
1

MONROE COUNTY 
HUMAN SERVICES ADVISORY BOARD 

Application for Funding
Application Due at Noon, Thursday, May 4, 2023* 

Fiscal Year 2018 
October 1, – September 30,

Agency Name 

Physical Address 

Mailing Address 

City, State, Zip 

Phone 

Email 

Whom should we contact with questions 
about this application?  

For Fiscal Year             , specifically how will the amount requested be utilized? 

Amount requested for the upcoming fiscal year and select the category that best matches 
the proposed services. If the proposed program involves more than one (1) category 
enter the budget request for each category.

Note:  Funding requested should equal the Budget Q.36 (pg. 15) Total FY24 Request

*Applications received after 12:00 pm, Noon,  May 4, 2023 will not be considered for funding

Amount 
of Request
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COVER LETTER (REQUIRED) 

PART I:  Provide a brief overview of your organization.   
PART II:  Indicate any change in organizational structure specific to services or method of providing services.  
The intent is to inform the HSAB of any consolidating, combining, or merging with other agencies to avoid 
duplication of services.
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1.  Who prepared your application?  
             Application was prepared by an internal source(s)
             Application was prepared by an external source(s)
             Preparation of the application was a collaborative effort with an external source.
             Other (explain):  _________________________________________________________  
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2.  Please list below any overlap, common associations, common services, working relationships or sub- 
     contractor relationships with any other organizations i.e., board members, personnel or shared services.
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3.  Describe any networking arrangements that are in place with other agencies.
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4.  What unique role in the community does the proposed program fulfill that no one else does?
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5. Insert your agency’s board-approved mission statement only.

6. List the services your agency provides.

7. What specific services will be funded by this request?
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9. Will County HSAB funds be used as match for a grant?    Yes  No

10. If your organization was awarded HSAB funds in FY 2023, please briefly and specifically explain:

a. How have the FY 2023 HSAB funds been spent?

b. Were all HSAB funds awarded in FY 2022 spent? Will all HSAB funds awarded in FY 2023 be spent?
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8. Have you previously been funded by HSAB?  Yes  No

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text

herbener-janet
Typewritten Text



11. Have you experienced any changes specific to:

a. Mission Statement. Yes No

b. Goals. Yes No

c. Expansion or contraction of services, staff or location. Yes No

d. How prior year funds were spent. Yes No 
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c. Were HSAB funds used to leverage additional funding in FY 2023 and if so how?

d. How much additional funding was received?

e. How was the additional funding spent?



14. Does your organization allocate sub-grants to other organizations using other (non-County) sources

of funding?    Yes         No

Please include these on the Agency Expenses form, under “Grants to Other Organizations.”

15.  NoWill you or have you applied for other sources of County funding?  Yes
Please include these on the Agency Revenue form.

13. Do you plan to allocate any part of this HSAB grant, if awarded, as a sub-grant to another organization?
Yes           No

Please include these on the County HSAB Funding Budget form under “Grants to Other Organizations.”
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12. Did your agency lose any funding, or partial funding in 2023?   Yes No
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16. What needs or problems in this community does your agency address?

17.

18.



19. Describe your target population as specifically as possible.

20. How are clients referred to your agency?

21. What steps are taken to ensure prospective clients are eligible and the neediest clients are given priority?

22. List all sites and hours of operation.  Please note if these sites will be using HSAB funding and whether or not
each site is currently utilized by your organization.

23.
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24.

25. How are clients represented in the operation of your agency?

26.

27. _______ hours of program service were contributed by   ________ volunteers in the last year (FY2022 - October 1,
 2021 through September 30, 2022).   

28. Will any services funded by the County HSAB award be performed by an independent contractor and/or under a
subcontract?  If yes, what services, and who will perform them? (Report in Budget Q36 and Q37)

29. What measurable outcomes do you plan to accomplish in the next funding year?
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What organizational challenges do you expect in the next two years, and how do you plan to respond to them?
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32. Address any topics not covered above (optional).

30.
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Name/Board Position Affiliation/Title City/State Telephone No. Years Served
Current Term 

Expiration Date

BOARD INFORMATION
You must have at least five directors
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Include each position in the entire agency 

Put an "✓" next to each position directly related to program for which funding is requested.
A 40-hour/week employee would be 1.00 FTE; a 20-hour/week employee would be .5 FTE, etc. Indicate 

whether the position is programmatic or administrative, with a "P" or "A" next to that position.
Note:  Dates correspond with your fiscal year

Position Title "✓" # FTE'S Salaries
Benefits 

Package* # FTE'S Salaries
Benefits 

Package* "P" or "A"

Totals

Please list benefits included:

AGENCY COMPENSATION DETAIL

___/___/_____

Proposed - Upcoming 
Fiscal Year Ending:

Total Compensation Total Compensation

Projected - Current 
Fiscal Year Ending:

___/___/_____
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List Services Here Target Population
# of Persons in 
Target Population

Area Days/Hours
Total Number of Clients Served 
during most recent completed 

fiscal year

Current # of Clients 
("snapshot") as of 
_____/_____/_____

**SAMPLE SERVICE 1** homeless adults with no support from family or friends 800 county-wide 7 days/24 hours 200 75
**SAMPLE SERVICE 2** mentally ill minors and adults 2,000 Marathon 8 AM - 5 PM 100 65

Please list or describe achieved measurable outcomes for your target populations:

PROFILE OF CLIENTS, CLIENT NUMBERS AND SERVICES
(Performance Report)

Current number of unduplicated clients for the entire agency ("snapshot") as of  _____/_____/______

Total number of unduplicated clients for the entire agency served  during most recent completed fiscal year

How many clients served are Monroe County residents:
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COUNTY HSAB FUNDING BUDGET
Show the proposed budget detail for the County HSAB funds requested.

Total Expenses must equal Amount Requested on page 1.

Proposed Grant Budget
Proposed County Funded Expense Budget 

for Upcoming Fiscal Year Ending:  
__________  ____,  ___4_

Expenditures Total %

Salaries - Program

Payroll Taxes - Program

Employee Benefits - Program

Salaries - Administrative

Payroll Taxes - Administrative

Employee Benefits - Administrative
Subtotal Personnel/Staff

Office Supplies

Telephone

Professional Fees

Independent Contractor:_____________________

Independent Contractor:_____________________

Condo Association Fees

Utilities

Repairs & Maintenance

Travel

Grants to Other Organizations

Loan(s)

Bank Charges

Rent Expense - Currently Utilized Property

Rent Expense - Not Currently Utilized Property
Other Expenses (Describe Below)

Total Expenses

36.
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AGENCY EXPENSES
Complete this worksheet for the entire agency

Note:  Dates correspond with your fiscal year

Proposed Budget vs. Current Budget: Proposed Expenses Budget 
for the Upcoming Fiscal Year:

Projected Expenses for 
the Current Fiscal Year:

Budget Period: Beginning: ____/____/_____ & 
Ending: _____/_____/______

Beginning: ____/____/_____ & 
Ending: _____/_____/______

Expeditures Total % Total %
Salaries - Program
Payroll Taxes - Program
Employee Benefits - Program
Salaries - Administrative
Payroll Taxes - Administrative
Employee Benefits - Administrative
Subtotal Personnel/Staff

Other Expenses (Describe Below)

Total Expenses
Revenue Over/(Under) Expenses

37.
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FOUNDATION:

FEDERAL:

AGENCY REVENUE

Complete this worksheet for the entire agency. In-Kind will not be included in percentages

Revenue Sources Cash In-Kind % Cash In-Kind %

ALL OTHER SOURCES:

Total Revenue

____/____/_____ ____/____/____

Proposed Revenue Budget for 
Upcoming Fiscal Year Ending:

Projected Revenue for 
Current Fiscal Year Ending:

LOCAL GOVERNMENT:

STATE:

17

38.

