time status, they may put in for a
transfer to another position, at the appropriate rate of pay for that position, resign or
retire if applicable.

If the member does not intend to return to work, the member is obligated to submit a timely
resignation prior to requesting any form of leave.

Members who are on family medical leave, either paid or unpaid are not eligible to work
overtime or extra-duty details.

6. Pregnancy of Sheriff's Office Members - the Sheriff's Office recognizes each individual's
personal right to make decisions regarding family planning, and each individual's responsibility
for those decisions.

a.

b.

Pregnant members may use Family Medical Leave as may be applicable.

Pregnant members may also request a light-duty position for the duration of the pregnancy.
The pregnancy in and of itself is not justification for a light-duty assignment. Refer to the
Light-Duty Policy (P)

The pregnant member may elect to work to the full term of the pregnancy if medically
capable of doing so.

Pregnant members on Family Medical Leave and Light-Duty are not permitted to participate
in the take home car program or take any law enforcement action.

The Sheriff's office will provide oversized or maternity uniforms and belts as the member's
pregnancy advances to the stages of needing them.

7. Military Leave (Revised 12/30/11)

a.

Members of the Sheriff's Office who are members of the United States Armed Forces
Reserve or the Florida National Guard will receive administrative leave with pay, up to
seventeen (17) calendar days in any fiscal year, for monthly training, annual field training
and active duty service. The employee will retain military earnings.

b. For monthly training, a member shall request administrative leave with pay and attach a copy

of their orders/letter(s) to the request. A supervisor shall approve this request. A copy of the
approved request shall be forwarded to the Finance Division- Payroll.

c. For annual training, an employee must request administrative leave with pay and attach a

copy of their orders/letter(s) to the request. This request shall be made at least two (2)
months prior to the annual training, and approved through the chain-of-command to the
Undersheriff. A copy of the approved request shall be forwarded to the Finance Division-
Payroll.

d. If ordered to active duty, the member shall request administrative leave with pay and attach a

copy of their military orders/letter(s) to the request. This request shall be approved through
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the chain-of-command to the Undersheriff. A copy of the approved request shall be
forwarded to Payroll. If the active duty extends beyond the seventeen days, or portion there
of, leave without pay will be granted extending ninety (90) days beyond the date of
separation from the military service.

e. Members separated from the military service must request reinstatement within ninety, (90)
days of discharge. The Office may require the returning member to undergo a physical
examination and psychological examination by licensed professionals accordingly, to
determine fitness to perform the duties of the position.

f. Members will receive credit for unused leave benefits accrued prior to military leave upon
reinstatement to the position.

g. In the event a member volunteers for, or accepts, an additional tour of military duty, all
Office reinstatement rights will be forfeited.

8. Administrative Leave
a. Court Attendance

1) Members subpoenaed as prospective jurors or witnesses in any matter before the Court
will be granted leave with pay or paid pre-approved overtime under the following conditions:

a) Members who are summoned to attend Court as a juror or subpoenaed as witnesses in
non-departmental matters (personal litigation excluded) during designated duty hours will
be excused from their regularly assigned duties.

(1) Members will record this time on their time sheets as "administrative leave with pay".

(2) Members are required to turn over any fees received as a result of this appearance to
the Finance Division of the Sheriff's Office for proper deposit in the general fund. All
checks so submitted must be marked “Make Payable to MCSO” and endorsed by the
employee.

(3) If a member is excused from service of the Court during his/her regularly scheduled
hours, he/she shall return to work. No overtime shall be paid if the member has to
remain longer than the scheduled hours.

(4) Mileage paid by the Court system shall be reimbursed to the member at the rate paid
on the Court's check only if the employee used his/her personal vehicle.

b. Sheriff's Office members who are subpoenaed to appear during their designated duty hours
as witnesses in departmental matters shall be excused from their assigned duties. Sheriff's
Office members who are subpoenaed to appear during their off-duty hours as witnesses in
departmental matters shall record the time on their time sheets as "pre-approved overtime",
bearing in mind that minimum call-out time of two hours per call-out.

(1) Members shall record their Court appearances during designated duty hours on their
time sheets as "administrative leave with pay"; members appearing in Court during
their off-duty hours shall record the time on their time sheets as "pre-approved
overtime".

(2) Members are required to turn over any fees received as a result of this appearance to
the Finance Division of the Sheriff's Office for proper deposit into the general fund. All
checks so submitted shall be marked “Make Payable to MCSO” and endorsed by the
member.
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(3) If a member is excused from service of the Court during their regularly scheduled duty
hours, he/she shall return to his/her regularly scheduled duties. If the member is held
by the Court longer than his/her scheduled hours, he/she will be compensated in
accordance with overtime rules.

(4) A travel voucher will be required for compensation of mileage or per diem claimed in
accordance with State Statute.

c. Whenever a member is a defendant or litigant in a personal suit, administrative leave with
pay will be denied unless such litigation is the result of an act performed by the member as
part of his/her official duties within the Office.

d. Voting Privileges - Members residing at such a distance from their assigned work locations
that such a distance may prevent their exercising their voting privilege may be authorized a
maximum of two (2) hours leave with pay for that purpose.

e. Examinations or Promotional Testing - a member may be granted leave with pay in order to
participate in promotional examinations or other matters as determined by the Sheriff.

9. Bereavement Leave -

In the event of a death in a member's immediate family, the member may be granted
administrative leave with pay during the time of bereavement. The maximum time allowed is
five consecutive days, including any normal days off. "Immediate family" is defined as mother,
father, brother, sister, child, stepchild, husband, wife, grandparent and domestic partner (if a
“domestic partnership resolution” has been established and is on file with the Monroe County
Employee Services Division Benefits Office and verified by the Human Resources Division).

“Immediate family” also includes in-laws within the above-described relationships.
(Revised 04/28/10)

10. Emergency Leave - For emergencies, a member may utilize annual leave or compensatory
leave. If none is available in the employee's account, he/she may request donations of annual

leave from other members. (See General Orders Chapter 9).
(Revised 04/28/10)

N. DROP Retirement / Re-employment
Revised 08/19/2009

Members who have retired under the Florida Retirement System (FRS) DROP Program who wish
to be re-employed by the Office are governed by the following.

1.Conditions of DROP Re-employment:
a. The member retires under the conditions of the DROP Program.
b. Members are eligible for re-employment with the Office with the following conditions:

1) The member must be separated from the Office in a retired status for the  statutory
minimum length of time.

2) The member is considered a new applicant.

3) Members retiring under DROP do not retain any rank at time of retirement.

4) The retired member may apply for any vacant position, including the one they
previously held at time of retirement, if that position does not require a promotional

test and is vacant at the time of the re-hire., unless otherwise provided for in a
collective bargaining agreement.
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5) The member may be required to submit to pre-employment testing including, but not
limited to, drug testing, polygraph, and a physical examination.

6) No abridgement of time will occur for the purpose of salary, shift bid or promotional
opportunities. Members may apply for open positions, for which they are qualified
and have successfully completed the required training and testing.

7) The member must be re-employed for eighteen (18) months prior to being eligible to
take any promotional exam, unless otherwise provided for in a collective bargaining
agreement.

8) Upon rehire, the applicant will be given credit for their experience for salary purposes.
The credit given to these re-employed members will be consistent with the practices
applied to all new applicants, unless otherwise provided for in a collective bargaining
agreement.

9) Accrual rates for all leave will be the same as for a new member.

10) Re-employed members will be eligible for Family Medical Leave and participation in
the Sick Leave Pool as detailed in those sections of this policy.

11) All FRS rules and regulations and all terms of an applicable collective bargaining
agreement in effect at the time of the member’s re-hire will govern the terms of that
re-hire.

O. Hurricane Duty or Declared Public Emergency Duty
(Revised 12/30/11)

1. All certified and essential members are required to remain on duty in the event of a hurricane or
other declared public emergency.

e Certified members include both certified law enforcement and certified corrections
deputies.

o Essential members include communications division members and airport security
technicians.

e All other members questioning their designation and responsibilities during Emergency
Leave must contact their Bureau Chief via chain of command to confirm their status. All
approvals will be in writing and a copy of the approval will be maintained in the Human
Resources Division.

e The Sheriff or his designee reserve the right to designate positions required to stay
during a public emergency on an “as needed” basis.

2. Exemption for Certified and Essential Members

a. However, if there are extenuating circumstances, the Office will consider requests for
exemption from Hurricane Duty.

b. Extenuating circumstances may include, but are not limited to: (must provide proof)

1) Single parent households where the other custodial parent lives outside Monroe County

2)Primary care givers for elderly parents

3)Medical condition precluding Hurricane Duty — must be certified by a physician each year.

4)Households, with dependents, in which both spouses are certified / essential members of the
Office.
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c. Exemption Forms — are available from Human Resources and will be distributed by May 1%
each year. (See Appendix C)

d. The Exemption Form must be completed, reviewed and signed by the member’s commander
and returned to Human Resources by no later than May 21 each year.

e. The Hurricane Exemption Review Committee will consist of:
1) Executive Director of Human Resources
2) Executive Director of Finance

3) Inspector General

4) Bureau of Corrections Representative
Revised 07/10/09

f. The Committee will review the request. Any Committee member may request additional
information from the requesting employee.

g. Decision Notification

1) The Committee will provide a list of approved and denied exemption requests to the Sheriff
for dissemination to all Commanders.

2) The Committee will provide a written notice to the member if the request was approved or
denied prior to the last week in May.

h. Certified or essential members hired during hurricane season

1) Such new hires will be advised of this policy and offered the opportunity to submit an
exemption request.

2) This will be done during the new hire session.

3) If the member wishes to submit an exemption form, the form must be returned within 10 days
of receipt for review by the Committee.

i. Members Granted an Exemption

1) Members granted a Hurricane Duty Exemption will be released from duty as soon as a
Mandatory Evacuation Order has been issued.

2) Exempted members are required to return to Monroe County and contact their Commander
for duty assignment as soon as entrance back into the area is permitted.

3) Absence from duty under the exemption shall be annual or compensatory leave.

1) Once a member is granted an exemption they are expected to evacuate when such an
order is given and will not be considered for duty until after the hurricane passes and
entrance back into the area is permitted.

j- Members Denied an Exemption — Any employee who has, applied for an exemption and been
denied or has not applied for an exemption and leaves the county or otherwise does not
report for duty as assigned will be subject to termination.

3. Members Required to Remain During Hurricane or Declared Public Emergency— Compensation.

Compensation during this period is covered by Chapter 9 C.
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4. Non

a.

-Sworn Members Not Required to Remain During Storm

Members will be released from duty as soon as a Mandatory Evacuation Order has been
issued or the Sheriff decides to suspend administrative operations.

Members are required to return to Monroe County as soon as entrance to the County is
permitted. Immediately following the storm employees are required to contact their
supervisor for a duty assignment. Should the member be unable to contact their direct
supervisor they are required to continue up their chain of command until contact with the
command structure has been established.

Absence from duty as a result of a Mandatory Evacuation Order shall be recorded on the
timesheet as Administrative Leave with Pay. This status will continue until the Evacuation
Order has been rescinded or the Sheriff reopens for normal business operations.

P. Workmen’s Compensation

The M

onroe County Workmen's Compensation Section shall be responsible for all workers

compensation claims arising out of any work-related injury sustained by any member.

1. Medical Care / Internal Notification

a. Sh

ould a member become injured while on duty, it shall be the member's supervisor's

responsibility to:

b. Emergency Cases

1)

2)

In emergency cases, the employee shall be transported to the nearest hospital. As soon as
practical, the employee’s supervisor will notify his/her Division Commander and/or Director,
the Sheriff’'s Office Risk Manager (on call twenty-four hours a day for this purpose) and any
other appropriate Commander regarding the employee’s injury(s).

Workmen's Compensation Notification — see “Workmen’s Compensation Notification —
Written” (111,0,2) below

c. Non-Emergency Cases

1)

2)

3)

4)

In non-emergency cases, the supervisor will notify his/her Division Commander and/or
Director, and the Sheriff's Office Risk Manager of the member’s injury(s).

Prior to a physician visit, if necessary, the member must contact the Risk Manager to
obtain authorization and the name of the designated physician for the treatment.

Workmen’s Compensation Notification — see “Workmen’s Compensation Notification —
Written” (111,H,2) below

This is to include exposure to blood borne pathogens.

2. Workmen’s Compensation Notification — Written

a. The supervisor of any member injured in the line-of-duty must forward IMMEDIATLEY a Notice

of
Co

Injury packet and any other associated documentation required by the Workmen’'s
mpensation carrier and the Sheriff's Office to the Risk Manager regardless of the extent of

injury.
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b. The Natice of Injury packet will consist of:

1) Notice of Injury form — First Report of Injury or lliness: Florida - Division of Worker's
Compensation, form# LES Form DWC-1 (11/94)

2) Monroe County Accident/Incident Investigation Report

3) Monroe County Sheriff's Office Incident Report, to include when applicable, statements,
photographs, etc...

4) Exposure Form when blood borne pathogens are involved.
3. Workmen’s Compensation Leave (Disability Leave)
a. The Disability leave referred to here is administrative leave as a result of a job-related injury.

b. For an absence to be considered and compensated by Worker's Compensation, an
authorized physician must submit in writing the diagnosis and length of time the member is
expected to be unable to work. If an individual is released back to duty and subsequently
calls in sick due to the prior sustained injury, an additional authorized physician’s note must
be provided, even for one day.

c. An authorized physician is a physician who is designated by the Monroe County Workmen's
Compensation Section. The original physician's note must be forwarded to the Risk Manager
for processing and follow up. The supervisor should maintain a copy of the physician's note
to be attached to the member's time sheet.

d. Any physical condition that is self-inflicted, caused by negligence of the member, due to
violation of Office safety rules, or caused by another person for reasons personal to the
member and not because of appointment, will not be considered as duty-related.

e. The Sheriff may request medical and other evidence in order to determine the current status
and progress of the member's ability to perform meaningful duties within the Office.

f. Compensation During Disability Leave

1) Members sustaining a service connected injury, shall be compensated in the following
manner:

a) As per Florida State Statute 440.15 (12) — “Any law enforcement officer who, while acting
within the course of employment, is maliciously or intentionally injured and who thereby
sustains a job-connected disability compensable under this chapter shall be carried in
full-pay status rather than being required to use sick, annual, or other leave. Full-pay
status shall be granted only after submission to the employing agency’s head of a
medical report, which gives a current diagnosis of the member’s recovery and ability to
return to work. In no case shall the member’s salary and workers’ compensation benefits
exceed the amount of the member’s regular salary requirements.”

(1) Members wishing clarification on whether their injury falls under this portion of the
policy should provide a written statement which details the circumstances surrounding
the injury. This statement should be provided to the Bureau Chief of Administration, via
chain of command.

b) For all other injuries, the Monroe County Sheriff's Office will pay the difference between
workers’ compensation benefits and the member’s regular salary, taking into account the
tax-free nature of workers’ compensation benefits, for a period of 90 calendar days after
injury.
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(1) After 90 days, a member may elect to receive payment of the difference between
workers’ compensation and the regular salary of the member by using all available
hours of category of leave in the order listed below:

(&) Comp time

(b) Sick time

(c) Vacation time

(d) Application to Sick Pool

g. When the member has exhausted all available leave or has been out for a period of six
months the member will receive only the Worker’s’ Compensation benefits and their position
may be filled.

h. Under no circumstance will a member be allowed to sell accrued leave to earn in excess of
their normal bi-weekly pay.

i. Any check(s) received by the member from the Monroe County insurance carrier for wages
are not to be cashed by the member, they shall be marked “Make Payable to MCSO” and
endorsed by the member and promptly forwarded to the Finance Division.

j. Personal leave and other benefit credits will continue to accrue during any period of time a
member is on disability leave for an on duty injury.

Q. Non-Work Related lllnesses/Injuries or Temporary Disabilities (Light Duty)

1.

The Office recognizes the need to accommodate members who have had a non-work related
injury, illness or temporary disability with a light duty assignment to compliment and facilitate the
healing process. This policy does not limit or deny the members rights under the Family and
Medical Leave Act or the Americans’ with Disability Act.

Eligibility is restricted to those member’'s who meet all of the following criteria;
a. Been temporarily disabled.

b. Been approved by the treating physician to be a candidate for light duty.
c. Been employed with the Office for twelve months prior to the injury.

d. Worked at least 1250 hours (full time members) or 625 hours (part time members) in the past
12 months prior to the request.

If the member is not eligible he/she may use all available accrued leave.

When all leave is exhausted the member must return to full duty. If the member cannot return to
their position he/she may resign or accept another position within the agency, if available, which
accommodates their physical work abilities, with the appropriate pay adjustment.

Light duty assignments are limited to 90 days from the date of injury/iliness or disability. During
the member’s light duty assignment the member’s salary and accrual rates will remain the same.

1. The member requesting a light duty assignment will have the treating physician complete
the physician’s statement form (Appendix A this chapter). This form will outline the
member’s functional limitations and provide an expected date the member will be able to
return to full duty. The completed physician’'s statement form will be submitted to the
Executive Director of Human Resources via the Chain-of-Command. The Office reserves
the right to obtain a second opinion from a physician of its choosing.
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2. Human Resources will, upon receiving the request, search for a light duty assignment that
accommodates the restrictions placed by the treating physician and fulfills the needs of the
Office.

3. Human Resources will notify the member and the Commander/Director of the light duty
assignment identified.

4. If a light duty assignment can not be identified the member will be notified and may discuss
leave options with their immediate supervisor.

5. Members on light duty will be required to work their normal amount of hours unless
otherwise stated on the physician statement form. If the physician indicates the member
is not able to work their normal amount of hours they will be compensated for the hours
they are able to work. Accrual rates for leave benefits will be based on the number of
hours the individual is paid.

6. Sworn members on light-duty shall not take any law enforcement actions.
7. The member will be required to use his/her accrued leave time for medical appointments
while on light duty. If the member does not have any accrued leave time the leave will be

without pay.

8. The member will continue to accrue sick and vacation time and all other benefits in
accordance with current policy and procedures while on the light duty assignment.

9. If at the end of the 90 days light duty assignment the member is not able to return to their
normal duty assignment he/she may:

a. Use accrued leave, compensatory time, and/or apply to the sick pool.
b. Accept another position which they can reasonably complete given their limitations.

The salary of the affected individual will be changed to the level of their new position
giving them credit for their years of service with the Office.

R. Personnel Support Services

Inquiries and information on employee benefits and help for members and their families in cases of
injury or death may be directed to the Monroe County Employee Benefits Division. Members
should refer Chapter 53 ("Victim / Witness") and Chapter 37 ("Line-of-Duty Death").

S. Liability Insurance

It is important that the Sheriff's Office have a liability protection program regarding protection for
the Sheriff and Office personnel when civil claims arise as the result of the operations of Sheriff's
Office vehicles, or action of personnel in the course and/or scope of their appointment.

The Sheriff will provide insurance protection for the Office and for all Office members. The
insurance will provide coverage for general liability with extensions for errors and omissions, false
arrest, assault and battery, excessive force, personal injury, civil rights, etc. Insurance coverage
may include, but is not limited to:

1. Auto Accidents - The MCSO shall maintain automobile insurance coverage to provide
protection for claims, which may arise against the Office of the Sheriff.

2. Property Damage Claims - With regard to property damage claims, the MCSO is a self-insured
agency.
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. Personal Injury Claims - Personal injury protection for MCSO personnel is provided through the

MC Worker's Compensation claims policy. Under Worker's Compensation, personnel are
compensated for time off due to injuries suffered in the line of duty.

. Other liability situations - In accordance with Florida law, the Sheriff's Office shall have the

option to pay legal costs and attorneys' fees to personnel from any cause of action brought
against them which arises due to the course and scope of the appropriate performances of their
duties.

. The Sheriff's Office legal counsel shall provide legal and factual analysis of potential civil

liability situations as they occur. Additional legal counsel may be retained on a case-by-case

basis to defend the Sheriff's Office and personnel against civil suits.
[FCAC 3.05]

Further information on liability insurance can be obtained from the Risk Manager.
[CALEA 16.3.7, 22.2.2d; FCAC 3.05]
(Effective 6-8-2009)

T. Resignation Policy

1.

When any member makes the decision to leave the employ of the Monroe County Sheriff's
Office, he/she must communicate this decision to his/her immediate supervisor in writing at
least 14 calendar days prior to the last scheduled day of work. The resignation memo must
include, at the least, the reason for leaving and the last scheduled day of work. This
memorandum should be copied to the Executive Director of Human Resources.

Upon receipt of the memorandum, the immediate supervisor should meet with the employee to
determine if there is any reasonable accommodation (i.e. change in work schedule,
reassignment of duties), which could be made to encourage the member to remain with the
agency. This conversation should be documented on the original resignation memorandum
and forwarded through the chain of command to the Human Resources Division.

Should the member give a notice of less than 14 calendar days, a notation will be made in the
personnel file that office policy was not followed in this matter. This information will be made
available to anyone requesting an employment reference.

In certain cases it may be in the best interest of the agency to request that the member leave
immediately upon tendering his or her resignation instead of working through to the last
scheduled day. In the event that this is deemed necessary by the Sheriff, the member will be
compensated as being on Administrative Leave With Pay for the difference in time between the
effective resignation date provided by the employee and the date the Sheriff determines is the
last day of work. The employee’s personnel file will note that the member did follow office
policy in this matter.

Members resigning from the agency will be paid for any unused accrued vacation or sick time
according to agency policy.

U. Physical Examinations and Fitness

1.

Physical Examinations - Once annually, each sworn member will undergo a physical
examination by a licensed physician.

Each sworn certified member shall consider his/her initial date of appointment as the date for

his/her annual physical examination. Members become eligible for this program one
calendar year from their dates of hire.
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b. The Human Resources Division shall notify each member at least four (4) weeks prior to
his/her anniversary date that the member is due for the annual physical examination. Along
with the natification, the "Physical Examination Form" required by the Office will be forwarded
to the member.

c. The Sheriff's Office contracts with doctors' offices that will perform these physical
examinations at no cost to the employee. Members are encouraged to take advantage of this
arrangement, but may use other doctors of their own choosing; should a member elect to use
a doctor other than one with which the Sheriff's Office has a contract, that member is
responsible for payment to that doctor's office, and the following procedures must be
followed:

1) The member must have his/her physician complete the required Office form.

2) The member must sign, date and submit the invoice from the physician. By signing and
dating the invoice, the member is certifying that he/she did expend funds for the
examination.

3) The member shall submit the examination form and the physician's invoice to the Human
Resources Division.

4) The Human Resources Division will forward the invoice to the Finance Division for
processing and payment.

5) The member should receive an Office check within twenty (20) working days for an amount
up to but not exceeding $75 toward reimbursement for the cost of the examination.

2. Physical Fitness Center (Gym) - Physical fithess centers are located in the Lower, Middle and
Upper Keys.

a. Eligibility - All fitness centers are available to Monroe County Sheriff's Office members,
Monroe County members and any certified law enforcement or corrections officer who works
either temporarily or permanently in Monroe County and others as determined by the Sheriff

b. Persons wishing to use the gym must contact the receptionist at the Headquarters facility on
Stock Island. A review of rules and regulations governing its use and any required training will
be covered before access is granted.

V. Toxicology Testing

1. The Sheriff recognizes that substance abuse by a member can have an adverse impact on
Monroe County government, the image of the Sheriff's Office and its operations, and the general
health, welfare, and safety of the members and the general public.

2. The Office shall reserve the right and the authority to require all members to submit to toxicology
testing designed to detect the presence of any controlled substance, narcotic, or drug. The
Office agrees that requiring all members to submit to testing of this nature shall be limited to
those selected randomly or in circumstances in which the Office has reasonable suspicion that
the member is under the influence of such a substance, suffers from substance abuse, or is in
violation of Office policy. Reasonable suspicion is defined as specific objective facts and rational
inferences that may be drawn from those facts in light of experience. Additionally, the Office
may require testing in connection with the investigation of any on-the-job accident, whether
involving a motor vehicle or not, regardless of whether there is any reason to believe that drug or
alcohol use is involved.

3. If a member tests positive for drugs, a second test on a second specimen (collected at the same
time as the first specimen) will be performed in a timely manner to verify the results before
administrative action is taken. All tests will be conducted in an independent approved
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laboratory using recognized technologies. In all investigations relative to this section, the

member's assignment and exposure to such enumerated substances shall be considered.
(Effective 10-2-2006)

A member's refusal to submit to toxicology testing in accordance with the provisions of this

policy will result in dismissal. Further, a confirmed positive test result, will result in the member
being subjected to appropriate disciplinary action, up to and including dismissal.

5. All disputes arising out of the implementation of this policy resulting in discipline may be

pursued in accordance with the policies.

6. Testing

a.

The Sheriff's Office has the right to randomly screen (toxicology testing) up to 100% of its
members covered by this policy in any fiscal year.

No member shall be required to submit to such random examination or analysis more than
once during a six-month period. This does not preclude analysis conducted under the
circumstances in Section III.,T.,2.

It is presently accepted by medical experts that urinalysis is the most definitive and
cost-effective means of analysis for drug screening. This method will be the primary analysis
method. This does not preclude other types of screening (blood, hair, etc.) as may be
dictated by the circumstances surrounding an incident.

All processes and procedures utilized by the Office's specimen collection site, laboratory, and
Medical Review Officer, will conform to those standards as established under the National
Institute of Drug Abuse.

It shall be the responsibility of the Medical Review Officer (MRO) to inform the Sheriff or
Sheriff's designee(s) that a member has tested positive after his/her medical interpretation of
the results.

7. Selection of Members to Be Tested

a.

All members to be examined and tested will be randomly selected by the Human Resources
Division from a computer database of Sheriff's Office employees using the personnel payroll
numbers.

Members selected will be given no more than twenty-four (24) hours to report to one of the
selected collection site and provide a urine sample. Instructions to report immediately after
random selection do not imply any suspicion of misconduct. Should a member fail to comply
with the instructions to provide a urine sample within the prescribed time, the Sheriff's Office
may require that the member submit to hair collection and testing a specimen collection site
or laboratory. If a hair test is necessary because of a member's failure to comply with
instructions regarding a urine sample within the specified period of time, the member in
question is responsible for any/all charges or costs associated with the hair test.

All members will be scheduled for such examination while on duty if possible. In other cases,
the member will be given compensatory time for the test.

All members who have documented exposure to a controlled substance prior to notification of
the examination will be rescheduled for an examination at a later date in accordance with
guidelines of time elimination by natural means for the substance to which the member was
exposed.

8. Collection of Specimen
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Specimens will only be obtained at a certified collection site, and in accordance with those
guidelines mandated by FDLE and the NIDA, to include rights to privacy and specimen
maintenance.

Complete accountability and proof of chain of custody will be required and adhered to by the
MRO at the collection site.

At the time of collection, two individual specimens will be obtained from the member.
Specimen #1 will be used for the initial analysis, with specimen #2 for subsequent analysis,
should a positive result be obtained from the first specimen. No specimens shall be
maintained by any member of the Monroe County Sheriff's Office.

Specimens will only be identified by use of a bar code and the member's associated
numbering. The member's proper name will not appear on any reports or other
documentation including specimen containers. The member will be required, however, to
initial the outside of the specimen containers for identification purposes.

9. Specimen Analysis

a.

Will be performed at a laboratory meeting all standards and certifications established by the
NIDA.

Laboratories and collection sites will be selected by the Sheriff and inspected by the
Inspector General annually.

In those cases in which positive test results are obtained, analysis of the second specimen
will be conducted by a separate laboratory.

Substance cutoff limits will conform to those standards established or approved by NIDA or
FDLE.

10. Analysis Interpretation

a.

Test results will be directed to the Medical Review Officer approved by the Monroe County
Sheriff's Office. After interpretation of the test results, which will include an interview with a
designee of the Sheriff, the Medical Review Officer (MRO) will furnish his/her findings to
Human Resources.

In those instances in which there are conflicting or inconsistent test results, the interpretation
shall be in the interest of the Sheriff's Office.

c. In such situations, the member may be required to submit to an additional random screening

not more than twice within a six (6) month period.

11. Disciplinary Action

a.

Members who test positive for controlled substances in accordance with the guidelines
enumerated in this policy will be subject to termination.

Members who test positive for legal substances which were lawfully obtained but improperly
used may be referred to counseling and given the opportunity for rehabilitation.

12. Type of Analysis Conducted - The Office has selected a drug screen test commonly referred to

a.
b.
c.

as a sixteen (16) drug panel inclusive of the following bases:

Amphetamines k. Hydrocodone
Barbiturates I.  Meperidine
Benzodiazepines m. Oxycodone/Oxymorphone
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Cocaine n. Fentanyl
Opiates 0. Pentazocine
THC p. Nalbuphine
Methaqualone

PCP

Methadone

Proposyphene

(Revised 12/30/11)

W. Alcohol Testing

1.

The Sheriff recognizes that alcohol abuse by a member can have an adverse impact on
Monroe County government, the image of the Sheriff's Office and its operations, the general
health, welfare, and safety of the members, and the general public.

The Office shall have the right and authority to require all members to submit to alcohol testing
designed to detect the presence of any alcohol. The Office agrees that requiring all members
to submit to testing of this nature shall be limited to those circumstances in which the Office has
reasonable suspicion that the member is under the influence of such substances, suffers from
alcohol abuse, or is in violation of the Office policy and procedures regarding the use of such
substance. Reasonable suspicion is defined as specific objective facts and rational inferences
that may be drawn from those facts in light of experience. Additionally, the Office may require
in connection with the investigation of any on the job accident, whether involving a motor
vehicle or not.

If a member tests positive, the results of said test will be maintained according to Office policy.
In all investigations relative to this section, the member's assignment and exposure to alcohol
shall be considered.

A member's refusal to submit to alcohol testing in accordance with the provisions of this policy
may result in disciplinary action up to and including dismissal in accordance with the Office's
policy and procedures. Furthermore, results of such tests may result in appropriate disciplinary
action, up to and include dismissal, in accordance with the applicable provisions of the Office
policy and procedures.

All disputes arising out of the implementation of this policy resulting in discipline may be
pursued in accordance with the policies governing the Career Service Board or Collective
Bargaining Agreement.

Testing

The Sheriff's Office has the right to randomly screen (alcohol testing) up to 100% of its
members covered by this policy each fiscal year.

No member shall be required to submit to such random examination for analysis more than
once during a six-month period. This does not preclude analysis conducted under
circumstances covered under Section lll.  T- Toxicology Testing (10, b,c)

It is presently accepted by medical experts that breath sample analysis is the most definitive
and cost-effective means of analysis for alcohol screening. This method will be the primary
analysis method, but this does not preclude other types of screening (e.g., blood, hair, etc.),
as may be dictated by the circumstances surrounding the incident(s).

d. All processes and procedures utilized by the Office's specimen collection site, laboratory, or

medical review officer will conform to standards as established by the National Institute of
Drug Abuse (NIDA), and/or the State Department of Health and Rehabilitative Services.
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e. It shall be the responsibility of the chain of command to inform the Sheriff or Sheriff's designee
that a member has tested positive after the Medical Review Officer's (MRO) interpretation of
those results.

7. Selection of Members to Be Tested

a. All members to be examined and tested will be randomly selected by the Human Resources
Division from a Sheriff's Office computer database using personnel payroll numbers.

b. Members are required to provide specimens as directed within twenty-four (24) hours of
notification.

c. Members will be allowed to provide specimens as directed while on duty if possible. In all

other cases, the employee will be given compensatory time for the test.
8. Collection of Specimen

a. Specimens will only be collected at certified collection sites and in accordance with those
guidelines mandated by the Florida Department of Health and Rehabilitative Services, the
Federal government, and NIDA, to include rights to privacy and specimen maintenance.

b. Complete accountability and proof of chain of custody are required.

c. Inthe case of blood, specimens will only be identified by the use of a bar code and a number.
The member's proper name will not appear on any reports or other documentation including
specimen containers. The member will be required, however, to initial the outside of the
specimen container(s) for identification purposes.

9. Specimen Analysis

a. Specimen analysis will be performed at collection sites or laboratories meeting all standards

and certifications established by the Florida Department of Health and Rehabilitative Services

or NIDA.

b. Laboratories and/or collection sites will be selected by the Sheriff and inspected annually by
the Inspector General.

10. Analysis Interpretation
a. In the case of blood samples, the test results will be directed to the Medical Review Officer
approved by the Monroe County Sheriff's Office. The Medical Review Officer (MRO) will be a

licensed medical doctor.

b. After interpretation of the test results and an interview with the Sheriff or Sheriff's designee,
the MRO will furnish his/her findings to the Inspector General.

c. Inthose instances in which there are conflicting or inconsistent test results, the interpretation
shall be in the interest of the Sheriff's Office.

d. In situations described in 10.,c. (immediately above), the member may be required to submit
to additional random screening not more than twice within a six (6) month period.

11.Disciplinary Action: Members who test positive for alcohol, which was lawfully obtained but
improperly used shall be given the opportunity for treatment.

X. Physical Fithness (Revised 12/30/11)
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The purpose of herein is to establish guidelines for proper physical appearance and fitness. It
is essential that Sheriff's personnel present a neat and well-groomed image that inspires and
maintains a high level of community trust and confidence. In addition, a satisfactory level of
general health and physical fitness on the part of Office members shall be maintained so that
work can be performed efficiently and without personnel shortage caused by excessive sick
leave.

All certified members must pass physical examinations and the Physical Abilities Test (PAT)
prior to employment in a certified capacity and are thus presumed to be physically able to
perform their job responsibilities when hired. All members are expected to maintain their
physical abilities to perform their assigned job functions.

a. Pre-employment physical and psychological exam requirements are addressed in Chapter 6
Recruitment and Selection: Ill, D, 5, h & i. All employees are encouraged to make use of
workout facilities as provided by the agency.

b. Non-sworn members who transfer from a non-sworn position to a certified position are
required to take a new psychological test and pass the Physical Abilities Test (PAT).

c. Prior to assignment SWAT officers are required to complete a psychological examination as
addressed in Chapter 36, page 5, 7., d..

d. When it appears that a member's physical or mental condition may prevent them
performance of normal duties, the employee may be directed to submit to an examination by
a physician, psychologist, psychiatrist or other health care professional. This may be a result
of involvement in, but is in an no way limited to:

1) Physical confrontations

2) Traffic crashes

3) Exposure to contagious diseases or hazardous materials
4) Apparent heart or high blood pressure problems.

5) Incidents resulting in death or serious injury.

e. Fit For Duty Evaluations (FFDE)

1) Because of the seriousness of the impact to the member and the agency; the following
process shall be used in all FFDEs.

2) The formal written request for a Fit For Duty evaluation shall come from the member’'s
Commander and directed to the Human Resources Executive Director.

3) The Sheriff’'s Office will incur the expense associated with examination(s).

4) Upon receipt of the written request, the Human Resources Executive Director, or designee,
shall consult with the Undersheriff and General Counsel and Bureau Chief to resolve any
issues that may exist.

5) If a FFDE is determined to be necessary the Human Resources Executive Director or
designee shall schedule the earliest possible appointment for the member, taking into
account his/her medical/mental condition. Only agency approved physicians, psychologist
or psychiatrist shall be used.

6) The member identified for a FFDE shall be immediately placed on Administrative Leave

with out loss of pay or benefit until the member is returned to duty status or other action is
taken as a result of the evaluation’s findings.
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7) The physician, psychologist or psychiatrist conducting the examination shall furnish a copy
of the findings to the Human Resources Executive Director.

a) All such reports shall be considered part of the member's medical file and thus are
confidential documents and shall be marked as such.

b) The report shall be secured/filed in accordance with applicable laws.
8) The report shall be forwarded to the Undersheriff, who shall return the member to duty

status or consult with the necessary parties to determine the best course of action for the
employee and the agency.

Y. Bidding for Shift Preference

This section creates a system for bidding for shift assignments for those members who work in
units that work in shifts, such as Communications, and Corrections, making seniority the primary
factor in determining which members will receive the assignments they request. The bidding
system is established as a means of enabling members who work in shift-oriented assignments to
meet the needs of the Sheriff's Office and ensure a safe working environment. If, however, a
employee's bid for a shift is not successful for a reason other than that member's being "outbid" by
seniority, the member will be given written notice of the reason by the appropriate supervisor.

1. Scheduling
a. Bidding for shifts is to be done at the discretion of the commander or designated supervisor.

b. Should a member transfer to a different Sector or other assignment without transferring into a
different position, he/she will temporarily work the same shift, hours, days, etc., as the
member whose position he/she is filling, until the next time shifts are bid.

