AGENDA

CITY OF ARCHER
16870 SW 134T AVENUE
P.0. BOX 39
ARCHER, FL 32618-0039

June 1st, 2016

4:00 P.M. SPECIAL BUDGET ARCHER CITY HALL
MEETING
CALL TO ORDER
PRAYER
PLEDGE OF ALLEGIANCE

I. Old Business
A. City Vehicle for Administration

II. New Business

Resolution Number: 2016-11, Adopting a Petty Cash Policy for the City of Archer
Resolution Number: 2016-12, Adopting a Credit Card Policy for the City of Archer
Resolution Number: 2016-13, Adopting a Policy for Handling and Reporting Fraud
Resolution Number: 2016-14, Adopting Administrative Forms Relating to City Employees
Travel Authorization Form

Leave Request Form

Supervisor & Employee Feedback Form

Time Sheet- Hourly

. Time Sheet- Salary

E. Additional Policies

caw»

opoow

III. Citizen Participation:
As part of the Commission’s public outreach we invite Archer residents and the members of the public to
share their thoughts, suggestions and concerns at designated times during Commission meetings. Each
person is allotted the maximum time of 3 minutes to ensure everyone has an opportunity to be heard
and responded to we ask that you adhere to the following guidelines:
e Please state your full name (or first name if you prefer) and state whether or not you reside within the
city limits.
e Please state your question, comment or concern in as few words as possible.
o Please try to make it clear what information you want or what problem you want solved so that the
Commission can accurately respond to your request.
e Please be courteous of others and refrain from using language that would be considered insulting,
offensive, or insensitive.

Thank you for your cooperation.
The Commission is here to serve you.

IV. Adjournment



City Vehicle Lease Option
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Chevy Volt Toyota Prius Ford Focus Personal Car

= Base Mode! & Premier Model Manager's Stipend

Chart is based on $2,500 down payment and a 36 month 10,000 - 15,000 annual miles agreement.

e Chevy Volt- Base Model- 15,000 miles | Premier Model- 10,000 miles.
e Toyota Prius- Base Model- 12,000 miles | Premier Model- 12,000 miles.
® Ford Focus- Base Model- 10,500 miles | Premier Model- 10,500 miles.

City Vehicle Annual Cost
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Data above does not reflect 1 year initial down payment.
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RESOLUTION NUMBER: 2016-11

A RESOLUTION OF THE CITY OF ARCHER, FLORIDA, ADOPTING A
PETTY CASH POLICY FOR THE CITY OF ARCHER ESTABLISHING
PROCEDURES AND INTERNAL CONTROLS REGARDING CASH
HANDLING; REPEALING ALL RESOLUTIONS IN CONFLICT AND
PROVIDING AN EFFECTIVE DATE.

WHEREAS, the City of Archer current uses petty cash for employees to use for small,
incidental expenditures on behalf of the City; and

WHEREAS, the City does not have a formal policy establishing the guidelines,
procedures and internal procedures for such use; and

WHEREAS, it has been deemed necessary to adopt this Petty Cash Policy attached hereto
as Exhibit A to correct this deficiency; and

NOW THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE
CITY OF ARCHER, FLORIDA, as follows:

Section 1: The Petty Cash Policy setting forth procedures, guidelines, and internal controls for
City Employees relating to the handling of cash, which are attached to this Resolution as Exhibit
A, and by reference made part hereof, is hereby adopted as the Petty Cash Policy of the City of
Archer, Florida.

Section 2: Existing resolutions in conflict are hereby repealed to the extent of such conflict.
Section 3: This Resolution shall take effect immediately upon its adoption.

This Resolution adopted this day of June, 2016 after motion, second and majority
vote favoring same.

ATTEST:
NAME

By:
Zeriah K. Folston, MPA, City Manager Corey Harris, Mayor

Approved as to form and legal sufficiency:

Courtney W. Johnson, Assistant City Attorney
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CITY OF ARCHER
PETTY CASH POLICY

Policy

This policy established the City of Archer's guidelines, procedures and internal controls
regarding cash handling (petty cash). The City of Archer is committed to providing a
formal policy to prevent mishandling of funds, safeguard against loss and protect
employees from charges of mishandling funds. Petty cash is to be used by employees for
small, incidental expenditures when claims payment checks are not timely or practical,
and not as a method to circumvent the City’s purchasing policies.