Note:  Dates correspond with your fiscal year.   
Dates of FY end will auto-fill (below) to correspond with dates entered  from Q.37
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39.  What is the current number of employees, full-time and part-time, on the payroll for the entire 
     organization? 
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40.  Please list the positions, if any, within your organization that are currently vacant and explain why
        each position is vacant.
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ADDENDUM TO THE FY2023 HSAB APPLICATION 
COVID-19 ASSISTANCE

A.1. Did your organizaton receive any local, state, federal assistance (i.e. Paycheck Protection Program, EIDL, CARES
Act) or insurance for your COVID-19 related impacts?  Yes ______  (Describe Below)       No_______

Revenue Sources/
Award Title

Jan 2022 - 
Dec 2022

Cash

Jan 2022 - 
Dec 2022 

In-kind

Jan 2023 
-Dec 2023 

Cash

Jan 2023 
-Dec 2023

In-kind

Is Payback 
Forgiven? Yes/
 No/Pending Purpose:

LOCAL GOVERNMENT:

STATE:

FEDERAL:

FOUNDATION:

ALL OTHER SOURCES:

Total Covid-19 Assistance
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Item Help ATTACHMENT TITLE ATTACHMENT COMMENTS

YES NO IF NOT ATTACHED,PLEASE EXPLAIN

EX SAMPLE ITEM WITH  ATTACHMENT

EX SAMPLE ITEM WITHOUT  ATTACHMENT

A Evidence of Annual Election of Officers

B Unqualified Audited Financial Statement* or Statement of Functional Expenses

C Copy of submitted IRS Form 990 for most recent fiscal year (Enter Period Date in Comments)

D Copy of current fee schedule

E Proof of Registration with Fl. Department of Agriculture & Consumer Services.

E.1 Proof of Exemption with Fl. Department of Agriculture & Consumer Services.

F Copy of IRS Letter of Determination indicating 501 C 3 status

F.1 Copy of GUIDESTAR printout

G Copy of Personnel Manual for hiring policies, drug free workplace and EEO provisions.

H

I

J

K

L

M

N

O

P

Q Other - If additional space is needed to address earlier questions please label and include here.

ATTACHED

ATTACHMENT CHECKLIST

(B)*Resolution No. 277-2009 - For organizations with total annual expenditures of $150,000, in- 
cluding the amount of the County grant, an annual audited financial statement from the organi- 
zation's most recenlty completed fiscal year and an IRS Forrm 990 also from the organization's most 
recently completed fiscal year.  (If the audit is qualified, the organization must include a statement

This does not apply to our org.

3
6

of deficiences with corrective actions recommeded/taken.  (L)**Proof CPA who performs audit is a member of 
the AICPA, malpractice insurance & County considered "intended recipient" of said audit.  (N) *** Must include 
summary of deficiencies and suggested corrective action; may include your responses and actions taken.

Copy of Florida Dept. of Children & Families (DCF) License or Certification.

Copy of any other Federal or State Licenses.

Copy of Florida Department of Health Licencses/Permits.

Copy of Current Occupational Licenses for Organization & Independent Contractors

Copy of Organization's Corporate Bylaws.

Data showing need for your program. (Q.17)

Certification Page - Blank Page is available here.

Audit Documentation, for recipients of $100K+ from Monroe County.** (See  Instructions) 

Copy of Summary Report of most current Evaluation/Monitoring.***


[bookmark: _GoBack]This Document Intentionally Left Blank.

Sample Attachment
File Attachment
Doc1.docx

Monroe County
Sticky Note
Attach evidence of annual election of officers (i.e., copy of minutes of meeting in which most recent elections took place.)

Monroe County
Sticky Note
A copy of your organization’s unqualified audited financial statement from the most recent fiscal year (2016) is required if your organization’s expenses are $150,000 or greater, or if you receive $100,000 or more from the County; if qualified, include a statement of deficiencies with corrective actions recommended/taken; If your organization’s expenses are less than $150,000, a Statement of Functional Expenses for the most recent fiscal year is required.

Monroe County
Sticky Note
For FY18, you should be submitting your 2016 IRS 990 Form.  If you do not have the 2016 year submitted, please state why in the comments field. If you have filed for an extension, please submit the extension letter with your 990.  The 990 form must be the copy that was filed with the IRS.

Monroe County
Sticky Note
A copy of your current fee schedule is required.

Monroe County
Sticky Note
Proof of registration with the Florida Department of Agriculture & Consumer Services as required by Florida Statute 496.405.

Monroe County
Sticky Note
Proof of filing documentation as required by Florida Statute 496.406 for exemption from registration or alternatively a sworn statement from the Organization’s representative confirming that it does not conduct solicitation activities.   Pursuant to F.S. 496.403, F.S. 496.405 does not apply to religious institutions, educational institutions and state agencies or other governmental entities and thus this requirement does not apply to those organizations. 

Monroe County
Sticky Note
Provide a copy of the actual IRS Letter of Determination indicating 501c3 status.

Monroe County
Sticky Note
Please provide a current printout from GUIDESTAR that shows your organization has current 501c3 status. This can be a printed copy of the online screen.  Please be sure the printout indicates current status with the IRS. 

Monroe County
Sticky Note
Policy and Procedures Manual which must include hiring policies for all staff, drug and alcohol free workplace provisions, and equal employment opportunity provisions.

Monroe County
Sticky Note
Provide a copy of the current bylaws.

Monroe County
Sticky Note
A copy of your most recent evaluation or monitoring report, including a summary of deficiencies and suggested corrective action; may include your responses and actions taken.

Monroe County
Sticky Note
This pertains to Question 12 of the application.

Monroe County
Sticky Note
You may also add an attachment of your choice, as Attachment Q. If you are providing additional information specific to a question please reference the question number.  No additional documents will be accepted after the application deadline

Monroe County
Sticky Note
Download the blank application from the paperclip next to the title. Fill out the form. Then attach it in the attachment column.

Monroe County
Sticky Note
Provide a copy of current Monroe County and/or City Occupational Licenses.

Monroe County
Sticky Note

If you receive $100,000 or more in grant funding from the County an audit shall be prepared by an independent certified public accountant. The County shall be considered an ‘intended recipient’ of said audit. Attach the following:

1. A copy of a current, in good standing, State of Florida Board of Accountancy CPA license

2. A copy of a membership with the American Institute of Certified Public Accountants (AICPA)

3. A copy of malpractice insurance covering the audit services provided

Monroe County
Sticky Note
Provide a copy of current State or Federal licenses, permits or certifications.

Monroe County
Sticky Note
Provide a copy of current State or Federal licenses, permits or certifications.

Monroe County
Sticky Note
Provide a copy of current State of Florida Department of Health licenses, permits or certifications.
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CERTIFICATION 
 


To the best of our knowledge and belief, the information contained in this application and attachments is 
true and correct. Monroe County is hereby authorized to verify all information contained herein, and we 
understand that any inaccuracies, omissions, or any other information found to be false may result in 
rejection of this application.  This certifies that this request for funding is consistent with our 
organization's Articles of Incorporation and Bylaws and has been approved by a majority of the Board of 
Directors. 


 
We affirm that the Agency will use Monroe County funds for the purposes as submitted in this Application 
for Funding. Any change will require written approval from the Monroe County Board of County 
Commissioners. 


 
We understand that the agency must substantially meet the eligibility criteria to be considered for Monroe 
County funding and that any applicable attachments not included disqualify the agency's application. 


 
We understand that all funding received through this opportunity must be spent for the benefit of 
Monroe County. 


 
We further understand that meeting the Eligibility Criteria in no way ensures that the agency will be 
recommended for funding by the Human Services Advisory Board. These recommendations are 
determined by service needs of the community, availability of funds, etc. HSAB funding recommendations 
must be approved by the Monroe County Board of County Commissioners. 
 
We certify the number (“snapshot”) of active employees on payroll, identified on Q.39, is true and correct. 