2. Shift Assignment

a. Bidding for shifts will be based on the involved members' time-in-grade for a particular
position / class. If two (2) or more members who are requesting one position also have equal
time-in-grade, the selection will be made according to:

1) Seniority; and
2) The average of those members' most recent three evaluation scores.

b. Time-in-grade is determined using the date of a member's full-time hiring or promotion into the
position currently held.

c. Special circumstances - All requests for exceptions to the process will be taken into
consideration for review by the appropriate Commander(s). Requests must be in memo form
through the chain of command, and must include a thorough explanation of the
circumstances which the requesting member feels justifies an exception to the process.
These requests must be submitted at the same time, and according to the same guidelines
as members are bidding for shifts.

1) Doctor's notes, school registrations, or any other such documentation that would support
the request must be included with the memo.

2) All requests must include exact dates and/or times regarding special needs or
consideration.

3. Effects of Transfers within the Agency on Time-in-Grade
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a. Sector-to-Sector Transfer - A member transferring from one Sector to another Sector, who
does not change his/her position, maintains his/her time-in-grade.

b. The seniority date for time-in-grade for a non-certified employee who transfers into a certified
special-risk assignment is figured from the date he/she becomes certified for the special-risk
position.

c. The seniority date for time-in-grade for apart-time or reserve member who becomes a full-time
paid member will be the date he/she becomes a full-time paid member.

4. Promotion - Effects of Transfers

a. The seniority date for time-in-grade for any full-time paid member promoted will be the date
that promotion transfer takes effect.

b. If, for any reason, a member does not successfully complete the probationary period in the
new position, or voluntarily leaves that position at that time, or is demoted by a discipline
process, he/she will automatically revert to the seniority for time-in-grade for the
lower-ranking position.

Z. Collective Bargaining

1. The Sheriff will designate a principal negotiator for the agency at the time the bargaining team is
formed. Other members of the agency’s bargaining team will be designated by the Sheriff at the
time and shall be non-bargaining unit members.

2.The final authority rests with the Sheriff to approve a negotiated agreement.

3. Human Resources will maintain a list of all bargaining units recognized by the Sheriff. This list
will be made available to all members.

4. Negotiations are based on “good faith” with the member’s recognized bargaining unit.

5. The agency will abide by the ground rules for collective bargaining that arise out of the collective
bargaining process or labor arbitration. Impasse-resolving procedures are established and
described per Florida Statute, Chapter 447.

6. Further the agency will abide, in both letter and spirit, by the negotiated labor agreement that has
been signed by management, labor representatives, and ratified by the bargaining unit.

7. When a negotiated labor agreement is ratified by all parties, the Sheriff, or his designee, will;
a. obtain a written, signed copy of the labor agreement;

b. review and amend, if necessary, all written directives and procedures to coincide with the
terms of the labor agreement; and

c. disseminate information relative to a new labor agreement, including modifications to existing
agreements, to managers and supervisors of bargaining unit members.

8. lItis the right of the Sheriff to unilaterally determine the purpose of the agency, set standards of
services to be offered to the public and, exercise control and discretion over the Office
organization and operations. It is also the right of the Sheriff to take disciplinary action for
proper cause, and relieve its members from duty because of lack of work, or for other legitimate
reasons.

AA. Office-Issued Business Cards
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1. The Office will purchase the officially approved formatted business cards for Directors,

AB..

Lieutenants and above, and one time for the Officer / Member of each quarter.

. All officially approved formatted business cards shall be purchased through an approved vendor

of the Monroe County Sheriff's Office. The purchasing information must be obtained through the
Finance Division's Purchasing Agent.

. Members of the Sheriff's Office may choose to purchase business cards at their own expense,

but the cards must be printed in an officially approved format.

New Sheriffs Pursuant to Florida Law 89-410

.When a newly elected or appointed Sheriff assumes office, the service of all personnel shall

continue without the necessity of formal reappointment.

. The incoming Sheriff shall have the option of maintaining the current personnel assigned to the

rank captain and above or equivalent non-certified support position or transferring those personnel
as described below.

. If the incoming Sheriff fills any of the above positions with a new person, he/she shall be reduced

to the rank of lieutenant or equivalent non-certified support position immediately and his/her salary
reduced accordingly.

. Following the election or appointment of a Sheriff, appointments of all personnel remaining at the

pleasure of the Sheriff, and personnel in the classified service may be terminated by affirmative
action of the Sheriff or his successor in office subject to the provisions of the Bill.

. The Bill shall not be held or construed to create any property rights or any vested interest in any

position in the classified service.
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Monroe County Sheriff’s Office
Physicians Statement
Work Restriction Evaluation

Patient SS# Date
Date of Injury Return to Work
Duty Status: Full Time Light Duty MMI

Next Appointment Date

I have reviewed a copy of the member’s job description and he/she is capable or not capable of
performing the essential functions of the job.

Activities and Restrictions: (C)ontinuious (I)ntermittent Number of Hours

Sitting: C | Walking: C | Lifting: C | Bending: C | Standing: C |

Squatting: C 1 Climbing: C I Kneeling: C I  Twisting: C |

Running: C | Distance Duration

Lifting:#ofPounds: ()0-10 ()11-20 ()21-50 ()51-75 ()>75

Hand Restrictions: () None () Simple Grasping () Push/Pull () Fine Manipulation
Reach/Work Above Shoulder: () Yes () No Use Feet: () Yes () No

Operate Motor Vehicle: () Yes () No

Temporary Restrictions:

Neuro Psychiatric Condition

Additional Rehabilitation Required

Recovery Degree Total Work Hours/Day

Additional Comments

Physician’s Signature
THIS FORM MUST BE RETURNED UPON THE MEMBERS RETURN TO WORK

(Revised 12/30/11) dam
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Monroe County Sheriff’s Office

Sick Leave Pool Application

Name

Payroll I.D. #

Position

| wish to apply for membership to the Monroe County Sheriff’s Office
Sick Leave Pool. I hereby certify that my participation is voluntary and |
have read and understand the rules which explain the terms and
conditions of membership in the pool.

Signature Date

| authorize an initial contribution of eight hours of sick leave to the pool
and additional contributions of sick leave upon depletion of the pool.

Signature Date

SLPOO
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SICK LEAVE POOL REQUEST

To: Date:
(Supervisor)
From:
(Agency Member)
Home Phone Work Phone
| respectfully request hours from the Sick Leave Pool. I have read and understand the General Operations

Manual, Chapter 9, Section 4 regarding the Sick Leave Pool. | meet all the eligibility requirements per Chapter 9,
Section 4-a outlined below:

Full time member of MCSO

Completed 1 full year of appointment

Sick leave balance must be 48 hours or greater
Contributed 8 hours to the Sick Pool

I have attached documentation to substantiate the request, and understand that a telephone conference may be
required.

To: Sick Leave Pool Committee Date:
From: RE:
(Supervisor) (Agency Member)
I recommend do not recommend approval for use of the Sick Leave Pool.

If not recommended please indicate reason:

FOR BOARD USE ONLY
Date received:

Action:
Human Resources Director Date Approved Denied
Inspector General Date Approved Denied
Finance Director Date Approved Denied
Denial:

SPLOO2
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REQUEST FOR EXEMPTION FROM HURRICANE DUTY

Name

Position

Sector

Marital Status

Dependent Dependent
Relationship/Age Relationship/Age

Dependent Dependent
Relationship/Age Relationship/Age

I am hereby requesting an exemption from the requirement to stay in Monroe County during a hurricane. |
wish to be allowed to evacuate my dependents and myself when the order is given based on the following
circumstances. | understand that the Review Board has the authority to approve or deny my request after
review. | also, understand | will be required to use my vacation time if I am approved for hurricane
exemption.

Members Signature Date

Print Name

Commanders Recommendation (Mandatory)

Commander, Director or Supervisors Signature (Mandatory) Date

Review Board Action:
Approved
Denied

Revised 12/30/11 dam
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 9-A

TITLE: Personal Web Pages/Sites

EFFECTIVE DATE: NO. PAGES: 2 AMENDED:
August 19, 2009
REFERENCE: RESCINDS:

Sheriff of Monroe County

Special Order: Personal Web Pages/Sites, 08.23.2006

PURPOSE: The purpose of this order is to
establish policy concerning personal web pages
or sites with reference to the Monroe County
Sheriff's Office.

POLICY: ltis the Sheriff's policy that employees
have a right to have personal web pages or
sites. However, when reference is made to or
about the Sheriff's Office a review of that
reference is needed to ensure that such
reference does not cause diminished public
confidence and/or respect in the Office. This
policy is necessary to ensure that employees
use appropriate discretion in their use of
references to the Sheriff's Office and not
discredit themselves or the Office.

PROCEDURE:

Identification of Monroe County Sheriff’s
Office Employee Prohibited

Employees who have personal web pages or
other types of internet postings, which can be
accessed by the public, shall not identify
themselves directly or indirectly as an employee
of the Monroe County Sheriff's Office.

MCSO Identifiers Not To Be Used Without
Approval of Sheriff

Photographs or other depictions of Office
uniforms, badges, patches, marked units and
the Sheriff's Star shall not be used on employee
internet postings unless approved by the Sheriff.

Approval Process
The employee seeking approval to use
references to the Office on their personal web
pages or sites shall:

¢ In memo form submit a request for approval
to the Sheriff via the Chain-of-Command.

e Describe the proposed reference to the
Office and purpose.

e Provide a list and graphic of any
photographs, artwork, etc. to be used on the
web page.

e Provide a printed layout of the entire web
page, posting or site for review.

The employee will receive, in memo form, an
approval or denial of the request.

Limitations

No sexual, violent, racial, ethnically derogatory
material, comments, pictures, artwork, video or
other reference may be posted along with any
Office approved reference.

Employees shall not post any material on the
internet that brings discredit to or may adversely
affect the efficiency or integrity of the Office.

Employees should consider the possible
adverse consequences of internet postings,
such as future employment, cross-examination
in criminal cases and public as well as private
embarrassment.

Employees are encouraged to seek the
guidance of supervisors regarding any posting




that may adversely reflect upon either the Office
or upon the professionalism or integrity of the
employee.

Change Approval

Changes made to a previously approved web
page, site or posting must be submitted for re-
approval though the same approval process as
described earlier in this policy.

Violations

Violations of this policy may subject the violator
to disciplinary action up to and including
termination as identified in Chapter 13 of these
General Orders.



MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 9-B

TITLE: Vehicle Allowance Program

EFFECTIVE DATE: NO. PAGES: 2 AMENDED:
August 19, 2009
REFERENCE: RESCINDS:

01t 9

Sheriff of Monroe County

Special Order: Vehicle Allowance Program, 10.02.2006

PURPOSE: The purpose of this order is to
establish policy and procedures for a vehicle
allowance for employees in lieu of an assigned
vehicle.

POLICY: It is the Sheriff's policy to reduce the
cost of the vehicle fleet and associated
maintenance by providing a vehicle allowance to
employees normally assigned an Office vehicle

while still providing a benefit to these
employees.

PROCEDURE:

Eligibility

Employees who have traditionally been
assigned an Office vehicle as identified by the
Bureau of Administration will be offered an
allowance in lieu of an assigned vehicle.

Participation is voluntary.
¢ If the employee chooses to participate in the
program it shall be for a minimum of one

year.
e After the one-year period the employee may
request an Office assigned vehicle.

However, assignment is dependent on
the availability of a vehicle

The employee may elect to accept the assigned
vehicle.

When a position is vacated, which previously
had been assigned a vehicle; the position may
be posted without an assigned vehicle or vehicle

allowance as a position benefit. The Sheriff may
reassign a vehicle to the position at his
discretion.

Application

Employees shall submit a memorandum to the

Chief of the Bureau of Administration via Chain

of Command asking if they are eligible for the
program.

If eligible the employee shall use the approved
application form.

The completed form shall be sent to the Chief of
the Bureau of Administration for consideration.

Vehicle Allowance Payment

Eligible employees will be paid $350.00 per
month: $4,200.00 per year - $161.53 per pay
cycle.

The payment will be included in the participating
employee’s bi-weekly paycheck.

The allowance payment is subject to Federal
Income tax and is not eligible for calculation of
the employee's retirement benefits.




Travel Outside Monroe County

Employees receiving an allowance traveling
outside Monroe County for work related travel
are eligible for per mile per diem once leaving
Miami-Dade County.

Travel Vouchers will need to note the nearest
city on the State travel list to receive mileage.

Responsibilities

Employees receiving an allowance shall secure
their own insurance and shall inform their
insurance company that the vehicle is used for
work purposes.

Employees must provide proof of insurance prior
to receiving the allowance payment.

Employees are required to sign an agreement to
maintain insurance at the Appropriate level of
coverage per the Bureau of Administration.

The employee will be required to provide proof
of insurance each time the policy is renewed or
there is a change in coverage status. Such proof
or notification will be sent to the Bureau of
Administration Chief.

Restrictions On Travel Outside Of Monroe
County

Participating employees are not eligible for pool
cars and temporarily assigned vehicles for any
reason unless traveling north of Miami-Dade
County.

Law Enforcement employees who receive the
allowance shall not take law enforcement action
in their personal vehicle. Law Enforcement
Employees are not to:

e Install any emergency lights or siren in their
vehicle.

e Enterinto ANY pursuit.

e Operate their vehicle as an emergency
vehicle.

e Operate their vehicle in any manner outside
of the State Motor Vehicle Code.

Transport ANY prisoner in their vehicle, but
rather call a marked unit to transport the
prisoner.



MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 9-C

TITLE: Public Emergency Policy

EFFECTIVE DATE:
January 5, 2010

NO. PAGES: 2

AMENDED: Chapter 9

REFERENCE:

/)

/i

Sheriff of Monroe County

RESCINDS:

PURPOSE: The purpose of this policy is to
clarify the Sheriff's Office pay policy when
emergency response work is performed
during a declared public emergency.

POLICY: It is the policy that employees be
duly compensated for emergency work
performed during a declared public
emergency.

PROCEDURE:
Definitions:

e Public Emergency: Any occurrence, or
threat thereof, whether natural,
technological, or manmade, in war or in
peace, which results or may result in
substantial injury or harm to the
population or substantial damage to or
loss of property. The Sheriff may declare
a public emergency with or without a
declaration of a State of Emergency.

e Emergency Leave: Time off with pay will
be granted to all MCSO employees once
the agency ceases normal operations
due to a public emergency. Emergency
Leave applies only to an employee’s
regular work hours during the time that
normal operations are interrupted.

In the case of Emergency Leave being
granted for a portion of the County, those
employees  whose  worksite  (not
residence) is in the area affected will be
granted Emergency Leave.

e Authorized Employee: An employee
approved to do Emergency Response
Work once the agency has ceased the
normal operations due to a public
emergency.

e Emergency Response Work:  Work
performed by an Authorized Employee
during the time that the agency ceases
normal operations due to a public
emergency.

Designation of Authorized Employees:

o Certified law enforcement and
corrections deputies, communications
employees  and airport  security
technicians are considered authorized
employees under this policy.

e All other employees questioning their
designation and responsibilities during
Emergency Leave must contact their
Bureau Chief via chain of command to
confirm their status. All approvals will be
in writing and a copy of the approval will
be maintained in the Finance Division.

e The Sheriff or his designee reserve the
right to designate positions required to
stay during a public emergency on an
“as needed” basis.
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Pay Policies:

All employees are entitled to receive full pay
during the time the agency ceases normal
operations and authorizes Emergency
Leave.

e Employees who do not work during an
Emergency Leave will receive their
regular compensation.

o If an employee, for any reason, does
not report to work when the Sheriff's
Office resumes normal operations
and Emergency Leave is no longer in
effect, that employee will be required
to utilize accrued leave. In the
absence of accrued leave, the
employee will take leave without pay.
It is the responsibilty of all
employees to notify their Supervisor
if they are unable to report to work.

e An Authorized Employee who performs
Emergency Response Work will receive
additional compensation for actual hours
worked.

Compensation for Emergency Response
Work:

e Compensation for Authorized
Employees who perform Emergency
Response Work will be as follows:

0 Non-exempt employees will be
compensated at double their regular
hourly rate for all regular hours
actually worked. All overtime hours
worked during this time will be
compensated at a rate of two and a
half times the employee’s regular
hourly rate. Overtime hours will be

calculated based on normal
procedures.

Example: Deputy A’s regular
hourly rate is $10. During a

declared public emergency deputy
A will be compensated at an
hourly rate of $20. Once Deputy
A has worked enough hours to
qualify for overtime payments
under existing policy they will be

9C:2

compensated at a rate of $25 per
hour.

o0 Exempt employees will receive their
regular salary plus an hourly rate for
all hours actually worked. An
exempt employee’s hourly rate will
be calculated by dividing an
employee’s annual salary by fifty-
two and then dividing by forty.

e Work that could have been postponed
until after the Emergency Leave will not
be subject to additional compensation
under this policy. Emergency Leave
shall be granted for the remaining hours
in order to make the employee “whole”
for the normal scheduled workday.

Timesheets:

e Regular working hours or hours spent
on non-Emergency Response Work will
be recorded as ‘hours worked. Only
hours worked up to midnight will be
recorded on the date in question.

e Emergency Leave time granted until the
end of the normally scheduled workday
(up to midnight of each day) must be
recorded as “Emergency Leave” to
make the employee “whole” for that
workday. This number of hours would
be the number of hours the employee
normally works on a shift less the
number of hours the employee recorded
for non-Emergency Response Work (A).

e Authorized employees who perform
Emergency Response Work during the
time Emergency Leave is granted will
mark the actual hours worked under
“Emergency Response”.

Amendment and Rescission

This policy may be amended or rescinded in
whole or part by the Sheriff at any time.
Employees will be paid for all time worked in
the manner called for under this policy until
such time as the Sheriff amends or rescinds
this policy.



MONROE COUNTY SHERIFF’S OFFICE

General Order

CHAPTER: 9-D

TITLE: Conditions and Benefits of Work-
Nicotine/Tobacco Product Use

EFFECTIVE DATE: AMENDED:
March 14, 2011
NO. PAGES: | REFERENCE:

2w Pl

Sheriff of Monroe County

RESCINDS:

PURPOSE: The purpose of this order is to
establish certain conditions applicable to
members of the Monroe County Sheriff's Office
in reference to the use of nicotine/tobacco
products.

POLICY: It is the Sheriff's policy that the
Monroe County Sheriff's Office is committed to a
healthier and more cost effective environment
for all citizens of Monroe County.

PROCEDURE: As of March 14, 2011, the
Monroe County Sheriff's Office will no longer
hire any person who is a nicotine/tobacco
product user. This includes cigarettes, cigars,
chewing tobacco, snuff, smoking cessation
products, and/or any other nicotine products.
Members of the Monroe County Sheriff’'s Office
hired before March 14, 2011 are exempt from
this policy change.

Members hired after March 14, 2011, will be
required to pass a nicotine test as part of the
hiring process. In addition, they will be required
to acknowledge their understanding and
agreement to the Sheriff’'s policy restricting the
use of nicotine/tobacco products. These
members will be subject to nicotine/tobacco
testing if selected for testing under the Sheriff's
monthly random drug testing program or when
reasonable suspicion exists.
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Members testing positive for nicotine will be
required to submit to random tests as
determined by the Sheriff and will be subject to
discipline. Those members who continue to test
positive will be subject to discipline up to and
including termination.

(Also see Chapter 19 for No Smoking in Sheriff's
vehicles policy).

Members hired after March 14, 2011 will be
required by the Human Resources Department
to have a signed Acknowledgement of
Compliance on file.



MONROE COUNTY SHERIFF’S OFFICE

Acknowledgement of Compliance of General Order 19-B and 9-D

| have received, read and understand the Monroe County Sheriff’s Office policy on Grooming — Body
Ornamentation (Chapter 19-B General Orders)

and

| have received, read and understand the Monroe County Sheriff’s Office policy on Nicotine/Tobacco
Product use. (Chapter 9-D General Orders)

| understand a violation of this policy can result in adverse employment action, up to and including

termination.
(Original form will be filed with members personnel file in Human Resources)

Name ID#

For Employees hired after March 14, 2011
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 10 TITLE: Performance Evaluations

EFFECTIVE DATE: NO. PAGES: 3 AMENDED/REVIEWED: June 12, 2013
June 19, 2013

REFERENCE: RESCINDS:

Sheriff of Monroe County

.  PURPOSE

The purpose of this directive is to establish guidelines for assessing the job performance of Sheriff's
personnel.

II. DISCUSSION
This directive shall apply to all Sheriff's Office personnel, to include Reserve Deputies. An accurate
system of evaluation is of paramount importance to individual personnel and the Sheriff's Office in
providing an objective and fair means for measurement and recognition of individual performance and
specific needs. All or a part of the performance evaluation procedure may be superceded by a
collective bargaining agreement entered into between the Sheriff and a recognized collective
bargaining unit. The objectives of the performance evaluation system are to:
1. Allow fair and impartial personnel decisions;
2. Maintain and improve performance;
3. Provide a medium for personnel counseling;

4. Facilitate proper decisions regarding Members under intensive evaluation;

5. Provide an objective and fair means for recognition and measurement of individual performance in
accordance with prescribed guidelines; and

6. Identify training needs.
lll. POLICY AND PROCEDURE

A.Each member shall be evaluated at least once annually for the previous twelve months by their
immediate supervisor.

B. New members (probationary employees) including all reserves (See Chapter 38 for definitions) shall be
evaluated quarterly.
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C. The criteria used for the performance evaluation shall be specific to the position occupied by the Member
and shall be based solely on the performance during the rating period. At the beginning of each rating
period, each Member shall be informed concerning:

1. The tasks of the position occupied;
2. The level of performance expected;
3. The evaluation of the rating criteria.

D. Each member's performance evaluation shall be documented, reviewed, and signed by the rater's
supervisor.

(revised on 7-2-01)
E.Performance evaluations will be retained in conformity of the State Records Retention.
F. Responsibility of the Rater
1. The rater shall be trained to evaluate personnel and in the preparation of evaluation reports.

2. The rater shall insure that the individual's evaluation is based only on performance during the time
period covered by the current rating period.

3. The rater shall be judicious on behalf of the Office but fair, impartial, and open-minded to the individual
being rated.

4. The rater shall meet the required time frames to facilitate timely submission of the evaluation.
5. The rater shall evaluate the individual using the following criteria:

a. Fulfillment of the duties and responsibilities of the individuals position;

b. Daily work production and work quality;

c. Statistical comparison with other personnel where possible;

6. The rater shall complete the performance evaluation, utilizing the following criteria:
Above Standards, Meets Standards, or Requires Improvement. The rater must provide comments
for each of the performance measures listed on the evaluation. One Requires Improvement rating will
result in the member receiving a Below Standards evaluation.

7. Review notes, memorandums, and the personnel service record regarding behavior for the period
being rated.

8. Whenever the performance of any member is deemed to be below standards, the member will receive
an evaluation. The evaluation will include a written performance improvement plan which outlines
actions that should be taken to improve the employees work performance. The plan will not exceed 90
days in length. The rater will provide monthly performance evaluations during the period covered under
the performance improvement plan. The specific performance issues which resulted in the below
standards evaluation(s), shall be addressed through corrective action and/or discipline. Members
whose evaluations remain below standards after the 90 plan has expired, will continue to be evaluated
monthly. The monthly evaluations will continue until the performance improves to a level that meets
standards or the member is terminated.
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G. Responsibility of the Reviewer (Rater's Supervisor)

1. Upon receipt of a performance evaluation the reviewer shall check the evaluation for completeness,
insure explanatory comments are included for each performance measure, sign the evaluation in the
appropriate space, and forward to the next person indicated on the evaluation.

2. The reviewer shall evaluate raters regarding the fairness and impartiality of ratings given, their
participation in counseling, and guidance for rated individuals and their ability to carry out the rater's
role in the performance evaluation system. The Commander, Director, or Supervisor shall insure that
the rater applies ratings uniformly.

3. If the evaluation is contested, the reviewer shall supplement the evaluation documenting findings.

H.Responsibility of the Individual Rated

1. In an interview between the rater and member, each evaluation report of an individual's performance
shall be read received, and acknowledged by the signature of the individual. The signature shall
indicate only that the individual has read the report and shall not imply agreement or disagreement with
the content. If the individual refuses to sign the evaluation report, the rater shall note the refusal and
record the reason given.

2.After the rater has discussed the evaluation with the individual, the rated individual may submit
comments in the form of a memorandum to the Commander, Director, or Supervisor for review.
(Members wishing to appeal their performance evaluation need to refer to Chapter 14.)

I. Evaluation Results and Utilization - Annual Evaluations shall be used to:
1. Determine individual training needs that have not been met;
2. Assess the strong points of the individual for possible future duty assignments;
3. Aid supervisors in conjunction with other evaluation for promotional consideration;
4. Determine suitability and effectiveness in present assignment; and
5. Assess ability for assuming added responsibility;
6. To assist the member with career development needs;
7. Merit increases.

J. There shall be an Annual Review and Inspection of the evaluation by Inspection Services.

K. The performance evaluation system manual shall be available to all supervisory personnel and is
available for review by any member, in the Human Resources Division.

L. The member will be provided a copy of the completed evaluation.

M. Personnel evaluations will be retained in accordance with Florida Public Records Law.
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 11 TITLE: Transfers/Promotions

EFFECTIVE DATE: NO. PAGES: 6 AMENDED/REVIEWED: May 13, 2013
May 20, 2013

REFERENCE: CALEA 34.1.7 RESCINDS:

Sheriff of Monroe County

PURPOSE

The purpose of this directive is to establish guidelines for the transfer and administration of examination
devices used in the promotional process of personnel within the Monroe County Sheriff’'s Office. This may
include, but is not limited to, written examinations and oral interviews.

DISCUSSION

The promotional process is of vital interest and concern to both the Monroe County Sheriff's Office and the
member. The promotion process brings about recognition, personal satisfaction and added responsibility. For
these reasons the process must be standardized and provide a fair and equitable means of advancement for
all members who participate. In order for the process to be successful it must show validity, utility and
minimum adverse impact.

POLICY
e .The Executive Director of Human Resources shall be responsible for coordinating the processes of
transfer and promotion. The Monroe County Sheriff's Office promotional process shall be based on
Monroe County Sheriff's Office policy and procedures.
o All elements of the promotional process shall be job related and nondiscriminatory. Tests shall be
based on, at a minimum, the job description for that position, and other source materials as determined

by the Executive Director of Human Resources.

0 The Executive Director of Human Resources shall consult, where necessary, commanders,
supervisors and subject matter experts when developing procedures.

0 Members are encouraged to develop new skills, expand knowledge of their work, and assume greater
responsibilities.

0 Members are to make known their qualifications for promotion to more difficult and responsible
positions, and compete in all examinations for which they are qualified.
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PROCEDURE

e The authority and responsibility for administering the Monroe County Sheriff's Office’s promotional
process is placed directly with the Monroe County Human Resources Executive Director. The Office of
Professional Standards is responsible for the administration and technical direction of the General
Operations Manual.

e The Executive Director of Human Resources shall determine when vacancies in positions above entry
level in the classified service will be filled as far as practical by qualified and interested members within the
County service, except when it is determined to be in the best interest of the County service to fill the
positions with candidates recruited from outside the County service.

e The Executive Director of Human Resources shall perform appropriate liaison activities to successfully
accomplish the promotional process.

e The Human Resources Executive Director’s responsibilities will include, but are not limited to the planning,
organizing, staffing, directing, coordinating, reporting and budgeting of those areas relevant to the Monroe
County Sheriff's Offices’ personnel needs.

e The Sheriff or his designee, through the Executive Director of Human Resources, will maintain the primary
responsibility for the development of the measurement instruments that are used in determining the skills,
knowledge and abilities of the members eligible for promotional positions.

e The Monroe County Sheriff’'s Office will have primary responsibility for any oral interviews used in the
promotional process, as well as administration of all members probationary periods.

e The Sheriff or his designee retains final responsibility for the promotions of the members.

e The Executive Director of Human Resources will have the responsibility for the continuous review and
revision of the selection and promotion process.

e The Sheriff, through the Executive Director of Human Resources, will have input into these procedures.

e The Executive Director of Human Resources will determine which examining device or combination of
devices will be used to evaluate the relative fithess of promotional applicants.

e The promotional process as a whole and its individual components and procedures are subject to
statistical proof and documentation and must satisfy professional, legal and administrative requirements
designed to ensure that job relatedness has been achieved in selecting members for promotion.

e Examinations may be assembled or unassembled, will be practical in nature and will be constructed to
reveal the capacity of the applicant for the particular class for which they are competing, their general
background and related skills, knowledge and abilities as well as any character or personal traits which
are job related.

e The Sheriff, through the Executive Director of Human Resources, will have input as to the promotional
process and those devices identified and used in the examination of applicants.

e Promotional examinations will be open to any member who meets the qualification requirements for the
class for which the examination is given.

e The Executive Director of Human Resources will assure that a written test, if any, used as a device in the
promotional process is documented as being job related. This is true for any test used or relied upon by
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the Monroe County Sheriff's Office, including those that are commercially developed. Written tests, if any,
used in the promotional process will have available an updated bibliography of the reading materials used
as the source of questions. This information will be provided to each eligible applicant. Bibliographies will
be prepared and periodically revised by representatives of the agency. Examination questions will be
restricted to material covered in the referenced sources.

e Promotional announcements publicizing the holding of examinations to create eligible lists to fill current

and/or future vacancies shall be distributed and posted through the Sheriff's Offices and in such other
public places as to ensure the widest possible exposure.

Promotion Eligibility Examinations

e Some positions require a candidate to pass an advance written examination in order to be eligible for
promotion into those positions. When such eligibility examinations are scheduled, the Executive Director of
Human Resources is responsible for selecting a test administrator and ensuring that a written
announcement of the examination process is issued, and that such an announcement includes the date
and location of the examination(s), as well as a description of the eligibility requirements and a description
of the selection process.

¢ The determination of appropriate written, performance or other tests; the method of evaluating experience,
education and training; and of weights, if any, to be assigned to various parts of the examination will be a
matter of cooperation between the Executive Director of Human Resources and the Sheriff. The
examination will represent a proper balance between the specialized knowledge of position requirements
possessed by Monroe County Sheriff's Office personnel and the specialized knowledge of regulatory
requirements and testing methods possessed by the Human Resources Division.

e Members must be a full time member of the Monroe County Sheriff’'s Office for 18 consecutive months
before becoming eligible to participate in the promotional exam.

e The written promotional process announcement shall include:
o0 A description of the positions or job classifications for which vacancies exist;
0 A schedule of dates, times and locations of all elements of the process;
0 A description of eligibility requirements; and
0 A description of the process to be used in selecting personnel for the vacancies.

Attached to the announcement shall be a bibliography of study material and information outlining the
material that shall be available, if any.

¢ Members wishing to review and/or appeal a decision concerning their eligibility for promotion may:
0 Review the answer key to written examinations;
0 Review the written results to any scored elements of the process;
o0 Contest in writing the process used in making said decision; and

0 Requests for such review shall be made through the chain of command to the Executive Director of
Human Resources.
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The Monroe County Sheriff's Office Human Resources Division will have an examination plan prepared
describing specific qualification requirements and alternatives and skills, knowledge, and abilities to be
measured by each examination device selected; the importance of weighing each part of the examination
process; and the method to be used in evaluating each applicant against the others.

The Sheriff or his designee, through the Executive Director of Human Resources, will actively participate in
the design and implementation of the examination plan.

If applicable, the Executive Director of Human Resources will establish, for all examinations, the minimum
performance or cut-off score.

The Executive Director of Human Resources ensures that all elements of the promotional process are
administered, scored, evaluated, and interpreted in a uniform manner.

The conduct of the examination(s) as well as the operational elements of the promotional process are
clearly set forth and carried out identically for all candidates.

The Sheriff, through the Executive Director of Human Resources, will assure compliance by having an
active and continuous liaison with the Monroe County Human Resources Division into the use of all devices
used in the promotional process.

The Executive Director of Human Resources provides final examination results in the form of numeric
scores.

Lists will contain the name of those persons who have successfully qualified in the examinations, based on
a pass or fail score point to determine if a member is eligible to put in for vacant Sergeants or Lieutenants
positions.

Once the member has successfully been placed on the eligibility list, they are not listed in any particular
rank order.

The duration of eligible lists and the names appearing on the lists will be for a period of thirty-six (36)
months.

Consideration for Promotion

As vacancies become available those members on the eligible list may submit their names to Human
Resources via e-mail of their desire to be considered for a promotion.

Announcements of vacancies will be posted by the Human Resources Division in an area of the sheriff's
office computer system accessible to all members. Posted announcements will include:

The number and title of each vacant position

The District/Division in which each vacancy exists

The pay-grade assigned to each vacant position

The last date on which requests for consideration will be accepted ("closing dates")

Instructions for requesting consideration for a vacant position and for obtaining copies of job
descriptions for the vacant positions.

Oo0O0OO0Oo

11:4



After the closing date has passed, the following schedule must be used to determine whether interviews
are required as part of the selection process:

INTERVIEW
MANDATORY

o0 Volunteers (e.g., Reserves, VOICE) No

o Entry Level Positions Yes

o0 Promotion to a Non-Tested Position OrR Any Lateral Transfer No

o0 Promotion to a Tested Position (i.e., Sergeant and Lieutenant) No

o0 Upper Level Management No

o0 Consultants or contract Members No

Human Resources will provide the appropriate Commander of the District/Division with the list of eligible
individuals who have requested consideration for promotion. The Commander will use the following
resources when considering and reviewed in making the decision of which candidate to recommend to the
Sheriff for selection:

Human Resources Division files, including information on seniority, background, special skills, etc.; and
Training division files; and

Letters of, and/or awards for, commendation / appreciation; and

Discipline files; and

Evaluations; and

Discussions with current and former supervisors and/or co-workers of the candidates.

Incidents of sexual harassment will be considered in determining whether to promote anyone who may

have contact with inmates in accordance with the Prison Rape Elimination Act (PREA).
(Revised 5/13/13)

OO0OO0OO0O0OO0O0

The Commander may conduct individual interviews with the candidates or an oral board by members
knowledgeable in the position being filled. Questions must be consistent for all candidates.

Based on the required review of documents and subsequent to any interview that may be conducted the
Commanders recommendation will document in detail his/her recommendation for selection to the Sheriff.
Such documentation shall cite the basis for the recommendation.

The selection recommendation will be returned to the Human Resources Division. They will ensure the
afore outlined process has been followed. The recommendation will be forwarded to the Sheriff for final
approval via the Administrative Bureau Chief and the Undersheriff.

For promotions to non-tested positions and for any lateral transfer, the vacant position’s District/Division
Commander or his/her designee will follow the same selection process as for tested positions.

The entire promotion / transfer process shall be evaluated annually by the Executive Director of Human
Resources to determine its effectiveness relative to selecting the best qualified candidates in a fair and
equitable manner. During the evaluation, circumstances concerning validity, usefulness, and possible
adverse impact should be considered in determining whether any component(s) of the process are no
longer appropriate. Appropriate revisions should be made.

Salary increases due to promotion are effective when a member begins work in the new position. If the
promoted member does not complete the promotional probationary period, the salary increase will be
withdrawn when the member is removed from the new position.

All members promoted / transferred are automatically placed on a one year intensive evaluation period for
their new positions, during which time they are ineligible to apply for transfer only. Members can apply for

11:5



promotion. This is effective on the date of reporting to the new position. If a member fails to perform
satisfactorily during the evaluation period following a promotion he/she may be subject to an extension of

evaluation period, or an involuntary demotion to the former classification held at the previous rate of pay.
[CALEA 34.1.7]

o Atleast twenty (20) days prior to the expiration date of a member’s evaluation period, an evaluation report
will be completed and discussed with the member:

o Ifthe member’s supervisor fails to complete this evaluation, the probationary period will automatically
be extended for 90 days.

o0 The member will not be released from probationary status until this evaluation is completed, even after
the 90 day extension has expired.

0 Supervisors failing to complete the required final probationary evaluation are subject to disciplinary
action.

e The evaluation report will state in writing whether or not the member has performed satisfactorily during the
evaluation period.

e The evaluation report will be sent to the Executive Director of Human Resources prior to the expiration of
the member’s evaluation period indicating that an extension of the evaluation period is desired for
additional observation.

e When the Sheriff believes that additional time is required to evaluate a member due to extenuating
circumstances which did not allow the member to be fully evaluated during the normal evaluation period,
the Sheriff may request an extension setting forth in writing the circumstances necessitating the extension.

e The Monroe County Sheriff's Office Human Resources Division maintains performance evaluations of the
probationary members. These members are evaluated regularly using valid, useful and nondiscriminatory
procedures. The means of these evaluations are provided the probationary member through the
evaluation period.

o All procedures used for the promation / transfer process shall be job-related and nondiscriminatory.

e The Executive Director of Human Resources is responsible for maintaining documentation governing the
procedures used in promotions / transfers. The documentation shall include procedures for:

Evaluating the promotion / transfer potential of the candidates
Administering written tests

Determining eligibility for vacancies, in which lateral entry is permitted
Assisting with panel interviews

Security of test materials.