Scope

This Policy shall apply to all City of Archer employees and all activities involving petty
cash funds. Supervisors should inform all affected employees within their supervision of
this policy and its requirements. Department Heads should know and train their
employees on cash handling. The City Manager is authorized to interpret the Policy and
to make exceptions to address items that are not specifically addressed in this Policy.
Petty cash reimbursements are subject to the same requirements set forth in the City’s
Purchasing Policy.

Objectives

A. To provide assurance the recorded amounts of cash on hand for petty cash is present.

B. To provide assurance that internal controls over these funds are present and effective.

C. To provide assurance the funds have valid business purposes and are sized
appropriately.

Definitions
A. Cash: currency and coin
B. Custodian: employee issued a petty cash fund

Purchases
Petty cash is to be used for purchases of $100.00 or less. Expenditures shall qualify
under the law as a legitimate public purpose.

Security
Petty Cash funds are to be kept separate from other cash and secured in a locked
container. Overnight the petty cash box shall be kept in a vault or other secure locked
area.
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The Custodian is responsible for safekeeping the petty cash, confirming that
reimbursed purchases meet requirements set forth in the Purchasing Policy and
completing the sales slip for the petty cash purchase for reimbursement.

VII.  Prohibited Uses of Petty Cash
A. Petty cash may not be used for the purchase of equipment, registrations or the
payment of salaries.
B. Petty cash may not be used for personal borrowing or check cashing.
C. Petty cash may not be used for travel expenses with the exception of tolls for business
related travel subject to the following limitations:

1.

If tolls are part of other travel related costs for that trip, then all costs for that
trip should be processed on a travel authorization form.

Toll reimbursements for travel on more than three consecutive days should be
requested on a travel authorization form.

Toll receipts are required for reimbursements.

VIII. Procedures
A. Vouchers: Petty cash vouchers are to be used by all petty cash custodians.

B.

Vouchers may be obtained from the City Manager.

Petty Cash Advance: Ifit is necessary to advance petty cash to an employee

for a purchase, a petty cash voucher must be completed giving the date,

amount of the advance, and employee’s signature acknowledging receipt of
the cash.

Disbursement Following a Purchase:

1. A petty cash voucher must be completed. The purchaser must sign the
sales slip and indicate the purpose of the purchase.

2. Providing no petty cash was advanced, the purchaser is given cash for the
amount of the expense. Reimbursement of tax should be denied if the tax
was paid due to the purchaser’s error. The City Manager signs and
attaches the sales slip to the complete voucher. Completed vouchers are
placed in the bottom of the cash box for safekeeping.

Request for Replenishment of the Petty Cash Fund: A petty cash report

should be prepared at least once a month. Replenishment may be required

more frequently due to a low cash balance. Petty cash reports are to be
prepared and signed by the petty cash custodian and the City Manager.

E. Loss
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Petty cash funds are a personal liability of the employee to whom the amount
is advanced. Any loss of petty cash funds shall be immediately reported to the
City Manager.
F. Audit

The City Manager or designee must complete two surprise audits each fiscal
year. All audit findings are to be shared with the City Commission.

IX. Training
A. All City of Archer employees are required to attend training on this policy.

B. New employees shall receive petty cash training upon hiring.

C. The City Manager shall be responsible for implementation of these training
requirements.

D. As these policies are updated or amended, training will be provided for all City of
Archer employees.

X. Non-Compliance
A. Failure to comply with this policy may result in disciplinary action and possibly
termination of employment.

B. Additionally, non-compliance may result in monies owed to the City from the
offending employee.



RESOLUTION NUMBER: 2016-12

A RESOLUTION OF THE CITY OF ARCHER, FLORIDA, ADOPTING A
CREDIT CARD POLICY FOR THE CITY OF ARCHER ESTABLISHING
PROCEDURES FOR EMPLOYEE USE OF CREDIT CARDS INCLUDING A
CREDIT CARD CARDHOLDER AGREEMENT; REPEALING ALL
RESOLUTIONS IN CONFLICT AND PROVIDING AN EFFECTIVE DATE.