 
 
 


 
 
(Print) Name of Executive Director 


 
 
 
 


Signature Date 
 
 
 
 


Witness Witness 
 
 
 
 


 
(Print) Name of Board President/Chairman 


 
 
 
 


Signature Date 
 
 
 
 


Witness Witness 


 


 





Gunderson-Janet
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Certification 2022.pdf




 
FKCS Board Meeting Minutes 


In-Person (Tavernier Offices), Telephone, & Zoom 
April 20, 2023 


 
Board Members Present:     
    Jay Rourke, Chair (Telephone)   
    Brad Copeland, Vice-Chair (Zoom) 
    Mike Puto, Treasurer (Telephone) 
    Michele Staroba, Secretary (In-Person) 
    Ashley Arrabal, Member (In-Person) 
    Jessica Blass, Member (Zoom) 
    Spenser Bryan, Member (In-Person) 
    Linda Falk, Member (Zoom)     
    Dwight Hill, Member (In-Person) 
    Diana Tweedy, Member (Zoom)      
         
Staff Present:                          Ben Kemmer, CEO (In-Person) 
    Alvin Bentley, COO (In-Person)     
    Lynda Weinstein, Development Director (Zoom) 
        


I. Meeting called to order by Brad Copeland at 3:02 p.m. 
 


II.  Roll Call by Brad Copeland 
 


III. Consent Agenda  
 Motion made to approve agenda and minutes February 16, 2023 Mike approved and 


Dwight seconded it. Minutes and agenda were approved. 
 


IV. Monthly Budget Comparison/Financial Summary by Alvin Bentley 
 Alvin presented a balance sheet as of March 31, 2023, with highlights of recent 


grant awards from the Keys Children’s Foundation of $115,000 and the Ocean 
Reef Community Foundation of $50,000. 


V. Executive Report by Ben Kemmer 
 The funding from the Department of Housing and Urban Development (HUD,) 


was not received. A new strategy is required to purchase the 1102 Truman 
Avenue building in Key West. Brad urged that a strategy meeting be scheduled in 
the first week of May to not lose momentum on acquiring the building. Dwight 
commented that he is available anytime from May 1st through the 8th. 


 Our upcoming review with the Council on Accreditation (COA,) is in the initial 
stages of preparation with the expectation that we will once again experience a 
very positive review process. 







 


- 2 -  
 


 Ben reviewed the Benchmark Data as regards our contract with the Department of 
Juvenile Justice (DJJ,) with our Non-residential numbers at 111% and our 
Residential numbers at 118% - and we are currently ranked 2nd in the state. 


 TLP update with our occupancy at 3 total (2 guys and 1 girl,) with new clients 
expected at the end of the month to bring our total to 5 (3 guys and 2 girls). Alvin 
explained that we need to serve a total of 30 clients by the end of our grant 
contract with the goal of 10 clients per year over the three-year period. 


 Youth of the Month: All our Kids with “Float Your Boat” activities during Island 
Fest April 1-2, 2023. Our kids raced their boats to come in 1st and 2nd place! 


 Staff of the Month: Mike Elliot, Maintenance Manager. Mike plays a vital role in 
ensuring that the facility and equipment are kept in good working order. He not 
only maintains the physical assets of FKCS, but Mike also gets involved in 
special projects with the kids building models to participate in community events, 
such as building the racing boats with our kids for Island Fest. 


 Ben and Alvin just returned from the Association of Fundraising Professionals 
conference in New Orleans and plan to implement some of the tools and ideas for 
us this year – notably, a direct mail campaign. 


 Ben reported that the Florida Network quarterly meeting will be held next month 
and that he and Alvin have been asked to present on how we promote our very 
successful camp program. 


 Ben showed pictures of the new mattresses being delivered and installed. The 
entire board thanked Ashely Arrabal for instrumental role in making this request a 
reality by raising over $5,000 in less than 48 hours on her personal Facebook 
page. 


VI.        Strategic Plan by Ben Kemmer 
Ben shared his screen along with hard copies of the Strategic Plan and highlighted the 
following items: 


 Priority Area #1: Jelsema, Section #3 Staffing – working with colleges, etc. for 
possible applicants to replace our Counseling Services Coordinator, Katie Raskob, 
who will be leaving FKCS at the end of May. Ben and Alvin have only had one 
viable candidate who is not licensed as of yet. 


 Priority Area #2: Finance & Fundraising Section #2 - Establish a presence and 
relationship with residents of Sunset Key in Key West; Michele reported that she 
continues to work on this. The Giving Program and creating a network of local 
celebrities as spokespersons for FKCS is ongoing. 


 Priority Area #3: Lynda reported that she will complete a 2023-24 Marketing Plan 
for the upcoming fiscal year that will also contain a calendar of events with speaking 
opportunities. 


 Priority Area #4: Staff and Volunteers – Ben and Alvin are working on ways to 
improve staff morale with possible team building activities; they shared that a team 
was recently sent to Atlanta for a Health and Human Services conference. 


 Priority Area #5: Board of Directors Growth and Engagement – Ben and Alvin 
discussed recruiting people of color on the board. Currently, the board is 
representative of the demographics of the Florida Keys, but more diversity would be 
welcome.  


 
 


  
 


VII. Development and Community Update Report from Lynda Weinstein  
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 Lynda presented grants updates with approved applications: Keys Children’s Foundation 
(3/29 - $115,000), Ocean Reef Community Foundation (4/21 - $50,000 with additional 
$20,000 in their investment opportunities list), and MorningDay Community Solutions 
(4/17 - $500). Our pending applications: Klaus Murphy Foundation (11/15 - $30,000; 
Ben presented to trustees in Key West 2/27), Sheriff’s Shared Asset Fund (1/30 - 
$10,000), Ocean Reef Conservation Association (2/10 - $1,000 for fishing equipment), 
City of Marathon (3/7 - $1,000 for transportation), and Conch Scramble (4/18 - $TBD). 
New Opportunity with Yield Giving/MacKenzie Scott’s Foundation due 6/12. Ben, 
Alvin, and Baldwin are working on several county and federal grants. She also reported 
on recent gifts – monetary and in-kind. 


 She reported on various FKCS Team activities (Ben’s 20th Work Anniversary), 
fundraising promotions (Target and Domino’s Pizza), and community relations (FKCS 
Tours, UKBPW Expo and the Ocean Reef Community Foundation Grant Celebration).  


 Future events and projects were discussed: Key West VIP Appreciation Event Update – 
Rescheduling to December 2023 at The Reach. Meeting with Jessica & Michele in May 
to regroup. Alabama Jacks & the Heathens Motorcycle Club Fundraiser – Sunday, June 
4th (Raising funds for refurnishing our Jelsema common spaces and dining area). The 
2022 Annual Impact Report when all auditing is complete and plans for a direct mail 
campaign in December 2023 for a year-end appeal.  
 


VIII.      New Business by Ben Kemmer  
Teresa Java would like to join our board. He gave out hard copies of her application. Her 
appointment would bring our total to 13 board members, the maximum number allowed per our 
current rules. Ashley spoke to her character – Teresa wrote an article in the Free Press about our 
new mattresses. Brad made a motion to approve her appointment; Linda concurred, and Michele 
seconded. Ben planned to call Teresa personally and inform her of her acceptance to the board. 
 


IX.      Annual Election of Officers by Brad Copeland 
The following slate of officers was determined: 
 Brad Copeland – Chair 
 Jay Rourke – Vice Chair 
 Mike Puto – Treasurer 
 Michele Staroba - Secretary  
Dwight made a motion to approve the new slate of officers; Michele concurred, and Ashley 
seconded. 
 