Oo0OO0OO0O

Although the Sheriff's Office strongly supports a policy of promotion from within, nothing in this policy is intended
to prohibit Division commanders and other supervisors from reviewing the pool of external applicants prior to
making selection recommendation to the Sheriff

The administration retains the right to deviate from part or all of this selection procedure on a case-by-case
basis, if to do so is determined to be in the best interest of the Agency or the community.
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 11-A

TITLE: Promotion- Civilian Employees

EFFECTIVE DATE: NO. PAGES:
August 19, 2009 1

AMENDED:

REFERENCE:

CFA 15.01, 15.02, 15.04

04t P

Sheriff of Monroe County

RESCINDS: Special Order: Promotion Oral
Board- Civilian Employees 01.10.2003

PURPOSE: The purpose of this order is to
establish policy and procedures for the
promotion of civiian employees seeking
supervisor and above positions.

POLICY: It is the Sheriff's policy that the
promotional process for civilian employees be
job related and nondiscriminatory.

PROCEDURE:
VACANCY APPLICATION

e Supervisory position vacancies will be
announced by the Human Resource Division
in accordance with the job vacancy posting
policies.

e Employees meeting the announced eligibility
requirements may submit their name to the
Human Resources Division in accordance
with the job vacancy application policies.

INTERVIEW BOARD
e An oral board will interview all eligible
candidates as part of the promotional

process.

e The oral board will consist of five
individuals selected as follows:

o The Director Human Resources or
designee will select two members.

0 The immediate supervisor of the position
will serve on the board and will select the
remaining two members.

o A list of job relevant questions will be
compiled by the immediate supervisor of
the vacant position. These questions will
be submitted to the Director of Human
Resources at least two working days before
the scheduled oral board.

o Should the Director of Human Resources
suspect any question to be illegal or
improper the HR Director will contact the
supervisor and work with him/her to
compose an acceptable question.

0 The oral board members will fairly and in a
nondiscriminatory  fashion select one
applicant for recommendation for promotion
and submit that applicant's name and a
justification for the recommendation to the
Sheriff via chain of command.

SHERIFF'S PROMOTIONAL AUTHORITY

The Sheriff retains full authority for the
promotional decision.
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CHAPTER TWELVE

COMMENDATION AND AWARDS PROGRAM

URPOSE

The purpose of this directive is to establish the Office Awards and Medal Program

DISCUSSION

This directive shall apply to all Sheriff's Office Members

POLICY AND PROCEDURES

A. Member of the Quarter Awards

1.

2.

a.

aoop

The awards program will be administered by the Sheriff or his designee.

The commendations will be awarded based on evaluation of distinguished service and/or
individual achievement.

Five categories for recognition have been created.

Law Enforcement — Deputies and Detectives

Corrections — Sworn

Reserves, Auxiliaries and Auxiliary Support

Support Staff

Cadets (Explorers)

Quarterly Awards

All Members of the Office are eligible for selection of the quarterly award. Each Member
should be recognized for his/her outstanding effort, distinguished service, and/or individual
achievement. Recommendations may be submitted by citizens, fellow officers, supervisors,
and/or non-sworn members, to the nominated Member's Commander or Director. All
nominations shall be forwarded in writing to Human Resources. Each Commander and/or
Director may submit one nomination for each category.

At the end of the quarter, Human Resources will send out natification to all Commanders and
Directors that nominations are due. Upon receipt of the nominations, Human Resources will
forward the nominations to the Undersheriff for presentation at the appropriate Command
Staff meeting for consideration and selection. The Sheriff will have the final decision on all
selections.

The time periods for the Officer / Member of the Quarter are as follows:

1* Quarter — January 1 through March 31

2" Quarter — April 1 through June 30

3 Quarter — July 1 through September 30
4" Quarter — October 1 through December 31
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a.

a.

Yearly Award

The Member of the Year Award will be selected from the time period commencing January 1
and ending December 31 of each calendar year. Only those Members who have been
selected throughout the year as Members of the Quarter are eligible for this nomination.

At the end of the year, the names of those Members who are eligible for the yearly award are
presented to the Sheriff and Command Staff for consideration and selection. The Sheriff will
have the final decision on all selections.

Awards

The Quarterly Award — The Officer/Member will be presented with an engraved plaque and a
commendation ribbon, which is maroon and yellow in color.

The Yearly Award — The Officer/Member will be presented with a monetary award, an
engraved plaque, and a commendation ribbon, which is gold in color.

B. Medals Program

e.

1)

C.

1)

The Medals Program is to recognize outstanding performance and actions by Members that
go beyond their job function or deserve specific recognition not available through the
Quarterly/Year Award Program. The Law Enforcement Explorers, through their parent
organization, have a ribbon program, which is recognized by the Sheriff. The Explorer
ribbon program is governed by those established guidelines and when presented it will be
done at an Office Awards Ceremony.

Type of Medals

Medal of Valor — will be awarded to the Member who displays distinguished and
extraordinary heroism in the line of duty and does so at risk of imminent personal hazard to
her/his life. This award will be presented as mandated by performance.

The Member will be presented with a letter from the Sheriff and a commendation ribbon,
which is solid red in color

Sheriff's Medal - shall be awarded to those Members of the Office who are involved in an
incident where a meritorious act is performed. This would include a shooting incident,
attempting to save another's life, or apprehending a felon with knowledge of risk to life or
limb. This award will be presented as mandated by performance.

The Member will be presented with a letter from the Sheriff and a commendation ribbon,
which is green with four yellow vertical stripes in color.

Purple Heart - will be awarded to a Member who sustains a serious / debilitating injury while
performing his/her duties. The award will be presented as mandated by performance.

The Member will be presented with a letter from the Sheriff and a commendation ribbon,
which is solid purple in color.
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C.

1)

1)

1)

1)

j-

1)

k.

1)

2)

Distinguished Service Award - will be presented at the sole discretion of the Sheriff and is
be given in recognition of outstanding service by a Member of the Office. This award will be
presented as mandated by performance.

The Member will be presented with a letter from the Sheriff and a commendation ribbon,
which is blue, yellow and green in color.

Quarterly Award — See lll, A. 4. of this order.
Yearly Award — See Ill. A. 5. of this order

Hurricane Award - The Hurricane Award will be presented to those Officers/Members who
stay and work above and beyond the normal realm of their duties during a hurricane. This
award will be determined by the Sheriff.

The Member will be presented with a ribbon, which has a combination of blue, white, red
stripes with a yellow stripes in color.

Community Involvement Award - will be presented to those Officers / Members who, above
and beyond the normal realm of their duties, aid, assist or become part of an organization,
project or event where they give unselfishly of their time, expertise or patience to the
betterment of the community and its citizens. The award will be determined by the Sheriff
when presented with recommendations that provide sufficient evidence of involvement. This
award will be presented as mandated by performance.

The Member will be presented with a ribbon, which has a combination of blue and white
stripes in color.

Wellness Award - will be presented to those Members who maintain a wellness profile and or
has used no sick leave for a period of one year.

The Member will be presented with a ribbon, which is red and white in color.

Good Conduct Award - will be given for each five years of service without disciplinary action
more severe than that of a written reprimand. The Division Commanders and/or Directors
shall be responsible for recommending the Officers / Members

The Member will be presented with a ribbon, which has single blue and white vertical stripes
in color.

Continuous Service Award

Regular Members - will be given after the first five years of continuous service. On each
fifth anniversary thereafter, an oak leaf will be presented up to twenty years of service, after
which the oak leaves will be replaced by a star, representing twenty-five years. This award
will be presented as mandated by performance. This ribbon does not replace the longevity
bars and stars worn on the long sleeve uniform shirt.

Reserve/Auxiliary Members — will be given after the first 1,000 hours of volunteer duty is
recorded. For each subsequent 2,000 hours of recorded volunteer duty, an oak leaf will be
presented up to 7,000, after which the oak leaves will be replaced by a star, representing
9,000+ of volunteer duty.

2) Explorers — will be given after the first five years of continuous service. Upon the
anniversary of their tenth year of continuous service an oak leaf will be presented.
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a) The Member will be presented with an engraved plaque, second gift that will vary with
longevity, and a ribbon, which has a combination of blue and white stripes in color.

I.  National Defense Medal — Those members who have served in the Armed Forces of the
United States, to include and United States Coast Guard, Reserve or National Guard Unit
and have received the National Defense Medal or Medal signifying an area of service during
a war or armed conflict may display same in conjunction with Office ribbons.

m. Educational Recognition Award - This award will be given to those Members, both sworn and
non-sworn, who have obtained a college degree, attended the FBI Academy, the Southern
Police Institute, IPTM Management, FDLE Executive Institute Senior Leadership Seminar or
Chief Executive Course or are dual certified corrections / law enforcement. This award will
be presented as mandated by performance.

1) The Member will be presented with a ribbon, which is blue, red, and white in color.

n. Special Duty Ribbon - The ribbon will be worn by those Deputies who have been trained to
perform special functions with the Office above the normal duties of Deputy Sheriff:

1) Field Training Officer (FTO/Cert)

2) Special Weapons and Tactics Team (SWAT)

3) Canine (K-9)

4) Police Diver

5) FDLE Certified Instructor

6) Detention Emergency Response Team

7) Motorcycle Officer

8) Honor Guard

9) Others as specified by the Sheriff, are considered special duty.

For each additional activity the Deputy shall receive an oak leaf cluster.

1) The Member will be presented a ribbon, which has a combination of green, black, yellow,
blue, red and white stripes in color.

o. Safe Driver Award - will be presented to those Officers who are assigned a vehicle and
maintain a clean driving record for five years. A clean driving record is defined as "no
chargeable accidents against the Officer". An oak leaf cluster for each additional five years
shall designate each additional award.

1) The Member will be presented a ribbon, which has a combination of green, red, yellow and
blue stripes in color.

p. Marksman Ribbon — Members will be presented with a ribbon upon qualifying with her/his
service weapon. The ribbon is solid blue in color.

Subsequent Duplicate Awards — In the event a Member receives a specific award for a second
time, the Member will be presented with a bronze oak leaf for placement on the appropriate
ribbon. Four similar awards would result in an oak leaf cluster on the ribbon; in the event of a fifth
award the oak leaf cluster will be replaced by a gold star

Approved Ribbons - Only those ribbons issued by the Monroe County Sheriff's Office will be worn
or displayed with the exception of the United States Congressional Medal of Honor.
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Order of Display - Ribbons awarded to a Member shall be worn on the uniform of the day and the
Class A uniform, horizontally over the top of the right breast pocket flap. A maximum of three
ribbons across and six rows high can be worn. Ribbons will be worn in order of importance from
left to right and top to bottom as the uniform is being worn. The following is the order the ribbons
are to be worn:

1) Medal of Valor

2) Sheriff's Medal

3) Purple Heart

4) Distinguished Service Award

5) Officer / Member of Year

6) Officer / Member of Quarter

7) Hurricane Award

8) Community Involvement Award

9) Wellness Award

10) Good Conduct Award

11) Continuous Service Award

12) Armed Forces Recognition Award

13) Military Conflict Ribbons — sequentially starting with the Korean Conflict Ribbon. (In lieu of
Armed Forces Ribbon)

14) Educational Achievement Award

15) Special Duty Award

16) Safe Driver Award

17) Marksmanship Award

Uniform Display — regular size ribbons only will be worn on Office uniforms. If a Member chooses
not to wear his ribbons on the uniform of the day, only the Sheriff's Star / Shield Badge, nametag
and rank insignia will be worn.

Civilian Display - Office Members who wear civilian attire may apply for and receive
awards/ribbons.
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CHAPTER FOURTEEN

GRIEVANCE PROCEDURES
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CHAPTER FOURTEEN
GRIEVANCE PROCEDURES
PURPOSE

The purpose of this directive is to establish a grievance procedure.

II. DISCUSSION

This directive shall apply to all Sheriff's personnel. Good management practices recognize that a carefully
designed grievance process can help to reduce personnel dissatisfaction, increase morale, identify problems
in the organization, and increase the positive perception Members have of the organization. Therefore, itis
the policy of the Sheriff that his Office has a formal grievance method that allows a Member to resolve a
grievance with management fairly and expeditiously. All or a part of this grievance procedure may be
superceded by a collective bargaining agreement entered into between the Sheriff and a recognized
collective bargaining unit.

POLICY AND PROCEDURE
Non-Collective Bargaining Unit Grievances
Grievable matters include:

1) Concerns over the interpretation of personnel policies, rules, and procedures.

2) Acts of alleged reprisals as a result of using the grievance procedure.

3) Discrimination against a member, including newly-appointed members, in regard to race, color, religion,
creed, age, sex, national origin or disability, or sexual orientation.

4) Discrimination against a member for reporting improper or illegal activities.

5) Member Performance Evaluations.

6) Harassment.

7) Appeals of any disciplinary actions resulting in suspension without pay for a period of more than forty
hours demotion or termination shall be appealed to the career service bill. (See Chapter 24)

As soon as reasonably possible, from the time the grievance occurred, the aggrieved Member shall prepare
an interoffice memorandum stating the grievance and the facts upon which it is based; the allegation of the
specific wrongful act and harm done; and, the remedy or adjustment sought.

The interoffice memorandum shall be sent directly to the Executive Director of the Human Resources
Division, who will acknowledge receipt of the grievance by noting the time and date.

a. The Executive Director of Human Resources shall review and determine appropriate course of action;
such as investigation or mediation.

1) If further investigation is required, the Executive Director of Human Resources shall engage Internal
Affairs as appropriate.

. Should the grievance fail to articulate basis of the grievance, the Executive Director of Human Resources

shall direct a memorandum of explanation for non-investigation of the grievance to the aggrieved member
within fourteen working days of the receipt of the grievance.

. The Executive Director of Human Resources Division will retain a copy of the grievance.

a. The original will be sent to the appropriate Division Commander.
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b. If the grievance is with a Division commander or above, the grievance will be sent to the next level of
command.

5. The Division Commander or Director shall review all material regarding the grievance, review and
analyze the facts or allegations, affirm or deny, in writing, the allegations in the grievance, and if the
grievance involves a health or safety matter, identify the remedy or adjustments, if any, to be made.

6. Should the aggrieved Member be dissatisfied with the Commanders / Director's decision, the Member
may appeal by:

a. Within three (3) working days of receiving the response to be appealed, submit an interoffice
memorandum through the Inspector General to the Undersheriff, detailing the reason for appeal.

b. The appeal papers shall be acknowledged by the Undersheriff by noting the time, date, and persons
receiving the appeal for the Undersheriff.

¢. Within two (2) working days after receipt, the Undersheriff shall analyze the facts or allegations, affirm
or deny the allegations, and identify the remedy or adjustments, if any, to be made and respond in
writing to the aggrieved Member.

7. Should the aggrieved Member still be dissatisfied, he/she may make a final appeal directly to the Sheriff:

1. The appeal papers shall be acknowledged by the Sheriff by noting the time, date, and persons
receiving the appeal for the Sheriff.

8. The original grievance papers shall be maintained with the Executive Director of the Human Resources
Division for a period of five (5) days. Should no appeal be filed, the papers shall be forwarded to the
Undersheriff through the Inspector General for review and filing.

9. The Executive Director of the Human Resources Division shall be responsible for the maintenance and
control of all grievance records. Such records shall be maintained in compliance with Florida Statutes
Chapter 119. The Executive Director of Human Resources shall also be responsible for the
coordination of grievance procedures and the grievance process.

10.An annual analysis of grievances shall be conducted by the Executive Director of the Human Resources
Division. If through analysis, a trend is noticed in filed grievances, steps shall be taken to minimize the
causes of such grievances in the future.

11.Nothing contained herein shall prohibit a Member from seeking assistance of any person in the drafting
of the grievance or in the drafting of any appeal.

12. Employees may have representation during all phases of the grievance procedure, which may include
another employee.

B. Collective Bargaining Unit Grievances (CBU)

1. The Internal Affairs division shall track the status of all grievances made by CBU members
through the process as outlined in the Collective Bargaining Agreement.

2. An annual analysis of CBU grievances shall be conducted by the Command Deputy Sheriff of

the Internal Affairs division. The analysis shall be sent to the Sheriff viathe Chain-of-Command.
(Revised 12/04/09)
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IV. AMERICAN WITH DISABILITIES ACT GRIEVANCE PROCEDURE
A.Policy Statement

The Monroe County Sheriff's Office has adopted an internal grievance procedure providing for prompt
and equitable resolution of complaints alleging any action prohibited by the US Department of Justice
regulations implementing Title Il of the Americans with Disabilities Act. Title Il states, in part, that "no
otherwise qualified disabled individual shall, solely by reason of such disability, be excluded from the
participation in, by denied the benefits of, or be subjected to discrimination” in programs or activities
sponsored by a public entity.

B.Definitions

1. Qualified Individual with a Disability - A disabled person who is able to perform the essential functions of a
job or meet the essential eligibility requirements of the program, benefit or service, with or without an
accommodation to his/her condition.

2. Reasonable Accommodation - Any modification or adjustment to a job, activity, service or program by
changing policies, practices, providing auxiliary aids and improving physical accessibility, unless that would
impose an undue hardship on the agency.

3. Undue Hardship - An accommodation that requires significant difficulty or expense in relation to the size of
the Agency, the resources available, and the nature of the operations. The concept of undue hardship
includes any action that is unduly costly, extensive, substantial, disruptive, or that would fundamentally alter
the nature or operation of the program, service, or job.

C.Procedures

Any individual who feels that they have been excluded from participation in, denied benefits of, or been the
subject of discrimination in programs, activities, services or employment provided by the Monroe County
Sheriff's Office may file a complaint with the designated ADA Coordinator, the Executive Director of Human
Resources.

1. Complaints should be addressed to the Executive Director of Human Resources.

2. A complaint may be filed in writing, person, or by telephone. Complaints should provide the name and
address of the person filing it, and briefly describe the alleged violation of the regulation(s).

3. A complaint shall be filed within thirty (30) days after the complainant becomes aware of the alleged
violation.

4. An investigation, as may by appropriate, shall follow a filing of complaint. The investigation shall be
conducted by the ADA Coordinator or his/her designee. These rules contemplate informal, but thorough
investigations, affording all interested persons and their representatives, if any, an opportunity to submit
evidence relevant to a complaint.

5. A written determination as to the validity of the complaint and a description of the resolution, if any, shall be
issued by the ADA Coordinator and a copy forwarded to the complainant no later than forty-five (45) days
after its filing.

6. The ADA Coordinator shall maintain the files and records of the Monroe County Sheriff's Office relating to
all ADA complaints filed.
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7. The complainant may request a reconsideration of the case in instances where he/she is dissatisfied with
the resolution. The request for reconsideration should be made within ten (10) days to the Sheriff. The
request for reconsideration may be made in writing, person, or by telephone.

8. The right of a person to a prompt and equitable resolution of the complaint filed hereafter shall not be
impaired by the person's pursuit of other remedies such as filing of an ADA complaint with the responsible
federal department or agency. Use of this grievance procedure is not prerequisite the pursuit of other
remedies.

9. These rules shall be construed to protect the substantive rights of interested persons to meet appropriate

due process standards and to assure that the Monroe County Sheriff's Office complies with the ADA and
implementing regulations.
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 13

TITLE: Code of Conduct

EFFECTIVE DATE:
January 1, 2010

NO. PAGES: 5

REVIEWED/REVISED: July 16, 2013

REFERENCE:

Sheriff of Monroe County

RESCINDS:
Chapter 13: Disciplinary Procedures and Code of conduct
(effective date 05/25/09)

PURPOSE

The purpose of this directive is to establish a Code
of Conduct for Office personnel.

DISCUSSION

This directive shall apply to all Sheriff's members,
both on and off duty. For the purposes of this
chapter “member” includes reserve and auxiliary
deputies. All members are expected to abide by
the laws of the land and the Rules and Regulations
of the Sheriff's Office. Members are expected to
abide by the Code of Ethics. All members should
be cognizant that their actions on and off duty could
reflect on the agency. Members are therefore
expected to conduct themselves courteously and
professionally and refrain from any conduct that will
be bring discredit to themselves or the agency.

POLICY AND PROCEDURE

Members shall follow the general rules and
regulations outlined in the General Orders and the
specific rules, regulations, and directives for their
particular job description. Members shall also
abide by the specific directives listed below.
Violations of the rules will be categorized as
follows:

Classification of offenses - Violation of rules
and/or procedures shall be classified according to
general categories in separate sections of the rules
and regulations as follows:

Insubordination offenses
Unlawful conduct offenses
Improper conduct offenses

Job knowledge and performance

A. Insubordination Offenses

1. Respect toward superiors - Members
shall display respect and shall address
Supervisors and superior officers by proper
rank or title.

2. Abusiveness - Members shall not use

abusive  language, publish  abusive
statements in any form of media or
gestures toward any other member,

supervisor or superior officer of the Sheriff's
Office.

3. Criticism of orders or policies - Members
shall support the policies, orders, and
procedures of the Monroe County Sheriff's
Office, and shall not criticize or ridicule the
Monroe County Sheriff's Office, its policies,
orders, or personnel by speech, writing, or
other expression where such interferes with
the maintenance of discipline or otherwise
undermines the effectiveness of the
Sheriff’s Office.

4. Compliance with a lawful order of a
superior - Members shall promptly execute
the lawful orders and/or instructions of a
Supervisor or superior officer of the
Sheriff's Office, and shall not delay or fail to
carry out such orders or instructions.
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Compliance with direct order of an
Internal Affairs Investigator - Members
shall obey the lawful orders of Internal
Affairs Investigators or superior officers
related to internal investigation.

Concerted job actions - Members shall
not engage in concerted job actions such
as curtailment or restriction of work output,
or interfere with work in or about other
Sheriff's work stations including, but not
limited to, instigating, leading, or
participating in any walk-out, strike, sit-
down, stand-in, slow-down, refusal to return
to duty at the scheduled time, or otherwise
instigate, lead, or contribute to job actions
which undermine supervisory authority and
which  affect discipline, morale, or
organizational effectiveness. C.

B. Neglect of Duty Offenses

1.

Neglect of duty - Members shall be
attentive to job duties, be aware of job
requirements and shall adhere to
procedures, policies, directives, orders,
rules and regulations and shall faithfully
execute all of the duties and responsibilities
of their assigned position.

Failure to Report for Work / Tardiness -
Members shall promptly report for duty
properly prepared at the time and place
required by assignments or orders.
Members who are unable to report for duty
for any reason shall notify the duty
supervisor not less than one (1) hour prior
to the scheduled reporting time.

Failure to respond to subpoena -
Members shall respond to all lawfully
issued subpoenas. Those who are unable
to respond to a subpoena for any reason
shall notify the issuing authority and their
supervisor prior to the scheduled
appearance time and as soon as the
employee becomes aware that he/she may
not be able to comply with the subpoena.

Horseplay, loafing, distraction of others
- Members shall perform their duties in a
conscientious manner and shall not engage
in horseplay while on duty or at a Sheriff's
Office facility or work station, shall not give
the appearance of loafing, and shall not

distract others who

assigned duties.

are performing

Careless handling or intentional abuse
of equipment / weapons / vehicles -
Members shall utilize Sheriff's Office
equipment, weapons, and vehicles for their
intended purpose in accordance with
established procedures, and shall not
subject such equipment to loss or damage
through careless handling or intentional
mishandling.

Cowardice - Sheriff's deputies shall not fail
to perform their required duties because of
fear or cowardice.

C. Unlawful Conduct Offenses

1. Non-criminal violations - Members shall

adhere to all federal, state, and local laws
and ordinances including those punishable
by no other penalty than a fine, forfeiture,
or other civil penalty. (Including, but is not
limited to, traffic infractions)

. Commission of a crime - Members shall

not commit any act defined by state, federal
law or local ordinance as a criminal
offense, whether chargeable or not.
(Violations of Civil Rights Acts under color
of law 18 USC 241 and 242 are felony
offenses).

D. Improper Conduct Offenses

1.
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Violation of official procedures and/or
directives - Members shall not ignore or
violate official directives, policies,
procedures, orders, or  supervisory
instructions, or knowingly fail to properly
execute the duties and responsibilities of
their assigned position.

Courtesy - Members shall be polite and
courteous in contacts with the public and
with other Sheriff's personnel.

Neighborhood and or family disputes
Members shall avoid involvement in
neighborhood controversies, matters of
personal interest, or family disputes in an
official capacity. Such disputes shall be
investigated by impartial on-duty officers.



10.

Deputies shall not attempt to exercise
authority or to make arrests in their own
quarrels, but shall contact a superior officer
who shall cause the matter to be
investigated and action taken by impartial
officers having no personal interest in the
dispute.

Gossip - Members shall not engage in or
convey gossip detrimental to other
personnel or the agency.

Use of profanity or vulgarity - Members
shall not use profanity or vulgarity in
speech or gestures.

Use of Agency Address - Members shall
not use the Monroe County Sheriff's Office
or any of its facilities as a mailing address
for private or personal purposes. The
Monroe County Sheriff's Office address
shall not be used on any personal motor
vehicle registration, operator, or chauffeur's
license. Monroe County Sheriff's Office
letterhead shall not be used for personal or
private correspondence.

Misrepresentation/ speeches - Members
shall secure the consent of the Sheriff prior
to any public appearance or testimonial,
appearing in any advertisement, publishing
any article, or releasing any official
information which is not within their official
duties, when such speech, appearance, or
publication may be viewed as representing
the agency or agency policy or positions.

Recommending attorneys or bail
bondsmen - Members shall not
recommend or suggest to any person
arrested, prisoner, or any other person
concerned with a prisoner in custody, the
employment or hire of any specific attorney
or bail bondsmen.

Providing bail - Members shall not
become surety, guarantor, or furnish bail
for any person arrested or charged with a
crime except members of their immediate
family and then only after notifying his/her
commanding officer.

Unfitness for duty — Members shall not
report for duty or remain for duty in an unfit
condition due to the use of alcohol, drugs,
prescription medication or with the odor of
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11.

12.

13.

14.

15.

16.

17.

alcohol on the breath or on or about their
person.

Entering or frequenting liquor
establishments - Unless in the discharge
of official duties, members, while on duty,
shall not enter or frequent places
established primarily for sale, storage, or
consumption of alcoholic beverages, or
adult entertainment for sale or display of
pornographic pictures and materials.

Misrepresentation of position and/or
authority - Members shall not
misrepresent their position or authority to
any person for personal reasons or gain.

Improper use of official position -
Members shall not use their official position
for improper personal gain or to receive a
gratuity, except as authorized by the
Sheriff.

Interfering with official investigators -
Members shall not interfere or attempt to
interfere with any investigation conducted
by other deputies of the Monroe County
Sheriff's Office or any other governmental
agencies, nor undertake any investigation
or other official action not part of their
regular duties unless ordered to do so by a
superior.

Recognition and exposure of
undercover officers - Members shall
protect the identity of officers engaged in
covert operations, and shall not
intentionally expose the identity or
occupation of officers engaged in covert
operations.

Dissemination of information - Members
shall treat the official business of the
Monroe County Sheriff's Office as
confidential. Information regarding official
business or personal information about
other members shall be disseminated only
by those authorized and only to those for
whom it is intended and in accordance with
established procedures. Members may
remove or copy official records or reports
only in accordance with established
procedures.

Communicating criminal information -
Members shall maintain the security of



18.

19.

20.

21.

22.

23.

24,

25,

confidential information, and shall not
intentionally communicate or give law
enforcement information to any non-

authorized person.

Association with dissident groups -
Members shall not knowingly associate
with any person or organization which
advocates or is instrumental in fostering
hatred or persecution of any person or
group and shall not knowingly associate
with any person or group which advocates
the overthrow of the United States
Government.

Association with Criminals — The
integrity and effectiveness of the agency is
threatened when its members maintain
business, social, or romantic relationships
with people or groups who have been
engaged in, are engaged in or likely to
become engaged in criminal activities.
Members must exercise sound judgment
and avoid or minimize such relationships.
Members are instructed to seek guidance
from supervisors in order to comply with
this directive

Derogatory remarks - Members shall not
make derogatory remarks concerning race,
sex, religion, age, sexual orientation, or
national origin of any person.

Excessive or unnecessary force -
Members shall use only that degree of
force necessary to perform official duties.

Political activity - Members shall not
engage in political activities while on duty
or use their official position when engaged
in political activities.

Untruthfulness - Members shall not
knowingly make false or untrue statements
except as authorized in the performance of
their duties.

Harassment - Members shall not use their
official position to harass, threaten, or
coerce any person.

Chain of command - Members shall
adhere to the organizational chain of
command in the course of regular duties
except when necessary for maintaining the
morale and/or the integrity of the Sheriff's
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26.

27.

28.

29.

1.

Office, or in cases of justifiable personal
need.

Tortious acts - Members shall not commit,
by act of commission or omission, any
flagrant or tortious act while in the
performance of their duties.

Code of Ethics for Public Officers and
Employees - Members shall strictly adhere
to the code of ethics for public officers and
employees as set forth in Florida Statutes
112.311-112.326 and the International
Association of Chiefs of Police Code of
Ethics as adopted by Monroe County
Sheriff's Office (Reference Chapter 30:3
Code of Ethics).

Conduct Unbecoming — Members shall
conduct themselves at all times, both on
and off duty, in such a manner so as to
reflect most favorably upon the office.
Conduct unbecoming is any conduct which
adversely affects the morale, operations, or
efficiency of the office or any conduct which
has the tendency to adversely affect, lower,
or destroy public respect and confidence in
the office or any member. Conduct
unbecoming also includes any conduct that
brings the office or any member into
disrepute or brings discredit upon the office
or any member.

No member will read, compose or send a
text message on any handheld phone or
handheld electronic device while operating
any Agency equipment, (i.e., bicycles,go-
peds, vehicles, vessels,etc.) The intent of
this restriction is to ensure the safety of

Sheriff’'s Office members and the public.
Revised 03/02/10

E. Job Knowledge and Performance

General Proficiency - Members are
required to maintain job knowledge and
skills required for the performance of official
duties.

Knowledge of Rules, Regulations and
Procedures - Members are required to
demonstrate knowledge of the law and
procedures related to their assignment and
the rules, regulations, general orders and
directives of the agency.



Countermanding Rules, Orders, Procedures

The Sheriff may, at his discretion, authorize
suspension of rules, orders, procedures, or
directives of the Sheriffs Office when
necessary for covert investigation or to achieve
Office objectives. The Undersheriff may
suspend or countermand a rule, order,
procedure, or directive only when failure to do
so would obstruct the achievement of
objectives or would otherwise be adverse to the
Sheriff's  Office. In such cases, written
explanation will be immediately forwarded to
the Sheriff.
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CHAPTER FIFTEEN

WORKPLACE ENVIRONMENT POLICY

PURPOSE

The purpose of this directive is to establish a Workplace Environment Policy for the Monroe County
Sheriff's Office.

POLICY STATEMENT

Legal and moral precepts make sexual harassment, harassment based on race, color, religion, sex,
national origin, ancestry, age, veteran status, marital status, familial status, sexual orientation/
preference, political beliefs, disabilities/handicap, or any other characteristics protected by local,
state, or federal law, or discrimination of any kind in the workplace completely improper. This agency
disapproves of any such harassment or discrimination, and, by means of this Order, states that
sexual harassment, harassment, and discrimination as herein defined are strictly forbidden. This
agency therefore, shall take direct and immediate action to prevent such behavior, and to remedy all
reported instances of harassment, sexual or otherwise, and discrimination.

Instances of alleged sexual harassment, harassment, or discrimination not found to be in violation of
applicable laws may still be in violation of this General Order and subject to disciplinary actions.

All personnel shall have the right to work in an environment free from any type of sexual harassment,
harassment, or discrimination. Sexual harassment, harassment, or discrimination of any personnel in
any form shall result in disciplinary action up to and including dismissal. The Sheriff or his designee
must be apprised of all facts concerning alleged sexual harassment, harassment, and discrimination
in the work environment.

The publication of procedures herein is not intended to, and does not, create in all personnel a
property right to their job with the Monroe County Sheriff’s Office.

Any personnel found to have violated this Policy shall be subject to disciplinary proceedings pursuant
to General Operations Manual, Chapter 13 — Discipline Procedures and Code of Conduct.

It is recognized that Collective Bargaining Agreements exist and may supersede policy on
discipline and grievance procedures.

Harassment or discrimination that does not fall within the protections of this policy is subject to a
review and corrective action by the personnel’s supervisor.

(Revised 03/10/04)

M. PROCEDURE

A. Discrimination in the Workplace — Discrimination is defined as the denial of equal
employment opportunity. It is a violation of this policy to fail or refuse to hire or to discharge an
individual or otherwise discriminate against any individual with regard to compensation, terms,
conditions, or privileges of employment because of such person’s race, color, religion, sex,
national origin, ancestry, age, veteran status, marital status, familial status, sexual
orientation/preference, political beliefs, disability/handicap, or any other characteristics
protected by local, state, or federal law.
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B. Sexual Harassment in the Workplace

1. Sexual Harassment in the workplace is defined as unwelcome sexual advances, requests

a.

for sexual favors, and other verbal or physical conduct of a sexual nature when any of the
following occurs:

Submission to such conduct is made either explicitly or implicitly a condition or
employment;

Submission to, or rejection of, such conduct by an individual is used as a basis for
employment decisions affecting the individual;

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.

2. Examples — the following are examples of behaviors that can create a hostile environment if

TT@ o o0Te

they are unwanted or uninvited:

Lewd or sexually suggestive comments

Jokes or teasing about sex, sexuality, gender

Comments about body parts or sex life

Sexually degrading words used to describe an individual

Suggestive pictures, posters, calendars, or cartoons

Leering, stares, or gestures

Repeated request for dates or other unwanted, unsolicited propositions
Holding up to ridicule

Leaving sexually explicit notes, books, magazines, etc., in places where personnel may
find them

Sending sexually explicit emails, greeting cards, or letters

Requiring the wearing of revealing clothing

Excessive attention in the form of love letters, telephone calls, or gifts

m. Touching, including such things as brushes, pats, hugs, shoulder rubs, pinches, and all

other forms of unwanted physical contact.

Requesting or ordering personnel of one gender exclusively to perform tasks viewed as
“‘women’s work” or “men’s work”

The deliberate singling out of personnel of one gender

Conduct such as listed above that offends a person other than the person to whom the
sexual conduct is directed.

Occasional compliments of a socially acceptable nature do not create a hostile work
environment. Conduct that may create a hostile work environment is behavior that is
unwelcome, that is offensive to a reasonable person, that debilitates moral, and that
interferes with work effectiveness.

C.Harassment in the Workplace

1.

Harassment in the Workplace is defined as conduct, verbal or otherwise, that has the
purpose or effect of unreasonably interfering with an individual’s work performance or that
creates an intimidating, hostile, or offensive working environment.

2. Harassment based on any of the following: race, color, religion, sex, national
origin, ancestry, age, veteran status, marital status, familial status, sexual
orientation/ preference, political beliefs, disability/handicap, or any other
characteristics protected by local, state, or federal law is subject to an
investigation pursuant to this policy.
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3. The following are examples of harassment that can create a hostile environment:

a. Jokes, comments, teasing based on any of the above characteristics

b. Derogatory pictures, posters, calendars, or cartoons based on any of the above
characteristics

c. Conduct such as that listed above that offends a person other than the person to whom
the conduct is directed.

D. Retaliation

1. Retaliation may include, but is not limited to, such acts as refusing to recommend personnel
for a benefit for which he/she qualifies, spreading rumors about the person, encouraging
hostility from co-workers, and escalating harassment.

2. There shall be no retaliation against any personnel for filing a complaint under this Policy, or
assisting, testifying, or participating in the investigation of such complaint. Any subsequent
conduct by agency personnel toward any affected party, which is negative and retaliatory,
shall be reported for investigation and disciplinary action up to and including dismissal.

E. Responsibilities
1. Personnel

a. All personnel have an affirmative duty to protect the agency from liability by conducting
themselves in an appropriate manner and acting responsibly to maintain a pleasant
working environment, free of discrimination and harassment and allowing all personnel to
perform to his or her maximum potential. All personnel is responsible for assisting in the
prevention of harassment and discrimination through the following acts:

1) Refraining from participation in, or encouragement of, actions that could be perceived
as harassment or discrimination;

2) Reporting acts of harassment or discrimination in accord with this policy;

3) Encouraging any personnel who confides that they are being harassed or
discriminated against, to report these acts in accord with this policy;

4) Refraining from gossiping about or discussing such complaints with other personnel,
outside of the reporting and investigative processes; and

5) Cooperating with and assisting with all investigations of violations of this policy.

b. Failure to take action in accordance with this Policy to stop known harassment or
discrimination shall be subject to disciplinary action up to and including dismissal.

2.  Complainant Responsibilities

a. In addition to the above responsibilities that apply to all personnel, complainants are
encouraged to tell the offender that his or her actions are unwelcome.

3. Supervisor Responsibilities
a. In addition to the above responsibilities that apply to all personnel, Supervisors have the

responsibility to act promptly and affirmatively when they observe behavior that violates
this policy, and/or when they receive complaints of harassment or discrimination.
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b.