WHEREAS, the City does not have a formal policy establishing the guidelines,
procedures and internal procedures for use of City issued credit cards; and

WHEREAS, it has been deemed necessary to adopt this Credit Card Policy attached
hereto as Exhibit A to correct this deficiency and to ensure all purchases on the City’s credit
cards are use appropriately; and

NOW THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE
CITY OF ARCHER, FLORIDA, as follows:

Section 1: The Credit Card Policy setting forth procedures, guidelines, and internal controls for
City Employees relating to the handling of cash, which is attached to this Resolution as Exhibit
A, and by reference made part hereof, are hereby adopted as the Credit Card Policy of the City of
Archer, Florida, including a Cardholder Agreement required for all City employees to execute.
Section 2: Existing resolutions in conflict are hereby repealed to the extent of such conflict.
Section 3: This Resolution shall take effect immediately upon its adoption.

This Resolution adopted this day of June, 2016 after motion, second and majority
vote favoring same.

ATTEST:
NAME

B By:
Zeriah K. Folston, MPA, City Manager Corey Harris, Mayor

Approved as to form and legal sufficiency:

Courtney W. Johnson, Assistant City Attorney
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CITY OF ARCHER
CREDIT CARD POLICY

Policy

This policy established the City of Archer's guidelines, procedures and internal controls
regarding credit cards. This policy is intended to improve efficiency in the processing of
credit card purchases.

Scope

This Policy shall apply to all City of Archer employees and all activities involving credit
cards purchases. Supervisors should inform all affected employees within their
supervision of this policy and its requirements. Department Heads should know and train
their employees on credit cards. The City Manager is authorized to interpret the Policy
and to make exceptions to address items that are not specifically addressed in this Policy.
Credit card purchases are subject to the same requirements set forth in the City’s
Purchasing Policy.

Issuance of Cards

The City Manager, or designee, will determine which employees will be issued cards.
Each card is issued in the cardholder’s name and the City of Archer. Employees who
misuse or abuse cards will be subject to disciplinary action. All items paid for with the
card must be shipped to the City and are the property of the City of Archer. The purchase
of tobacco products, alcohol, or obtaining a cash advance is strictly prohibited. Personal
purchases are strictly prohibited.

Lost or Stolen Cards

Cardholders shall report lost or stolen cards to the City Manager immediately. If not
reported immediately, the City may be liable for the fraudulent charges, and if liable, the
employee may be charged.

Procedures
All purchases on the credit card must be approved through the normal purchasing
procedure. When the credit card statement arrives, all users must turn in invoices and

requisitions to the City Manager.

To ensure prompt and proper payment of receipts/invoices, transaction receipts for
purchases on City credit cards are to be turned into the City Manager or designee within
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72 hours of the transaction. Failure to turn in receipts may result in interest and penalty
charges, which may be charged to the employee and may result in discipline.

VI. Cancellation

When an employee with a City issued credit card terminates his/her employment with the
City, the cardholder’s supervisor is responsible for returning the card to the City Manager
for cancellation.

VII. Training
A. All City of Archer employees are required to attend training on this policy.

B. New employees shall receive credit card training upon hiring if issued a card.

C. The City Manager shall be responsible for implementation of these training
requirements.

D. As these policies are updated or amended, training will be provided for all City of
Archer employees.

VIII. Non-Compliance
A. Failure to comply with this policy may result in disciplinary action and possibly
termination of employment.

B. Additionally, non-compliance may result in monies owed to the City from the
offending employee.

C. All employees issues a credit card shall execute the City’s Cardholder Agreement,
attached hereto, prior to such use.



CITY OF ARCHER
CREDIT CARD PROGRAM
CARDHOLDER AGREEMENT

I AGREE TO THE FOLLOWING REGARDING THE USE OF THE CITY OF ARCHER PURCHASING CARD
ASSIGNED TO ME FOR OFFICIAL CITY OF ARCHER BUSINESS ONLY:

1.

10.

11.

[ understand | am being entrusted with an important financial tool and will be making
financial commitments on behalf of the City of Archer and that | will use the Credit Card
for authorized business purposes only.