Brad adjourned the meeting at 4:13 p.m.  
Submitted by Lynda Weinstein 
Reviewed by Ben Kemmer & Alvin Bentley 





abent
File Attachment
A. Evidence of Annual Election of Officers.pdf




FLORIDA KEYS CHILDREN’S SHELTER, INC. 
STATEMENT OF FUNCTIONAL EXPENSES  
FOR THE YEAR ENDED JUNE 30, 2021  
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Jelsema 
Emergency 


Shelter 


Jelsema 
CINS/FINS 
Temporary 


Shelter 


Community 
Based 


Counselors 
Jelsema 


Counselors


Educational 
Evidence 


Based 
Counseling


Project 
Lighthouse


Jelsema 
Runaway and 


Homeless 
Shelter 


Management 
and General Fundraising Total


Salaries 62,098$    562,759$     15,629$    216,247$   44,934$    183,312$      125,060$    47,819$     1,257,858$ 
Payroll taxes


and employee benefits 6,127        55,530         4,974        22,381       14,299      17,920          10,952        4,500         136,683      


Total personnel expenses 68,225      618,289       - 20,603 238,628     59,233      201,232        136,012      52,319       1,394,541   


Building occupancy 6,700        58,721         3,567        13,535       9,797        18,573          4,984          3,323         119,200      
Professional services 2,001        17,534         1,065        4,042         2,925        5,546            1,488          992            35,593        
Travel and transportation 952           8,344           507           1,923         1,392        2,639            708             472            16,937        
Equipment costs 187           1,699           548               - 2,434          
Food services 2,523        22,860         7,377            - 32,760        
Medical and pharmacy 19             735              55 - 809             
Special events - - - - - 
Insurance 9,205        80,670         4,900        18,594       13,459      25,516          6,847          4,565         163,756      
Operating supplies


and expenses 16,809      152,334       - 2,909 12,984      49,159          58,356        28,264       320,815      
Depreciation 4,741        41,554         2,524        9,578 6,933        13,143          3,527          2,352         84,352        


Total operating expenses 43,137      384,451       - 12,563 50,581       47,490      122,556        75,910        39,968       776,656      


TOTAL EXPENSES 111,362$  1,002,740$  -$             33,166$    289,209$   106,723$  323,788$      211,922$    92,287$     2,171,197$ 


Program Services Suporting Services


The accompanying notes are an integral part of these financial statements. 
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WELCOME TO THE FLORIDA KEYS CHILDREN’S SHELTER, INC. 


 
I would like to take this opportunity to welcome you to the Florida Keys Children's Shelter.  We hope 
your new job will live up to your expectations and your career with us will be a rewarding one.  If you 
have been working for us, I wish to express my sincere appreciation for your valued service.  You have 
been chosen by us to help represent our Organization as we endeavor to provide superior services to 
our community. 
 
We are pleased to provide you with your Personnel Policies Manual that outlines the personnel 
policies and practices in effect at Florida Keys Children's Shelter.  It is designed to inform you of your 
privileges and to help you understand your responsibilities and our expectations.  It has been written 
to acquaint you with our Organization and to be retained by you for future reference.  I’m sure the 
manual will be a helpful reference during your association with our Organization.  Also, we encourage 
you to freely ask questions of your supervisors and your co-workers.  By doing so, you will learn your 
job more quickly. 
 
Early in your employment with us, you will realize that we have set very high standards for you.  These 
are necessary if we are to sustain our growth and achievement.  At the same time, we are committed 
to providing you challenge, recognition, appropriate compensation and benefits within our funding 
limitations, and to help you reach your goals and objectives as you help us to achieve ours. 
 
We look forward to a rewarding and long-lasting association, and extend our best wishes as together 
we strive to maintain high standards of excellence.  I am confident that the future will be both 
productive and prosperous for all of us – if we make it so. 
 
Cordially, 


 
Ben Kemmer 


President and Chief Executive Officer 
Florida Keys Children's Shelter, Inc.



http://www.fkcs.org/
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A.1   PURPOSE AND PRINCIPLES 


Section: Administration  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose: It is the purpose of the Florida Keys Children's Shelter, hereinafter referred to as the 


Organization, to establish and maintain a uniform system for managing personnel matters; 
to comply with applicable employment laws; and to provide for the standards, terms, and 
conditions of employment with the Florida Keys Children's Shelter in a clear and 
comprehensive fashion to maximize the efficiency and orderliness of operations.     


 
It is further intended, by adoption and periodic amendment of these policies and 
procedures, that they serve as a guide for employees of the Organization in their routine 
work activities and relationships to the extent that the objectives of both the Organization 
and individual employees can be achieved.  The Organization believes that the success of an 
organization is largely due to the quality of its employees and the development of each 
employee’s full potential.   
 
The Organization also recognizes that employees differ in their skills, goals, perceptions, 
and values; and that it is basic to human nature that conditions may arise that are either 
insufficiently addressed in these policies and procedures, or that result in conflicts.  In such 
cases, the Organization will endeavor to make personnel decisions that are fair and 
equitable, while at all times assuring that the best interests of the Florida Keys Children’s 
Shelter are served.    
 
Florida Keys Children's Shelter hereby asserts that it has the right to employ the best 
qualified persons available; that the continuation of employment is based on the need for 
work to be performed, availability of revenues, faithful and effective performance, proper 
personal conduct, and continuing fitness of employees; and that all employees are 
terminable at will unless otherwise specified in writing as a prescribed employment term.  
Conversely, employees deserve to be fully informed of their duties and responsibilities; to 
be provided with adequate administrative and supervisory direction; to be informed of their 
performance levels; to be compensated based on the value of their contributions; to be 
considered for promotional opportunities; and to be treated with dignity and respect at all 
times. 


 
Policy: The Policies and procedures set forth in the manual prescribe the terms, conditions and 


standards of human resources operations for the Florida Keys Children’s Shelter, the 
content of which is neither contractually binding upon the Organization, nor restrictive in 
terms of amendment or interpretation by the Organization. 


 
Florida Keys Children's Shelter has developed other policies and procedures that serve as 
operating guides for its program and administrative operations.  Those policies shall serve 
to supplement the policies contained herein.  In the event of a conflict, the personnel 
policies and procedures shall take precedence. 


 
Procedure: Employees are expected to acquaint themselves fully with the content of this manual in 
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order to establish an employment relationship based on a complete understanding of the 
Florida Keys Children's Shelter personnel requirements, expectations, and methods of 
conducting personnel matters. 
 
It is recognized that as policies and procedures are developed for any program or service 
offered by the Organization, a policy may unwittingly be written in such a way as to be in 
conflict with the organization’s Personnel Policies and Procedures.  Any program policy that 
is in conflict with the personnel policies shall be reconciled to conform to the personnel 
policies described in this manual.
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A.2   ADMINISTRATION OF THE PERSONNEL SYSTEM 


Section:  Administration  Date of Issue:  03.01.1991 Last Review/Update:  9.28.2022 


 
Purpose: The Florida Keys Children's Shelter believes that the most rewarding employment 


relationship results from the open, fair and consistent interaction directly between staff and 
those that supervise or manage operations.  While no business is free from day to day 
problems, or unusual employment situations not covered by existing policy, it is the desire 
of the Organization to foster effective policy dealings at all levels. 


 
Policy: These personnel policies and procedures shall be interpreted, applied and enforced by 


supervisory and managerial employees of the Florida Keys Children's Shelter. 
 


Procedure: It is the responsibility of the Board of Directors to ensure that an appropriate human 
resources system is designed, supported and implemented within the organization, and to 
monitor the development and appropriateness of agency policies.  In order to ensure 
fairness and consistency in personnel matters, the Organization has designated the CEO be 
responsible for centralized human resources operations. It is the responsibility of the CEO 
to impartially resolve matters where questions or issues arise.  Members of senior 
management will additionally be responsible for such human resource matters as: 
 


• Initiation of amendments and revisions to these policies and procedures as 
determined by the Organization to be necessary or warranted;  


• Initiation or revisions to job descriptions, wage and salary schedules and 
performance evaluation systems;  


• Recruitment, selection, evaluation, equal employment opportunity, and personnel 
records;  


• Enforcement of all applicable state and federal employment laws and their resultant 
effect upon personnel policies, procedures and practices; and  


• Other duties that may be necessary to carry out the practices and provisions of a 
contemporary human resources system. 
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A.3   QUALITY MANAGEMENT 


Section:  Administration  Date of Issue:  11.15.99 Last Review/Update: 9.28.2022 


 
Purpose: The organization has developed an internal system to identify, plan and implement ongoing 


quality improvement initiatives and to reduce and/or manage potential risk factors to enhance 
the overall level of operation.   