Each MCSO supervisor is responsible for ensuring that his or her workplace is free or
harassment and discrimination. These responsibilities include:

1) Monitoring the work environment on a daily basis for signs that harassment or
discrimination may be occurring;

2) Reviewing this policy with all personnel;

3) Assuring all personnel they need not endure insulting, degrading, or exploitative
treatment of any nature;

4) Informing all personnel of their right to file a complaint for violations of this policy;

5) Assuring all personnel that investigations of violations of this policy will be handled in
accordance with applicable confidentiality provisions;

6) When deemed necessary, taking action to limit the work contact between two
individuals where there has been a complaint of harassment or discrimination, pending
the investigation;

7) Notifying the Human Resources Director and his or her own supervisor of all complaints
received and actions taken relating to the complaint; and

8) Ensuring that there are no retaliatory actions taken against the complainant, or any
witness for assisting, testifying, or participating in the investigation of such a complaint
by any individual, including the alleged perpetrator.

F. Work Environment Officer (WEQ)

1.

2.

This section creates the position of Work Environment Officer (WEO).

The Work Environment Officer (WEQ) shall be appointed by the Sheriff and during the
normal daily duties will report in the usual chain of command. However, in cases of sexual
harassment, harassment, or discrimination investigations, the WEO shall operate outside
that chain of command and report directly to the Sheriff or his designee. The number of
persons fulfilling the duties of the WEO may vary.

The WEO shall have experience in conducting investigations and shall have training
through the Equal Employment Opportunities Commission. The WEO shall be sensitive to
the persons and issues involved in complaints of violations of this policy.

The WEO shall conduct all investigations of sexual harassment, harassment, or
discrimination in accordance with this policy. In appropriate cases the WEO shall mediate
a resolution to the complaint.

The WEO shall refer all investigations to Internal Affairs immediately upon learning that the
complaint includes any violation of criminal law. Internal Affairs shall take over the
investigation of such matter in accord with General Operations Manual, Chapter 20 —
Internal Affairs.

G. Reporting Procedures

1.

Any personnel who experiences any job-related harassment or believes he or she has
been discriminated against, is encouraged to promptly make the objection known to the
offender.

Any personnel who believes that harassment or discrimination has occurred in or relating
to the workplace shall report the incident(s) to the Director of Human Resources, a
supervisor, a Director, or the Sheriff. All personnel has the right to bypass their chain of
command and report concerns to the Director of Human Resources and up to the Sheriff if
any personnel feels the offending party is in their Chain of Command.

The report may be verbal or written.
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Anonymous complaints may be made and all such complaints shall be investigated to the
degree necessary to determine their validity.

Any personnel receiving the complaint shall document the incident(s) complained of, the
complainant, the person(s) harassing or discriminating, and the dates on which it occurred
and shall immediately (within 24 hours) report it to the Director of Human Resources.

If a second incident of sexual harassment, harassment, or discrimination occurs between
the same complainant and the same offender, the complainant shall report the subsequent
violation in accord with these Reporting Procedures.

H. Investigative Guidelines

1.

The Director of Human Resources or designee shall receive all complaints of sexual
harassment, harassment, or discrimination. The Director shall consult with the Sheriff or
his designee in identifying the WEO to be assigned the investigation. The Director of
Human Resources or designee shall provide a copy of the complaint to the assigned
WEO. The Director of Human Resources or designee shall maintain the original complaint.

The WEO shall promptly, impartially, and discreetly conduct an inquiry of the complainant
and shall identify the remedy sought by the complainant, and determine if mediation or an
investigation is appropriate.

The criteria for conducting mediation is:

There is no previous complaint against the alleged offender of a violation of this Policy or
its predecessor Policies;

The alleged violation of this Policy does not constitute a violation of criminal law;

The complainant submits a written request for mediation. The complainant requesting
mediation is specifically informed of the possibility that their complaint may be re-opened
due to a subsequently alleged violation by the same offender and the complainant agrees
in writing to cooperate with all such investigative efforts.

The accused agrees in writing to mediate the complaint with the understanding that
another complaint of violations of this Policy shall result in the re-opening of the mediated
resolution.

The investigation shall include at a minimum an initial face-to-face interview with the
complainant. Within 24 hours of that interview the alleged offender shall be notified of the
complaint. The complainant shall be notified that the offender has been informed of the
complaint. The offender shall be interviewed. Any witnesses deemed relevant by the WEO
shall be interviewed and any documentation provided shall be reviewed.

All complaints of violations of this Policy shall be resolved as quickly as possible. If after 14
calendar days from the initial complaint there is no resolution, the WEO shall report to the
Sheriff, or his designee, in writing, the progress being made and the expected resolution
date. A follow-up report shall be sent every 7 days thereafter until there is a resolution.

In determining if this Policy has been violated, the WEO shall review the totality of the
circumstances on a case-by-case basis. Additionally, MCSO explicitly reserves the right to
hold its employees, appointees, volunteers, vendors, agents and anyone associated with
MCSO to a higher standard than may be imposed in a court of law.
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7. If the complainant or the alleged offender believes that the investigation is not being
conducted properly, he or she may file a grievance in accordance with General Operations
Manual, Chapter 14 — Grievance Procedures. The grievance shall be resolved before the
investigative report is finalized.

8. The WEO shall provide a written investigative report to the Sheriff or his designee, and
the WEO shall make a recommendation to the Sheriff or his designee indicating one of the
following:

a. No Violation of Policy;
b. Sustained; Violation of Policy;

1) Forward to Internal Affairs (if a criminal violation)
2) Forward to appropriate Commander or Director for discipline recommendation
(if administrative violation)

9. In all cases the WEO shall conduct a follow-up interview with the complainant within 45
calendar days to determine if the resolution has resolved the complaint. If the follow-up
interview indicates that the resolution was not alleviated the behavior, the investigation
shall then be re-opened for further investigation and possible further disciplinary action.

10. If a second incident of sexual harassment, harassment, or discrimination occurs identifying
the same offender, even though the complainant is not identical, the WEO shall
immediately notify the Sheriff or his designee of the allegation.

11. All pending investigations of alleged violations of this Policy shall be kept confidential. After
the investigation is completed including a review by the Sheriff or his designee, it is subject
to public disclosure under Chapter119 Florida Statutes.

12. The WEO shall file all closed investigations with the Director of Human Resources who
shall maintain the records in a secure location. The Director of Human Resources shall
provide the Sheriff or his designee with an annual summary of complaints of violations of
this Policy.

13. Complainants or offenders of this Policy may file a grievance /appeal in accordance with

MCSO procedures when they disagree with the resolution of a claim filed under this Policy.
(Revised 03/10/04)

l. False Accusation — Where the results of an investigation reveal that a complaint of a

violation of this Policy is false, the personnel having made the complaint may be subject to
disciplinary action, up to and including dismissal.
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CHAPTER SIXTEEN

CONTRACTUAL LAW ENFORCEMENT SERVICES

PURPOSE

The purpose of this directive is to establish procedures for preparing written agreements
governing contractual law enforcement services.

DISCUSSION

The provision of law enforcement services for which a fee is paid should be based on a
precise contractual agreement. Necessary elements of the agreement include a
description of the services, how payments are to be made, the issuance of reports and
keeping of records, as well as procedures for amendment, renewal, and cancellation.
Provisions for any lawsuits or payments for damages that arise from the provided
services should be included in the contract, as should provisions for hiring and
disciplining provider personnel, for assigning specific duties to provider personnel, and for
establishing equipment and property ownership and use.

Law enforcement services includes the following traditional public safety activities, which
are performed over a specific time period: patrol services; investigative services;
communications performed for another law enforcement agency (note: this does not
include dispatch services for fire or emergency medical services); automated or manual
fingerprint identification; record keeping for law enforcement files and property
management.

This directive does not pertain to those services which may be furnished by a commercial
vendor, i.e., photo development, laboratory services, towing services, etc., security at
high school or university functions, sporting events, etc.

POLICY AND PROCEDURE

It is the policy of the Monroe County Sheriff's Office to develop contractual agreements
for the provision of law enforcement services for a fee.

1. A written agreement shall exist whenever the Monroe County Sheriff's Office agrees
to provide law enforcement services for a fee.

2. The written agreement shall include:

a. A statement of specific services to be provided;
b. Specific language dealing with financial agreements between the parties;

c. Specification of the records to be maintained concerning the performance of
services by the provider agency;

d. Language dealing with the legal contingencies;

e. Stipulation that the provider agency maintains control over it's personnel;

f. Specific arrangements for the use of equipment and facilities;

g. A procedure for review and revision, if needed, of the agreement.
3. Additional clauses may clarify other identified needs of agreements. If any duties

beyond that normally provided are to be performed, they shall be specifically
identified in the agreement.
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Employment rights of personnel assigned under the contract for law enforcement
services are not abridged by the Monroe County Sheriff's Office. Participation in a
contract law enforcement service agreement shall not penalize participating
employees nor shall it in any way threaten their employment rights, promotional
opportunities, training opportunities, or fringe benefits.

Employees of the Monroe County Sheriff's Office who are assigned to positions
providing contracted law enforcement services shall be classified in the same manner
as employees assigned to any other division or section in the Sheriff's Office and
shall remain subject to all the same Monroe County Sheriff's Office rules, policies,
procedures, and directives.

Employees who are assigned to positions providing contracted law enforcement
services shall perform their duties under the direction of their Sheriff's Office chain-of-
command and shall not be subject to direct supervision by agents of the contracting
organization.

The Monroe County Sheriff's Office may utilize different contract formats for agencies
it contracts with depending upon the scope of services provided and the degree of
comprehensive language deemed necessary to describe the contractual relationship
to the satisfaction of both parties.
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 17 TITLE: Bias Based Profiling

EFFECTIVE DATE: NO. PAGES: 5 AMENDED/REVIEWED: March 12, 2013

August 14, 2001

REFERENCE: CALEA 1.2.9 (d) RESCINDS:

Sheriff of Monroe County

Purpose

The purpose of this policy is to unequivocally state that racial and ethnic profiling in law enforcement
are totally unacceptable, to provide guidelines for officers to prevent such occurrences, and to protect
officers when they are within the dictates of the law and policy from unwarranted accusations.

Discussion

A fundamental right guaranteed by the Constitution of the United States to all who live in this nation is
to the equal protection under the law. Along with this right to protection is fundamental right to be free
from unreasonable searches and seizures by government agents. Citizens are free to walk and drive
our streets, highways, and other public places without interference so long as they obey the law.
They also are entitled to be free from crime, and from the depredations of criminals, and to drive and
walk our public ways safe from the actions of reckless and careless drivers.

The Monroe County Sheriff’'s Office is charged with protecting these rights, for all, regardless of race,
color, ethnicity, sex, sexual orientation, physical handicap, religion or other belief system.

Because of the nature of their business, law enforcement officers are required to be observant, to
identify unusual occurrences and law violations, and to act upon them. It is this proactive
enforcement that keeps our citizens free from crime, our streets and highways safe to drive upon, and
that detects and apprehends criminals.

This policy is intended to assist deputies in accomplishing this total mission in a way that respects the
dignity of all persons and yet sends a strong deterrent message to actual and potential lawbreakers
that if they break the law, they are likely to encounter the police.

Policy

It is the policy of the Monroe County Sheriff's Office to patrol in a proactive manner, to aggressively
investigate suspicious persons and circumstances, and to actively enforce the motor vehicle laws,
while insisting that citizens will only be stopped or detained when there exists reasonable suspicion to
believe they have committed, are committing, or about to commit, an infraction of law.

IV. Definitions
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A. Racial profiling: The detention, interdiction, or other disparate treatment of any person on the
basis of their racial or ethnic status, sexual orientation, religion, age, cultural groups, other
identifiable groups or characteristics.

B. Reasonable suspicion: Also known as articulable suspicion. Suspicion that is more than a mere
hunch, but is based on a set of articulable facts and circumstances that would warrant a person of
reasonable caution in believing that an infraction of the law has been committed, or is in the
process of being committed, by the person or persons under suspicion. This can be based on the
observation of a deputy sheriff combined with his or her training and experience, and/or reliable
information received from credible outside sources.

V. Procedure
A. Bias Based Profiling is prohibited to include but not limited to;

1. Traffic Contacts
2. Field Contacts
3. Asset seizure and forfeiture efforts

B. The Sheriff's Office’s efforts will be directed towards assigning deputies to those areas where
there is the highest likelihood that crashes will be reduced and/or crimes prevented through
proactive patrol.

C. Officers will receive initial and ongoing training in proactive enforcement tactics, including training
in officer safety, courtesy, culture diversity, the laws governing search and seizure, and
interpersonal communications skills.

D. Training programs will emphasize the need to respect the rights of all citizens to be free from
unreasonable government intrusion or police action and will cover bias based profiling issues
including legal aspects.

E. Traffic enforcement will be accomplished by consistent, ongoing supervisory oversight to ensure
that deputies do not go beyond the parameters of reasonableness in conducting such activities.

F. Motorist and pedestrians shall only be subjected to stops, seizures or detentions upon reasonable
suspicion that they have committed, are committing, or about to commit an infraction. Each time a
motorist is stopped, the deputy shall radio to the dispatcher the location of the stop, the
description of the person or vehicle being detained, and the statute number violated or other
reason for the stop, and this information shall be logged.

G. The Sheriff's Office recognizes that with experience, individual deputies may develop
individualized approaches that they find work best for them in minimizing conflict during
officer/violator contacts. Given some better approach, the following is recommended, in the order
specified below:

1. Give a greeting, such as “Good morning ma’am”, “Good morning sir”, etc.

2. Identify yourself. Ex. “I am Deputy Smith of the Monroe County Sheriff's Office”.

3. State the reason why the person is being stopped or detained. Ex.: “I stopped you because |
saw your vehicle come through the stop sign at that last intersection without coming to a
complete stop”. (Describe the actions of the vehicle rather than the actions of the driver, tends

to reduce tension.)

4. It may defuse tension to ask a motorist if there was some reason for the violation. This gives
them the opportunity to “have their say”, often leads to an admission that the violator realized
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11.

12.

a.

13.

@~ ooooTw

they were in violation, and precludes a defendant from offering a different excuse at trail. If you
choose not to ask but the motorist wishes to give a reason or excuse, listen politely and give
them ample opportunity to tell their story.

Politely ask for identification and any required documents. Ex: “May | please see your license,
registration, and proof of insurance?”

After completing any necessary paperwork, inform the driver or pedestrian as to what action is
being taken and what, if any, the person must do as a result, such as how to pay any fine
involved, obtain a traffic court hearing, etc.

Give an appropriate closing. For example, if the motorist was cooperative, “Thank you for your
cooperation” may be in order. Do not use the trite expression, Have a nice day”, which would
be inappropriate in these circumstances. “Please drive carefully, you safety is important to us”
is more appropriate.

Make sure the driver is able to merge safely back into the traffic stream.

Appropriate enforcement action should always be completed, generally in the form of a
warning, citation, or arrest. The proper form must be filled out by the officer, and shall include
the gender, race, or ethnicity of the person stopped, if this information can reasonably be
ascertained by physical appearance or from the driver’s license or other documents provided by
the individual.

Upon clearing a traffic stop the deputy will provide to Communications the TSDR (traffic stop
data report) information. This information is to include;

Drive race and sex

Driver Age

Number of passengers
Primary reason for stop
Primary enforcement action
Rational for vehicle search
Contraband seized

Communications will enter the TSDR information into a database that will be used for analysis
and review.

No motorist, once cited or warned, shall be detained beyond the point where there exist no
reasonable suspicion of further criminal activity, and no person or vehicle shall be searched in
the absence of a warrant, a legally recognized exception to the warrant requirement, or the
person’s voluntary consent.

In each case where a search is conducted, this information shall be recorded, including the
legal basis for the search, and the results thereof. It is strongly recommended that consent
searches only be conducted with written consent, using the proper department form. If the
individual indicates that they will consent to a search but are refusing to sign the form, fill out
the form anyway and indicate “consented to search but refused to sign”, inserting initials and
the signature of any witnesses in the signature block.

If the patrol unit is equipped with a video camera, the video and sound shall be activated prior

to the stop, to record the behavior of the vehicle pr person, and shall remain activated until the
person is released and resume their journey.
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In the absence of a specific, creditable report containing a physical description, a person’s race,
ethnicity, gender or sexual orientation or any combination of these shall not be a factor in
determining probable cause for an arrest or reasonable suspicion for a stop.

The deliberate recording of any misleading information related to the actual or perceived race,
ethnicity, gender, or sexual orientation of a person stopped for investigative or enforcement
purposes is prohibited and a cause for disciplinary action, up to and including dismissal.

If the department provides public information pamphlets to officers regarding the purposes of
proactive enforcement, officers may distribute the pamphlet to each person subjected to such
activities, whenever appropriate.

Complaints of Racial/Ethnic Profiling

Any person may file a complaint with the department if they feel they have been stopped or
search based on racial, ethnic, gender-based profiling, and no person shall discourage,
intimidate, or coerced from filing such complaint, or discriminated against because they have
filed such a complaint.

Any deputy contacted by a citizen who wishes to file such a complaint shall provide the citizen
with a withess statement form. The citizen will then write in detail what their complaint is. This
form can then be mailed or delivered in person to Internal Affairs. The deputy shall record the
person’s name, address, and telephone number, and report the contact to the deputy’s
supervisor prior to the end of the shift.

Supervisor receiving such a report shall forward it to Internal Affairs section.

Internal Affairs shall acknowledge all such complaints in writing and inform the complainant of
the results within a reasonable period of time.

If an employee is found to be in violation of this policy, corrective measures shall be taken to
ensure that Bias Based Profiling does not occur. Those corrective measures shall be in
accordance with Chapter 13 Disciplinary Procedures and Chapter 20 Internal Affairs.

The completed finalized investigation will forwarded to the Sheriff along with a review by
Internal Affairs with any suggested changes in policy, training, or tactics.

Supervisory Responsibility

Supervisor shall review profiling complaints, review TSDR data on an individual deputy basis,
periodically review a sampling of in-car video tapes of stops, reports filed on stops by deputies,
and respond at random to back up deputies on vehicle stops, and take appropriate action
whenever it appears that this policy is being violated, being particularly alert to any pattern or
practice of possible discriminatory treatment by individual deputies or squads.

Community Education and Awareness
A brochure covering definition of bias-based policing, how to report violations, Sheriff's Office
policy, position statement against bias-based policing and Sheriff's Office mission statement

and values.

This brochure will be provided to the public in the lobbies of the various Office facilities, for
public distribution and posted on the Office’s web site.

Each employee is responsible to educate the public about bias based profiling and the Office’s
measures against it.
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N. Annual Review

1.

On an annual basis, the Commander of Professional Standards shall make a statistical
summary of all profiling complaints for the year, including the findings as to whether they were
sustained, not sustained, or exonerated. This summary shall be forward to the Sheriff via the
Chain-of-Command.

[CALEA 1.2.9 d]

Further, the Commander of Law Enforcement Operations shall conduct an annual review of the
statistical summary, TSDR data and community comments or concerns in an evaluation of
agency practices. Any practices that appear to be racial, ethnic or gender disparaging in nature
will be noted and recommendations made for corrective measures. This review shall be
forward to the Sheriff via the Chain-of-Command.

[CALEA 1.2.9 d]
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MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 18 TITLE: Time Sensitive Reports

EFFECTIVE DATE: NO. PAGES: 5 AMENDED/REVIEWED: March 12, 2013
February 6, 2013

REFERENCE: RESCINDS:

Sheriff of Monroe County

. PURPOSE

The purpose of this General Order is to establish dates when specific time sensitive reports, analysis,
inventories and inspections are due and assigns responsibility completion of said document to
specific positions within the agency.

II. POLICY

It is the policy of the Sheriff's Office that all analysis, reviews, reports, inspections, inventories,
surveys and audits as required are complied, completed and disseminated according to a time
schedule that ensure they the information contained therein is of use for management decision
making and strategic planning.

[ll. DEFINITION

A. Analysis - Typically, includes discovering the parts of the thing being studied, how they fit together,
and why they are arranged in a particular way. / study of variances for cause, impact, corrective
action, and results.

B. Review - A critical examination of a task or project to determine compliance with requirements and
objectives. / a periodic assessment of the performance of the project.

C. Report - usually detailed account or statement / written document describing the findings of some
individual or group.

D. Inspection - a checking or testing of an individual, unit or organizational component against
established standards. / Activities such as measuring, examining, testing, gauging one or more
characteristics of a product or service and comparing these with specified requirements to
determine conformity.

F. Audit - The independent examination of records and activities to ensure compliance with
established controls, policy, and operational procedures, and to recommend any indicated
changes in controls, policy, or procedures.

G. Inventory - The physical accounting of items against a list that should be on hand / an itemized list
of current assets/goods on hand.
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H. Survey - To question (someone) in order to collect data for the analysis of some aspect of a group
or area.

IV. PROCEDURES

A. The chart in Appendix A (see below) list all required time sensitive analysis, reviews, reports,
inspections, inventories, surveys and audits, identifies the position responsible for creating said
document, frequency/due dates, and distribution list. It also contains the corresponding
accreditation standard and policy reference.

B. The person in the position charged with responsibility to create said documents will refer to the
corresponding policy for a full descript of what is required for each document. The person should
refer to “lll. Definitions” of this order for an explanation of each type as well.

C. A copy of said document will be forwarded to Professional Compliance for Staff Inspection
purposes.
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Appendix A

Responsibility Description Action to Due Distribution Standard | Policy
Take Date (Send to) Ref
Director of Citizen attitudes & opinions of April 15, July T
Community agency, safety & security & howto | Survey | 15" Oct 15" & Sheriff 4524 70.6
Relations improve Jan 15" <
Victim Witness . o . March 31% of
Advocate Analy5|§ of victim/witness Review odd numbered Sheriff CALEA 53
; assistance needs and Memo 55.1.2
Supervisor year
Victim Witness . - : : th Commander of CALEA
Advocate Review and update Victim Rights Review Feb 15" each Special 55.1.1/55. 53
; Brochures and Memo year -
Supervisor Operations 1.3
. Court Security needs — March 31% of
Dlrecstgl(':lcj)IitCourt facility/emergencies Survey odd numbered Sheriff %’g‘l‘zElA 61.1
y High risk exposure/equipment year -
Professional Staff Inspection of all Inspection Evecr:ngear Sheriff CALEA 212
Standards organizational components P Y 53.2.1 ’
Director of Use of fo_rce policies, lethal and Feb 15" In house CALEA 31A
- electronic controlled weapons Report computer
Training _ Of each year ok 1.3.11
proficiency listing
Director of Use of force policies and less Feb 15" In house CALEA
- . Report computer 31A
Training lethal weapons proficiency of each year listing 1.3.11
Director of . . Feb 15" . CALEA
Training Analysis of use of force reports Analysis of each year Sheriff 1313 31A
Commanders/ Quarterly on:
Directors/ yon,
Supervisors Updating written goals & December ?s)tl '
. S Progress March 317, . CALEA
Submit to objectives for agency & each Report June 30" Sheriff 15.2.2 30.111.6
Planning and organizational component P S ' -
eptember
Research
- 30th
function
Commanders/ 2 LongTerm
Directors/ 3 ShortTerm Report September 1% Sheriff CALEA 30 111.2
SUDEIVISors Goals and Objectives based on P of each year 15.2.1 ’
P Sheriff's Strategic Plan
Commanders/ Budget recommendations by Report April 30" Finance CALEA 80.2
Directors major functions P of each year Director 17.2.2 )
Executive Analysis of employee grievance Feb 15" CALEA 14111
Dlrsgtsoorul;léjenslan tracked by Human Resources Analysis of each year Sherift 25.1.3 A.10
Comman.der of Analysis of employee grievance . Feb 15" of . CALEA 14 11l B.
Professional . Analysis Sheriff
tracked by Internal Affairs each year 25.13 2
Standards
Immediate Employee performance evaluation Report Hire date Human CALEA 10.1
Supervisor ployee p P Anniversary Resources 35.1.2 )
Commander of . . th
Special Analysis of.all Pursuit of Motor Analysis Feb 15 Undersheriff CALEA 32A
o . Vehicle Reports of each year 41.2.3
perations
Commander of Annual Review of processes and Memo via st
Special procedures used by Intelligence Chain of M:;iu SiarOf Sheriff Eéa‘liip; 41
Operations Unit Unit Command y o
Director of Review & written evaluation of all th
Community juvenile enforcement and Year end Oct. 15 Sheriff CALEA 43.11
Relati . report of each year 44.1.3
elations prevention programs
Commander IA investigations statistical st
of Professional summary made available to public Report OY:;(;T] 3iar Sheriff ngl_lE? 20.2
Standards and employees y o
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Director of

Central records computer system

st
Information of all passwords, access codes & Audit June 1 None CALEA 52.8
T of each year 82.1.6
Management access violations
Office of . . No later than
Professional Ausi't grfv?;gfﬁgﬂﬁv'?gngﬁ by Audit Nov. 30" Sheriff %ﬁ‘l‘lE:‘ 54.10
Standards P property of each year -
. Inspection property control th
Director of : . Jan 20 . CALEA
Property procedures by evujence/property Inspection July >0t Sheriff 8416 54.10
custodian
20 days prior
to expiration of Director of
Every Supervisor Entry level employge performance Report employee’s Human CALEA 11.6
evaluations X 35.1.3
evaluation Resources
period
Director of o April 15, July
Community Community |nvolv¢ment report to Report 15" Oct 15" & Sheriff CALEA 70.2
- Sheriff th 45.2.2
Relations Jan 15
Director of . 20" of each . CALEA
Finance Fiscal management status report Report month Bureau Chief 17.41 80.3
Applicable th
Division Unusual occurrence equipment . 15" of each Undersheriff CALEA 39.3
) Inspection month 46.1.8
Commanders readiness
Director of Inspection/test of communication . . CALEA
Communications | center alternate source of power Inspection Monthly File 81.3.2 33.4
Supervisor Use of force occurrence Report .W't.h review of Sheriff CALEA 31A
incident report 1.3.6
Supervisor Review of use of force reports Review With review of Division CALEA 31A
P required in standard 1.3.6 and Memo | incident report | Commander 1.3.7
. . . Commander
. . . Review With Review of . CALEA
Supervisor Review of pursuit reports and Memo | Incident Report oSpec_lal 4122 32A
perations
Comman.der of After action report: ! worklng days Sheriff/Under CALEA
Special . . Report following - 36.15
. hostage/barricaded subjects S sheriff 46.1.4
Operations incident
Annual administrative review of all
Commander of confidential informants to include . .
Special review of agency policy, Review Anngally by Sherﬁ/gnder CFA 18.03 34
. : and Memo April 30th sheriff
Operations procedures and conformity to
current Fl statute
Training and refresher training of
Commander of all personnel involved in
Special u_se/recrunmem of confidential Report Ongoing Shenff/gnder CFA 18.03 34
. informants to include agency sheriff
Operations .
policy and procedures and
conformity to current Fl statute
. Emerg.
Division After action report: special events Report ! V\:‘?)::gcv?ngays Sheriff CALEA Ops
Commander ) S 46.1.10 Manual
incident
D-62
Reports to be prepared Criminal CALEA
Case Detective concerning escape prisoners Report By end of shift | Investigations 711.7 60.4
being transported Sgt. -
. . Five business Criminal
Crime Scene Preparatlon_of report by person Report days from Investigations CALEA 356
Tech. processing crime scene ; 83.2.6
assignment Sgt.
Report documenting how property . Evidence CALEA
Case Deputy came into agency possession Report By end of shift Custodian 84.1.1 54.4
. . . . : 10" of every Computer, CALEA
Crime Analysis Analysis of crime Analysis month Bulletins 1531 1
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Commanders, March 31° Plgrr]]glng CALEA 2l A
Directors, or Periodic Workload assessments Worksheet starting 2012 )
. . Research 16.1.2 2.d
Supervisors (Triennially) f -
unction
Planning and June 1% Planning and CALEA
Research Analysis/Workload assessment Analysis starting 2012 Research 16.1.2 7.111.2
function (Triennially) function -
Planning and June 1% Planning and CALEA
Research Distribution of Personnel Report Report starting 2012 Research 16.1.2 7.1.B
function (Triennially) function o
Director of . . . Analysis
Community Evaluating effectlvgness of crime (year end Oct. 15th Sheriff CALEA 70.6
. prevention of each year 45.1.1
Relations report)
Newly
designated Completed 30
Property Director | Inventory all evidence In property Inventor days prior to
and outgoing when new custodian takes over Y| new custodian . CALEA
. . Sheriff 54.10
Property Director taking over 84.1.6
. . April 15™, July
Traffic Unit Sgt. Analysis of traffic crash reports Analysis | 15" Oct. 15" & | Undersheriff CALEA 40.3-4
the agency takes th 61.1.1a
Jan. 15
) . April 15, July
Traffic Unit Sgt. Analysis of tra_ff!g enforcement Analysis 15" Oct. 15™ & | Undersheriff CALEA 40.3-4
activities th 61.1.1b
Jan. 15
Commander of Statistical summary of all profilin May 1% CALEA
Professional . Y P 9 Report Y Sheriff 17.4
complaints for the year Of each year 1.2.9d
Standards
Exposure st Exposure
Control Officer / Review of Exposure Control Plan Review March 1 Undersheriff CFA . Control
: Of each year 37.01M (j) |
Risk Manager Plan
Commander of t
Law . . - . March 1° . CALEA
Enforcement Review of Biased Based Profiling Review Of each year Undersheriff 1.2.94 17.4
Operations
st
All Operations Fegrfugé)(/j 1 gZA?l; ‘El'(Ab/)
Lieutenants/ Audit of all traffic citations issued Audit bered Undersheriff e 40.16
Traffic Sergeant numbere CFA
years 34.08M (f)
Director of . . st
Community Analysis of nee(_j for location of Analysis March 31 Sheriff CALEA 45 2
. adult crossing guards of each year 61.3.4
Relations
Commander of Annual evaluation of the Earl March 15" of
Professional X y Report Sheriff 35.1.9¢ 22:1
Warning System each year
Standards
Executive "
Director of Annual A_naIyS|s on the Report March 15" of Sheriff 3122 6
Human Recruitment Plan each year
Resources

Forward a copy of all reports, etc. to Professional Standards

18:5




MONROE COUNTY SHERIFF'S OFFICE

Gener

al Order

TITLE: Issued Equipment/Uniforms/Grooming

CHAPTER: 19
EFFECTIVE DATE: NO. PAGES:
March 30, 2010 8

AMENDED: September 10, 2013

RESCINDS:

Sheriff of Monroe County

REFERENCE:

PURPOSE:

The purpose of this directive is to establish
policy and procedures for the issuing of
equipment/uniforms and grooming
standards for members.

DISCUSSION:

This directive applies to all Sheriff's Office
personnel.

Public perception of the Sheriff's Office, as a
whole, is partially based on the appearance
of its members. The Office strives for the
highest level of professionalism and as such
has set attire standards to reflect that
professionalism. Further the Office issues
necessary equipment and uniforms to
employees in appropriate positions and
requires the proper care and wear of this
equipment and uniforms.

POLICY AND PROCEDURE:

NO SMOKING allowed in any Agency
owned/leased equipment (i.e. vehicles,

vessels, bicycles, go-peds, etc.)
(Revised 3/3/10)

Issued Equipment

Office will issue appropriate equipment for
members to perform their assigned duties.
The supply room clerk will maintain a current
listing of what items and uniforms will be
issued for each particular position. A list of
equipment which is issued by the Office to
each member will be kept in the
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Supply / Inventory Section. The list will be

updated as needed by position or
classification. The Undersheriff or his
designee(s) will approve this list. Any

member issued equipment shall maintain
that equipment.

UNIFORMS

All uniforms will be ordered/issued by central
supply unless authorized by a Division
Commander.

Members shall wear uniforms and insignia
commensurate with their rank and be
provided with authorized equipment. All
uniformed members shall wear the complete
uniform-of-the-day while on duty.

Members attending court or depositions
shall wear the Uniform-of-the-Day, or may
wear a sports jacket and tie, or a dress suit.

No mixture of civilian outer clothing with the
official uniform shall be permitted, on or off
duty, except for recognition purposes by
plainclothes deputies during raids or other
such emergency conditions.

Uniformed members shall not wear the
official uniform outside the county except
when necessary to perform official duties or
by special permission of the Sheriff, or a
Division Commander.

Without the consent of the Sheriff, members
shall not appear in uniform or wearing any
department issued hats, jackets, clothing at




any function where they may create the
impression they are representing the
agency, they are supporting a particular
individual or issue, or they should receive
special consideration because of their
employment. Such functions include, but are
not limited to, court hearings, government
proceedings, political events, and

community organization events.
(Effective 8-6-2008)

While in uniform, members shall be neat and
clean in personal appearance, and shall
wear their uniforms with dignity and in strict
conformity with rules and regulations.
Deputies shall keep their uniforms clean and
well pressed. Authorized metal accessories
worn with the uniform shall be kept clean
and bright. Shoes and leather goods shall
be kept clean and shined.

When on-duty, uniformed members shall not
stand or walk with hands in pockets or
otherwise exhibit a posture, which detracts
from a well-groomed, disciplined and an
alert image.

Uniform items shall not be altered other than
necessary to insure proper fit.

The only visible under-shirt allowed with the
approved uniform is a white crew neck T-

shirt.
(Revised 03/19/10)

DEPUTY UNIFORM:
(Revised 03/19/10)

Shirt
Class A- Green long sleeve shirt.

Deputies shall wear the approved black clip-
on tie with the Class “A” uniform. Ties may
be secured to the shirt by an approved tie
bar or issued Sheriff Star tie tack. The tie
bar or tie tack shall be centered at the
middle of the tie.

Class B- Green short sleeve shirt or long
sleeve green shirt without a tie.

Exception to Green Shirts:

e Motorcycle Deputies- White uniform
shirt in Class A or Class B.
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Trousers

Trousers shall be dark green with a narrow
black stripe running vertically down the
outside seam of each leg from the waist to
the bottom of the trouser leg. Trousers shall
be tailored so that the bottom hem barely
touches the vamp of the shoes.

Socks

Only plain black socks shall be worn with the
official uniform

Winter Jackets

Only the approved winter jacket (heavy or
light) shall be worn.

Shoes / Boots

Shoes and boots worn by uniformed
deputies shall be of a smooth, black material
capable of retaining a high shine.

Shoes and boots may be either plain or
plain-cap toes in design. Safety shoes are
encouraged.

Boots which lace up, have a zipper on the
inside or do not interfere with the restoring of
the pant leg position upon standing from a
sitting or bending position is permissible.

Loafers or shoes with ornamental buckles
are prohibited.

Platform shoes or boots, or those having a
heel higher than one and one-half (1Y)
inches are prohibited.

Hat

A black campaign style hat made of straw
material with a small gold Sheriff's Star on
the face is the official hat. And is part of the
Class A uniform.

An issued black Sheriff's baseball style cap
is permissible for routine use with the Class
B uniform. The only issued ball cap is black
with the words DEPUTY SHERIFF on the



face of the hat and on the brim. Older hats
are acceptable but are being phased out.

Shoulder Patches and Chevrons

Deputies shall wear the official shoulder
patch designating their respective
classification. The official shoulder patch
shall be worn on both shoulders, centered
on the shoulder strap of the shirt, and
one-half (*2) inch below the shoulder seam
of the shirt.

Deputies assigned to providing law
enforcement services on a contractual basis
will wear the official shoulder patch and any
patch of the contracting entity as negotiated
in the contract.

Regular deputies of the rank of sergeant
shall wear officially designated chevrons on
both sleeves of the uniform shirt and jacket.
The top point of the chevrons shall be
one-half (*2) inch below the shoulder patch
and centered thereon.

Insignias

Rank — Lieutenants and above shall wear
the official rank insignia in brass directly on

the uniform’s shoulder epaulets.
(Revised 03/19/10)

Uniformed members shall wear the official
Accreditation pin centered directly on the left
breast pocket flap above the button of the
uniform shirt. The exception to this is
Auxiliary Deputies and Civilian Volunteers
who will wear the official Accreditation pin
centered under their Auxiliary or Civilian
Volunteer patch. See Chapter 38
(Authorized Uniforms) for details. No other
pins shall be worn unless authorized by the

Sheriff.
(Revised 05/17/10)

Deputies assigned to providing law
enforcement services on a contractual basis
will wear the official insignia (design and
placement) of the contracting entity as
negotiated in the contract.
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Longevity

On the left sleeve of the Class A Uniform
Shirt (long sleeve) there shall be one or
more embroidered longevity bar(s) and/or
star(s) appropriate to the current length of
service the member has been in the Monroe
County Sheriff's Office. The insignia will be
interpreted to represent the following:

One (1) bar will represent two (2) years of
service.

Two (2) bars will represent four (4) years of
service.