I understand that under no circumstances will | use the Credit Card to make personal
purchases either for others or myself. Personal purchases may result in disciplinary
actions up to and including termination of employment and prosecution to the extent
permitted by law.

I am an employee in good standing with the City of Archer, and will follow Florida law,
purchasing policies of the City, and the established guidelines for using the Credit Card.
Failure to do so may result in either revocation of my card privileges and/or other
disciplinary action up to and including termination.

| have read, understand and will follow the City’s Credit Card Policy. | acknowledge that
| have received the City’s Credit Card Policy.

I will turn in all charge documentation within three (3) days of making a purchase.

| acknowledge the City does not permit me to make or approve purchases on behalf of
the City from a business entity in which I, my spouse, or child have a material financial
or managerial interest. | agree that | will NOT make such purchases with the Credit
Card.

I acknowledge | am the only person entitled to use the card and | am accountable for all
charges made against the card.

Pursuant to and consistent with Section 112.171, Florida Statutes, | acknowledge, agree,
and authorize should I fail to timely reimburse the City for any personal use or non-City
business purpose purchases or charges on the Credit Card, the City may deduct the
amounts necessary to recover the costs of said purchases or charge from my salary or
wages or accrued leave balanced. | understand such deductions shall continue from
paycheck to paycheck until all amounts due are recovered by the City.

If the Credit Card is lost or stolen, | agree to notify the City Manager immediately.

| agree to return the Credit Card immediately upon request of the City Manager or upon
termination of my employment.

| agree if | violate the terms of this Agreement, | will be subject to disciplinary action up
to and including termination of employment. If | have made any unauthorized



City of Archer

Credit Card Program
Cardholder Agreement
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purchases | will reimburse the City for all charges and costs related to the collection of
such charges.

Cardholder Name (print) City Manager (Print)
Cardholder Signature City Manager Signature
Date Date

Last Four of Credit Card Issued: Expiration Date:

Limit: Daily Limit:




RESOLUTION NUMBER: 2016-13

A RESOLUTION OF THE CITY OF ARCHER, FLORIDA, ADOPTING A
POLICY FOR HANDLING AND REPORTING FRAUD; REPEALING ALL
RESOLUTIONS IN CONFLICT AND PROVIDING AN EFFECTIVE DATE.

WHEREAS, the City of Archer desires to adopt a policy to prevent fraud in the City; and

WHEREAS, the City of Archer is committed to the elimination of any dishonest or
fraudulent act and to ensure ethical conduct of its employees; and

WHEREAS, the City desires to encourage all employees to be alert for possible fraud and
require employees to promptly report any suspected fraud; and

WHEREAS, the City does not have a formal policy establishing the guidelines,
procedures and internal procedures for the detection and reporting of such behavior; and

WHEREAS, it has been deemed necessary to adopt this Fraud Policy attached hereto as
Exhibit A to correct this deficiency; and

NOW THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE
CITY OF ARCHER, FLORIDA, as follows:

Section 1: The Fraud Policy setting forth procedures, guidelines, and internal controls for City
Employees relating to the reporting of fraudulent behavior, which is attached to this Resolution
as Exhibit A, and by reference made part hereof, is hereby adopted as the Fraud Policy of the
City of Archer, Florida.

Section 2: Existing resolutions in conflict are hereby repealed to the extent of such conflict.
Section 3: This Resolution shall take effect immediately upon its adoption.

This Resolution adopted this day of June, 2016 after motion, second and majority
vote favoring same.

ATTEST:
NAME

By:
Zeriah K. Folston, MPA, City Manager Corey Harris, Mayor

Approved as to form and legal sufficiency:

Courtney W. Johnson, Assistant City Attorney
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CITY OF ARCHER
FRAUD POLICY

Policy

This policy establishes the City of Archer's fraud policy to create a culture of honesty in
the promotion of an ethical and transparent environment. The City acknowledges its
responsibility to protect the City, its operations, employees, and assets against financial
risks, operational breaches and unethical activities. It is the intent of the City to promote
consistent organizational behavior by the development of controls and conduct of
investigations. The City is committed to prevent fraud and establishing an environment
to aid in the detection and prevention of fraudulent activities by City employees,
contractors, vendors, citizens, etc. The City is committed to establishing and maintaing
internal controls designed to eliminate or mitigate risk.