 
Policy: Florida Keys Children’s Shelter is committed to Quality Management -- it starts with the 


Executive Management team all the way to each person providing services to the consumers 
we serve.   The Chief Operating Officer (COO) in concert with the program’s leadership team 
and program staff is responsible for identification, planning and implementation of annual 
quality improvement initiatives that include persons responsible and target dates for 
completion. Progress is assessed and documented every six months. Staff is aware of and 
involved in the development and achievement of goals and objectives of the annual quality 
improvement objectives. The Leadership Team monitors and documents progress toward the 
accomplishment of the initiatives.  Quality Improvement Initiatives are discussed and reviewed 
by applicable staff during meetings as least once per quarter. 


 
Procedure: The Chief Operating Officer, in concert with the program’s management team and program 


staff, is responsible for identification, planning and implementation of program’s Quality 
Improvement Initiatives that include persons responsible and target dates for completion.  
Progress is assessed and documented at least every six months. The Chief Operating Officer 
requests the Program Coordinators or Program Supervisors for their recommendations in the 
development of these initiatives who, in turn, have sought recommendations from their 
respective staff members.  Once the annual Quality Improvement Initiatives are developed, it 
is the responsibility of the Program Coordinators to assist their staff in accomplishing the goals 
and objectives.  


 
Quality Management = Quality Assurance (QA) + Quality Improvement (QI)  


• Quality Assurance is a set of activities intended to ensure compliance with State and 
Federal rules, regulations and requirements.  It provides the basic foundation for a 
quality improvement model and methodology.   This ensures that we are providing the 
individual served and their families with the highest standard of services in a dignified 
and respectful manner. 


• Quality Improvement is a planned, systematic, organization-wide approach for 
monitoring, analyzing, and improving organizational and provider performance. QI 
promotes the ongoing participation of all staff, consumers, providers, family members, 
and other stakeholders in problem-solving efforts across functional and hierarchal 
boundaries. 


 
The Quality Improvement Initiatives describe the agency’s implementation of the processes 
and activities addressed through the following:  


• Prior to hire, a QA process is in place to ensure each applicant meet the qualifications 
for that position as well as to identify any training needs.  Staff is credentialed in 
accordance with his/her education, work experience, licensure, or certification.  
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• Individual supervision is provided to all staff with limited prior work experience and/or 
as required by State/Federal guidelines. Group supervision is provided at monthly 
training meetings and as needed.    


• Internal audits of staff and consumer records (case record review) are completed by 
the Chief Learning and Evaluation Officer or its designee, to ensure appropriate training 
for staff is in place as well as documentation of consumer records are within the 
Organization’s Policies & procedures, as well as with the State, Federal and Funder’s 
guidelines.   


• Utilizing Best Evidence Practice guidelines to ensure quality services. 
• Through outcome measures (such as looking at effectiveness, efficiency, access to 


services).  The results are used to improve goal setting, strategic planning, staff 
development and Public relations for our agency as a whole.  


• Annual Employee Surveys. Florida Keys Children’s Shelter believes that a strong path to 
success begins with a great place to work.  We solicit staff feedback through surveys on 
an annual basis to improve the workplace.  Satisfaction of employees is important as it 
lowers employee turnover, leads to higher consumer satisfaction, increases loyalty and 
improves profitability. 


• Consumer Surveys - they assist Florida Keys Children’s Shelter in maintaining and 
improving the quality of services provided to our consumers.  Furthermore, it gives us 
an opportunity to discover if our services are effective, if consumers are achieving their 
outcomes, and identify areas of what is working and what is not working.        


• Stakeholder Surveys - these assist Florida Keys Children’s Shelter in maintaining and 
improving relationships with our stakeholders as well as identifying areas of what’s 
working and what is not working.   Furthermore, input is requested and collected to 
help determine the expectations and preferences of the organization’s stakeholders 
and to better understand how the organization is performing from the perspective of 
its stakeholders.  


• Utilizing Best evidence based practice models for delivery of service 
• Quality Improvement Initiatives are comprised of long and short-term planning, 


outcome measurement, feedback mechanisms, information management, corrective 
action and management of risk.  In addition, it includes the following:  
• Description of the agency’s Quality Improvement activities; 
• Assignment of responsibilities for conducting and coordinating the Quality 


Improvement activities; 
• Specific timeframes; 
• Description of stakeholder involvement; 
• Definition of methods for monitoring and reporting results; and 
• Development of feedback mechanisms and corrective action, as needed. 


  
Accreditation:  Florida Keys Children’s Shelter continues to be accredited by Council on 
Accreditation (COA) after its initial accreditation in 2002.  Accreditation is the verification that 
the agency has instituted a quality driven infrastructure that has reliable mechanisms to attain 
organizational proficiency and to demonstrate accountability to stakeholders.   
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The Chief Operating Officer and the Residential Coordinator or its designee are responsible for 
monitoring progress toward the accomplishment of the Quality Improvement Initiatives.  The 
Residential Coordinator or its designee coordinates activities with all program coordinators.   
 
The Chief Operating Officer is responsible for Quality Assurance Reports, which may include 
quarterly and annual reports. The annual Quality Improvement Initiatives are updated and 
reviewed by the leadership team and the board of directors annually.  Risk management 
reports are discussed and reviewed on a monthly basis. 
 
Please refer to the Performance and Quality Improvement Plan with attachments, Data 
Collection Chart and aggregated monthly Risk Management Reports for additional information.
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A.4   FAIR AND EQUITABLE EMPLOYMENT PRACTICES 


Section: Administration  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure fair and equitable implementation of all personnel policies and procedures, and 


an employment environment that is free from partiality.   
 


To ensure the development and implementation of employment policies and procedures 
that are in accordance and compliance with all applicable State and Federal employment 
laws. 


 
Policy:  It is the policy of the Organization not only to apply all personnel policies and procedures 


fairly and equitably for all employees, but also to develop and implement only those 
policies and procedures in compliance with all State and Federal employment laws.  


 
Supervisors and Senior Managers are particularly responsible for monitoring for equal 
application of policies and procedures throughout the organization.   


 
Procedure: Fair and equitable treatment and application of rewards and discipline can only be ensured 


by the constant vigilance and focus of those responsible for providing rewards and 
discipline.  Application of standards for productivity shall be clearly defined by supervisors 
and clearly understood by employees to ensure fair and equal treatment. 


 
  Supervisors will review job expectations from time to time in individual supervisory 


meetings and staff meetings to provide opportunities for clarification and discussion of 
expectations. 


 
Florida Keys Children’s Shelter will ensure a formal policy and procedure review by a labor 
attorney licensed to practice in the State of Florida minimally every three (3) years, or when 
significant policy and procedural changes occur.   
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A.5   EMPLOYMENT AT WILL 


Section:  Administration  Date of Issue:  09.01.1990 Last Review/Update:  9.28.2022 


 
Purpose: To ensure that the organization and its employees maintain the maximum flexibility 


regarding initiating and terminating employment. 
 
Policy: The policies and procedures contained in this manual constitute guidelines only.  They do 


not constitute part of an employment contract, nor intended to make any commitment to 
any employee concerning how individual employment action can, should, or will be handled. 


 
Procedure: Florida Keys Children’s Shelter does not offer employment contracts, nor does it guarantee 


any minimum length of employment.  All employees of the Florida Keys Children's Shelter 
are employees at will, and, as such, are free to resign at any time without reason.  


 
The Organization, likewise, retains the right to terminate an employee’s employment at any 
time with or without reason or notice.  Nothing contained in this manual or any other 
document provided to the employee is intended to be, nor should it be, construed as a 
guarantee that employment or any benefit will be continued for any period.  A supervisor 
or manager of the Organization has no authority whatsoever to make any contrary 
representation to the employee.  Any salary figures provided to an employee in annual or 
monthly terms are stated for the sake of convenience or to facilitate comparisons and are 
not intended and do not create an employment contract for any specific period of time.
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A.6   PERSONNEL RECORDS 


Section:  Administration  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure personnel records are up-to-date, accurate, and accessible in accordance with 


applicable laws and regulations.    
 