Each star will represent five (5) years of
service.

The longevity decoration(s) will be located
Y%" above the left cuff. Exact measurements
of the locations and positions are reflected in
the illustrations in Appendix B at the end of
this chapter. (See Appendix B)

Nameplate

Uniformed deputies shall wear the official
gold colored name plate centered directly
over the right breast pocket flap button of
the shirt.

An approved longevity or service plate may
be worn as part of the nameplate.

Service Award bars - Uniformed deputies
shall wear service award bars in order of
rank earned centered on a single horizontal
line directly above the nameplate. A
miniature replica of the service award may
be worn on the left lapel of civilian attire.

Uniformed deputies may wear only one
specialized pin: as approved by the
respective Bureau Chief/Major. Specialized
pins include, but are not limited to:

SW.AT.
R.D.F.

Bomb

Dive
S.T.E.P.
Motor Officer
S.P.l.

NA



C.I.T.
(Revised 11/13/12)

Note: Refer to Chapter 12, Commendations
and Awards, Section |lll, Subsection,
Paragraph(s), for a more detailed
description for wearing nameplate, and
ribbons.

Leather / Web Gear

Issued or approved leather/web goods for
uniformed deputies shall be a black basket
weave with a bright brass snaps/buckle and
consist of the following:

Belt

Safari land SSllII or Uncle Mike's Pro-3 Duty
Holster

Ammunition pouch/Double Magazine
Handcuff case

Intermediate weapon and case holder

Radio holder

Belt keepers

Defensive Baton

Defensive batons are issued to deputies
after training and qualification and shall be
carried in accordance with appropriate
directives

Weapon

The service weapon shall be carried while
on duty in accordance with appropriate
directives.

Firearms carried while on duty shall be
maintained in a clean and serviced
condition. Failure to maintain authorized
service firearms in a clean and serviced
condition shall constitute neglect of duty.

SPECIFIC TEAM OR UNIT UNIFORMS
Motorcycle Deputies

Deputy Sheriff Motorcycle Uniform -
Deputies assigned to motorcycle duty shall

wear the official Uniform of the Day with the
following exceptions:
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Issued green riding britches with gold stripes
shall be worn in place of the uniform
trousers.

Motorcycle Deputies will wear either Class A
or Class B uniform shirt in white.

Motorcycle deputies shall wear approved
black riding boots, which shall cover the
lower leg portion of the britches.

Motorcycle deputies shall wear the approved
helmet when operating motorcycles.
Motorcycle deputies may wear the uniform
black cap as a part of the motorcycle
uniform when not operating a motorcycle.

Crime Scene / Dive Team

The Technical Uniform for Deputies shall
consist of Black BDU pants with either green
or black polo shirt with embroidered star.
Boat/Bicycle Uniforms

Uniform shirt -
embroidered star.

Green polo shirt with

Shorts - Green cargo style shorts.

Shoes - either "boat" or athletic shoes, Black
in color.

Utility / Tactical Uniform and Accessories

Basic utility uniform will consist of BDU
pants and a green, black or white polo shirt
embroidered star.

Rank insignia may be worn on emergency or
utility / tactical uniforms.

The technical jumpsuit uniform shall be worn
with a black gun belt and holster as follows,
unless specifically exempted by a Division
Commander.

Regular deputies shall wear the official
uniform gun belt with accessories as
described for the Uniform of the Day.

Detectives and plainclothes deputies shall
wear a black leather gun belt of not less



than one (1) inch in width, with a black
leather holster.

Special Operations Team  Uniform
Unless otherwise directed by competent
authority, deputies engaged in Special
Operations Team operations shall wear the
Special Operations Team uniform as
follows:

The Special Operations Team uniform shall
consist of a black utility shirt and matching
trousers and a plain black utility cap.

Black or subdued shoulder patches, Sheriff's
star and rank insignia shall not be worn with
the Special Operations Team uniform.

Low-gloss jump boots may be worn with the
Special Operations Team uniform.

Leather goods and equipment shall be as
specified by the Special Operations and
Crimes Supervisor.

Non-certified Enforcement Members

Such members as non-certified personnel
assigned to such positions as Airport
Security  Technicians, Court  Security
Magnetometer Operators, etc...

Shirts will be the tan shirt with the official

shoulder patch.
(Revised 08/19/09)

Corrections/ Clerical Staff

Uniforms

Support

Support Staff members’ may be approved to
have three (3) uniforms issued to them.

Shirts — tan shirt with the official shoulder
patch. (Revised 08/19/09)

See the Uniform Section in this chapter for
additional uniform guidelines.
Ownership of Uniform and Equipment

The ownership and title to all uniforms and
equipment issued to Sheriff's personnel are
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vested
Office.

in the Monroe County Sheriff's

Sheriffs’ personnel shall be held strictly
accountable for the proper care, use and
maintenance of all issued articles of uniform
and equipment. Uniforms and equipment
shall be worn and used only in accordance
with the provision of this directive.

No item of uniform or equipment shall be
transferred or exchanged by Sheriff's
personnel without the approval of a
supervisor, and only after Inventory
Management has been notified of the
exchange.

It shall be the duty of each Deputy to
produce any article or item of issued uniform
or equipment, or any other item worn or
carried while on duty which affects the
Deputy's appearance or performance of
duty, upon demand of a supervisor.

When a Deputy resigns, retires, is
discharged, is granted an extended leave of
absence, or in any way vacates his/her
position, the Deputy shall surrender to the
Inventory Management Office all issued
items of uniform and equipment. The
Deputy's final paycheck may be held until all
items of issued uniform or equipment are
accounted for. In case of death of a Deputy,
his’her commanding officer shall be
responsible for the recovery of all property,
keeping in mind the feelings of the deceased
Deputy's family.

Deputies shall not wear any portion of the
official uniform, carry a firearm, or drive an
Office vehicle while under disciplinary
suspension. Upon notification of suspension
for disciplinary reasons, deputies shall
immediately surrender badge and
commission card to the supervisor who gave
the notice of disciplinary suspension.

Regular Deputy uniform items, which
become unsuited for continued use due to
normal wear or size change may be
replaced upon approval from a supervisor.

Body Armor/Protective Vest
[CALEA 41.3.5]
(Revised 08/20/09)



This Office issues body armor, protective
vest, that meets the NIJ threat safety level
IlIA to every sworn road patrol deputy and
transportation deputy. This armor protects
up to a 9mm round with velocities up to
1400ft/s also .44 caliber rounds, 44 magnum
rounds with speeds up to 1400ft/s and
requires it be worn at all times while on duty
except during approved training or when a
waiver is signed.

While it is the policy of this Office that the
protective vest be worn at all times, the
Office recognizes there are times when
tropical weather conditions make wearing
the vest extremely uncomfortable.

Waiver
(Revised 08/20/09)

If a deputy chooses not to wear the issued
vest, he/she does so at his/her own risk of
death or personal injury acknowledging the
inherent dangers of law enforcement work.
The failure to wear the issued vest may
result in a denial of or reduction in workers
compensation coverage for on the job
injuries. The Deputy who signs a waiver is
responsible for using good judgment and
common sense in deciding when not to wear
the protective vest.

If a deputy chooses not to wear the issued
vest, the deputy must sign the Waiver:
Assuming Risk or Injury or Damage form
through the Human Resources Division.
Additionally, on an annual basis as part of
the deputy’s annual evaluation, the deputy
must sign an Acknowledgment of Risk.

If a deputy chooses not to wear the issued
vest, he/she must have the issued vest
immediately and easily available to him/her
at all times while on duty.

Shall Wear Situations (With a signed waiver)

Even if a waiver is signed, Deputies shall
wear the vest when responding to any call
that may be potentially dangerous. If a
routine call appears to turn into a potentially
dangerous situation, the vest shall be put on
immediately.

Deputies are also required to wear a vest
while participating in preplanned high-risk
operations such as:
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Execution of search or arrest warrants;
Surveillance/stakeout;

Arrest warrant service;

Perimeter positions assisting SWAT or the
Hostage Negotiating Team;

Drug raids

The Deputy shall wear the vest when
ordered to do so by a supervising officer.

Forced Entry Protective Vest:
(Revised 08/21/09)

Forced entry protective vests will be issued
to deputies of the Special Operations
Division that may be selected to participate
in forced entry. [CALEA 41.3.6]

It will be mandatory for all entry team
members to wear the forced entry protective
vest on all planned forced entry warrant
executions.

All deputies with a forced entry protective
vest must have access to the vest while on
duty. Deputies may be directed by a
supervisor to wear a forced entry protective
vest for other tactical purposes.

The Waiver Assuming Risk or Injury or
Damage form will not apply to forced entry
protective vests.

Safety is the main priority of the Office, and
the Office stresses the importance of
wearing the protective vest during duty
hours. Deputies shall be responsible for the
proper care and cleaning of the issued vest.

Protective vests will be kept clean, dry, and
in good repair. Deputies will immediately
notify the Uniform Supply Unit of damaged
or defective vests.

Jewelry

Jewelry worn on the hands, wrists and
fingers shall be limited to a wristwatch,
wedding / engagement ring (or set), and one
other ring (such as class, school, or
organization ring).



Female deputies while in uniform, may wear
plain, small, post type earrings. No more
than one set of earrings may be worn.
Non-certified female members may wear
only two sets of earrings.

Grooming and Hairstyles

Standards for uniformed deputies apply to
all  uniformed personnel, certified or
otherwise  who perform  enforcement
services, i.e. Airport Security Technicians,
Court Security.

Uniformed Male Deputies

Hair Styles - Hairstyles shall be conservative
and evenly trimmed. The length of the hair
shall not exceed one and one-half (1 %)
inches and shall be tapered proportionately
along the sides and the back of the head.
The hair shall not extend downward at any
point more than one-half (¥2) inch beyond
the hairline at the shirt collar at the back of
the neck; or protrude onto or over the ears.
Hair shall be cut and trimmed in a manner
that allows proper wearing of the uniform
hat.

Sideburns

Sideburns shall be uniform from top to
bottom; be neatly trimmed; not to exceed
one (1) inch in width; and not be excessively
heavy or bushy. Sideburns shall be cut
horizontally along the side of the face and
approximately one-half (¥2) inch above the
bottom of the lower ear lobe.

Facial Hair

Mustaches shall be of conventional type; be
neatly trimmed; and not present a bushy
unkempt appearance. A mustache shall not
be more than one-fourth (¥%) inch in
thickness; not extend onto or over the upper
lip; not extend beyond or below the corners
of the mouth. Beards are prohibited.
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Uniformed Female Deputies
Hair Styles

Hair shall be worn neatly in styles that do
not extend below the bottom of the collar in
normal posture. Longer hair may be worn in
an upward sweep or bun above the top of
the collar so long as it presents a neat
appearance, does not straggle, and allows
proper wearing of the uniform hat by female
deputies.

Hair Fasteners /Fingernails

Hair clasps, barrettes, or fasteners worn
while in uniform shall correspond with hair
color.

Fingernails shall be of a moderate length
and may be painted in a subdued color,
(flesh-tone is preferred).

Plain  Clothed Deputies and all
Uniformed, Non-Certified Sheriff's
Personnel

Hair Styles - Non-sworn members and plain
clothed deputies shall maintain a neat and
well-groomed appearance when on duty or
representing the Sheriff's Office.
Contemporary hairstyles may be worn if the
general appearance serves to maintain a
moderately conservative and professional
image.

Facial Hair - Sideburns and mustaches worn
by male plain clothed deputies and male
non-certified personnel shall be neatly
trimmed and shall not be excessively heavy
or bushy. Mustaches shall not extend onto
or over the upper lip. Beards are prohibited.

Personal Hygiene

Attention to personal hygiene is a requisite
for all Sheriff's Deputies and personnel while
on duty, in uniform or in the official
performance of duties.



Exceptions

Deputies assigned to undercover or other
such special assignments shall be exempt
from the physical appearance and grooming
provisions of this directive. The appropriate
authority shall establish appearance and
grooming  standards  for  undercover
deputies, in accordance with the special
duties to be performed.

Medical variance for facial hair may be
granted to personnel upon request and
submission of documentation from a
licensed physician.

Dress Code

It is the intent of the Sheriff that all members
of the Sheriff's Office dress and act in a
professional manner. Personal appearance
speaks loudly in our line of business.
Members should bear in mind that all belong
to an Office that holds the public trust and
must  therefore  always present a
professional appearance and demeanor.
Clean, neat, business attire is expected of
all members who are not wearing an issued
uniform.

The following guidelines shall apply to all
members not wearing an issued uniform:

All attire will be suitable for the office /
business environment and present a
professional image.

Pants shall be of a business style and fabric.

Pants that tightly conform to the body are
not acceptable for business wear.

Blouses and shirts shall be of a business
style.

Tank tops, T-shirts, low-cut necklines,
cut-out-backs, spaghetti strap blouses, and
blouses made to tightly conform to the body
are not acceptable for business wear.

Dresses and skirts shall be of a business
style. They will be properly fitted to ensure a
business look. All hemlines will be no
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shorter than three inches (3") from the bend
of the back of the knee. The bodice of a
dress should comply with the guideline set
forth as listed under blouses.

Miniskirts are not acceptable for business
wear.

Shoes shall be of a business style. The
safety, assignment, and the professional
appearance of the member will be
considered when determining the
acceptability of a member’s shoes.

Heels shall be no higher than four inches
(4"). Tennis/jogging type shoes and
flip-flops are not acceptable business wear.
Tennis/jogging type shoes may be worn,
with  the supervisor's permission, if
necessary for the day's activities.

Jackets are optional, however, they will be
worn for court appearances or other special
functions when a jacket is appropriate. If a
weapon is worn, it may be covered by a
jacket while in public. If not covered, proper
identification must be worn and visible — it is
required that a badge be worn next to the
weapon.

Denim/blue jean style clothing is not
acceptable for business attire, but may be
worn with the supervisor's approval, if
necessary for the day's activities.

Supervisors shall ensure that members
present a professional and business image
at all times while on-duty. Anything less is
unacceptable and supervisors shall be held
responsible for enforcing the provisions of
this General Order.

The Sheriff recognizes certain work
environments and work assignments do not
lend themselves to business attire.

Exceptions to the above policy can be
approved by the appropriate Bureau

Chief/Major.
(Effective 4-27-2009)



MONROE COUNTY SHERIFF’S OFFICE

General Order

CHAPTER: 19-A

TITLE: Cellular Phones

EFFECTIVE DATE: NO. PAGES: 1 AMENDED: October 18, 2010
August 19, 2009
REFERENCE: RESCINDS:

CALEA 81.2.10

Rt 7 [

Sheriff of Monroe County

Special Order: Cellular Phones 12.12.2007

PURPOSE: The purpose of this order is to
establish policy and procedures for the issuance
and use of cellular phones.

POLICY: It is the Sheriff's policy that cellular
phones be issued to positions where it is likely to
be necessary to conduct Office business from
remote locations.

PROCEDURE:
Criteria for Issuing Cellular Phones

The Undersheriff will determine which positions
will be issued an Office phone.

The list of positions authorized to receive
phones will be forwarded to the Finance
Department and phones issued accordingly.

Phone Restrictions

As phones are issued for work business,
personal calls are discouraged.

Calls to directory assistance, are discouraged.
Employees are subject to reimburse the Office
for directory assistance.

Employees issued a phone who abuse their
phone privileges, or who use the phone for non-
work related matters, may be required to
reimburse the Office

Phones are not to be used to conduct any
income making business the employee may be
involved in.

Phones are not to be used to conduct any illicit
or illegal activity.




MONROE COUNTY SHERIFF’S OFFICE

General Order

CHAPTER: 19-B

TITLE: Issued Equipment/Uniforms/Grooming-
Body Ornamentation

EFFECTIVE DATE: AMENDED:
March 14, 2011
NO. PAGES: | REFERENCE:

Rt lgm

Sheriff of Monroe County

RESCINDS:

PURPOSE:

It is the policy of the Sheriff's Office to govern
the appearance of its members. The purpose of
this General Order is to establish official agency
appearance, grooming and uniform standards
for uniformed and non-uniformed members.

DISCUSSION: This General Order will apply to
all Sheriff's Office members. All members of the
Monroe County Sheriff's Office must present a
professional image both on and off duty. While
on duty members must dress in a professional
manner and present a neat and well groomed
image.

DEFINITIONS:

Body ornamentation: includes but is not
limited to — tattoos, brands, intentional body
mutilation, and body and tongue piercing.
Body ornamentation does not include the
normal piercing of the lower ear lobe.

e Visible: defined as seen while wearing a
uniform or other approved clothing while

standing in an upright position.
POLICY:
Effective March 14, 2011, members are not

permitted to obtain body ornamentation that will
be visible.
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Members who were hired with existing body
ornamentation prior to March 14, 2011 are not
required to cover them unless the Sheriff deems
that they detract from the professional
appearance of the member in uniform and/or are
deemed to be racist, sexist, offensive, obscene,
or excessive. These members will be required
to cover visible body ornamentation added after
March 14, 2011. For example, the additions
that are visible while dressed in a Class B
uniform must be covered by a Class A uniform,
other approved clothing, or through other means
approved by the Sheriff.

Members hired after March 14, 2011, shall not
have visible body ornamentation while in
uniform. If covering the body ornamentation is
not possible with Class B uniform, Class A
uniform, other approved clothing, or through
other means approved by the Sheriff, the person
will not be eligible for hire.

All members hired prior to March 14, 2011 will
be required to sign a Body Ornamentation
Declaration Form that will document any
existing body ornamentation that could be
visible.

All new applicants will be required to sign an
Acknowledgement of Compliance Form that
will attest to their understanding of this policy.




MONROE COUNTY SHERIFF’S OFFICE

Body Ornamentation Declaration
(For members hired prior to March 14, 2011)

Name ID #

[ Does not have body ornamentation as defined in chapter 19-B of the Monroe County Sheriff’s
Office General Orders.

] Does have body ornamentation as defined in Chapter 19-B of the Monroe County Sheriff’s Office
General Orders.

Are any visible with Class B Uniform CIYes [CINo
Are any visible with Class A uniform [IYes [INo
Are any visible with Appropriate Civilian Attire  [IYes [CINo

(Photographs of any body ornamentation visible with a Class B uniform (to include Bike/Boat
Shorts) are to be submitted with this form.)

Location Description

| understand that if I obtain any body ornamentation, other than those declared above, that are
not coverable with Class B uniform | am required to wear Class A uniform at all times for work.
If any new tattoos are not coverable by Class A uniform | am subject to disciplinary action, up to
and including termination. Civilian members will be required to cover new tattoos with

appropriate civilian attire.
(Original form and photos will be filed with members personnel file in Human Resources)

Member Signature Supervisor Signature

Date
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MONROE COUNTY SHERIFF’S OFFICE

Acknowledgement of Compliance of General Orders 19-B and 9-D

| have received, read and understand the Monroe County Sheriff’s Office policy on Grooming — Body
Ornamentation (Chapter 19-B General Orders)

and

| have received, read and understand the Monroe County Sheriff’s Office policy on Nicotine/Tobacco
Product use. (Chapter 9-D General Orders)

| understand a violation of this policy can result in adverse employment action, up to and including

termination.
(Original form will be filed with members personnel file in Human Resources)

Name ID#

For Members hired after March 14, 2011
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MONROE COUNTY SHERIFF’S OFFICE

General Order

CHAPTER: 20-A TITLE: Complaint Investigations Attachments
EFFECTIVE DATE: NO. PAGES: 40 AMENDED: July 6, 2010

January 1, 2010
REFERENCE: RESCINDS:

Rt 7 [

Sheriff of Monroe County

PURPOSE

The purpose of this General Order is to provide
employees with sample tools for completing
complaint investigations pursuant to Chapter 20
of the General Orders.

POLICY AND PROCEDURES

The tools are available to employees as
attachments to this General Order, on the
MCSO website, and in Outlook under Public
Folder/Internal Affairs.

ATTACHMENTS

Complaint Investigations Manual

Investigations Flowchart

Supervisor Review Form Blank

Sample completed SR

Notice of Investigation-Civilian Non-Bill

of Rights

Notice of Investigation-LEO-CO Bill of

Rights

7. Garrity

8. SR Witness Interview Template

9. SR Non-Bill of Rights Subject Employee
Interview Template

10. SR Bill of Rights Subject Employee

Interview Template

arwONE

o




SUPERVISORY REVIEW COMPLAINT/INVESTIGATION

FLOWCHART

COMPLAINT RECEIVED

COMPLAINT ASSIGNED >

> IA to
Internal Affairs

A 4

Determination whether
Preliminary Review (PR) or Supervisory Review (SR)

e

Preliminary Review Possibl ) Revi R
Determine if allegation is ] osstble Superwsorv. e\{lew (SR)
. . . > Misconduct > Investigation
even potentially a violation i
of law or policv Identified
¢ Get SR Case # from IA
No Misconduct /
Identified Determination if FS 112 (Bill of Rights) Applies:
Y 1. Is subject employee a full-time sworn LE or Corrections Officer?
Case Closed with PR Case #, AND
Letter to complainant, memo 2. Is discipline a possible outcome? (a letter of counseling is NOT discipline)
and copies to IA
“NO” TO EITHER 1 or 2 “YES" TOBOTH1 &2

-

Conduct Investigation per Guidelines in
COMPLAINT INVESTIGATIONS MANUAL for

NON BILL of RIGHTS INVESTIGATIONS

\ 4

Page 2

/

Conduct Investigation per Guidelines in
COMPLAINT INVESTIGATIONS MANUAL for

BILL of RIGHTS INVESTIGATIONS

A 4

Page 3




CONDUCTING NON BILL OF RIGHTS INVESTIGATION

Assigned investigator determines relevant facts by interviewing
complainant, witness(es), reviewing documents and evidence

v

Notice of Investigation to Subject Employee

A 4

Interview Subject Employee using Garrity Advisement

!

Conduct follow-up investigation, if necessary, based on
subject employee interview

v

Document Investigation on MCSO Supervisor Review Form

v

Completed Investigation to Reviewing Supervisor for Final Determination
(Sustained, Unfounded, exonerated, etc.) and, if sustained, recommended corrective
action and/or discipline

v

Completed Investigation or SR Form with Determination and Recommended Action
to Subject Employee for review and comment

v

After seven (7) days Subject Employee returns completed investigation with
employee’s comments to Supervisor authorized to impose Final Action

\ 4

Supervisor authorized to impose the final action reviews investigation,
recommendations, and employee’s comments, then imposes Final Action

\ 4

Complete Investigation with Final Action to Internal Affairs
Internal Affairs to notify subject employee of Final Action, track discipline
compliance, and maintain record




CONDUCTING BILL OF RIGHTS INVESTIGATIONS

Assigned investigator determines relevant facts by interviewing
complainant, witness(es), reviewing documents and collecting
evidence

INVESTIGATION REQUIREMENTS
e All Identifiable Witnesses must be interviewed (a witness is someone who may have
information relevant and material to the particular investigation)
e Witnesses must be placed under oath
e The interviews must be recorded in some form (audio device, written statement, or
investigator summary

A 4

Written Notice of Investigation to Subject officer

A 4

Interview Subject Officer under following conditions
Reasonable time and place — preferably on-duty at the office of the command of the investigating
officer or district office where officer works
Subject Officer entitled to representative and reasonable accommodation to have rep present
The interview must be recorded on recording device
Inform officer of name of investigator, all persons present, nature of investigation, name(s) of
complainant(s)
Prior to interview, provide officer and/or representative with all witness statements and all
existing evidence, and time to review. Document for record what was provided
Advise officer of Garrity and that making false statements during interview is perjury
Place officer under oath
Only one investigator may question

A 4

Conduct follow-up investigation, if necessary, based on subject
employee interview

v
Document Investigation on MCSO Supervisor Review Form

A 4

Completed Investigation to Reviewing Supervisor for Final Determination
(Sustained, Unfounded, exonerated, etc.) and, if sustained, recommended
corrective action and/or discipline

'




l

Completed Investigation or SR Form with Determination and Recommended Action
to Subject Employee for review and comment

After seven (7) days Subject Employee returns completed investigation with
employee’s comments to Supervisor authorized to impose Final Action

Supervisor authorized to impose the final action reviews investigation,
recommendations, and employee’s comments, then imposes Final Action

\ 4

Complete Investigation with Final Action to Internal Affairs
Internal Affairs to notify subject employee of Final Action, track discipline
compliance, and maintain record

CALL INTERNAL AFFAIRS IF YOU HAVE ANY QUESTIONS DURING
THE PROCESS OR IF THERE IS A CLAIM OF AN INTENTIONAL
VIOLATION OF THE BILL OF RIGHTS.

3 continuation



COMPLAINT INVESTIGATIONS PROCEDURES MANUAL
FOR SUPERVISORS

(Effective 7/6/10)
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RECEIPT OF A COMPLAINT
INTRODUCTION

The receipt of a complaint is one of the most critical functions in ensuring that an
investigation is fair, thorough, and timely. To that end, the information received from a
complainant must be accurate, detailed, and specific. In short, when receiving a
complaint, who, what, where, when, and how should be captured to reflect an accurate
account of the event. The following information has been assembled to help you
process a complaint.

COMPLAINT DEFINITION:

A complaint is any alleged misconduct against an employee, whether it involves a
violation of policy and procedure, code of ethics, state or federal law, or other
recognized standard of conduct.

COMPLAINT SOURCE:

Complaints will be accepted from any source, provided the complaint contains
sufficient factual data to warrant an investigation. A complaint can come from an
external or internal source and can be accepted from:

An individual aggrieved person, including inmates
Third party

Governmental agency

Anonymous person

Notice of civil claim

A complaint may be received by the agency in person, by telephone, or by letter. No
employee shall attempt to discourage, interfere, or delay an individual from making a
complaint. Employees accepting complaints shall be responsive and courteous and
shall avoid giving the impression they are disinterested in the problem.

Remember, sometimes legitimate complaints are made by persons who do not wish to
be identified or become further involved in the investigative process.

Complainants, therefore, do not have to:

1. Appear in person.
2. Make their complaint to Internal Affairs.
3. Swear under oath to the truthfulness of their complaint.

4. Agree to participate in certain investigation techniques to have their
complaint accepted.

5. Identify themselves



ACCEPTING COMPLAINTS:

When taking a complaint, the receiving employee shall note the date and time the
complaint is received and should obtain the following, if possible:

e Name, address (apartment number and zip code) and telephone
number of the complainant.

e Identity of all witnesses and their addresses and telephone number, if
known.

e Date and time of the event.

e Location of event, including district.

e Name of personnel involved.

¢ Physical description of personnel involved if name(s) are not known.
e Summary of complaint or event.

NOTIFICATION TO COMPLAINANT: [CALEA 52.2.4]

1. The investigator, either a supervisor or an Internal Affairs Inspector or designee,
shall send a letter or email and/or make a documented phone call to the complainant
advising of the agency’s receipt of the complaint and the name of the investigator.

2. The investigator shall inform the complainant of the status of the investigation at
least every thirty days.

3. At the conclusion of the investigation, the investigator shall send a final letter to
the complainant advising of the disposition of the matter.

NOTIFICATION TO EMPLOYEE UNDER INVESTIGATION: [CALEA 52.2.5]

The investigator shall notify the employee under investigation by providing a
written statement of the allegations, the name of the complainant, and advising the
employee of the employee rights and responsibilities relative to the investigation. Such
notice shall be provided in a timely manner but shall not impede the investigation.

COMPLAINT PROCESSING

In accordance with policy and procedure, employees receiving information
concerning misconduct of any employee should immediately contact a
supervisor or Internal Affairs (1A) to advise them of the complaint. Employees receiving
information concerning misconduct shall facilitate a meeting between the
complainant and a supervisor or IA. The receiving supervisor or IA investigator shall
be responsible for handling the complaint until, and if, reassigned.



CITIZEN COMPLAINT BROCHURE

The Monroe County Sheriff's Office Division of Internal Affairs produces a Citizen
Complaint brochure which is available to all employees. If a citizen asks for one or
makes a general inquiry about the complaint process, the employee should
provide a brochure. These are available through the detention centers, the
district substations, the Internal Affairs division and on www.keysso.net. [CALEA
52.1.4]

INITIAL COMPLAINT PROCESSING

e Not all information received from complainants rises to the level of a complaint.
Complainants may see a need to convey a concern over an issue or procedure.
Upon receipt of a citizen's complaint, the supervisor or IA investigator receiving it
should:

e Screen the complaint to make sure that MCSO personnel are
involved.

e Ascertain if there is a lack of understanding of the law or MCSO
procedures on the part of the complainant (sometimes such a
complaint may be resolved by a simple explanation).

e If the allegations are misconduct of any type or degree, a
complaint should be taken, even if there is some question that the
incident occurred.

¢ Allow the investigation to determine the validity of the complaint.

NOTIFYING INTERNAL AFFAIRS

The employee receiving the complaint shall notify his/her supervisor who shall be
responsible for notifying IA.

When to notify Internal Affairs

e Serious policy violations or criminal violations shall require an immediate
notification to IA.

e Allegations of lesser violations of policy can be forwarded to IA via fax, e-
mail, or telephone during business hours.

CONFIDENTIALITY

When a complaint is made, it shall be treated as confidential. Information about
the complaint SHALL NOT BE DISSEMINATED TO OTHER EMPLOYEES, including the
accused employee. Once a complaint has been processed, it shall be the investigator
(supervisor or IA) who determines the appropriate timing of notification of the
accused employee. No other employee shall make this notification.


http://www.keysso.net/

*Internal Affairs or Supervisor Review investigations are confidential by law and it is a
crime to willfully disclose information obtained pursuant to the investigation prior to the
investigation being completed (FS 112.533).

REQUEST FOR A CASE NUMBER

The Internal Affairs division case number is the only mechanism used in the Monroe
County Sheriff’s Office to track and document complaints and discipline against
employees. Therefore, it is essential to know when and how to request a case
number.

WHEN AND HOW TO PULL A CASE NUMBER

When an investigation is initiated, a case number shall be requested from IA
by telephone, fax or e-mail. This applies in any situation where a Preliminary
Review memo or Supervisor Review Report is being prepared.

. Preliminary Reviews shall receive a “PR” case number in the
following format: PR-year-sequential number. (l.e. PR-2009-013).

o Supervisor Reviews shall receive a “SR” number (i.e. SR-2009-
045).

CASE FILE FOLDER

Upon the receipt of the request for a case number, Internal Affairs shall open the case
in the Internal Affairs database. Internal Affairs will then email the case number and
the subject employee’s background sheet to the investigator.

FORMS: BLANK COPIES OF ALL FORMS REFERENCED THROUGHOUT THIS
MANUAL ARE AVAILABLE IN THE INTERNAL AFFAIRS FORMS
SECTION IN OUTLOOK.

AUTHORITY TO DISCIPLINE

The following authorities to issue discipline shall apply:
1. Letter of reprimand: Lieutenant or above.
2. Suspension up to five work shifts: Captain, Director or above.
3. Suspension over five work shifts,
Demotion or Recommend Termination: Bureau Chief or above.

4. Termination: Sheriff



PRELIMINARY REVIEW (PR)

Many times the supervisor or IA investigator receiving a complaint is able to determine
that a complaint does not need further investigation or can be dealt with informally, for
example:

. The complaint on its face does not allege any violation of law, policy, or
procedure, though the complainant may believe otherwise.

. The complainant may only be expressing a generalized concern regarding
accepted law or policy.

. The complainant may be requesting informal action in a relatively minor
policy violation matter.

. The supervisor or IA investigator is able to quickly determine through
independent sources (documents, data, dispatch tapes, in-car video,
external source video, etc.) that the complaint is factually without merit or
the employee’s actions were within law and policy.

PR CLOSEOUT

e After a PR is conducted and concluded, it shall be closed as
"Exonerated/Unfounded”. (Note: if misconduct is identified the complaint shall be
processed as a Supervisor Review or Internal Affairs Investigation).

e The supervisor or investigator shall obtain a PR Number from the Internal Affairs
division and prepare a memorandum detailing the complaint, investigation, and
determination.

¢ The memorandum shall be forwarded to Internal Affairs for inclusion in the IA
database.

e The investigator shall send a final letter to the complainant advising of the
disposition of the matter.

SUPERVISOR REVIEW INVESTIGATIONS

WHAT CONSTITUTES A SUPERVISOR REVIEW INVESTIGATION?

Supervisor Review investigations are administrative investigations of policy
violations as noted earlier. Should, at any time, a Supervisor Review
investigation reveal serious policy violations or criminal violations or if assistance is
needed, IA shall be contacted for guidance.



ASSIGNING THE INVESTIGATOR

Generally, the district commander or lieutenant will assign the complaint
for investigation. Consideration should be given to assigning a
supervisor other than the employee’s immediate supervisor. The purpose
for the consideration is twofold. (1) If the supervisor of the accused employee
investigates his/her own employee, it may give the impression to the complainant of a
biased investigation. (2) It also relieves the supervisor from accusations by the
accused employee of bias. This is merely a suggestion and should not
influence the assignment of the investigation.

If the supervisor is the complainant or a witness in the matter, another supervisor should
be assigned the investigation.

PRELIMINARY ASSESSMENT

. The assigned supervisor should preliminarily assess the potential
outcome of the investigation should the allegations be sustained. The
nature of the complaint and the employee’s disciplinary history may be
considered in the assessment. If the accused employee is a full time
law enforcement or correctional officer and, based on the preliminary
assessment, the real potential exists that the employee may receive
corrective action greater than a letter of counseling, then the
requirements of F.S. 112.531-535 (Law Enforcement Officer’s Bill of
Rights) must be followed.

. Complaints against employees that appear on their face to merit at
most counseling or retraining may be handled more informally, but will
usually follow the same general procedures.

NOTIFICATION TO SUBJECT EMPLOYEE

Employees should be notified of complaints that are lodged against them, unless
notification would compromise the investigative process. The notification should
generally be made using the Notice of Investigation Form.

NOTE: All employees covered by the Bill of Rights must be given the specific
notifications required by 112.532(1)(d) prior to being interrogated.



CONDUCTING AN INVESTIGATION OF AN EMPLOYEE NOT
COVERED BY THE BILL OF RIGHTS

GENERAL GUIDELINES

As a general rule, the investigator should attempt to determine as many of the facts
relevant to the complaint prior to speaking with the accused employee. This would
include reviewing the complaint, speaking with the complainant, speaking with
witnesses, and reviewing documents or other evidence. The investigator should then
speak with the accused employee about the matter. If the employee reveals other
potential witnesses or evidence, the investigator should speak with the witnesses (if
relevant to the issues being investigated) and review the other evidence before reaching
a finding of fact.

TIME LIMITS

. By policy, investigations should be completed within 30 days of receipt of
the complaint.

o If an extension is necessary, a memorandum explaining why must be
submitted to the Inspector General of IA with an approved copy sent to the
subject employee.

GARRITY

All employees (civilian or sworn) must answer questions during an administrative
investigation. Refusal to answer questions may subject the employee to discipline. The
Garrity advisement shall be given to all subject employees and any employee witness
who indicates he or she does not wish to answer questions. The Garrity advisement
can be found in the Forms section under Internal Affairs in Outlook. This advisement
shall be printed, read to the subject or witness employee and signed by the subject or
witness employee and be made a part of the investigation file.

INTERVIEWING A WITNESS

Note: A witness is a person who may have information relevant and material to the
particular investigation as determined by the investigator.

The following general rules should be followed when interviewing a witness:



All interviews shall be documented in some form, either investigative notes,
an investigative summary, a written statement, or an audio recording. With
more serious allegations it is recommended that audio recordings be made.
Select an appropriate location for the interview.

Select a reasonable time for the interview, preferably when the employee is
on duty, unless necessity dictates otherwise.

Be courteous and professional. No investigator should engage in rudeness,
offensive language, threats or promises during an interview.

Be prepared and limit questioning to relevant issues.

Place the witness under oath.

If the witness requests a representative be present during the interview, the
request should be granted unless the request would unnecessarily delay or
interfere with the investigation. (Note: generally the representative is only an
observer and is not allowed to interject themselves into the interview. It is
within the investigator's discretion to allow some clarifying questions or
statements by the representative).

The interview shall be for a reasonable period and time shall be allowed for
personal necessities and/or rest periods.

A template for a witness interview can be found in the Forms section under
Internal Affairs in Outlook.

INTERVIEWING THE SUBJECT EMPLOYEE

The general rules for interviewing any witness apply to interviewing a subject
employee not covered by the Bill of Rights.

*Garrity: The Garrity advisement shall be given to all subject employees.
The Garrity advisement can be found in the Forms section under Internal
Affairs in Outlook. This advisement shall be printed, read to the employee
and signed by the employee and be made a part of the investigation file.

WITNESSES REVEALED DURING THE SUBJECT EMPLOYEE'’S INTERVIEW

Should an additional material witness(es) be revealed during the subject
employee’s interview, the investigator should interview the witness(es) prior
to concluding the investigation.