Scope

This Policy shall apply to all City of Archer employees. City employees shall conduct
themselves with integrity and shall continue to abide by the City’s Personnel Policy
including Section 2.2 regarding Ethical Conduct and Employee Professionalism.
Supervisors should inform all affected employees within their supervision of this policy
and its requirements. The City Manager is authorized to interpret the Policy and to make
exceptions to address items that are not specifically addressed in this Policy.

Definitions
A. Fraud: an intentional deception, misappropriation of resources or the
manipulation of data to the advantage or disadvantage of a person or entity.
B. Corruption: the offering, giving, soliciting or accepting of an inducement or
reward that may improperly influence the action of a person or entity.

Reporting of Fraud

A. City employees have a duty to report concerns or information of possible fraudulent
or corrupt activity of any officer, employee, vendor or any other party associated with
the City of Archer. This information should be reported to the employee’s immediate
supervisor or the City Manager. If any employee believes that the supervisor or City
Manager may be involved in the activity, the employee shall report the activity to the
City Attorney. The City Manager will designate the appropriate individual to
investigate and if necessary will notify and fully cooperate with the appropriate law
enforcement agency or auditor. To the extent allowed by law, the City will keep
such reporting confidential.

B. Upon receiving a report or complaint, the City Manager shall take steps to prevent the
destruction of relevant records.
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VII.

C. Staff should not contact the suspected employee, discuss the facts or allegations with
anyone other than the persons investigating, and shall not attempt to personally
conduct investigations.

D. At the conclusion of the investigation the City Manager or his/her designee will issue
a report detailing the findings and conclusions, including recommendations for future
action.

Retaliation/Retribution

Employees or officers who in good faith report suspected fraudulent or corrupt activities
will not be subjected to retaliation or retribution for such reports. Employees and officers
are also protected by Florida Statues Sections 112.3187 through 112.31895.

Deterring Fraud and Corruption

All new employees with the City will receive a copy of this policy as part of orientation.
In addition, all new contractual agreements with the City will contain a provision
prohibiting fraudulent or corrupt acts. Competitive bid packages will include a statement
requiring non-collusion. The City Manager will periodically with the City’s auditor
pursue an evaluation of the City’s vulnerability to fraud to update this process and policy
and improve internal controls.

Corrective Action

Violations of this policy will be treated equally regardless of an employee’s position,
years or service or relationship with the City. Determinations will be made on a case by
case basis. Such action may range from a written reprimand up to and including
termination and/or legal action. In cases involving monetary losses to the City, the City
reserves the right to pursue recovery of such losses after consultation with the City
Attorney, insurance company, and law enforcement as applicable.



RESOLUTION NUMBER: 2016-14

A RESOLUTION OF THE CITY OF ARCHER, FLORIDA, ADOPTING
ADMINISTRATIVE FORMS RELATING TO CITY EMPLOYEES TO
INCREASE ACCURACY AND EFFICIENCY IN THE CITY THROUGH
DOCUMENTATION OF LEAVE REQUESTS, TRAVEL, AND TIME SHEETS;
REPEALING ALL RESOLUTIONS IN CONFLICT AND PROVIDING AN
EFFECTIVE DATE.

WHEREAS, the City of Archer desires to create and adopt employment forms in the City of
Archer to increase accuracy and efficiency in the managing of the City and its employees; and

WHEREAS, the City of Archer is committed to managing the City and its employees to be
more effective; and

WHEREAS, the City does not have forms for the following: leave request form, travel
authorization form, supervisor and employee feedback form, time sheet for both hourly and salaried
employees; and

WHEREAS, it has been deemed necessary to adopt the use of these forms to improve the
management of the City; and

NOW THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF THE CITY
OF ARCHER, FLORIDA, as follows:

Section 1: The following forms, which are attached to this Resolution as Exhibit A, and by
reference made part hereof, are hereby adopted for the City of Archer, Florida:

A. Leave Request Form;

B. Travel Authorization Form;

C. Supervisor and Employee Feedback Form;

D. Time Sheet (Salaried Employees);

E. Time Sheet (Hourly Employees)
Section 2: Existing resolutions in conflict are hereby repealed to the extent of such conflict.
Section 3: This Resolution shall take effect immediately upon its adoption.