To ensure a consistent application and interview process during each hiring process and that 
all documents relating to the recruitment and retention process are maintained. 
 
To ensure the confidentiality of medical information pertaining to any employee and 
adherence with Federal HIPPA regulations. 


 
Policy:      It is the policy of the Florida Keys Children's Shelter to keep accurate and updated 


information deemed pertinent in every employee personnel file.  No information will be 
added to the personnel record without the knowledge of the employee.  Furthermore, 
Florida Keys Children's Shelter shall endeavor to respect individual privacy, and to maintain 
in confidence all information and records pertaining to its employees to the extent 
practicable.  Any information relating to medical condition or status of employees shall be 
maintained with strict confidentiality.  


 
Personnel records shall be maintained for all stages of the recruitment and selection process 
including postings, advertisements, applications and interview questions and notes.    
 
Standard interview questionnaire is utilized to elicit consistent information about the 
candidate’s skills and abilities.     
 


Procedure:      The CEO or designee will be responsible for providing the forms and maintaining records 
required sustaining a complete human resource system, and will furnishing or preparing 
such forms and records as are appropriate. All personnel records are considered 
confidential and the property of the Organization. 


 
Contents of Personnel record 
• Employment application 
• References and reference verification notes 
• Job Description (current and signed) 
• Emergency Contact Information 
• The Personnel Information Form (PIF) completed when an employee is initially hired. 
• All PIFs during employment indicating changes in an employee’s status including 


personal information, salary, position, department, etc. 
• Consent to payroll deduction(s) 
• Signed Confidentiality Statement 
• Receipt of Personnel Policy Manual form 
• Background investigation (inquiries and replies) 
• Certified copies of educational transcripts (due within 60 days of the date of hire) 
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• Forms required for EEOC reporting purposes 
• Correspondence related to off-duty employment 
• Confirmation of professional certifications (inquiries and replies) (due within 60 days 


of hire) 
• Checking/savings deduction and deposit form (participants only) 
• Performance evaluations 


 
A separate training file is maintained for each employee.   These are maintained by Chief Learning 
and Evaluation Officer or its designee. 


 
Remedies of Employee Objecting to Material in File 
Employees are permitted to add material and make corrections to any information in their 
personnel records.  The information is subject to review by the employee’s immediate supervisor.  
If there is a dispute between the supervisor and the employee concerning any addition or 
correction, the CEO is to be contacted to resolve the disagreement. 
 
Because potential emergency situations may occur, it is the employee’s responsibility to keep the 
Administrative Office and their immediate supervisor advised of a current mailing address, 
residential address, home phone number, message phone number, and person(s) to contact in 
case of personal emergency. 
 
Access to Personnel Records 
No private information or personal data about an employee will be shared inside the Organization 
without the employee’s consent except with those employees maintaining the data or members 
of management having a legitimate need to be aware of it. 
 
In general, no information about employees will be provided to persons outside the Organization 
without prior consent of the employee, usually in writing, or alternatively, appropriate legal 
process.  Information to outside request is limited to whether or not a particular person is or was 
employed with the Organization, his or her job title and dates of hiring, separation and any other 
such information which the employee may authorize the Organization to release.   
 
It is the Organization’s policy to cooperate with Federal and State agencies performing 
investigative functions.  However, information will be provided to governmental investigators 
only if they are entitled by law to such information. 
 
Employees wishing to obtain specific information, or for any other good reason, upon reasonable 
advance notice, may inspect their own personnel files at a reasonable time during normal office 
hours.  Employees may review their personnel records; add information to their records and 
correct information in their records as necessary.  However, such records may not be reproduced, 
removed, or altered without the consent of the CEO. 
 
Retention and Disposition 
The CEO or designee shall periodically review state and federal laws applicable to personnel 
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record retention and maintain records in accordance with those laws.  Current and former 
employment files are to be maintained in a locked area with access restricted to those responsible 
for maintaining the files. 
 
The Executive Administrative Assistant shall maintain a file of all aspects of the recruitment and 
selection process for each position filled.  Hiring supervisors are responsible for ensuring 
appropriate documentation is provided for inclusion in the file. 
 
Expired records shall be disposed by shredding. 
 
Medical Information 
All medical information relating to an employee shall in a separate file in a locked location with 
limited access only to those responsible for maintaining the data. 


 
 Any employee who is required to drive company vehicles or to handle food in the course of 


providing services to clients are required to pass a pre-employment physical.  These records are 
separate from personnel records and maintained by the Administrative Assistant.  These include: 


• Supervisor 
• Team Leaders 
• Youth Support Staff 
• Food Service Manager 


    
All employee workmen’s compensation claim records are separate from Personnel records and 
maintained in a locked location by the Executive Administrative Assistant. 
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B.1   EMPLOYMENT 


Section:  Employment  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           Florida Keys Children’s Shelter is an equal opportunity employer and ensures best-qualified 


candidate selection for employment with access to all position vacancies for which they 
are eligible.  


 
Florida Keys Children’s Shelter shall recruit, hire, train, promote, assign, transfer, lay off, and 
terminate employees based on their own abilities, achievement and experience, free from 
discrimination based upon race, color, religion, sex, sexual orientation, age, national origin, 
marital status, disability, pregnancy, childbirth-related concerns, or veteran status and shall 
provide pay without respect to these factors.   


 
Policy:            All decisions of employment are based on the principles of equal employment opportunity.   


All personnel actions such as compensation, benefits, transfers, layoff’s, company-
sponsored trainings, social and recreational programs will be administered free from 
discrimination based upon race, color, religion, sex, sexual orientation, age, national origin, 
marital status, disability, pregnancy or childbirth-related concerns, or veteran status.  
Employee who meets the qualifications for job vacancies will receive consideration for the 
position/transfer or promotion. 


 
Florida Keys Children’s Shelter has established guidelines for the educational, experience 
needed and other selection criteria for each position required to assist staff in performing 
its mission.  The credentials of each individual selected for employment shall be verified 
through presentation of certified documents or other means available.  
 
It is the policy of the Florida Keys Children's Shelter to notify employees of all agency 
vacancies.  Promotion from within is an important part of our practice of recognizing and 
rewarding capable employees.   Discrimination of any form is not tolerated.  


 
Employees may be transferred, at the discretion of the Florida Keys Children's Shelter, to 
another position within the Organization for which he/she meets the qualifications.  This 
transfer may impact the employee’s pay grade and pay rate. 


 
Procedure: In establishing this policy, Florida Keys Children’s Shelter recognizes the need to initiate and 


maintain affirmative personnel measures to ensure the achievement of equal employment 
opportunities in all aspects of our workplace settings, conditions and decisions.   


 
Florida Keys Children’s Shelter complies with all Federal, State, and local legal requirements 
governing facility accessibility. It shall be the responsibility of all employees to abide by and 
carry out the letter, spirit and intent of the Organization’s equal employment commitment.  
All personnel recruitment advertisements carry the statement “Equal Opportunity 
Employer.” 
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At least every two years Florida Keys Children’s Shelter will review external information for 
shifts in county demographics and compare that information with the diversity within the 
Organization.  (Census information becomes available every 10 years). The CEO is 
responsible for developing and implementing an equal opportunity employment plan.  The 
CEO, with the Senior Management Team, will review the achievements and failures of the 
implementation process. 
 
As provided by law, exempt employees shall receive a monthly salary that is payment in full 
for services rendered inclusive of required or voluntary extra hours worked.  For purposes 
of payroll accounting, salaried/exempt employees will be calculated on basis of a monthly 
salary, while salaried nonexempt employees will be calculated on an hourly rate basis, or on 
an hourly rate equivalent to meet their stated monthly salary. 
 
Any individual found to have falsely claimed education, licensure or certification 
credentialing will not be hired, and if it is determined the records are false following 
employment, the individual will face immediate termination of employment. 
 