COMPELLED TESTING AND DISCLOSURE OF RECORDS

In all administrative investigations, the employee may be required to submit
to relevant medical, laboratory, or forensic testing. The employee may also
be required to provide relevant financial, telephonic, computer or internet
records. The employee may also be required to be photographed or
participate in a lineup.



DOCUMENTING THE INVESTIGATION

e  When the investigation is complete, the investigator will then document the
investigation on the MCSO SUPERVISOR REVIEW FORM (SR FORM).

e A sample report and guide to filling out the form can be found in the Forms
section under Internal Affairs in Outlook.

FORWARD FOR REVIEW

. Upon the investigator completing the investigation, it shall be forwarded to
his/her immediate supervisor for review.

FINAL DETERMINATION

e Using the Supervisor Review Form(SR Form), the reviewing supervisor
shall draw a conclusion of fact which will be one of the following:

e Exonerated — The incident occurred, but the employee’s actions were
lawful, proper, and consistent with rules, regulations, policy or State law.

e Unfounded — The allegation is false or not factual.

e Not Sustained — Insufficient facts exist to either prove or disprove the
allegation.

e Sustained — The allegation is found to be substantially true. Generally
speaking, the incident occurred and the specifically cited law, rule,
regulation, or other general or special order was violated by the employee.

e If the investigation involves multiple allegations and/or violations a
separate finding must be made as to each allegation. [An additional first
page of the SR Form shall be used for each allegation/violation then all
will be attached to the Investigative Summary page(s)].

RECOMMENDED ACTION

e When the reviewing supervisor finds the complaint to be “sustained”, the
reviewing supervisor shall enter a recommended action or discipline on
the SR Form.

NOTICE OF RECOMMENDED ACTION TO SUBJECT EMPLOYEE

e The completed investigation with the final finding and recommendation
(including all attachments and witness statements) shall then be
presented to the subject employee to review prior to the final imposition of
the recommended action. Note: the contents of the investigation are still



confidential at this point because the investigation is not closed. The
subject employee and his or her representative should be so advised and
of the possible consequences for revealing the information to anyone else.

The employee shall have seven (7) calendar days to review the
investigation and address the findings and/or the recommended action in
the space provided on the form. The employee shall sign the comment
section on the line provided. The employee does not have to comment on
the investigation. If the employee does not wish to comment, the
employee must check the No Comment line and sign the investigation
(this is required to document that the employee was given the opportunity
to address the investigation). The employee shall return the completed
investigation with his or her comments to the reviewing supervisor.

FINAL ACTION

Upon receipt of the investigation from the subject employee, the
supervisor authorized to impose the recommended final discipline shall
meet with the employee, to discuss the matter and review the employee’s
comments on the investigation.

The supervisor authorized to impose the final action shall use the SR Form
to do so.

The complete original SR FORM shall then be returned to Internal Affairs.

Internal affairs shall monitor the completion of any imposed retraining,
counseling, or discipline and shall file proofs of completion within the
investigative file. It shall be the supervisor’s responsibility to ensure that
IA has all of the necessary proofs.
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CONDUCTING INVESTIGATIONS OF EMPLOYEES COVERED
BY THE BILL OF RIGHTS

The Florida Law Enforcement Bill of Rights contains specific requirements for
conducting investigations that lead to loss of pay (suspension), demotion, or dismissal
when the subject employee is a sworn, full time law enforcement or correctional officer.
These requirements have also been incorporated into the agency’s collective bargaining
agreements.
o The Florida Law Enforcement Bill of Rights (FS 112.531-112.535) can be
found in Outlook/Public Folders/ Internal Affairs.

TIME LIMITS

All Investigations shall be completed within 30 days of receipt of the complaint. Should
an extension of time be necessary to complete the investigation, the investigator shall
inform his/her supervisor and shall make a written request (email will suffice) to the
Office of Internal Affairs for an extension, explaining the reasons for the extension. The
Inspector General or designee or Undersheriff is the only person authorized to grant the
extension. Any such extensions shall be noted in the investigative file and the subject
employee shall be provided with an approved copy of the request. Any extensions
granted extending the investigation beyond 180 days will only be granted in accordance

with F.S 112.532 (6), i.e., the period is tolled for a statutorily enumerated reason.
[CALEA 52.2.3]

This time limit may be tolled only for the following reasons:

1. A specific written waiver by the subject officer.

2. The period of time that any criminal investigation or prosecution is pending
in connection with the act, omission, or other alleged misconduct.

3. The subject officer is incapacitated or otherwise unavailable.

4. In a multijurisdictional investigation, a reasonable time necessary to
facilitate the coordination of the agencies involved.

5. The period of time the Governor has declared a state of emergency within
the boundaries of the agency.

6. The period of time during which a compliance hearing is being held
pursuant to FS 112. (Contact the Legal Division for clarification).

GARRITY

All employees (civilian or sworn) must answer questions during an administrative
investigation. Refusal to answer questions may subject the employee to discipline. The
Garrity advisement shall be given to all subject employees and any employee witness
who indicates he or she does not wish to answer questions. The Garrity advisement
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can be found in the Forms section under Internal Affairs in Outlook. This advisement
shall be printed, read to the subject or witness employee and signed by the subject or
withess employee and be made a part of the investigation file.

INTERVIEWING WITNESSES

*

The Bill of Rights requires that all identifiable witnesses be interviewed
prior to questioning the subject employee. The interviews shall be under
oath and shall be recorded in some form (recording device, written
statement, or the investigator’s written summary of the witness statement).

Note: A witness is a person who may have information relevant and material to
the particular investigation as determined by the investigator.

The following general rules should be followed when interviewing a witness:

Select an appropriate location for the interview.

Select a reasonable time for the interview, preferably when the employee is
on duty, unless necessity dictates otherwise.

Be courteous and professional. No investigator should engage in rudeness,
offensive language, threats or promises during an interview.

Be prepared and limit questioning to relevant issues.
Place the witness under oath.

If the witness requests a representative be present during the interview, the
request should be granted unless the request would unnecessarily delay or
interfere with the investigation. (Note: generally the representative is only an
observer and is not allowed to interject themselves into the interview. It is
within the investigator’'s discretion to allow some clarifying questions or
statements by the representative).

The interview shall be for a reasonable period and time shall be allowed for
personal necessities and/or rest periods.

A template for a witness interview can be found in the Forms section under
Internal Affairs in Outlook.
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INTERVIEWING A SUBJECT EMPLOYEE COVERED BY THE BILL OF RIGHTS:

The general rules for interviewing any witness apply to interviewing a subject employee
covered by the Bill of Rights.

e The interview shall be conducted at a reasonable hour, preferably at a time
when the officer is on duty, unless the seriousness of the investigation is of
such a degree that immediate action is required.

e The officer is entitled to have a representative of his or her choice present
during the interview, if he or she so requests. The investigator shall make a
reasonable accommodation to allow the representative to be present.

e The interview shall take place at headquarters or the district office where the
employee normally works.

e The subject officer shall be informed of the following:

1. The name, rank, and command of the officer in charge of the
investigation.

2. The name, rank, and command of the interviewing officer and of all
persons present during the interview.

3. The nature of the investigation.

4. The names of all complainants.

e The employee shall be provided all the witness statements, in whatever form
available, and all other existing evidence, including, but not limited to,
incident reports, Global Positioning System (GPS) locator information, and
audio, video, or photographic evidence. The employee shall be allowed time
to review the statements and evidence prior to being interviewed. However, if
the witness is currently incarcerated and may have contact with the subject
officer, the subject officer is not entitled to review that statement prior to the
interview. The investigator should schedule the interview in a manner to
allow adequate time for the officer to review the statements. Note: the
statements are confidential at this point pursuant to FS 112.532 and 533.
The subject employee and his or her representative should be so advised
and of the possible consequences for revealing the information to anyone
else.

e *Garrity: The Garrity advisement shall be given to all subject employees.
The Garrity advisement can be found in the Forms section under Internal
Affairs in Outlook. This advisement shall be printed, read to the employee
and signed by the employee and be made a part of the investigation file.
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The subject officer must be placed under oath and advised of his or her
obligation to tell the truth. The officer must also be advised that making
knowingly false statements may subject the officer to prosecution for perjury
and could result in decertification by the Florida Department of Law
Enforcement - Criminal Justice Standards and Training Commission.

The interview must be recorded on a recording device. There will be no
unrecorded questions or statements. During break periods the investigator
should state the beginning and end times of the break on the recording and
have the subject officer acknowledge there was no questioning while the
recording was stopped.

The investigator should use the Subject Employee Administrative Interview
Form to conduct the interview. This Form can be found in the Forms section
under Internal Affairs in Qutlook.

If more than one investigator is present during the interview, only one should
do the questioning, unless specifically waived by the officer being
guestioned.

The subject officer shall not be subjected to offensive language or be
threatened with transfer, dismissal, or disciplinary action. No promise or
reward shall be made as an inducement to answer any questions.

If the subject officer is under arrest, or is likely to be placed under arrest as a
result of the interrogation, he or she shall be completely informed or his or
her rights (Miranda) prior to the commencement of the interview.

WITNESSES REVEALED DURING THE SUBJECT OFFICER'’S INTERVIEW

Should an additional material witness(es) be revealed during the subject employee’s
interview, the investigator should interview the witness(es) prior to concluding the
investigation.

COMPELLED TESTING AND DISCLOSURE OF RECORDS

In all administrative investigations, the employee may be required to submit to
relevant medical, laboratory, or forensic testing. The employee may also be required to
provide relevant financial, telephonic, computer or internet records. The employee may
also be required to be photographed or participate in a lineup.

DOCUMENTING THE INVESTIGATION

When the investigation is complete, the investigator will then document the
investigation on the MCSO SUPERVISOR REVIEW FORM (SR FORM)
which can be found in the Forms section under Internal Affairs in Outlook.
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e A sample report and guide to filling out the form can be found in the Forms
section under Internal Affairs in Outlook.

Note: The investigator must swear that the contents of the report are true and accurate
based upon his/her personal knowledge, information and belief. The investigator must
also swear that he/she has not knowingly or willfully deprived, or allowed another to
deprive the subject of the investigation of any rights contained in FS 112.532 or
112.533.

FORWARD FOR REVIEW

e Upon the investigator completing the investigation, it shall be forwarded to
his/her immediate supervisor for review.

FINAL DETERMINATION

Using the Supervisor Review Form (SR Form), the reviewing supervisor shall draw a
conclusion of fact which will be one of the following:

Exonerated —The incident occurred, but the employee’s actions were
lawful, proper, and consistent with rules, regulations, policy
or State law.

Unfounded — The allegation is false or not factual.

Not Sustained — Insufficient facts exist to either prove or disprove the
allegation.

Sustained — The allegation is found to be substantially true. Generally
speaking, the incident occurred and the specifically cited
law, rule, regulation, or other general or special order was
violated by the employee.

If the investigation involves multiple allegations and/or violations a separate finding must
be made as to each allegation. [An additional first page of the SR Form shall be used
for each allegation/violation then all will be attached to the Investigative Summary

page(s)].
RECOMMENDED ACTION

When the complaint is “sustained”, the reviewing supervisor shall forward the
investigation through his/her chain of command until such time as it reaches the
supervisor authorized to impose the recommended level of discipline. That supervisor
shall enter his/her recommended action or discipline on the SR Form.
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NOTICE OF RECOMMENDED ACTION TO SUBJECT EMPLOYEE

The completed investigation with the final finding and recommendation (including all
attachments and witness statements) shall then be presented to the subject employee
to review prior to the final imposition of the recommended action. Note: the contents of
the investigation are still confidential at this point pursuant to FS 112.532 and 533
because the investigation is not closed. The subject employee and his representative
should be so advised and of the possible consequences for revealing the information to
anyone else.

The employee shall have seven (7) calendar days to review the investigation and
address the findings and/or the recommended action in the space provided on the form.
The employee shall sign the comment section on the line provided. The employee does
not have to comment on the investigation. If the employee does not wish to comment,
the employee must check the No Comment line and sign the investigation (this is
required to document that the employee was given the opportunity to address the
investigation). The employee shall return the completed investigation with his or her
comments to the reviewing supervisor.

FINAL ACTION

Upon receipt of the investigation from the subject employee, the supervisor authorized
to impose the recommended final discipline shall meet with the employee, to discuss
the matter and review the employee’s comments on the investigation.

The supervisor authorized to impose the final action shall use the SR Form to do so.
The complete original SR FORM shall then be returned to Internal Affairs.

Internal affairs shall monitor the completion of any imposed retraining, counseling, or
discipline and shall file proofs of completion within the investigative file. It shall be the

supervisor’'s responsibility to ensure that IA has all of the necessary proofs.

OBJECTIONS BY SUBJECT OFFICER DURING THE INVESTIGATION

The following provisions only apply during investigations of full time law
enforcement or corrections officers.

If the subject officer believes that there has been an intentional violation of the Bill of
Rights by the investigator during the course of the investigation, the subject officer shall
advise the investigator of the violation and the specific factual basis for the violation.

The investigator shall evaluate the objection and attempt to immediately cure any actual
violation. (Investigators are encouraged to contact Internal Affairs or the Legal Division
to evaluate the validity of any objection). If the investigator does not find the
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objectionable issue to be a violation of the Bill of Rights, the investigator shall explain to
the subject officer why there is no violation.

If the subject officer still maintains a violation exists and the subject officer requests that
the Sheriff or the Undersheriff be notified, then the interview of the subject officer shall
cease.

The investigator shall refer the matter to the Legal Division for resolution pursuant to the
provisions of F.S. 112.534.
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10.

11.

12.

13.

14.

SUPERVISOR REVIEW SUBJECT EMPLOYEE INTERVIEW TEMPLATE
NON BILL OF RIGHTS

I am INTERVIEWER of the Monroe County Sheriff's Office. State rank and /or position.

I am the investigator in charge of (Internal Affairs, Administrative Inquiry, Lawsuit Review) investigation
NUMBER.

This interview is being conducted at PLACE OF INTERVIEW. The time is TIME, on DATE.

For identification purposes, please state your full name and spell it.
What is your present rank and duty assignment?
This interview is being recorded. Is it being recorded with your full knowledge?

Also present at this time is NAME OF PERSON(S) PRESENT. (Use only if there is someone other than the
interviewee present in the room).

If interviewee has been provided with any documents, recordings, or evidence prior to the interview, state for
record what has been provided.

Advise of Garrity/Right to Representative using Administrative Rights Form.

PLACE UNDER OATH. (Would you raise your right hand please? Do you swear that the statement you are
about to give is the truth, the whole truth and nothing but the truth, so help you God?)

Ask questions relevant to the facts and circumstances surrounding the alleged complaint:
WHO / WHAT / WHEN / WHERE / WHY / HOW

At the conclusion of the interview, ask employee is there anything that you have failed to ask or that the
employee would like to add to this statement?

Advise the employee that the investigation is still confidential and they are not to discuss it with anyone except
their representative until it is concluded.

State TIME interview is concluded.



10.

11.

12.

13.

14.

15.

SUPERVISOR REVIEW SUBJECT EMPLOYEE INTERVIEW TEMPLATE
BILL OF RIGHTS

THIS INTERVIEW MUST BE RECORDED ON A RECORDING DEVICE
There will be NO unrecorded questions or statements

I am INTERVIEWER of the Monroe County Sheriff's Office. State rank and command.

I am the investigator in charge of (Internal Affairs, Administrative Inquiry, Lawsuit Review) investigation

NUMBER. (If another investigator is in charge of the investigation state that investigator’s name, rank, and

command

This interview is being conducted at PLACE OF INTERVIEW (This must be at the command of the
investigating officer or the employee’s normal duty station). The time is TIME, on DATE.

State the nature of the complaint and the name(s) of the complainant(s).

For identification purposes, please state your full name and spell it.

What is your present rank and duty assignment?

This interview is being recorded. Is it being recorded with your full knowledge?

Also present at this time is NAME OF PERSON(S) PRESENT. (Use only if there is someone other than the
interviewee present in the room). NOTE: ONLY ONE INVESTIGATOR MAY ASK QUESTIONS.

State for the record all documents, recordings, and evidence that have been provided to the subject employee
and/or his representative prior to the interview.

Advise of Garrity/Right to Representative using Administrative Rights Form.

PLACE UNDER OATH. (Would you raise your right hand please? Do you swear that the statement
you are about to give is the truth, the whole truth and nothing but the truth, so help you God?)

Ask questions relevant to the facts and circumstances surrounding the alleged complaint:
WHO / WHAT / WHEN / WHERE / WHY / HOW

At the conclusion of the interview, ask employee if there is anything that you have failed to ask or that the
employee would like to add to this statement?

Advise the employee that the investigation is still confidential and they are not to discuss it with anyone except
their representative until the investigation is concluded.

State TIME the interview is concluded.



10.

11.

12.

13.

14.

15.

SUPERVISOR REVIEW WITNESS INTERVIEW TEMPLATE

I am INTERVIEWER of the Monroe County Sheriff's Office. State rank and /or position.

I am the investigator in charge of (Internal Affairs, Administrative Inquiry, Lawsuit Review) investigation
NUMBER.

This interview is being conducted at PLACE OF INTERVIEW. The time is TIME, on DATE.

For identification purposes, please state your full name and spell it.

Please state your address and phone number. (Sheriff's Office members should give their business address).
What is your date of birth? (Non-members only)

MEMBERS ONLY - What is your present rank and duty assignment? Who is your immediate Supervisor?
This interview is being recorded. Is it being recorded with your full knowledge?

Also present at this time is NAME OF PERSON(S) PRESENT. (Use only if there is someone other than the
interviewee present in the room).

If the witness is an employee and wishes to be advised of Garrity, use Administrative Rights Form at this
point.

PLACE UNDER OATH. (Would you raise your right hand please? Do you swear that the statement you are
about to give is the truth, the whole truth and nothing but the truth, so help you God?)

Ask questions relevant to the facts and circumstances surrounding the alleged complaint:
WHO / WHAT / WHEN / WHERE / WHY / HOW

At the conclusion of the interview, ask the witness if there is anything that you have failed to ask or that the
witness would like to add to this statement?

Advise the witness that the investigation is still confidential and they are not to discuss it with anyone except
their representative until it is concluded.

State TIME interview is concluded.
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General Order
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CALEA 52 CFA 27.01 (c); 27.06
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Sheriff of Monroe County

RESCINDS:
Chapter 20 Internal Affairs

PURPOSE

The purpose of this directive is to establish
guidelines for the handling of complaints against
employees, the imposition of corrective action or
discipline, and the administration and
operational procedures for the Internal Affairs
Division.

DISCUSSION

This directive shall apply to all Sheriff's
employees. For the purposes of this chapter
‘employee” includes reserve and auxiliary
deputies. It is the policy of the Sheriff that all
allegations of employee misconduct are
appropriately  investigated and  promptly
adjudicated. This includes complaints received
from anonymous sources. [CALEA 52.1.1]

The Internal Affairs Division shall record,
register, and control the investigation of
complaints against employees; shall supervise
and monitor the handling of alleged misconduct;
shall maintain the confidentiality of the Internal
Affairs investigations and records as law permits
and shall keep such records in a secured area at
5525 College Road (Internal Affairs), Key West,

Florida.
[CALEA 26.1.8, 52.1.2] [CFA 27.01(C).

When applicable, the procedure shall be in
compliance with Section 112.552 and 112.553,
Florida Statutes. The Internal Affairs Division is
supervised by a Command Deputy Sheriff who
is supervised by the Undersheriff and has the
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authority to report directly to the Sheriff on
Internal Affairs matters. [CALEA 52.1.3] All or a
part of this procedure may be superseded by
state law and/or any collective bargaining
agreement entered into between the Sheriff and
a recognized collective bargaining unit.

It is the policy of the Sheriff that discipline should
be characterized as corrective rather than
punitive, and that disciplinary actions are utilized
as an element of an overall program to educate
the employees of the Office and to promote
proper conduct. However, some misconduct is
not correctable through discipline. Certain acts
may immediately render an employee unsuitable
for continued employment. Not all misconduct
requires discipline. In some cases, hon-
disciplinary action may be more appropriate.
Supervisors are expected to enforce the
disciplinary process.

Although internal consistency in administering
discipline is desirable, numerous factors should
be considered in determining the appropriate
level of discipline to be assessed. Some of the
factors involved include, but are not limited to
length of service, time intervals between
offenses, the effectiveness of prior corrective or
disciplinary actions, willingness to improve,
overall work performance, job attitude, and
corrective or disciplinary actions previously
administered to comparable employees for
similar offenses. A repetition of the same
offense or other serious offense indicates that
more severe measures should be administered.




Generally, the action taken should be corrective
if the supervisor can reasonably anticipate that
the corrective steps will be effective. The steps
of progressive corrective action would normally
be:

Counseling/retraining
Written reprimand
Suspension
Demotion
Termination

gpwNE

Some misconduct cannot be corrected using
corrective action. This is generally misconduct
the employee should have reasonably known
was unacceptable, including; association with
criminals, drug usage, dishonesty, thievery,
violence, insubordination, and criminal behavior.
In addition to disciplinary action, an employee
may be subject to the loss of equipment, such
as a take home car, uniforms, weapon, etc.

Nothing contained herein shall limit the right,
power, and authority of the Sheriff to take
whatever action is deemed appropriate under
given circumstances. It is further provided that
certain offenses are of such serious nature that
immediate withdrawal of appointment is
applicable on the first offense.

POLICY AND PROCEDURE
Receipt of Complaints

All  complaints against the Office or its
employees shall be investigated. Complaints
may be written or verbal and may be
anonymous. Complaint processing will follow
the guidelines outlined in the Complaint
Investigation Procedures Manual located in
Chapter 20A Complaint Investigations
Attachments.

Employees receiving information of misconduct
of any employee should immediately contact a
supervisor or Internal Affairs to accept the
complaint. Employees will not direct a
complainant to call a supervisor.

All Complaints shall receive a case nhumber and
the Internal Affairs Division shall maintain a
record of all complaints received against the
agency or employees. Records of all complaints
shall be maintained in a secure section of the
MCSO computer system. Any paper records
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shall be maintained in a file room within the
Internal Affairs office that is not readily
accessible to persons other than Internal Affairs
staff. The door to the file room shall be locked

when staff is absent from the office. [CALEA
26.1.8,52.1.2]
At a minimum, Records will be

retained/destroyed as per Florida Records

Retention Schedule.
(Revised 5/19/11)

Notification to the Sheriff

The Command Deputy Sheriff of Internal Affairs
shall immediately notify the Sheriff in all
instances of allegations of criminal misconduct.
The Sheriff will be kept informed of all other
complaints during regular briefings. [CALEA 52.2.2]

Notification to Complainant

In the event of a complaint filed against an
employee of the Office the investigator shall
send a letter or email and/or make a
documented phone call to the complainant
advising of the agency’s receipt of the complaint
and the name of the investigator.

The investigator shall at least every thirty days
inform the complainant of the status of the
investigation.

At the conclusion of the investigation, the
investigator shall send a final written notification
to the complainant advising of the conclusion of
fact. [CALEA 52.2.4]

Notification to Under

Investigation

Employee

The employee under investigation shall be
notified of the investigation by being provided a
written statement of the allegations, the name of
the complainant and his/her rights and
responsibilities relative to the investigation.
Such notice shall be provided in a timely manner

but shall not impede the investigation. [CALEA
52.2.5]

At the conclusion of the investigation, the
investigator shall send a final written notification

to the member advising of the conclusion of fact.
[CALEA 52.2.4]



Types of Complaints Investigated by Internal
Affairs:
[CALEA 52.2.1 b]

Allegations of criminal misconduct and other
policy or procedure violations as determined by
the Sheriff. When deemed appropriate by the
Sheriff, complaints of criminal misconduct may
be submitted to the criminal investigations
division or an outside law enforcement agency
for investigation.

All  complaints of serious negligence or
misconduct in the handling of evidence by any
members of the Office or any of its contractors
shall be investigated by the Internal Affairs

Division of the Monroe County Sheriff’'s Office.
(Revised 7/6/10)

Types of

Supervisors:
[CALEA 52.2.1 4]

Complaints Investigated by

Allegations of violations of the General Orders,
such as insubordination offenses, neglect of
duty offenses, improper conduct offenses, etc.

Completion of Investigations

All Investigations shall be completed within 30
days of receipt of the complaint. Should an
extension of time be necessary to complete the
investigation, the investigator shall inform
his/her supervisor and shall make a written
request (email will suffice) to the Office of
Internal Affairs for an extension, explaining the
reasons for the extension. The Inspector
General or designee or Undersheriff is the only
person authorized to grant the extension. Any
such extensions shall be noted in the
investigative file and the subject employee shall
be provided with an approved copy of the
request. Any extensions granted extending the
investigation beyond 180 days will only be
granted in accordance with F.S 112.532(6),
i.e., the period is tolled for a statutorily

enumerated reason. [CALEA 52.2.3]
(Revised 7/6/10)

Investigation Procedures
e All complaint investigations should follow

the investigative protocols in the Complaint
Investigation Procedures Manual.
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e Should any of the above procedures be
changed or modified by a Collective
Bargaining Agreement, the terms of the
Bargaining Agreement shall prevail and
apply to the members of that collective
bargaining unit.

Investigation Determination

e All investigations into allegations of
misconduct, whether investigated by a
Supervisor or Internal Affairs, shall result in
a conclusion of fact. {CALEA 52.2.8]

e The findings of fact shall be one of the
following determinations:

Incident occurred, but
lawful,
rules,

o Exonerated:
the employee’s actions were
proper and consistent with
regulations, policy or state laws.

o Unfounded:
factual.

Allegation is false or not

o Not Sustained: Insufficient facts either to
prove or disprove the allegation.

o Sustained: The allegation is
found to be substantially true. Generally
speaking, the incident occurred and the
specifically cited rule(s), regulation(s) or
other general or special order(s) were
violated by the employee.

Corrective Action

Upon completion of the investigation and a
finding of fact the following actions may be
taken:

e Corrective Non-Disciplinary Actions

o Letter of Counseling - The purpose of
a letter of counseling is to allow the
Supervisor to bring to the employee’s
attention the need to improve his/her
performance, work habits, behavior or
attitude and to serve as a notice against
further repetition of the unsatisfactory
performance or conduct. The
Supervisor should utilize the occasion to
identify and define the area needing
improvement and to inform the



employee of how such improvement can
be realistically achieved and when it can
be expected. A letter of counseling is a
corrective  measure and is not
considered to be disciplinary action.

Remedial Training — If the Supervisor
has, through counseling, defined an
area needing improvement, the
Supervisor may provide qualified
instruction to assist employees in
overcoming the noted deficiency. This
instruction must be appropriate and not
detract excessively from other
supervisor capacities. The employee
may be required to successfully
complete a training program.  The
program shall be designed to fit specific
job requirements or individual needs.
When possible, the Sheriff’s in-service
training program should be used.
Assignment of the training and
completion of training shall be
documented by memorandum.
(Remedial Training may also be
required in disciplinary actions).

Administrative Suspension/relief
from duty — [CALEA 52.2.7] If the
supervisor determines that the needs of
the employee and/or the best interests
of the agency require a temporary relief
from duty, the supervisor will notify the
employee’s division command. An
administrative  suspension may be
affected in such circumstances by the
employee’s division command, or the
duty commanding officer, and shall
continue until otherwise ordered by the
sheriff.  An administrative suspension
may be implemented prior to the
completion of an investigation. An
administrative suspension under these
circumstances is not considered to be
discipline.

= Administrative suspension following
use of deadly force - In every
instance in which a deputy uses
deadly force or takes action which
results in death or great bodily harm
to another person, the deputy will be
immediately relieved of normal
duties in order that the personal and
emotional needs of the deputy may
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be addressed and all facts
surrounding the incident verified.

e Corrective Disciplinary Actions

o Written Reprimand - In situations in
which  counseling and/or remedial
training has not resulted in the expected
improvement, or in which an employee
commits a more serious offense, a
written reprimand should be given to the
employee. This shall include a
complete description of the incident(s) of
misconduct, and refer to specific dates,
times, locations, personnel involved,
and rules violated.

o Disciplinary Suspension - In the event
offenses are continued or repeated by
an employee who has already received
a letter of counseling / retraining or
written reprimand, or if the nature of the
offense is serious, an employee may be
placed on disciplinary suspension
without pay for a period of time, or be
subjected to loss of accrued vacation or
compensatory leave.

o Disciplinary Demotion - In certain
cases demotion may be used when the
employee demonstrates an inability to
function at his/her rank or position.

o Disciplinary Withdrawal of
Appointment/Termination - In cases of
serious conduct violations the
employee's appointment may be
withdrawn and the employee may be
terminated.

e Authority to Discipline
The Sheriff or his designee shall be briefed
and must concur with the recommended
discipline prior to its imposition except in
emergency or exigent circumstances.
(Revised 5/19/11)

The following authorities to issue discipline
shall apply:

o Letter of reprimand: Lieutenant or above.

o Suspension up to five work shifts:
Captain, Director or above.



o

o

Suspension five work shifts,
Recommend Demotion and/or
Termination: Bureau Chief or above.

over

Demotion and/or Termination: Sheriff or
designee.

(Revised 5/23/11)

Notice of Disciplinary Action

o

Upon completion of an investigation, the
finder of fact shall make a written
recommendation of corrective and/or
disciplinary action.

The subject employee shall be notified of
the recommended action and be
provided a copy of the complete
investigation. [CFA 27.06]

Prior to the imposition of the action the
employee shall be provided the
opportunity to address the findings and
the recommended corrective and/or
disciplinary action.

The final corrective/disciplinary action
shall be imposed after due consideration
of the subject employee’s response.

Investigation Reports

O

Employee's

Internal Affairs investigations shall be
documented on forms established within
the division.

All  other investigations shall be
documented on a Supervisory Review
Form (See Complaint Investigations
Procedures Manual).

Responsibility During

Investigation

o

The employee shall follow all directives
from superiors and/or Internal Affairs
during the investigative process.

= During any internal investigation, an
employee may be reassigned or
relieved from duty due to unfitness
for duty, pending disposition of the
investigation, or whenever it would
be in the public interest not to have
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the employee on active duty. Such
administrative leave may be with or
without pay, depending on the
circumstances and seriousness of
the allegations, until final disposition
is made.

During any internal investigation, an
employee may be subject to medical
or laboratory examinations; may be
required to participate in a line up;
may be photographed; and may be
required to submit financial records

when such are material to the
particular investigation at hand.
[CALEA 52.2.6]

Employees have a continuing duty to
be truthful during the investigation.
Untruthfulness during the employee’s
sworn interview may subject the
employee to prosecution for perjury
(Garrity does not protect against

perjury).

e Discipline Implementation

O

All  imposed disciplines shall be
implemented and completed
immediately following the discipline
being imposed. If for any reason it
cannot be completed immediately, the
date for implementation must be set
and approved by the imposing
supervisor.

Documentation must be provided to
Internal Affairs by the employee’s
commander confirming the discipline
has been completed immediately
following its imposition.

Should the investigation result in the
employee's dismissal, the Human
Resources Division will notify the
Division of Employee Benefits for
Monroe County. They in turn will
notify the employee of any fringe and
retirement benefits to which she/he
may be entitled after dismissal.

Should the investigation result in the
employee’s dismissal, she/he shall be
provided a memorandum indicating
the reason(s) for dismissal, effective



date of dismissal, and a statement
related to the employee's right to
submit information to their personnel
file to refute or explain the reasons for
the dismissal.

Appeal Process

o Collective Bargaining Unit
Employees The appeal process shall
be as outlined in the relevant collective
bargaining unit contract.

o Non collective bargaining unit
Employees

= Pursuant to Monroe County Sheriff's
Office Career Service Bill (Florida
Law 97-345), any Sheriff's office
employee who is a member of
“classified service” not covered by a
collective bargaining agreement,
regardless of union membership,
may appeal discipline that is
suspension without pay for forty
hours or more, demotion, or
withdrawal of appointment, to the
Disciplinary Review Board. For
information concerning employee’s
rights and responsibilities, when
requesting a disciplinary review
board, see General Orders Chapter
24, Career Service Provisions.

= With discipline that does not fall
under the Career Service BiIll,
employees who have successfully
completed their probationary period
may appeal through the appellate
process delineated in General Orders
Chapter 14.

e Reporting Sustained Allegations to
Florida Criminal Justice Standards and
Training

o

In accordance with the Department of
Law Enforcement, Criminal Justice
Standards and Training Commission,
Chapter 11B-27.0011(5) all sustained
allegations of moral misconduct as
defined in 11B-25.0011(4), where
dismissal does not occur will be
reported to the Standards and Training
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Commission within forty-five (45) days
from the date the allegation was
sustained.

o Any disciplinary action that results in
dismissal will be reported by the Human
Resources Section as normal notice of
separation from the Office.

o The Command Deputy Sheriff of the
Internal Affairs Division shall ensure that
the Florida Department of Law
Enforcement  Internal Investigation
Report form is completed as required by
Section 943.1395 (5), of the Florida
Statutes.

Annual Statistical Summaries - The Office
of Internal Affairs shall compile annual
statistical summaries, including offenses
investigated, for dissemination to the public
and to employees. [CALEA 52.1.5]



MONROE COUNTY SHERIFF'S OFFICE

Office

of Internal Affairs

Administrative Proceedings Rights Form

Name of Subject: Rank:
Identification #: Assignment: Case #:
Given to Subject - Date: Time: Place:

*khkkkkk

nnnnnnnnnn *kkkkkk kkhkkkkkkkkkkkhkkhkk *kkkkkk

You are advised of the following:

1.

Any admission of misconduct made in the course of this administrative interview may be
used as the basis for charges seeking your removal, discharge or suspension.

Any admission made by you during the course of this administrative interview cannot be
used against you in a subsequent criminal proceeding. [Ref. Garrity v. New Jersey, 385
U.S. 483, 87 S.Ct. 616 (1967).] Garrity does not provide protection for Perjury.

You have the right to a representative of your choosing including legal counsel, to be
present with you and advise you for this administrative interview and you will be afforded
the opportunity to reasonably consult with him or her in private.

You have a right to be given a reasonable time to obtain counsel of your own choosing.

You have an obligation to truthfully answer questions put to you. [Ref. Gardner v.
Broderick, 392 U.S. 273, 88 S.Ct. 1913, 1916 (1968).]

You are now being ordered to answer my guestions. A refusal to answer my questions will
constitute a violation of the Operations Manual of the Monroe County Sheriff's Office and
may serve as a basis for disciplinary action that could result in your termination.

*kkkkkk

nnnnnnnnnn *kkkkkk *khkkkkkkkkkkkkkhkk *kkkkkk

The undersigned hereby acknowledges that he or she was informed of the above Administrative
Proceedings Rights.

Signature

Witness

FA\FORMAT\APRF.FMT



CHAPTER TWENTY-ONE
INSPECTION SERVICES
.  PURPOSE
The purpose of this directive is to establish guidelines for line and staff inspections.
Il. DISCUSSION

This directive shall apply to all Sheriffs personnel. Inspections and control by management are necessary to
ascertain if policies, procedures and rules are adequate and are being obeyed, whether Office resources are
adequate and being properly utilized, to evaluate the overall performance of the Office, and to recognize
commendable performance. The ultimate purpose and objective of an inspection is to improve the performance
of the Office and its members, its operational efficiency and to upgrade its professional standards. All inspection

efforts will be directed toward these objectives.
CALEA53.1.1

The Inspections component falls under the purvue of the Commander of Professional Standards.
lll. DEFINITIONS

A.Line Inspection - The objective and purposeful observation and evaluation of an activity, event, equipment or
personnel within the direct chain of a command of the inspecting supervisor.

B.Staff Inspection - An objective and purposeful observation and evaluation of an activity, event, equipment or
personnel by inspecting officers who are acting at the direction of the Sheriff.

IV. POLICY AND PROCEDURE
1) Line Inspections

a. All Commanders and Directors are responsible for insuring line inspections are conducted of
members and areas under their command.

b. All supervisors shall, on adaily basis, make careful inspections of their subordinates to insure they

are properly attired, uniformed, equipped and fit for duty.
CALEA53.1.1B

c. Line supervisory members who have direct authority and responsibility for the operation of a
specific component or function will conduct line inspections. In addition, they will monitor the
activities of subordinates to determine if duties, services to the public, orders, and instructions are
being promptly, efficiently, and effectively performed.

d. Line supervisory members shall frequently, and at random, interview complainants to insure that
citizens are receiving proper attention and an appropriate level of service.

2) Informal Line Inspections
a. Routine informal line inspections shall be practiced at each level of command. By constant

observation, all supervisors shall be able to determine whether members of their command
CALEA 53.1.1 B (revised on 4-18-01)
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maintain aworking knowledge of the law and perform their duties in accordance with agency orders.
Supervisors shall constantly examine and inspect the work of their subordinates for compliance with
agency objectives.

b. Informal line inspections performed by supervisory members during routine operations do not
usually require written reports. Their intent is to serve as periodic inspections to insure compliance
with agency orders. Any deficiencies noted by a supervisory member shall be corrected
immediately.