This Resolution adopted this day of June, 2016 after motion, second and majority vote
favoring same.

ATTEST:
NAME

By:
Zeriah K. Folston, MPA, City Manager Corey Harris, Mayor

Approved as to form and legal sufficiency:

Courtney W. Johnson, Assistant City Attorney



City of Archer
TRAVEL AUTHORIZATION

Name of Traveler: Department:

Date(s) of Travel: From Date: Time: To Date: Time:

IBestinatioanurpose of Travel:

ESTIMATED COST TOTAL COST
Number of | Cost per Hotel REQUESTING AGENCY
Days Day Tax DO NOT WRITE IN THIS SPACE
Lodging $0.00
Number of Total Cost Approved Disapproved
Meals: Meals Meal of Meals
Breakfast $6.00 $0.00
Lunch $11.00 $0.00
Dinner $19.00 $0.00 City Manager Date
Total Meals $0.00 $0.00
Number of Cost Per
Miles Mile NOTE: After-the-fact travel must be approved
Mileage 0.54 $0.00 by the City Manager prior to sending the
Rental Car Travel Authorization to the City Manager.
Other Costs (Taxi, Tolls, etc.)
Check Request | Purchasing Card
SUB-TOTAL COST $0.00 Expense Item Amount Amount
Common Carrier (Attach Check Request if Paid by City) Lodging $0.00 $0.00
TOTAL TRAVEL COST $0.00 Rental Car $0.00 $0.00
Common Carrier $0.00 $0.00
Registration Cost (Attach Check Request if Paid by City) Registration $0.00 $0.00
Other $0.00 $0.00
TOTAL ESTIMATED COSTS $0.00 TOTALS $0.00 $0.00
Approval of City Manager: Date:
Comments:
Fund Department Account Department Travel
Number Number Number Amount Number (Optional)
$0.00
$0.00

Page 1 City of Archer - Travel Authorization 2016




CITY OF ARCHER
LEAVE REQUEST FORM

NAME:

LAST FIRST Mi DEPARTMENT

TYPE OF LEAVE REQUESTED: FMLA: [] YES (Condition _) [JNO

[ ] ADMINISTRATIVE [] FLOATING HOLIDAY [] VACATION [] COMP. TIME

(] BEREAVEMENT [] MANAGERIAL (] SICK* [J WITHOUT PAY
[] CIVIL (] MILITARY [J WORKER’'S COMP.
; . HOURS
FROM: ~ THROUGH: TAKEN:
TIME DATE TIME DATE
EMPLOYEE
COMMENTS:
Employee Signature Date

* MEDICAL STATEMENT MAY BE REQUIRED TO SUBSTANTIATE SICK LEAVE

DISPOSITION OF REQUEST: Medical Statement Attached [] Yes [ ] No

‘:l Approved I:l Disapproved

Supervisor Signature Date
SUPERVISOR COMMENTS:

‘:I Approved D Disapproved

CITY OF ARCHER COMMENTS:

City of Archer Signature Date

Revised: 05/16 Employee Policy Manual Appendix



Employee’s Legal
Name {no nicknames):

Last First
Classification Title:
Department:
: L Review Period: thru
A RCH ER Start Date End Date Date of meeting
ESTABLISHED 1842 Supervisor:
Last First

To be completed by employee

A. laccomplished the following since our last meeting:

B. | plan to accomplish the following before our next meeting:

C. |would like to pursue the following growth opportunities or new responsibilities:

To be completed by supervisor

D. Asyour supervisor, | have observed the following since our last meeting:

E. Asyour supervisor, | would like you to focus or improve on the following before the next meeting:

F.  Your overall performance for this fiscal year: O needs improvement O achieves expectations [ exceeds expectations

What can we {as a work unit or department) do to improve our work processes?

Our next meeting will be on:

Date

X X X

Employee Signature Supervisor Signature Department Director or Designee

By signing above | acknowledge that | have read and
discussed the contents of this form with my supervisor.

Additional Comments:




INSTRUCTIONS

What is the purpose of the Supervisor and Employee Feedback Form?