Vacancies 
Job vacancy notifications are posted on employee bulletin boards.  If an employee feels he 
or she is qualified to perform a posted job, the employee is encouraged to speak with the 
supervisor and arrangements will be made for an interview with the hiring supervisor. 


 
  ALL job applicants are required to be personally interviewed prior to employee selection, 


including current employees.  ALL job applicants are required to provide three unrelated job 
references.  All job references are documented in writing and may be obtained via 
telephone interview, in writing, or in person. 
 
There are occasions, however, when it becomes necessary to select job candidates from 
outside the Organization because there are no employees possessing the qualifications and 
skills required for an open position.  In all hiring situations, the most qualified and capable 
candidate shall be selected for the position under consideration. 
 
Verification of qualifications/Credentials 
It is the responsibility of the hiring supervisor to request, prior to hire, certified copies of the 
applicant’s education credentials and licensing or certification credentials where applicable.  
Should the applicant not be able to produce the documents in a timely manner, the 
Organization may seek other means to produce such documentation.  Such information 
must be finalized within 90 days of hire.   
 
Transfers/Promotions 
A transferred or promoted employee serves an assessment period in the new position.  This 
period extends for three (3) months and may be extended at the discretion of the supervisor 
to six months.  It is a period of adjustment and adaptation on both the personal level and 
the job requirement level.  The staff member is expected to meet or exceed the initial 
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demands of the position during this time period. 
  


Orientation Period 
The orientation period is an intrinsic part and extension of the selection, position 
assignment and evaluation processes.  During orientation, the employee is considered to be 
“in training” and under careful observation and evaluation by supervisory personnel.  This 
period will be used to train and evaluate the employee’s effective adjustment to work tasks, 
conduct, observance of rules, attendance, and job responsibilities, and to provide for the 
release of any orientation employee whose performance does not meet required standards 
of job progress or adaptation. 
 
The orientation period extends for three (3) months and may be extended for an additional 
three (3) months at the discretion of the supervisor.  The employee’s supervisor needs to 
provide justification in writing for the extension of an individual’s orientation period, 
outlining goals and expectations. 


 
  If, at the conclusion of the Orientation Period, the individual has performed satisfactorily, a 


recommendation for retention should appear on the employee’s orientation performance 
evaluation. 


 
  Employment may be terminated at the will and discretion of the Organization at any time 


during the orientation period should such termination be regarded as necessary and 
appropriate by either the employee or the Organization.  It is recognized that not all 
individuals are suited for, or capable of performing the required work.  Should an 
employee’s job performance prove unsatisfactory during the orientation period, the 
employee shall be released from the Organization and notation provided for the personnel 
file.  Such employee shall not be considered for re-hire. 
 
Applicant In Need of Supervision for Credentialing 
During the interview process, should it be determined that the applicant has not yet met 
the licensure or certifications for the position being applied for, the clinical supervisor may, 
at their own discretion, offer to provide such supervision.  The timeframe and the 
requirements should be clearly understood by both the supervisor and the applicant.  The 
supervisor is then obligated to provide close supervision of the employee to ensure 
successful and timely completion of licensure or certification requirements, and to ensure 
the safety and well-being of individuals served by the Organization. 
 
Former Employees  
Since the working ability and performance of our former employees is of known quality, 
they will not be re-hired if their past employment performance was not satisfactory or they 
did not leave the Organization in good standing.  Consideration for rehire is contingent upon 
hiring supervisor having the opportunity to review his/her past employment record with 
FKCS. 
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A former employee who wishes to be re-hired must make application in relation to a vacant 
position and meet the minimum qualifications for the position. 
 
When a former employee is re-employed, credit for past service may be restored for any 
benefit for which eligibility is based in whole or part upon length of service if the following 
criteria are met: 


• Three (3) or more years of continuous service must have taken place prior to 
separation. 


• The gap in service from separation to re-hire must not have exceeded four (2) years. 
• The application of the foregoing criteria shall be made once.  Former employees re-


hired a second time shall not be eligible for service restoration. 
 


Employment of Relatives 
Florida Keys Children’s Shelter retains the right to refuse to place one relative under the 
direct supervision of the other relative.  If two employees marry or become related, and a 
conflict arises, only one of the employees will be permitted to stay with the organization 
unless reasonable accommodations can be made to eliminate the potential problem(s).  The 
decision as to which relative will remain must be made either by the employees within ten 
(10) calendar days, or by the Organization.   
 
The organization may refuse to place relatives in the same department, division, or facility 
where such has the potential for creating an adverse effect on supervision, safety, security, 
or morale, or involves a potential conflict of interest.  The Organization may refuse to place 
relatives at certain levels or in positions where one might have influence over the other’s 
status or job security.  Even if favoritism or discrimination is not shown, the existence of the 
situation may cause some discomfort for the individuals involved.  The rationale here is that 
certain positions encompass a sphere of influence that might lead to accusations of 
favoritism or discrimination in employment or compensation-related decisions. 
 
Before an offer of employment may be extended to the relative of either an employee or 
member of the Board of Directors, written authorization must be obtained from the CEO.  
Before a position involving promotion, demotion or transfer is offered to a relative of either 
an employee or a member of the Board of Directors, written authorization must be obtained 
from the CEO. 


 
Employment of Minors 
Employment of persons seventeen (17) years of age and younger is subject to State of 
Florida and Federal regulations, which control work-related conditions such as: 


• Permissible workdays (school nights versus non-school nights) 
• Permissible hours per day 
• Required meal and rest periods 
• Type of work assigned 
• Safety-related issues 
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Potential employees who are seventeen (17) years of age or younger, and their supervisors 
should contact the CEO or designee for guidance. 


 
Employment Status Control 
The following categories define the status of employees: 
• Assessment Employee:  Transferred or promoted employees who serve a three-month 


period of close supervision and evaluation in order to assess their adaptability and 
adaptation to a new assignment. 


• Employee:  An individual who receives wages or salaries from the Organization. 
• Contract labor employee:  Employees hired for a limited or specified time period, arising 


out of special projects, position vacancy, pending appointment, the absence of a 
position incumbent, abnormal workloads, emergencies, or other reasons established by 
the Organization.  Contract labor employees may be either full-time or part-time, but are 
not eligible to receive Organization-sponsored benefits, or accrue any service credit. 


• Exempt Employee:  Exempt employees are ineligible for overtime pay and other 
employment conditions as provided for in the Fair Labor Standards Act and applicable 
state laws.  Exempt employees shall receive a monthly salary that is payment in full for 
services rendered inclusive of required or voluntary extra hours worked. Generally, such 
employees are those occupying executive, administrative, supervisory or professional 
positions. 


• Non-exempt Employee:  Employees covered by overtime pay and other distinctive 
provisions of the Fair Labor Standards Act or applicable state laws.  Such employees will 
be compensated for actual hours worked and hourly credits earned such as paid time 
off, and will be eligible for overtime pay. They are entitled to overtime pay for work 
required over forty (40) hours per week.  Salaried nonexempt employees will be 
calculated on an hourly rate basis, or on an hourly rate equivalent to meet their stated 
monthly salary.  Nonexempt employees will not be paid for time not worked unless such 
time off work is based on the use of such other compensatory employment benefits as 
vacation, holiday, compensatory, or sick leave as described in this manual. 


• Orientation Employee:  New employees who serve a three (3) month period of close 
supervision and evaluation in order to assess their suitability and capability for their new 
position and the Organization. 


• Per Diem Employee:  Employees hired on an “as needed” basis, not guaranteed any 
particular number of hours per day or per week, and ineligible for benefits.  Per Diem 
employees may be asked to work holidays but will receive their normal rate of pay. 


• Probation Employee:  Employees placed on probation status to correct a performance 
inadequacy during employment after the initial three (3) month orientation period.  A 
staff member may be placed on probation for a designated period, not to exceed three 
(3) months. 


• Regular Full-time Employee:  Employees who are regularly scheduled to work a 
minimum (30) hours per week on a continuous basis following satisfactory completion 
of an orientation period. 