CALEA53.1.1C
3) Formal Line Inspections

a. Formallineinspections shall be conducted on all sworn/certified members annually CALEA53.1.1B toO
determine if members continuously maintain a satisfactory level of efficiency in compliance with
agency orders. Annual inspections shall include, but not limited to work area, personnel and
vehicle inspections. Identified deficiencies shall be brought to the attention of the members
involved so appropriate corrections can be made. Line supervisors supervising sworn/certified
members shall document, on the appropriate form, a monthly inspection of members to include at a
minimum;

Uniforms or attire;
Weapons (if applicable);
Equipment;

Vehicles (if applicable); and

. Work area (if applicable).
CALEA53.1.1D

arwdE

b. Completed written reports or forms shall be sent through the chain of command to the commander.
The commander is responsible for insuring corrective action and proper retraining of members with
noted deficiencies. The inspection reports shall include any specific action taken to correct
discrepancies or recommendations for long-range solutions.
CALEA53.1.1C
c. Afollow-up inspection shall be conducted within thirty days of a noted deficiency to insure it has

been corrected.
CALEA53.1.1A,B&E

C.Staff Inspections

1. Staff Inspections shall be conducted by the Office of Professional Standards. The Unit shall conduct staff
inspections through the authority of the Sheriff and be directly responsible to the Commander of Professional
Standards.

2. Staff Inspections are carried on outside the normal lines of authority and responsibility. Those conducting the
staff inspections process are neither responsible to the supervisors of the function being inspected nor for the
performance of those units. The staff inspector does not have line or command authority; the primary duties
are to observe, evaluate, and report, however, personnel assigned to an inspection shall be considered equal
with the ranking members of the organizational component being inspected.

3. Staff Inspections shall be responsible for conducting administrative inspections within all organizational
components of all units and functions at least once every three (3) years to provide necessary information to

evaluate the efficiency and effectiveness of the Office.
(revised on 4-18-01)
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a. Unannounced inspections of evidence and property storage areas shall be conducted semiannually or as
directed by the Sheriff.

(Revised 11/2/11)
CFA 36.02M ¢

4. The Staff Inspection is principally directed at Division, Sector, Unit, and Section performance. The staff
inspection includes, but is not limited to, ensuring the following tasks and goals are achieved.

a. The Office fulfills its legally mandated responsibilities.
b. Division, Sector, Units, and Sections comply with Office policies and procedures.

c. Progress is being made and/or program goals and objectives are being achieved through observation of
selected programs of critical field law enforcement incidents either as they occur or after the fact review.

d. Crime, arrest, and other reporting integrity are achieved and maintained.
e. Service rendered to line personnel by support elements is adequate and productive.
5. Pre-Inspection Notification

a. Written notice of formal inspection shall be provided to the Division Commander of the component to be
inspected at least fourteen (14) days in advance but not less than seven (7) days prior to the inspection.

b. The memorandum shall indicate the nature of the inspection and may include a specific request for desired
action, questions to be answered, documents to be produced, or other action necessary to complete the
inspection.

6. It shall be the responsibility of the Division Commander, or Director to identify liaison personnel to assist with
the inspection, if requested by the Staff Inspector and to convey information regarding the scheduled inspection
to the members of the Division, Section, or Unit.

7. Types of inspections which may be conducted:
a. Personnel

1) Conduct

2) Appearance

3) Discipline

4) Job performance
5) Job knowledge
6) Integrity

7) Morale

b. Operations

1) Facilities and equipment condition
2) Investigative techniques

3) Communications discipline

4) Incident response time

5) Quality of service

6) Report preparation and records
7)Roll calls
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8) Supervision and command

9) Court appearance and presentations

10) Selectivity of enforcement

11) Manpower scheduling and deployment

c. Administration

1) Cooperation within other components or agencies
2) Manpower utilization
3) Control of overtime

8. An exit conference will be held between the Staff Inspection Officer and the Commander or Supervisor at the
completion of the inspection to provide an informal report of the findings and recommendations.

9. Inspection findings will then be formally submitted to the Sheriff and appropriate supervisors having the
responsibility for solving the problem and for directing specific action or initiating further study. Upon receipt of
the inspection report, the concerned supervisor(s) will provide an appropriate response to the Sheriff through
the chain of command. The response shall demonstrate that the concerned supervisor(s) have given full
consideration to the overall importance of the inspection findings and has taken action to insure conformance
to the policy or procedure at issue.

CALEA53.1.1D
D.Follow-up Inspections - At prescribed time intervals following the initial inspection, inspectors shall be directed

by the Sheriff or the Under Sheriff to conduct follow-up inspections and report on the progress of the
implementation of recommended changes.

CALEA53.1.1C,D
E. Spot-Check Inspections

1. Spot-check inspections shall be conducted continuously on an unscheduled basis, requiring no advance
notification.

2. If a spot-check inspection reveals the need for a more comprehensive inspection, the pre-inspection
notification shall be initiated prior to a formal inspection.

CALEA53.1.1B,D
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CHAPTER TWENTY-TWO

EARLY WARNING INTERVENTION SYSTEM

Purpose:

This policy is intended to assist managers in identifying officers and other members whose
performance and actions warrants review and, where appropriate, intervention in circumstances that
may have negative consequences for the member, fellow members, this agency and the community.
The Early Warning Intervention System, in conjunction with the various support programs provided
through the agency is designed to identify sources of job and personal stress, to improve
performance and thus benefit the member, the agency and the community.

Policy:

It is the policy of this agency to establish a system for tracking and reviewing incidents of risk to this
agency and the involved members that have the potential of undermining the achievement of the
agency’s mission. To this end, the Early Warning Interventions shall be used as a means to identify
and assess member performance involved in potential-risk incidents and intervene where
appropriate.

Definitions:

A. Early Warning Interventions — a proactive, non-disciplinary system intended to enhance awareness

by members, supervisors and managers of potential member problems before serious events
occur.

Early Warning Intervention’s Coordinator — Internal Affairs Coordinator who monitors the number of
EWI (EARLY WARNING INTERVENTIONS) defined events occurring and is responsible for the
proper flow of documentation. The EWI (EARLY WARNING INTERVENTION) Coordinator issues a
number and ensures follow-up action is taken in a timely manner.

Potential Risk Incidents — Actions that may result in injury to members or the public, cause civil
rights violations, increase the civil liability to the department, or cause this agency to lose public
support and confidence in its ability to perform its duty in a professional manner.

IV. Procedures:

A. General:

1. The Internal Affairs Division shall be responsible for administering the EWS (Early Warning
System) and generating reports or ensuring reports are generated as specified in this policy or as
otherwise directed by the Sheriff.

a. Reports shall include an annual evaluation of the system forwarded to the Sheriff, via chain-of-
command, by March 15" of each year. (CALEA35.1.9,c)

2. ltis the duty of line supervisors to directly monitor the performance and behavior of personnel
under their charge on a daily basis. (CALEA 35.1.9, d)

3. The EWI (EARLY WARNING INTERVENTION) is a tool to assist supervisory personnel in
monitoring member performance.

4. Supervisory personnel shall be familiar with alternative and authorized actions they may take (as
detailed in the General Orders Manual) in response to personnel exhibiting behavioral problems
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with or without information provided through the EWI (EARLY WARNING INTERVENTION).
(CALEA 35.1.9, d)

B. Reporting Procedures:

1. This agency’s Internal Affairs Division shall be responsible for establishing and administering the

EWI (Early Warning Intervention) and generating reports specified in this policy or as otherwise
directed by the Sheriff. Internal Affairs (AIM) Administrative Investigation Management system
shall receive data and track the following:

2. Complaints and information lodged against and by the members-to include:

cooo

IA’s (Internal Affairs), SR’s (Supervisor Reviews) Al's(Administrative Investigations),PR’s
Preliminary Reports

Incidents of Domestic Disturbance/Violence

Disciplinary actions taken against members

Use of Force reports

Discharge of Firearm

3. Performance based and related information shall also be included in the EWI (EARLY WARNING

cooow

INTERVENTION), to include:

Traffic accidents PR or SR

Pursuits, both within and out of policy

Lawsuits and Insurance Claims of missing and damaged department property

Assaults on the officer (i.e., the officer as the victim)

Officer reports of resisting arrest, and obstruction (includes Resisting with and without violence
arrests)

f. Sick leave usage
(CALEA 35.1.9, b)

C. Threshold Levels

1. Complaints

a.

®oooT

IA’s(Internal Affairs), SR’s (Supervisor Reviews) Al's(Administrative Investigations),PR’s
Preliminary Reports

Incidents of Domestic Disturbance/Violence

Disciplinary actions taken against employees

Use of Force reports

Discharge of Firearm

2. Performance based and related information shall also be included in the EWI (EARLY WARNING

a
b
C.
d
e
f.

INTERVENTION), to include:
(CALEA 35.1.9, a,b)

Domestic Disturbance
Excessive Speed
Firearm Discharges
IAs; SRs; Als; PRs
Sick Leave

Use of Force

D. Once the member has been documented on a EWI (EARLY WARNING INTERVENTION)
Notification Report for any of the above criteria, the employee’s immediate supervisor will be
notified by via chain of command with the appropriate documentation attached. The report from IA
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shall provide a brief summary of complaints, uses-of force incidents, and/or performance indicators
and their respective dispositions where available. (CALEA 35.1.9, a)

E. Reports shall draw no conclusions nor make any determinations concerning job performance.
Reports are intended to assist supervisory personnel evaluate and guide their subordinates.
Reports alone shall not form the basis for disciplinary action.

F. Supervisors shall review reports with memhare gnd encourage him or her to provide insight to the
itemized incident and problems identified in the report. (CALEA 35.1.9,d)

G. The member's commander and immediate supervisor shall meet to discuss the report and other
relevant information and determine if corrective actions are warranted. These actions may include
but are not limited to the following: (CALEA 35.1.9, d)

1. Refer the member to an agency authorized mental health professional or other mental health care
provider authorized by the department or Employee Assistance Program as provided by Monroe
County Board of County Commission. (CALEA 35.1.9, f)

2. Regquire the member participate in agency authorized training, targeting personal or professional
problems that the officer may be facing (e.g., communications, cultural awareness, coping with
stress, anger management); (CALEA 35.1.9, €)

3. Conclude the member’s actions do not warrant immediate need for corrective action. A report of
action recommendations and justification for those recommendations shall be noted in the Early
Warning Intervention System report note field and closed appropriately. (CALEA 35.1.9, e)

H. Annually, the Commander of the Internal Affairs Division shall prepare an annual evaluation of the
Early Warning System, by March 15 of each year and forward it to the Sheriff via Chain-of-
Command.
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CHAPTER 23

OFF DUTY EMPLOYMENT/EXTRA-DUTY DETAILS
REVISED 08/07/09

PURPOSE

The purpose of this directive is to establish guideline, rules and regulations relating to Off-Duty

Employment and Extra-Duty Details as performed by Monroe County Sheriff's Office members.
(Revised 08/07/09)

DISCUSSION

It is recognized that members desire to work off-duty employment for various reasons. This
employment shall not interfere or conflict with the primary employment with the Sheriff's Office.

Individuals or organizations have the need for the services of Sheriff's Office personnel for a private
event to which Office personnel cannot be assigned to on an on-duty basis. These are defined as
Extra-Duty details. Such details allow services to be provided for events that may not other wise
receive such services, allowing officers to earn additional income and many times reduces or
eliminates problems an event may cause taping on-duty resources.

Extra-Duty details should be managed in a manner that is fair in their posting of availability and
distribution among available personnel to participate.

[Il. DEFINITIONS

A. Off-Duty Employment is employment that is outside of the Sheriff's Office and does not require the

member to perform any function associated with their Sheriff's Office duties or powers.

B. Extra-duty details are details at the request of and paid for by other entities, i.e. special event
security, Fantasy Fest Promenade, etc...

V. POLICY AND PROCEDURE

A. Off-duty employment

1. Sheriff's personnel shall obtain prior approval from the Sheriff, via the Chain-of-Command, before
engaging in other employment, occupation, profession, or commercial enterprise.

2. Approval will not be granted for off-duty employment which might;
a. Interfere with official duties
b. Employment involving the sale for on premise consumption of alcoholic beverages (FSS 561.25)
c. Employment involving bail bond agencies
d. Investigative work for insurance agencies, collection agencies, security agencies or attorneys.

3. Extra-duty Details - Scheduling

1. Each Patrol District will designate one person to function as the District Special Detail Coordinator
(DSDC). The DSDC is responsible for coordinating all details in their respective District.

a. All extra-duty details shall be scheduled through the Monroe County Sheriff's Office District
Special Detail Coordinator (DSDC).

b. Any person or public or private entity desiring the service of any member of the Monroe County

Sheriff’'s Office functioning in the role of off-duty law enforcement will be advised to contact the
DSDC of the District in which the extra-duty detail is to take place.
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c. The DSDC shall review request for contracts by outside organizations to ensure they meet the
standards for hiring a Deputy and they do not fall into a prohibited type of employment. If after
approval a detail changes and no longer meets the standard it shall be revoked.

d. Prohibited Extra-duty Details are;

1) Any business whose primary source of income is the sale of alcohol or adult entertainment.
2) Employment involving bail bond agencies.

3) Investigative work for attorneys, collection, and security agencies

4) Or details where a potential conflict exist.

e. Staffing Levels

1) For every six (6) deputies assigned to a specific extra-duty detail, one (1) sergeant will be
required.

2) For every two (2) sergeants, one (1) lieutenant will be required.
3) Each respective rank will be paid at their respective extra-duty detail rate.

f. All Office directives apply during all extra-duty details, deputies behavior shall be governed
accordingly.

g. Unless otherwise authorized, the Deputy shall be in uniform and drive their assigned unit.

h. Scheduled extra-duty details are deemed scheduled work hours. Failure to respond to an extra-
duty detail when scheduled is considered absent without leave and subject to disciplinary action.

i. Scheduled Deputies Responsibilities

1) Find a replacement for any detail, which the deputy cannot attend.

2) Notify Communications of the location of the detail when coming into service
j-  Substituting for An Other Agency On Details

1) Deputies may substitute for law enforcement officers on details from another law enforcement
agency.

2) Deputies must ask his/her supervisor for permission to work as a substitute on other law
enforcement agency details and all subsequent supervisor he may have while substituting on
such details.

3) Deputies are prohibited from substituting on or working any details that would be prohibited if
contracted as a Sheriff's Office Extra-Duty detail.

4) Deputies may be contacted directly by the other law enforcement officer he is substituting for
and is not required to contact the DSDC.

5) Deputies substituting on such details are required to notify Communications of the details
location when coming into service.
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4.

Hours of Work: The following shall apply to extra-duty details, off-duty and scheduled overtime.

A deputy shall not work more than eighteen (18) continuous hours within a 24-hour period.
Each 24-hour period shall begin at midnight (2400 hours). These hours are cumulative. They
include normal scheduled work hours, overtime, extra-duty details and off-duty (second job)
hours.

Any deputy that has worked an eighteen-hour period as defined as above, shall have a
minimum of an eight-hour rest period before returning to work.

Deputies shall not work more than six contiguous days.
This may be altered only with permission of the Sheriff or his designee.
Availability of Details Posting - Requesting

It is the policy of the Sheriff's Office to fairly and equally distribute all opportunities for extra-
duty details among those eligible deputies who have expressed their interest in participating in
the program.

Once an extra-duty detail has been established, it will be posted in the Sheriff's Office
computer system by the respective DSDC. The DSDC is responsible for ensuring that each
detail is staffed that the deputy(s) assigned are informed as to what is expected of them on the
assignment.

Deputies interested in working a posted extra-duty detail are required to advise the DSDC of
that wish via Sheriff's Office e-mail. Face-to-face requests, telephone calls, and request on
paper or otherwise written or typed, are not considered appropriate forms of request. Unless
the computer system is out of service at the time the deputy attempts to e-mail the request. A
request made at such a time must be followed by an e-mail repeating the request at the
earliest practical moment after the computer system is once more in service.

Attention to Orders — If a deputy working an extra-duty detail receives instructions from a
Sheriff's Office member with the authority to direct him, he shall give Sheriff's Office instructions
over his work at the extra-duty detail.

Eligibility for Extra-Duty Details

a. All law enforcement deputies who have completed the FTO program and are employed full or

part-time by the Sheriff’'s Office are eligible to work single officer extra-duty details and shall be
given preference for detail staffing.

1) Deputies who have not completed the FTO program are only eligible to work multi-officer

extra-duty details and under the direction of a Deputy who has completed the FTO program.

Reserve Deputies who have completed the FTO program are eligible to work single officer
extra-duty details and shall only be scheduled after the detail cannot be filled by duties as
noted above (15,a.) The Reserve Deputy may use a spare marked unit or borrow a marked
unit to work details requiring a vehicle.

1) Reserve deputies who have not completed the FTO program are only eligible to work multi-

officer details and under the direction of a Deputy who has completed the FTO program.

2) Auxiliary deputies are only eligible to work multi-officer extra duty detail and under the

direction of a Deputy who has completed the FTO program.
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Correction Deputies who have completed the FTO program are eligible to work correction
related extra-duty details.

Members on FMLA are not eligible to extra-duty details.

If, after review of a Deputies performance or as a result of an Internal Affairs investigation, the
Deputy’s District/Division Commander may decide to temporarily revoke the Deputy’s eligibility
for extra-duty details, written notice will be sent in a timely fashion to the DSDC.

Members will be accepted for any extra-duty assignment on a first-come-first served basis,
with the exception that Deputies who have not worked any extra-duty details within the fifteen
(15) days preceding the date of the extra-duty detail in question will be given preference over
those who have.

Members assigned to the District in which the extra-duty will take place will be given
preference for the detail over those members who are assigned to other Districts.

Nothing in this policy is to prohibit the DSDC from approving details on an emergency basis to
meet the needs of the Sheriff's Office and the community.

Each DSDC is responsible for assigning Deputies to details in his District in accordance with
this directive.

8. Billing Contract

a.

Prior to the extra-duty detail the DSDC and the contracting entity will agree upon the method of
billing and payment for that particular detail. Each deputy assigned to that detail will be advised
of the agreement prior to the detail.

In certain instances, the DSDC may require pre-payment of a portion or all of the expected
costs before a deputy(s) assigned to the detail. The DSDC will advise the District Commander
of any such requirement prior to notifying the contracting entity.

9. Documentation of the Significant Aspects of each Deputy’s Extra-Duty Employment.

a.

b.

The DSDC is responsible to keep record of the date, time, location and Deputies assigned to
each extra-duty detail.

1) The DSDC will provide District supervisors a copy of this details record to be used to
monitor the number of hours worked in a 24-hour period as noted in this policy.

If during the time of the extra-duty detail the Deputy(s) take law enforcement action, injury to
the Deputy or others, complaints received the Deputy shall provide his supervisor a copy of the
incident report and associated documentation.

The District Commander shall monitor court appearances (scheduled or actually attended)
resulting form the extra-duty employment; and liability and indemnification concerns stemming
from actions during extra-duty employment for evaluation of reoccurring details or detail of
similar nature in the future.
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10. Worker's Compensation

a. A member injured while working an extra-duty detail is fully covered by Worker's

Compensation, AS LONG AS the injury was sustained while the member was engaged in law
enforcement function, such as effecting an arrest, pursuing a suspect, etc.

All other injuries sustained on an extra-duty detail should be covered by the extra-duty
contracting employer’s Worker's Compensation insurance and any claims for such injuries are
a matter between the member and the extra-duty contracting employer. The member may file
a claim for treatment of the injury with Monroe County’s group medical plan under terms and
conditions set forth regarding off-duty injuries. It is the member’s responsibility to confirm
employers have the appropriate worker's compensation insurance.

11. Vehicle Insurance Coverage

a. Any injury while driving a county vehicle will be covered AS LONG AS, at the time the injury

12.

13.

14.

15.

was sustained, the member was performing a law enforcement function as discussed in 18, a,
above.

The Sheriff's Office will forward to its current insurance provider for consideration all claims for
injuries / damages sustained by the driver or passenger(s) of another vehicle(s) involved in a
crash with a County vehicle being driven by an authorized member in his off-duty time.

Because of limitations of coverage, The Sheriff's Office encourages members who drive
County vehicles to obtain private vehicle / operator insurance and coverage for disability; the
Sheriff’'s Office will not; however, require proof that such coverage has been obtained prior to
authorizing the member to work an extra-duty detail

The Monroe County Sheriff's Office has and retains the right to establish contract for law
enforcement or security related services with other government entities. (i.e. Village of
Islamorada, U.S. Marshal's Service, etc...), which will be subject to the terms, rates and
conditions agreed upon by both parties, and not subject to the provision of this policy.

Non-Profit / Not-For-Profit / public-service-oriented organizations requesting law enforcement or
security related services free of charge must contact the Commander of the District in which the
detail is to take place for his approval. If the detail is approved, the District Commander will
assign members to work the detail while on their regular shift, and no fee will be charged to the
requesting organization.

A list of public-service details can be obtained from the Commander of each District/Division

where such services are to be provided.
(Revised 07-21-2009)

Details out of Monroe County - The following rule shall apply for details performed outside of
Monroe County, if the detail is not arranged through mutual aid agreements: If a Sheriff's Office
vehicle is used for the detail, the deputy using the vehicle is responsible for the purchase of fuel
for his/her assigned unit necessary for the detail. An example of such a detail would be the
NASCAR races at the Miami-Dade Homestead Motor Sports Complex. The deputy shall, upon
completion of the detail, turn in copies of receipts for any gas purchased and a record of miles
driven to the detail coordinator, who shall in turn submit them to Fleet for record keeping
purposes. Mileage may be calculated after leaving the county.

(Effective3-28-2007)
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CHAPTER 24

CAREER SERVICE PROVISIONS

PURPOSE

The purpose of this directive is to establish Career Service Provisions.

DISCUSSION

This directive applies to all employees not covered by the Collective Bargaining Agreement and are
covered as defined in the Monroe County Sheriff's Office Career Service Bill (Florida General Law,
Chapter 970-346, House Bill 1103)

A. Collective Bargaining Unit Inclusions and Exclusions

1.

a.

2.

a.

Law Enforcement
Inclusions — regardless of FOP membership

All law enforcement certified sworn officers appointed as a deputy sheriff employed by the
Monroe Count Sheriff's Office, including officers assigned as bailiffs, road patrol officers,
detectives, airport security officers, inmate transportation officers, road patrol sergeants and
detective sergeants.

Exclusions

All employees not listed above, including without limitation, officers holding the rank of
lieutenant, captain, major, or colonel, or any other rank above lieutenant, the directors of
human resources, finance, data processing, airport security, inmate transportation, and
community relations, the commander of internal affairs division, officers assigned full time to
internal affairs, aviation division sergeants, public information officers, temporary substitute or
emergency employees, and reserve, part-time and auxiliary officers.

Corrections
Inclusion — regardless of FOP membership

All full-time correctional officers of the Monroe County Sheriff's detention division holding the
rank of detention deputy or sergeant and auxiliary detention officer.

Exclusion

All employees not listed above, including without limitation, officers holding the rank of
lieutenant, captain, major, or colonel, or any other rank above lieutenant, the directors of
human resources, finance, data processing, airport security, inmate transportation, and
community relations, the commander of internal affairs division, officers assigned full time to
internal affairs, aviation division sergeants, public information officers, temporary substitute or
emergency employees, and reserve, part-time and auxiliary officers.

B. Career Service Provisions

1.

Applicability

(New Chapter 1-19-06)
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a.

1)
2)
3)

b.

1)
2)
3)
4)
5)
6)
7
8)
9)

The Terms of Career Service shall apply to the "classified service" of the Monroe County
Sheriff's Office, to include:

Certified Deputy Sheriff
Certified Corrections Officer
Non-certified support staff

Career service shall not apply to:

Sheriff

Undersheriff / Colonel

Executive Directors

General Counsel

Personnel holding the rank of Captain or above

Contract personnel

Non-salary personnel

Any Special Deputy Sheriff appointed as defined to S 30.09(4) Florida Statute
Members of the Sheriff's Posse or Auxiliary Unit

10) Any person appointed as a part-time Deputy Sheriff as defined by the Criminal Justice

o

Standards and Training Commission, unless such person is employed on a full-time basis by
the Office of the Sheriff.

It is not the intent of these provisions to grant the right of collective bargaining to persons in the
employ of the Office of the Monroe County Sheriff's Office who do not otherwise have that right
pursuant to law.

Probation Status after Hiring and Promotion

After a member of the classified service of the Sheriff's Office has been employed for a period
of one calendar year, the member will have attained permanent status in the Office of the
Sheriff and shall be entitled to appeal disciplinary action as set forth herein. If, however, any
member separates from the Office and is rehired at a later date, the member shall be required
to complete one calendar year of service from the date of action before being granted the right
to appeal herein.

In the case of a member being promoted to a higher rank within the Office, there shall be a
probationary period of six consecutive months of service in the higher position. In the event
that the member does not satisfactorily complete the promotional probation, the member shall
be returned to the rank from which the member was promoted, provided that the member was
regularly appointed to said position.

Right of Appeal

Any member of the classified service as defined in Section 1l1.,Q,1.,a., above, shall have the
right to appeal any suspension without pay for a period of more than forty (40) hours, or
demotion, or termination. The appeal shall be to the Disciplinary Review Board, consisting of
five members, all of whom shall be members of the classified service of the Monroe County
Sheriff's Office. The Board shall be selected as follows.

The appealing member shall select two (2) members;

The Sheriff shall select two (2) additional members;

These four (4) members thus selected shall select a fifth member to serve as chairperson.
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e.

4,

a.

None of the board members shall be involved in any way with the disciplinary procedure that is
the cause for the appeal, nor shall any board member be a family member of the appealing
member or the Sheriff.

Procedure for Appeals

Any member desiring to appeal any disciplinary action described in Section lIll., Q, 3. (above),
must deliver written intent of his/her intent to do so to the Sheriff, Sheriff's Executive Assistant,
or the Undersheriff within ten calendar days after receiving written notice of the disciplinary
decision. The notice must contain the names of the member's two appointees to the
Disciplinary Review Board, and a brief statement of the reasons for the appeal.\

The Sheriff must appoint his representatives to the Board within five (5) calendar days of
receipt of the member's notice to appeal described above.

The four (4) appointees to the Board must select a fifth person to serve as chairperson and set
a place, date, and time for the hearing within the ten calendar days after receipt of the Sheriff's
selection of representatives. The hearing must be conducted within thirty (30) days of the
selection of the chairperson, unless a four-fifths (4/5) majority of the Board agrees on a later
date.

If a chairperson cannot be agreed upon within ten (10) calendar days after the appeal is
submitted, the parties shall jointly request the Sheriff's Office to furnish a list of fifteen (15)
names of members in the classified service, chosen at random via computer, from which the
appealing member's and the Sheriff's representatives to the Board shall have the option, within
five (5) days of receipt of the list, of striking one (1) name in alternative fashion. The fifteenth
(15) remaining named member shall be the chairperson.

Conduct of Appeals Hearing
The hearing shall be open to the public and conducted by the chairperson.

The hearing shall be conducted in a manner to assure fundamental fairness, although the
formal rules of evidence shall not apply.

The Sheriff has the burden of proving the appropriateness of the disciplinary action by the
preponderance of evidence. The Sheriff or his designee may present the case. If a designee
presents the case for the Sheriff, he/she must be a member of the classified service.

The appealing member shall have the right to present his/her own case, to explain or defend
his/her position, and to cross-examine each witness or complainant.

The appealing member may have the assistance of one person chosen from the classified
service to assist in the presentation. This representative may examine or cross-examine
witnesses, address the Board, or present argument. The member may have others assist in
the preparation but may not examine or cross-examine witnesses, address the Board, or
present argument.

The Sheriff shall require the presence at the hearing of any member of the Office whom the
appealing member desires to question or present evidence.

The Sheriff or appealing member may offer rebuttal evidence, and the Board may hear
argument from both parties in support of their position.

At the conclusion of the hearing, the Board shall retire to consider its decision. The decision
must be made by a majority vote of its members.
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The decision shall be in writing and shall be rendered within three calendar days after the
conclusion of the hearing, unless this period is extended by a majority vote of the members.
The decision to extend the time for deciding appeals shall be in writing.

The Board may accept, reject, increase, or decrease the disciplinary recommendation that was
the cause for the appeal.

The Board's decision shall be final and binding upon the Sheriff and the appealing member.

When a newly elected or appointed Sheriff assumes Office, the service of all personnel shall
continue without the necessity of formal reappointment. The incoming Sheriff shall have the
option of maintaining the current personnel with the rank of Captain and above or equivalent
non-certified support positions, or transferring those personnel as described below.

If the incoming Sheriff fills any of the above positions with a new person, the former holder of
that position may be reduced in rank to a position not lower than Lieutenant or equivalent
non-certified support position, and his/her salary reduced accordingly.

Any member demoted pursuant to this subsection shall be a member of the classified service
immediately upon the assumption of his/her new position.

Nothing in these provisions shall prohibit the Sheriff from eliminating positions in the course of
submitting the annual budget as required by Florida Statute 30.49. Any position so eliminated
may not be replaced during the following fiscal year. The elimination of positions shall be
made with due regard to the seniority of members of the Sheriff's Office.
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CHAPTER THIRTY

MONROE COUNTY SHERIFF'S OFFICE ROLE AND AUTHORITY

MONROE COUNTY SHERIFF'S OFFICE

General Order

CHAPTER: 30 TITLE: Role and Authority

EFFECTIVE DATE: NO. PAGES: 5 REVIEWED/REVISED: September 9, 2013
September 16, 2013

REFERENCE: CALEA1.1.1,1.1.2,1.2.1,1.2.6,15.2.1, RESCINDS:

15.2.2,61.1.5

Sheriff of Monroe County

PURPOSE

The purpose of this directive is to establish guidelines and formulate policy for the role of the Monroe County
Sheriff's Office and the limits of its authority.

II. DISCUSSION

This directive shall apply to all Sheriff's personnel. As the Office defines its role, two broad purposes are
served. First, members are made aware of the actions and attitudes expected of them and can, therefore,
act without hesitation in consonance with Office policies and procedures. Second, members of the public are
provided with a general standard by which they can measure the performance of the Office. Written policies
and procedures defining the functional role set forth the purpose, mission, goals, and basic programs and
priorities of the Office. Such policies and procedures demonstrate that the Office intends to be responsive
to, and protect the constitutional rights of, the community.

POLICY AND PROCEDURE

VALUES ARE COVERED IN THE MISSION STATEMENT IN THE BEGINNING OF MANUAL

A.Goals and Objectives
(Revised 08/23/2013)

The Office of Sheriff of Monroe County, Florida, has a duty, under the State Constitution and Statutes,
to provide for the security, safety and well-being of its citizens. This is accomplished through the
delivery of law enforcement services and the operation of the County Jail. To provide these services in
an effective and efficient manner, organizational goals need to be established. The establishment of
goals helps to ensure the direction, unity of purpose and the overall mission of the Sheriff and Office.
The purpose herein is to establish procedures for the formulation, annual updating, distribution, inputs
from personnel and submissions to the Sheriff's Office goals and objectives, their development, and
evaluations pertaining to the progress of their attainment. Obtaining the input of personnel has great
value in ensuring the relevancy and competency of goals and objectives.
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. The agency’s division goals will consist of broad statements of the desired final outcome for each

Bureau. The Bureau objectives will consist of specific, quantifiable and verifiable statements of those
actions will be taken to achieve those goals.

. It shall be Office policy that on or before September 1st of each year, Commanders and Directors will

submit to Planning and Research function a detailed program of at least 3 short-term proposed
divisional goals and objectives, and at least 2 long-term goals for the forthcoming fiscal year based
upon the mission and goals outlined in the strategic plan.

. After receipt of the agency’s goals is reviewed and approved by the Sheriff and his command staff,

Planning and Research function will compile the goals and objectives into a plan, which will then be
posting under public folders, and distribution to all of the agencies Commanders and Directors on or
before OCTOBER 1st.

. All original submissions from the members shall then be forwarded to the Accreditation Manager.

. Bureau Chiefs/Majors will submit bi-annual reports to the Sheriff detailing their progress and status of

the goals and objectives stated in the Sheriff's Strategic Plan. The Strategic Plan including the goals

and objectives will be available to all employees in Outlook.
(CALEA 15.2.1)

. Annually, in January of each year the planning and research function will submit a report to the Sheriff

evaluating the progress made toward the attainment of goals and objectives and any recommendations

for updating.
(CALEA 15.2.2).

B.Oaths of Office

1.

2.

Prior to assuming sworn status and beginning employment, all personnel will be required to take
and abide the following oaths:

Sworn Positions

"I, , a citizen of the State of Florida, and of the United States of America, and being
appointed by Rlchard A. Ramsay, Sheriff of Monroe County, and a recipient of public funds as such
appointment, do hereby solemnly swear or affirm that | will support, protect, and defend the Constitution
of the Government of the United States and of the State of Florida; that | am duly qualified to hold office
under the Constitution of the State of Florida and that | will well and faithfully perform the office of
Deputy Sheriff on which | am about to enter, so help me God."

Non-Sworn Positions

, a citizen of the State of Florida, and of the United States of America, and being
appointed by Richard A. Ramsay, Sheriff of Monroe County, and a recipient of public funds as such
appointment, do hereby solemnly swear or affirm that | will support, protect, and defend the Constitution
of the Government of the United States and of the State of Florida; that | am duly qualified to hold office
under the Constitution of the State of Florida and that | will well and faithfully perform the office of
Special Deputy Sheriff on which | am about to enter, so help me God."

[CALEA 1.1.1]
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C.Code of Ethics
1. Each member will abide by the Offices' Code of Ethics.

The Office of Sheriff has long stood for the safety and protection of the citizens it serves. The public,
rightfully, can expect professional and courteous service when it so demands. The image the members
of the office present, both on and off duty, serves as a tool for the public to measure the level of
professionalism of the Office. Therefore, it is incumbent upon all members of the Sheriff's Office to
guard their actions cautiously and for all personnel to abide by the following code of ethics.

"As a member of the Monroe County Sheriff’'s Office, my fundamental duty is to serve mankind; to
safeguard lives and property; to protect the innocent against deception, the weak against oppression or
intimidation and the peaceful against violence or disorder; and to respect the Constitutional rights of all
persons to liberty, equality and justice.

I will act in the execution of my duties with integrity, dignity, and honor to merit the trust of the
community and the profession, and apply honesty, skill, judgment, and initiative to contribute positively
to the well-being of society.

| will treat people with dignity, good faith and equity; without discrimination; and have consideration for
the values and cultural sensitivities of all groups within the community affected by my work.

I will follow recognized professional practice, and provide services and advice carefully and diligently
only within my areas of competence.

I will develop my knowledge, skills, and expertise continuously through my career; contribute to the
collective wisdom of the profession; and actively encourage my associates to do likewise.

I will advise my supervisor of any interest | have which may be, or may be perceived as being, in
conflict with the interests of the public | serve or the agency, or which may affect the quality of my
services or my impartial judgment. | will refrain from furthering my own interests when such conflict or
perceived conflict arises unless and until | receive direction from my supervisor.

I will keep my private life unsullied as an example to all; maintain courageous calm in the face of
danger, scorn, or ridicule; develop self-restraint; and be constantly mindful of the welfare of others,
honest in thought and deed in both my personal and official life. | will be exemplary in observing the
laws of the land and the regulations of my agency. Whatever | see or hear of a confidential nature or
that is confided to me in my official capacity will be kept ever secret unless revelation is necessary in the
performance of my duty.

I will never act officiously or permit personal feelings, prejudices, animosities or friendships to influence
my decisions. With no compromise for crime and with relentless prosecution of criminals, | will enforce
the law courteously and appropriately without unnecessary force or violence and never accepting
gratuities.

| recognize the badge of my office as a symbol of public faith, and | accept it as a public trust to be held
as long as | am true to the ethics of law enforcement service. | will constantly strive to achieve these
objectives and dedicate myself before God to my chosen profession; law enforcement.”

2. Biennially, training shall be conducted for all employees on the Offices' Code of Ethics and ethical
issues employees may face in their position. This review of ethics may be in the form of classroom,

shift briefing, computer based training and bulletins, or any combination of methods. [CALEA 1.1.2]
(Effective 7-13-2007)
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D.Limits of Authority

1. Limits of Authority and Jurisdiction

a.