The Employee Feedback Form is intended to provide an easy to use framework for an employee and his/her supervisor or
manager to give and receive productive feedback about the employee’s job performance on a regular basis. The primary
goal is to encourage an ongoing, informal dialogue between employees and managers to recognize strong performance,
identify performance gaps and to develop a means by which an employee can grow and develop skills and knowledge.

When does it need to be completed?

At a minimum, the Employee Feedback Form must be completed on a semi-annual basis. To enhance communication with
an employee, a supervisor may choose to use this form on a more regular basis. Only an annual rating will be entered into
the payroll system.

Who completes the form?
Both the supervisor and the employee will complete the Feedback Form prior to the actual face-to-face meeting.

HOW TO COMPLETE THE SUPERVISOR AND EMPLOYEE FEEDBACK FORM

Employee Identification Data: Prior to the face-to-face meeting, the supervisor will complete the top section on the form to include
the following information:

e Employee Name

e Employee’s Classification Title

e Department

e Review Period (Ex: 10/01/11 thru 04/31/12 —Mid Year or 10/01/11 thru 09/31/12 -Annual)
e Date of Meeting

e  Supervisor Name

The supervisor will then forward the form to the employee for him/her to complete the first section.

1.*

2.*

3_*

TO BE COMPLETED BY EMPLOYEE:

Statement A: Thoroughly list specific accomplishments achieved since the last meeting
Statement B: List specifically what the employee wishes to accomplish before the next meeting
Statement C: Identify any specific skills, knowledge, processes or areas of responsibility the employee wishes to learn.

The employee will complete this section within one week of receipt and return to the supervisor.

TO BE COMPLETED BY SUPERVISOR:

Statement D: Specifically list observed behaviors, achievements, areas for improvement observed since the last
meeting.

Statement E: Identify what tasks, projects, etc., on which you wish the employee to work on and/or any behaviors that
require improvement or correction before the next meeting.

Statement F: Place a check or “X” in the appropriate box indicating overall performance for that fiscal year.

TO BE COMPLETED BY EMPLOYEE AND SUPERVISOR:

The employee and the supervisor will discuss and document any ideas or suggestions for ways in which work or processes/
procedures can be improved upon for increased efficiency and effectiveness.

The supervisor will write in the next meeting date.

Both the employee and the supervisor will electronically sign and date the form, and the employee will receive either a
hard or e-mailed copy of the form. Please refer to Alachua County Intranet, Human Resources, Empioyee Performance
Appraisal and Development, Instructions for Installing and Using Electronic Signature.

The supervisor will forward the form to his/her department director or designee for signature of acknowledgement.

The HR Liaison or department designee will forward the form electronically as a .PDF document to the City Manager for
inclusion in the employee’s personnel file (after the score is calculated).

* |f preferred, steps 1, 2 and 3 can be combined and the entire form completed jointly by the employee and supervisor in one meeting.



Employee Performance Definitions

Exceeds Expectations

Employee demonstrates unusually good performance that is of
exceptionally high quality, exceeds expectations in critical areas
and exhibits a sustained support of organizational goals. Employee
shows a comprehensive understanding of the objectives of the job
and the procedures for meeting them.

Effective planning by the employee supports management
practices, improves day-to-day operations, task assignments
and/or program activities.

The employee demonstrates an ability to get the job done well in
more than one way while handling difficult and unpredicted
problems. The employee produces a high quality of work, often
ahead of established schedules with little supervision.

The employee’s oral and written communications are
exceptionally clear and effective. He/she improves cooperation
among colleagues in the workplace and prevents
misunderstandings.

Achieves Expectations

The employee demonstrates good, sound performance that meets
organizational goals. All assignments are completed in a timely
manner with periodic assistance from supervisor and/or peers,
and supervisor is kept informed of work issues, alterations and
status. The employee works cooperatively with others.

The employee effectively applies technical skills and
organizational knowledge to get the job done. The employee
successfully carries out regular duties while also handling any
difficult special assignments. The employee plans and performs
work according to organizational priorities and schedules. The
employee communicates clearly and effectively.

Needs Improvement

The employee’s performance shows serious deficiencies that
require correction. The employee’s work frequently needs
revision or adjustments to meet expectations. Assignments are
not always completed, and often require assistance from
supervisor or peers. Organizational goals are met only as a result
of close supervision. On one or more occasions, important work
requires unusually close supervision to meet organizational goals
or needs so much revision that deadlines were missed or
imperiled.

Employee shows a lack of awareness of policy implications or
assignments; circumvention of established procedures, resulting
in unnecessary expenditure of time and/or money; reluctance to
accept responsibility; incomplete understanding of one or more
important areas of field of work; lack of clarity in writing and
speaking and/or failure to promote teamwork.

Supervisory Performance Definitions

In addition to the Employee Performance criteria, the following
should be considered when providing feedback to a supervisor or
manager.

Exceeds Expectations — Supervisory

The employee demonstrates excellent leadership skills and with
only rare exceptions develops effective working relationships with
others. The employee immediately handles difficult situations
with subordinates with professionalism and effectiveness, and
demonstrates foresight in correcting situations to minimize or
eliminate problems before they arise. The employee encourages
independence and risk-taking among subordinates, yet takes
responsibility for their actions. The employee is open to and
solicits the views of others and promotes cooperation among
peers.

The employee demonstrates a strong commitment to fair
treatment, equal opportunity, diversity and inclusion and has a
significant positive impact on achievement of goals in this area.
The employee demonstrates innovation and specific positive
achievements in meeting other management obligations such as
safety, internal management controls, performance management
and management of ethics, conduct and discipline issues.

Achieves Expectations - Supervisory

The employee is a capable leader who works successfully with
others and listens to suggestions. The employee handles difficult
situations with subordinates with professionalism and
effectiveness. The employee works well as a team member,
supporting the group’s efforts and showing an ability to handle a
variety of interpersonal situations.

The employee’s work with others shows an understanding of the
importance of fair treatment, equal opportunity, diversity and
inclusion, and meets all management commitments related to
providing a safe working environment, performance management,
internal controls and management of ethics, conduct and
discipline issues.

Needs improvement - Supervisory

The employee’s supervisory performance shows serious
deficiencies that require correction. The employee sometimes
fails to motivate subordinates and promote teamwork; provide
clear assignments and performance requirements or sufficient
instructions to subordinates; provide sufficient explanation of
organizational goals to subordinates; satisfy customer needs
and/or meet customer service objectives; and/or meet production
or mission goals in a timely and quality manner. The employee’s
work with others fails to show a consistent understanding of the
important of fair treatment, equal opportunity, diversity and
inclusion. The employee did not meet all obligations related to
internal controls, performance management and/or management
of ethics, conduct and discipline issues.

Note: These are generic examples of the types of behavior fitting into the rating categories. Supervisors will provide examples of specific

behavior for each category for employees in their work units.
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CITY OF ARCHER HOURLY TIMESHEET

Department

Employee Name (Print or Type)

Work Week:From

Through Week

Partial Hours Are To Be Recorded in Quarterly Increments Only:

00-07 minutes = 0 minutes or .00

08-22 minutes = 15 minutes or .25
23-37 minutes = 30 minutes or .50
38-52 minutes = 45 minutes or .75

53-60 minutes = 00 minutes or .00

Enter Actual Times Only

Day Date Time In

Overtime
Time Out Work Hrs Paid

Leave Hours

Annual
Leave

Sick
Leave

Uther
Leave
Hours

Standby

Total Hours

Explanations

IMon

Wed

Thu

Fri

Sat

Sun

Totals ---->

Mon

Tue

Wed

Thu

Fri

Sat

Sun

Totals ---->

Code Description

Code

Floating Holiday

Bereavement Leave

FH
BL

Approval Comments:

Employee Signature Date

Supervisor Signature

Date




CITY OF ARCHER
Department:

ADMINISTRATIVE TIME SHEET

Employee Name:

Pay Period Ending:

Sick Leave Vacation Leave
Hours Date Hours

Total:

Other Leave Taken
Hours Type of Leave

By signing below the employee indicates that the foregoing are the hours of leave taken
during the payroll period and that aside from such leave time, the employee has worked
during the payroll period in accordance with his/her job requirements.

Employee Signature Approved By

Revised: 05/16 Employee Policy Manual Appendix