The purpose herein is to establish the legally mandated authority vested in sworn agency personnel and
to define the limits of law enforcement authority. [CALEA 1.2.1]

. The Office of Sheriff receives its legally mandated authority from the Florida State Constitution, Article

VIII, Section I, and from the Florida State Statutes, Chapter 30. In turn, the Sheriff is authorized by law

to appoint deputies to act under him in the carrying out of those prescribed duties mandated by law.
[CALEA 1.2.1]

. The first duty of all certified law enforcement members of the Office, as upholders of the law, must be to

know the bounds of the law established for its enforcement. Members of the Monroe County Sheriff's
Office represent the legal will of the State of Florida, Monroe County, and all respective local
communities. All certified deputies need to be aware of the limitations and proscriptions, which the
people, through law, have imposed on the Sheriff and the Office. [CALEA 1.2.1]

. The legally authorized geographical area acting under the Sheriff of Monroe County, Florida is Monroe

County, Florida. The enforcement of the Florida State Statutes and Monroe County ordinances is
authorized in Monroe County, Florida unless specifically prohibited or specifically allowed elsewhere by
law.

. Therefore, certified deputies of the Monroe County Sheriff will diligently apply themselves to the study of

the laws and their principles which they are sworn to uphold and will ascertain their responsibilities in
the particulars of their enforcement seeking aid from superiors in technical matters or principles when
such are not understood. Also, certified deputies will make special efforts to fully understand their
relationship to other public officials, particularly in matters of jurisdiction, both geographically and
substantively. [CALEA 1.2.1]

2. Discretion

a.

The purpose herein is to establish guidelines for use of discretion by certified deputies. [CALEA 1.2.6,
61.1.5]

. Many instances of public contact will occur where an arrest may be made but should not be affected

due to mitigating circumstances. Generally, it is not the role of the law enforcement officer to decide

whether an offender should be prosecuted, rather, that decision lies with the State Attorney. [CALEA 1.2.6,
61.1.5]

. It is the policy of the Sheriff that any decision by a certified deputy not to arrest should only be made

after careful consideration of the following: [CALEA 1.2.6]

1) The arrest would cause a greater risk of harm to the general public than by not arresting the offender;
[CALEA 1.2.6]

2) The arrest would cause harm to an offender who poses no threat of danger to the public; such as a
juvenile offender whose wrongdoing would best be handled through informal warnings or a talk with
the parent; and/or[CALEA 1.2.6]

3) The seriousness of the crime committed. [CALEA 1.2.6,61.1.5]
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d. Remember, even though an arrest may not be made at the time of the offense, if necessary the deputy
may swear out a complaint against the offender at a later date. [CALEA 1.2.6, 61.1.5]

e. A decision not to arrest when there are grounds for arrest is, at times, considered good law enforcement
practice. Public empathy can be enhanced by the careful use of discretion and potential ill-will can be
avoided. [CALEA 1.2.6, 61.1.5]

f.  Should any questions arise concerning a particular situation, the deputy involved should confer with a
supervisor. [CALEA 1.2.6, 61.1.5]

g. For further guidelines on alternatives to physical arrest, see: [CALEA 1.2.6]

1) Chapter 90: "Notice to Appear"; and

2) Chapter 43: "Juvenile Notice to Appear."
[CALEA 1.2.6]
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Sheriff of Monroe County

RESCINDS:

Purpose

The purpose of this policy is to provide deputies
with guidance and direction on the use of
electronic control devices.

Policy

It is the policy of the agency that personnel
performing official duties shall comply with
applicable law, and specifically Fourth

Amendment standards, by using a level of force
that is reasonable in light of the surrounding
facts and circumstances. Electronic control
devices (ECD) have been proven effective and
are authorized for wuse in appropriate
circumstances by trained personnel.

Definitions

Electronic Control Device (ECD) - A device
designed to disrupt a subject's sensory
nervous and motor nervous systems by
means of deploying battery powered
electrical energy sufficient to cause
uncontrolled muscle contractions and
override an individual's voluntary motor
responses.

A.F.1.D. (Anti Felon Identification Device) —
confetti like pieces of paper that are expelled
from the cartridge when fired. Each “aphid”
contains an alpha numeric identifier unique
to the specific cartridge used.
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Active Physical Resistance - slight to
moderate physical harm: a subject makes
physically evasive movements to defeat a
deputy’s attempt at control. This may be in
the form of bracing or tensing, attempts to
push/pull away or not allowing the deputy to
get close to him/her.

Aggressive Physical Resistance — moderate
physical harm: a subject makes overt,
hostile, attacking movements which may
cause injury, but are not likely to cause
death or great bodily harm to the deputy or
others.

Securing Under Power — A technique used
to secure a subject during the activation
cycle, as instructed through training.

Procedures

Authorized Users

o Only those who have satisfactorily
completed the agency's approved
training course shall be authorized to
carry an ECD. Agency members will be
given annual retraining by an authorized
staff instructor on the use of an ECD.

Device Readiness

0 The device shall be carried by
authorized deputies in an approved
holster on the non-dominant side of the
body. Those authorized to use the




device and assigned outside of
uniformed patrol duties may utilize other
department approved holsters, and
carry the weapon consistent with
department training.

The device shall be carried fully armed
with the safety on in preparation for
immediate use when authorized.

Deputies approved to use the device
shall be issued a minimum of one spare
cartridge as a backup in case of
cartridge failure or the need for
reapplication, (Taser X26 model
only).The spare cartridges shall be
stored and carried in a manner
consistent with training and the
cartridges replaced consistent with the
manufacturer’s expiration requirements.

Only agency-approved battery power
sources shall be used in the ECD.

When carrying an ECD, deputies shall
conduct a pre-operation test (spark test)
of the ECD prior to the start of each
shift. If a deputy believes the ECD is not
operating properly, the deputy shall

deployment, deputies should not deploy
an ECD:
* in elementary schools;
= on young children;
= on the elderly;
= on females reasonably believed to
be pregnant.
= On individuals with apparent
physical disabilities that impairing
their mobility.
= On individuals who may fall from
an elevated position causing
substantial injury or death (e.g.,
rooftop, high above ground level).
* Onindividuals in water.

Deputies should evaluate and consider
other options such as verbal
commands, hands on techniques, OC
spray, etc.

A subject’s flight should not be the sole
justification  for ECD  deployment.
Additional factors must be considered.
Additional factors that must be
considered when making use of force
decisions include:

»= Subject Factors:

promptly  notify  their  immediate » Seriousness of crime committed
supervisor. by subject.
» Size, age, and weight of subject.
» Apparent physical ability of
e Deployment subject.
» Number of subjects present who

0 Subject to the conditions below, the ECD are involved, or who may become

may be used when Active Physical involved.
Resistance or higher resistance is » Weapons possessed by or
encountered. The justifications are the available to the subject.
same officer/subject factors that exist in » Known history of violence by
any other force decision. subject.

» Presence of innocent or potential
The ECD may be deployed in the case of victims in the area.
a sudden attack or when a subject is » Whether the subject can be
actively resisting. recaptured at a later time.

» Whether evidence is likely to be
ECD deployment may increase the risk of destroyed.
death or serious injury in certain » Indicators of attack exhibited by

circumstances, such as loss of balance,
falls, and change in momentum,
drowning, or loss of control of any mode
of  transportation, conveyance or

machinery.
Absent exigent and articulable
circumstances justifying ECD
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the subject such as but not limited
to; verbalization of a
hostile/aggressive intent,
hostile/aggressive posturing,
muscular tensing of the body, etc.

= Deputy Factors:



» Size, physical ability, and
defensive tactics expertise of the
deputy.

» Number of deputies present or
available.

» Immediate reaction in the case of
sudden attack.

» Weapons or restraint
available to the deputy.

» Legal requirements.

» Agency policy.

» Environment.

devices

= The above listed subject and deputy
factors are not all inclusive. Any and
all determining factors must be
properly articulated by the deputy(s)
employing physical force.

0 The ECD should not be intentionally

aimed at a person’s head, neck or groin.
The primary target shall be the subject’s
back, when practical. If the primary target
is not available, the secondary target
area is front, lower, center mass. Frontal
applications of ECD’s have been found to
be more effective when the probes are
targeted at the lower torso engaging the
balancing muscles of the pelvic or thigh
region. (Diagram of preferred ECD areas
in blue is referenced at the end of this
directive.)

The ECD shall not be used in a punitive
or reckless manner. Some examples are:
= Using or threatening to use the ECD
during an interrogation.
= Using the ECD to awaken a person.
= Using the ECD as a “Prod.”

The ECD shall not be used for extracting
evidence or contraband.

Deployment of the ECD is authorized on
handcuffed, or otherwise secured
subjects who present a Aggressive
Physical Resistance or higher, unless
exigent circumstances exist.

The ECD should not be used in any
environment where potentially
flammable, volatile, or explosive material
(gasoline, natural  gas, propane,
flammable chemical sprays, etc.) are
present.
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The ECD shall not be used against
subjects in physical control of a motor
vehicle in  motion (i.e.: vehicles,
motorcycles, scooters, boats, bicycles)
unless exigent and articulable
circumstances exist.

In preparation of deployment, the ECD
shall be pointed in a safe direction, taken
off safe, and then aimed. Absent exigent
circumstances:

= A verbal warning shall be given unless
doing so would place an individual at
risk;

= only one deputy at a time shall deploy
an ECD against a subject;

= if present, a second deputy shall
provide cover; and

= the ECD may be used in a “drive stun”
mode as a secondary option. (This
involves pressing the unit against an
appropriate area, with or without the
cartridge, based on training.)

0 Deputies will continually assess
submission/compliance and
breathing ability  before applying
additional cycles of the ECD.
Deputies shall attempt to secure the
subject under power as soon as
practical. Deputies should apply
restraint techniques consistent with
General Order 031A and subjects
should be closely monitored for signs
or complaints of distress indicating
asphyxia.

0 The ECD shall be pointed at the
ground in a safe direction with the
safety on during administrative
handling procedures.

o No changes, alterations,
modifications or substitutions shall be
made to the ECD. All repairs to an
ECD shall be completed by an
authorized vendor.

0 Uniform deputies issued an ECD
shall carry the ECD when engaged in
any uniform assignment.



Excited Delirium

Excited delirium is a medical emergency
that requires prompt medical treatment in a
hospital emergency department. Due to the
extreme state of mental and physiological
excitement, deployment of an ECD may be
needed to gain control of a subject with
suspected excited delirium. In this scenario
the deputy shall request emergency
medical services (EMS) prior to deployment
if circumstances permit. Once control of the
subject is achieved, expeditious transport
to a hospital emergency department shall
be provided by EMS.

Nothing in this order shall prevent a deputy
from utilizing any readily available object or
empty hand technique as a weapon in
circumstances or situations where the
actions of a subject constitute Deadly Force
Resistance that could result in great bodily
injury, permanent disability, permanent
disfigurement or death to the deputy or
others.

The ECD should not be used in situations
where deputies may need immediate
Deadly Force (building searches, felony
stops, armed encounters). Deputies should
keep in mind the limitations as well as the
capabilities of their issued ECD

After a deputy uses an ECD, the deputy
should:

0 Handcuff the subject to minimize the
threat of injury to either the deputy or
the subject.

o0 Remove the ECD probes at the earliest
opportunity. The ECD probes shall be
removed in accordance with agency
approved training. ECD probes that
have struck the face, groin, female
breasts, or male nipple area must be
removed by properly trained medical
personnel. When probes are located in
these areas the deputy shall request
EMS for transport to a hospital
emergency department.

o0 Ensure the ECD evidence is handled in
accordance with General Order 054,
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Evidence and Found/ Recovered
Property. The following shall be
collected and packaged separately as
evidence:

= cartridges and at least one AFID,
if possible;
= probes and wires;

ECD probes that have struck a
person’s body shall be considered a
biological hazard and packaged
appropriately.

0 Request emergency medical services to
provide medical treatment and transport
if the subject shows signs of injury,
complains of a medical emergency, or
requests medical treatment after the
deployment.

o0 Document all injuries in the incident
report.

0 Photograph all significant injuries and
impact points, if possible. Photographic
evidence shall be handled consistent
with agency policy.

Reporting and Accountability

Deputies shall notify their supervisor as
soon as practical after each intentional or
unintentional discharge, with the exception
of function pre-operation spark tests
conducted at the beginning of a shift and
training exercises. A supervisor is required
to respond to unintentional discharges
involving a deputy/suspect confrontation or
when a deputy or third party is contacted by
the ECD.

In use of force situations involving a
deputy/suspect confrontation, a supervisor
shall respond to the scene of every
discharge and conduct a review of the
deployment to ensure compliance with
agency policy. If the supervisor is unable to
respond to the scene, or concludes that
personnel should leave the scene due to
operational or safety concerns, the
supervisor shall document the reasons
which made it impractical to respond or
obtain witness statements. The supervisory
review should include:



0 speaking with the involved deputy;

0 speaking with the suspect to ascertain
any medical needs;

0 ensuring witness statements (verbal or
written) are obtained and/or reviewed,;

0 ensuring photographs are taken of
significant injuries and impact points, if
possible;

0 ensuring ECD evidence (cartridges,
probes and wires, and AFIDs) is
collected; and

o0 reviewing the information and the ECD
data once obtained.

If the supervisor has reason to believe that
a violation of agency policy has occurred
that could result in discipline, the supervisor
shall adhere to General Order 020-020A.
The responding supervisor shall ensure
that the Subject Resistance Report is
completed and forwarded through the
deputy’s chain of command for review. The
Subject Resistance Report, including all
documentation  obtained  during the
supervisor’'s review, shall be forwarded to
Internal Affairs and a copy sent to Training.

Downloading Data

The data port on the ECD stores the time and
date the ECD was deployed and helps improve
the accuracy of incident documentation.

o Within three business days, excluding
holidays and weekends, following an ECD
deployment, a deputy shall report to the
designated point of contact for ECD’s within
their Unit or District to obtain a new
cartridge, if necessary, and so the
information from the data port can be
downloaded and forwarded to the deputy’s
supervisor for review. The deputy’s
supervisor shall ensure the data download
from the ECD is received, reviewed and
attached to the Use of Subject Resistance
Report.

0 At a minimum, each deputy's ECD data
information will be downloaded during their
annual inventory by the designated point of
contact for ECD’s within their Unit or District.
Training personnel are authorized to
conduct random audits of members’ ECD
data information. ECD data information
stored on a reserve deputy’s personal ECD
will be downloaded during their annual
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inventory and is subject to random audit by
Training  personnel.  Additionally, the
designated point of contact for ECD’s within
their Unit or District shall download from the
data port information from an ECD prior to
any factory repairs/maintenance.

Only personnel assigned to Training or
identified point of contact for ECD’s within a
Unit or District may download the
information from the data port.

Supervisors or managers may request a
download at any time. Any deputy issued
such an order will immediately respond to
this request as instructed by the supervisor.

Training shall prepare an annual report on
the product reliability, recommended training
needs and/or policy modifications related to
the uses of force, which will include a
section on the use of the ECD.

Random Audits

Performing random audits of information/data

downloaded from a deputy's ECD and

comparing it with the Subject Resistant Report

improves accountability.

o Every quarter, Training shall randomly
select 5% of the deputies who are assigned
an ECD.

0 Training shall perform an audit consisting of
the following:

= directing the deputy to report to or

identified point of contact for ECD’s

within a Unit or District to download the

ECD data; and

= reviewing the ECD data for:

» activations inconsistent with daily
spark tests or previously documented
use of force incidents;

» activations lasting ten seconds or
longer in duration; or

» three or more consecutive activations
with  minimal time between the
activations.

The Training Commander shall ensure the
activations are consistent with agency policy
and recommend or take appropriate action if
any deficiencies are identified.
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Sheriff of Monroe County

PURPOSE

The purpose of this directive is to establish guidelines
governing the possession of authorized weapons
carried by Monroe County Sheriff's Deputies.

DEFINITIONS

Double-Action - A weapon capable of cocking the
hammer and firing with a single pull of the trigger.
The hammer takes two actions on each trigger
pull, the first cocking the hammer to the rear and
the second releasing the hammer to go forward and
fire the weapon.

Long Gun — Any shotgun, carbine, rifle, or other
firearm with a barrel length greater than 8 inches or
an overall length of 14 inches or more.

Single-Action - A weapon, which will not cock the
hammer and fire with a single pull of the trigger. It
requires manual cocking of the hammer to be
ready to fire. The hammer is capable of only a
single action or direction when the trigger is pulled,
that of firing.

TRAINING

Within 12 months of the deputy’s last training /
gualification date, each deputy authorized to carry
weapons is required to receive in-service training on
the agency’s use-of-force policies and demonstrate
proficiency with all weapons the deputy is authorized
to carry. [CALEA 1.3.11]

e All proficiency training shall be monitored and
documented by a certified instructor in that
particular weapon specific to that training.

e The training officer shall ensure that prior to the
authorization being granted to carry lethal and
less lethal weapons all sworn deputies are given
a copy of this policy and instructed in the content
of this policy and procedure.

FIREARMS
[CALEA 1.3.9]

Authority
[CALEA 1.2.2]

e F.S.790.25 provides the legal authority for sworn
Monroe County Sheriff's deputies to carry and
use firearms in the performance of their duties.

Possession

e While on-duty or in uniform, Monroe County
Sheriff's Office Deputies shall carry an
authorized service handgun.

0 A concealed weapon may be carried in lieu of
the primary service handgun with approval by
a Division Commander for a special
assignment.

o Deputies shall maintain current firearms
qualification and proficiency with their primary
(and alternate, if carried) firearms. Each
Deputy must qualify with all firearms carried
for law enforcement purposes (or during
off-duty) through an approved training course
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within 12 months of the deputy’'s last

qualification date.

Law Enforcement Deputies shall have an
authorized service handgun available for use,
regardless of duty assignment, on or off-duty,
and shall have a set of handcuffs readily
available and their badge of authority at all
times.

Pursuant to Florida Law, Deputies who are
authorized to carry concealed weapons while
off-duty may carry a concealed weapon in lieu
of the service handgun while off-duty and not in
uniform. In every event, while off-duty, all
firearms carried shall be concealed from
normal public view unless use of the firearm is
necessary in the performance of his/her official
duty.

[CALEA 1.2.2]

Prior to carrying any firearm (on-duty or
off-duty) the Sheriff's Office armorer or
designated Sheriff's Office firearms instructor
shall inspect and approve such firearm.

All  weapons shall be inspected at each
firearm qualification and defective, unsafe, or
unauthorized weapons shall be disapproved for
carrying. [CALEA 1.3.9 c,d]

o If the weapon is owned by the Sheriff's
Office the armorer shall immediately take
possession of the defective or unsafe
weapon. A safe weapon shall be issued to
the deputy upon successful qualification with
that weapon.

o If the weapon is personally owned by the
deputy, the deputy will be ordered not to
carry the weapon from that point on by the
armorer. A memo shall be sent by the
armorer to the deputy’'s commander
advising him/her that the weapon did not
pass inspection, listing the make, model,
and serial number and that the deputy is not
authorized to carry that weapon on or off
duty. An agency weapon may be temporarily
assigned to the deputy upon successful
qualification with the temporary weapon.
(Revised on 12-8-04)

Internal or external modifications to any
"authorized to carry" firearm shall not be made
without prior approval and subsequent
inspection by the Sheriff's Office armorer.
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Ammunition carried by Deputies while on or
off-duty shall be issued by the Sheriff's Office.
[CALEA 1.3.9 b]

Any long gun carried by the Deputy shall be
those issued or approved by the Sheriff's
Office. A deputy may request to carry a
personally owned long gun, however, the gun
must be an approved make and model,
inspected and approved by an Office armorer
and final approval granted in writing by the
appropriate  Sector Commander. No
modifications shall be made to any weapon,
unless approved by the Office armorer and the
Undersheriff for all such weapons. Any such
modifications _will be made by the Office
armorer only and inspected for compliance at
each qualification. Any deficiencies or
unauthorized modifications found shall be
reported to the deputy’'s Sector Commander
and the weapon shall be immediately removed
from service.

Every Deputy who carries a long gun shall only
do so after successful qualification and training
with each weapon carried at least once
annually. Long guns shall be stored in a case
approved by the Office and will be located in
the trunk of the Deputy's assigned vehicle.
Office issued rifles will be securely locked at all
times when not in use. The office will provide
locking devices for agency owned rifles.
(Effective 7-16-2008)

Regardless of the inspection procedures
described above, it is the personal
responsibility of every Deputy to regularly
inspect and maintain his/her firearm,
ammunition and related equipment to ensure
that those items are capable of functioning
safely and properly. Any observed or
suspected malfunctions shall be promptly
repaired by an Office approved gunsmith or the
Office armorer, and defective equipment shall
not be used or carried until it is completely
operable and safe and re-inspected.

The training division shall maintain a record of
each weapon approved by the agency for
official use. [CALEA 1.3.9 €]



Authorized Firearms and Ammunition
[CALEA 1.3.9]

All service handguns shall be double-action only.
No single action handguns are allowed. All
weapons will be carried in the double-action mode,
which is decocked and requiring the hammer to
travel in two different directions when the trigger is
pulled to fire. On semi-automatic pistols, the
weapon will be carried with a round chambered
and all external safety or decocking levers will be
left in the firing position so that the only action
necessary to fire the weapon will be to pull the
trigger.

e Deputies are authorized to carry;

0 .38 Special or .357 Magnum caliber
revolver with a barrel length of not less
than two or more than six inches (four inch
barrel length is standard for uniform duty),
and a cartridge capacity of not less than
five rounds. Authorized manufacturers are:

= Smith & Wesson
= Colt

= Ruger

= Dan Wesson

0 9MM, .40 or .45 caliber semi-automatic
pistol with a barrel length of not less than
2.5 no more than 5.5 inches and a
cartridge capacity of not less than seven
(7) rounds. Authorized manufacturers are:

=  Smith & Wesson
= Ruger

= Sig Sauer

= Beretta

= Glock

= H&K

0 .380 caliber semi-automatic pistol (for
plainclothes, off-duty, or back-up to duty
weapon) with a barrel length of not less
than 1.75 inches nor more than four (4)
inches and a cartridge capacity of not less
than five (5) rounds. Authorized
manufacturers are:

= Walther

= Beretta

= H&K

= Sig Sauer
= AMT

e The Office will issue a service revolver or
semi-auto pistol, authorized personnel may

purchase an authorized revolver or semi-auto
pistol for duty use.

e The only authorized holsters for uniform use
are the Safariland SS Il or Uncle Mike’s Pro-3
Duty Holster. Any deputy desiring to carry an
alternate approved service sidearm is required
to purchase the SS Il holster for the weapon.

e The authorized duty shotgun is the Remington
870 pump 12 gauge shotgun with an 18 inch
barrel for patrol with or without an extended
magazine.

e Authorized semi-automatic patrol rifles and
accessories.

o] Patrol Rifles - .223 caliber of the Colt
AR-15 style, with a barrel length of not
less than 16 inches, semi-auto only, no
Class B weapons. Flash suppressors
are not used to calculate the length of a
barrel. Authorized manufacturers are:

= Colt AR15
= Rock River Arms

o Accessories

= EoTech or AimPoint Sights. No
telescopic _sights are permitted.
Must maintain a rear sight (flip up)
for use in the event the holographic
sight system fails.

= Lights - attachments intended to
illuminate the target or area as long
as they do not interfere with the
sight system

o Restrictions

=  Ammunition - No tracer or armor
piercing ammunition is allowed.

= Laser aiming devices are not
permitted

=  Sound suppression devices are not
allowed

e Swat Only Authorized Long Guns

o Full Automatic M16 style .223 rifle (SWAT
ONLY)
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o0 Remington 700 bolt action, .308 caliber
police marksman rifles (SWAT ONLY)

o HK MP5, 9mm sub-machine gun (SWAT
ONLY)
(Effective 7-16-2008)

Only weapons meeting Office-authorized
specifications shall be used in the performance
of duty.

Only ammunition issued by the Sheriff's Office
is authorized to be carried on or off duty in any
firearm used in the performance of duty.

Firearms Proficiency
[CALEA 1.3.10]

o All firearms instructors will

Deputies on and off duty, shall carry only those
firearms for which current proficiency and
successful qualification has been demonstrated
and recorded. Carrying sport firearms for
hunting or other lawful sports, pursuant to
Florida law, is exempt from this procedure.

All firearms qualification and training scores
shall be kept as part of the Deputy's official
training file.

The official qualification records shall include:

0 The Deputy's name, rank, and assignment;

0 The date and time of qualification;

0 A description of the weapon, as to type,
brand, caliber or gauge, barrel length, and
serial number;

0 The type of ammunition used to qualify;

o A notation of which courses of fire were
passed or failed; and

0 The signatures of the Deputy and firearms
instructor attesting to the qualification score.

Firearms instructors shall have the duty and
responsibility to DISQUALIFY any Deputy for
substandard firearms proficiency on the basis of
unsafe handling or insufficient weapons
orientation regardless of proficiency score.

maintain an
up-to-date Firearms Instructor Procedures

31:4

Manual and strictly follow the procedures
outlined therein for in-service qualifications.

Failure to maintain firearms proficiency.

o0 Employees authorized to carry firearms are
required to maintain competence and to
demonstrate proficiency with their service
firearms within 12 months of the member's
last qualification date.

IF A DEPUTY FAILS TO SHOW
PROFICIENCY AT THE TIME OF A FIREARMS
QUALIFICATION ATTEMPT THE FOLLOWING

WILL OCCUR:

[CALEA 1.3.11]
o The firearms instructor will;

= Immediately give the deputy a direct
order that they are to not carry their
firearm and not to take any law
enforcement action. It is preferred that
this order be in writing if possible.

= Further order the deputy to report
immediately to their Commander for
direction and temporary non-disciplinary
reassignment

=  Will immediately notify the deputy’s
Commander that the deputy failed to
demonstrate proficiency with their
firearm.

0 The deputy’'s Commander will;

= Issue the deputy a written order that the
deputy is not to carry their firearm and in
the case of Office issued firearms relieve
the deputy of that firearm.

= The order shall include that the deputy is
not to take any law enforcement action.

= Reassign the deputy to a position not
requiring any law enforcement action.

= Ensure the deputy is scheduled for
proficiency remediation training.

o Training will;

=  Provide up to 16 hours of classroom and
range remediation training.
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= |If the deputy fails to demonstrate
proficiency the firearms instructor will
immediately notify the deputy’s
Commander and reschedule the deputy
for a second remediation training session
of up to 16 hours.

= |If the deputy fails to demonstrate
proficiency following the second
remediation the deputy’s Commander will
be immediately notified

The deputy’s Commander will consult with
the Undersheriff as to what further action
should be taken, which may include
reassignment to a non-law enforcement
position until the deputy can demonstrate
firearms proficiency.

¢ Deputies shall not be assigned to duties requiring
firearms unless firearms proficiency requirements
are met and demonstrated.

o

Upon the expiration of the disciplinary
suspension periods, deputies shall be
assigned to duties which do not require
carrying firearms until they can complete the
entire FDLE academy firearms block of
training in the next available recruit class and
firearms qualification tests can be conducted
during the final stages of that course.

Repeated failure to demonstrate competence
with service firearms shall be cause for
disciplinary action up to and including
withdrawal of appointment.

Discharge of Firearms

e Deputies are authorized to discharge their
firearms under the following conditions:

(o}

When there is a reasonable belief that such
force is necessary to:

= Prevent imminent death or great bodily
harm to:

» The Deputy.
» Another individual.
= Apprehend the perpetrator of a felony,
which involved the use or threatened use

of deadly force and the individual who is
sought, poses an immediate threat to the
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life and/or safety of the Deputy or other
individual(s).

o To Kkill seriously injured or dangerous
animals when any other disposition is
impractical, or other means have failed,
and it is safe to do so.

0 When a Deputy is abandoned or so
isolated that his only hope of being found is
by someone hearing his/her gunshot.

o During official Office training sessions
where so authorized by an instructor.

o During qualification.

Deputies who discharge firearms in the
line-of-duty or while acting in an official
capacity while off-duty, other than for training
or qualification purposes, shall submit a
written report of the incident to the Sheriff via
the chain-of-command.

Restrictions

Certain courts, correctional facilities, and
medical facilities prohibit the carrying of
firearms on their premises. Deputies are
required to be familiar with all institutional
restrictions concerning firearms. Questions
concerning the legitimacy of institutional
restrictions shall be referred to the Deputy's
supervisor.

The discharge of warning shots by a deputy is
strictly prohibited.
[CALEA 1.3.3]

Commercial airlines restrict the carrying of
firearms. When it is not essential that a
Deputy carry a firearm on board a commercial
aircraft, firearms shall be unloaded and
secured with checked luggage prior to the
flight.

When it becomes necessary for a Deputy on
official business to carry a firearm on board a
commercial aircraft, Deputies shall adhere to
the following procedures:

0 A memorandum must be sent to the
Sheriff outlining the purpose for flying while
armed. The memorandum must provide
the name of the airline and the itinerary if
the Sheriff approves the itinerary a National
Law Enforcement Telecommunication



System (NLETS) message will be sent to
the Federal Air Marshal's(FAM) office in
Atlantic city, New Jersey.

FAM personnel will send a confirmation
NLETS message authorizing the deputy (ies)
to fly while armed.

0 At the airport the deputy will tell airline
ticket counter personnel that he/she is
flying armed. The deputy will present
his/her badge and issued Sheriff’s Office
identification.

0 Atthe security checkpoint, the deputy will
ask to talk with a Transportation Security
Administration (TSA) supervisor.

0 The deputy will tell the TSA supervisor
that he/she is flying armed. The deputy
will again present his/her badge and
identification. The TSA supervisor will
ask about the NLETS message and may
ask to see the message.

0  The deputy will show the TSA supervisor
the NLETS message. However, the
deputy will RETAIN the NLETS
message.

0 The TSA supervisor will escort the
deputy through the security checkpoint.

0  The deputy will pre-board the plane and
meet with the Captain of the plane.

0 The deputy will present his/her badge
and identification to the Captain and
meet with any other law enforcement
officer who is flying armed.

0 The Captain of the plane has the final
authority to determine if the deputy will fly
while armed. The Captain may require
the deputy to surrender his/her weapon
while aboard the aircraft.

0  The deputy may choose to NOT flyon a
flight if the Captain of the plane requires
the deputy to surrender his/her weapon
while aboard the aircraft. However, the
deputy will have to send another NLETS
message requesting permission for a
new itinerary.
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Assignment of Sheriff's Office Firearms and
Care

e Deputies assigned a weapon(s) shall be
personally responsible for its safekeeping
both on-duty and off-duty.

o All deputy's who posses issued or personally
owned firearms shall keep the firearm(s) ina
securely locked box or container or in a
location which a reasonable person would
believe to be secure or shall secure it with a
trigger locking device to prevent it from being
discharged. [CALEA 1.3.9f]

e Deputies, while off-duty shall not store
firearms inside their issued vehicle unless the
firearm is secured with a locking
device/container mounted to the inside of the
vehicle.

o Deputies, while off-duty shall not store issued
laptop computers, ballistic vests and any
clothing with police identifiers in their issued
vehicle.

e Issued weapons may not be loaned by
assigned Deputies.

e Upon appointment and termination from the
office all issued weapons and ammunition
except for tasers will be returned to the
Training Unit.

e Training will provide an executed receipt for
issued, returned and transferred weapons.
Training will then forward this information to
the inventory specialist in finance who shall
keep a permanent file of these records.

e Issued firearms shall remain the property of
the Sheriff's Office and shall be available for
inspection and inventory during each annual
inventory period. The Sheriff may award a
Deputy his/her firearm upon retirement.

e Issued firearms shall only be used for law
enforcement purposes.

e Sheriff's Office long guns shall be carried
when issued by the Office. Only armorer
approved shotguns are authorized.
Permission from the Sheriff is required to
carry models other than those issued by the
Office.



e Issuance of firearms for

use during
emergencies or civil disorders may be by
verbal approval from a Division Commander.
Revised (09-12-03)

Firearms Safety

e Holsters shall not be unsnapped nor shall
sidearms be removed from the holster
unnecessarily.

e Loaded long guns shall not be brought inside
any Sheriff's Office building unless a
deadly-force emergency exists within the
structure.

Long guns shall be carried perpendicular
(muzzle up) to the floor by the grip with no
fingers in the trigger guard. These weapons
will be carried with the slide back, safety on,
and chamber and magazine empty. Other
items of equipment shall not be carried at the
same time in the hand carrying the weapon.
Gas guns should be carried and action open,
thus, it may not be practical for the weapon to
be carried vertically.

After a situation has arisen requiring a round to
be chambered in a shotgun and the situation
no longer requires a chambered round, it
should be removed as soon as practical. The
incorrect way to unload the shotgun is to cycle
rounds through the action. The correct way to
unload is to open the action and drop any
rounds that were in the chamber into your
hand (not a hard surface), then push the Shell
Lifter up and release any remaining rounds
from the magazine tube. To release rounds
from the magazine Tube, simply depress the
Shell Stops.

Shotguns shall be carried when ready for duty
with the magazine full and the chamber empty,
the action will be closed and the safety in the
"ON" and safe position with the weapon in a
condition ready for use where the action may
be worked without utilizing the Action Bar Lock.
To place the weapon in this mode, when it has
been absolutely assured that the chamber is, in
fact, empty, point the muzzle in a safe direction
and pull the trigger and then return the safety to
the "ON" and safe position.

e Deputies shall store firearms in their care in a
safe and secure area. [CALEA 1.3.9 f]
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Weapons Selection and Deployment
the Long Gun.

should be employed.
greater accuracy, more effective incapacitation

e All personnel utilizing the shotgun should be

aware of an extremely important fact. In all
Crossbolt Safety Weapons, the Safety
engages the Trigger of the weapon. That is,
when the weapon is in battery or cocked, the
Trigger Sear is actually holding the Hammer to
the rear. The Safety is not blocking the
Hammer. If the weapon is dropped or
receives a strong jarring action, the Hammer
may fall or the firing pin may move forward
with enough kinetic energy, causing an
accidental discharge.

of

The primary purpose of the Deputy’s handgun is
to provide short range defensive actions that
occur spontaneously.
their person for this reason. When proceeding to
an incident where a known suspect weapon is

It is always available on

involved or other situation that has a high index of
probability of a firearms engagement, a long gun
Long guns offer much

probability, greater range, increased penetration

for suspects utilizing cover or body armor, and a

higher level of presence, which alone may be
enough control to stop the suspect's resistive
behavior. The greater accuracy of the rifle helps

to reduce the risk of unintended injuries to

innocent bystanders. The deployment of a long
gun may also be advised on high-risk responses

such as felony vehicle stops and guarding a

perimeter from a position of cover at a distance.
In addition, the use of a shotgun provides access

to less lethal munitions, such as beanbag rounds,
that may incapacitate a suspect from a distance
who has a close range threat such as an edged
weapon.

Shotgun

e Less Lethal Munitions — By loading the
Remington 870 pump shotgun with bean-bag
rounds or other approved less lethal
munitions, a Deputy may engage a suspect
who is armed with a short range threat, such
as a blunt striking object or an edged
weapon, from a position of safety without the
necessity to employ lethal controls of
resistive behavior.

o0 Prior to being issued or using less lethal
munitions, a Deputy will be required to



take a specialized course in their use and
pass a proficiency test.

o0 A primary shooting Deputy with a long
gun will be identified and put into place
before deploying less lethal munitions, in
case they fail or if the threat escalates to
imminent danger to either Deputies or
the public.

0 The Deputy who will employ the less
lethal munitions will completely empty the
shotgun chamber and magazine of ALL
lethal ammunition prior to loading the
bean-bag rounds.

o0 All shotguns will be equipped with a sling
and additional shell carrier.

Lethal Ammunition — The standard loading
of the Remington 870 is .00 Buck
ammunition. It consists of 9 pellets of
approximately .32 caliber and is effective out
to 15 yards with an approximate 15 inch
pattern at that distance.

(decommissioned)/AR-15 Rifle and

carbine

M16 rifles decommissioned from US military
service and received under appropriate
programs will be modified to fire in semi-
automatic condition only. All rifles/carbines
will be configured to fire in the semi-
automatic condition only.

Deputies in each sector will be identified by
the Sector Commander for deployment with
the M16/AR-15 rifle/carbine in 5.56mm or
.223 caliber.

A high index of security will be maintained on
these rifles and storage requirements with
the issued locking and security system are to
be strictly followed and the weapons kept
from plain view due to high theft potential.

Prior to assignment, all Deputies who are to
be issued the rifle/carbine will be given
additional training specific to the AR15/M16
weapons system and required to pass a
proficiency test. Proficiency must be
demonstrated with qualifications testing
biannually with the issued rifle/carbine.
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Each rifle/carbine will be stored and carried
with the safety in the ON position, the
chamber empty, and the magazine loaded to
its rated capacity and fully seated in the
magazine well.

A second issued magazine, fully loaded to its
rated capacity, will be carried by the Deputy
whenever the rifle is deployed. The
ammunition loaded in the magazines will be
used for the qualifications and new
ammunition issued at that time.

Revised (09-12-03)

Authorized Less Lethal Weapon
[CALEA 1.3.4]

All Less Lethal Weapons used for duty shall
b