• Regular Part-time Employee:  Employees who complete a satisfactory orientation 
period and are regularly scheduled to work less than thirty (30) hours per week on a 
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continuous basis.  Part-time employees are ineligible for insurance and PTO benefits. 
 
Position Classifications and Allocation 
The CEO, with assistance of management and employees, is responsible for defining and 
administering the Organization’s position classification system. 
 
All of the Organization’s positions are approved annually by the Board of Directors by virtue 
of having been separately listed in the annual budget approved by the Board.  Each of the 
Organization’s employees are assigned to an approved position. 
 
Job descriptions indicate the job category (exempt, non-exempt, etc.), qualifications, 
duties, responsibilities and expectations.  Job descriptions are reviewed periodically to 
determine their continued accuracy, completeness, compliance with applicable standards 
of state and federal laws, and relevance to pay and performance evaluation systems. 
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B.2   WORK SCHEDULE/ATTENDANCE 


Section:  Employment  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:            To ensure an adequate work force at all times. 
 
Policy:  Consistent attendance and punctuality are imperative ingredients in the Organization’s 


operations, and therefore an integral part of each employee’s performance standards.  
Poor, uncertain, or irregular attendance produces disruptive results for the Organization 
operations, lowers overall productivity and continuity of work, and is often burdensome to 
other employees. 


 
Procedure: Supervisory personnel, who may change such schedules based on the needs and 


requirements of program operations, will establish work schedules for each employee.  
Supervisory personnel may also require an employee to work an unscheduled day in place 
of a scheduled day within the same workweek, in which case the unscheduled day worked 
shall be treated as a modified work schedule and not subject to overtime compensation 
based on a changed workday. 


 
Employees are expected and required to report to their designated work locations at the 
prescribed time and manner work activity is to commence.  Tardiness, unexcused absence, 
or failure to report as required may result in disciplinary action. 


 
In the event an employee cannot report to work as scheduled, the employee must 
personally notify supervisory personnel as soon as possible prior to their scheduled 
reporting time, or be prepared to provide evidence of extenuating circumstances.  In the 
event their immediate supervisor cannot be reached, the employee should then contact the 
next higher level of authority, and repeat this process until a member of management is 
informed of their absence.  In all cases, the employee shall provide a reason for the absence 
and possible duration of the absence.  It is not acceptable to notify peers instead of 
supervisory personnel that an employee expects to be tardy or absent. 


 
Excessive absenteeism, regardless of the reason(s), which renders an employee 
insufficiently available for work, will be evaluated on a case by case basis to determine the 
merits of retention or termination. 


 
An employee who is absent from his or her assigned work location or schedule without 
official leave approval from supervisory personnel for two (2) or more consecutive days 
shall be considered absent without leave.  In such cases, the Organization shall regard the 
job as abandoned and the employee automatically terminated, unless the employee can 
provide the Organization with acceptable and verifiable evidence of extenuating 
circumstances.  Employees who are absent without notice for less than two (2) consecutive 
days, and who subsequently report to work, shall provide a detailed written reason for such 
absence and, regardless of stated reasons, may be subject to disciplinary action including 
termination.  Unauthorized leave or unexcused absence will not be compensated in any 
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form by the Organization, including Organization-sponsored employment benefits. 
 
Work Schedule Changes 
Employees wishing to have a work schedule exchange considered by supervisory personnel 
should submit a written request stating the dates and times of the exchange, the employees 
involved, the reason(s) for the exchange, and the signature of both employees. 


 
 Such a request must be submitted in writing to the affected supervisory personnel no later 


than five (5) working days before the requested exchange.  Such exchanges may be 
approved by appropriate supervisory personnel in cases where an employee can 
demonstrate a legitimate reason for exchanging a work schedule with another agreeable 
employee, and where such an exchange is not disruptive to program operations and does 
not cause unnecessary overtime.   The submission of a request does not guarantee approval. 
 
Callback and Emergency Work Hours  
Florida Keys Children’s Shelter retains the right to adjust or extend an employee’s work 
schedule to support the operational needs of the Organization.  This may require employee 
to be available for work beyond their daily or weekly work schedule, or to return to work 
after departing the Organization premises, following the completion of their normal work 
schedule. 
 
Either an extension of the work day or a returned resumption of work activity prior to the 
next scheduled workday may be treated as overtime for the purpose of nonexempt pay 
calculations, depending on the number of actual hours worked during the applicable work 
week.  Should an emergency occur, the nature of which affects operations, employees 
may be required to work unusual or reduced schedules, or they may be laid off indefinitely. 
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B.3   MEALS AND REST PERIODS 


Section:  Employment  Date of Issue:  7.27.98 Last Review/Update:  9.28.2022 


 
 Purpose: It is the intent of the Organization to provide opportunities for employees to meet their 


dietary and health needs, as well as to rest and relax periodically from assigned work tasks. 
 
Policy: Employees are encouraged to take meal and rest periods at times and under conditions 


prescribed by supervisory personnel. 
 


Procedure: Employees should discuss with their supervisors how to best accomplish their individual 
meal and rest periods in coordination with the needs of the program within which they 
work. 


 
 Certain job positions require staff to model acceptable meal etiquette for client populations.  


It is generally expected that staff participate in the family-style meal presentation.  Unless 
dietary restrictions indicate otherwise, staff should not vary from the meals being offered 
to the clients. 
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B.4   WORK SITE 


Section:  Employment  Date of Issue: 07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose: To ensure adequate coverage for required work activities. 
 
Policy: All employees shall be available to work at any program or any location of the Organization 


as may be required to ensure continued operations.  Such request shall come from the CEO 
or Senior Manager designee. 
 


Procedure: Affected employees will be notified by a senior manager of the reason for a change in work 
location.  Such reasons may include, but are not limited to hurricane evacuation, extreme 
staff shortage or other emergency situations that may arise. 


 
 The Organization shall provide transportation as necessary and appropriate, or may pay 


mileage reimbursement as necessary. 
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B.5   TRAVEL 


Section:  Employment  Date of Issue:  02.01.1994 Last Review/Update:  9.28.2022 


 
Purpose: To ensure fiscal resources allocated for employee travel are appropriately used on behalf of 


the Organization. 
 
Policy: It may be necessary, desirable or beneficial to the Organization and/or individual employees 


to attend or participate in activities outside the normal work location.  Such activities may 
include attendance at lectures, meetings, training programs, business related meetings, 
conferences or specialized courses of instruction.  Attending or participating in these 
activities either may be at the request of an employee, or required by the Organization.  
Attendance at certain activities may be necessary in the performance of a particular job.  
When approved, they are considered as hours worked for nonexempt and exempt 
employees, and compensable in accordance with the payment provisions contained in this 
manual for all employees.   Other activities, while benefiting the individual and thereby the 
organization, may not necessarily be covered by the Organization. 


 
Procedure: Travel outside of the Monroe County/Miami-Dade County area requires approval by the 


traveling employee’s supervisor. 
 
 Employees seeking approval should submit a written request detailing relevant information 


upon which a decision can be rendered such as the date, hours, location, costs, nature and 
purpose of activity, and justification for attending. 


 
 This policy is not applicable to an employee’s voluntary attendance in a course of formal 


educational instruction, or instruction that may generally lead to improved or upgraded job 
skills.  The Organization encourages all employees to self-initiate various methods and 
means of enhancing their job performance, particular skills, and promotional qualifications, 
however, such outside involvement will not qualify for hours worked compensation unless 
the Organization requests or directs the employee’s attendance and approves 
compensation for hours of attendance in advance. 


 
Travel costs in connection with approved business activities will be paid by the Organization 
where use of private or commercial transportation is necessary, and such payment will be 
on the basis of the least costly mode of transportation where there is a choice.  The mode 
of transportation must be known to, and approved by the Organization by advance written 
notice. 


 
 Where travel has been approved for use of an employee’s personal vehicle, the employee 


shall assure that the vehicle is in sound and safe operating condition, and properly insured.  
In cases of an employee’s business related travel by personal vehicle, the employee will be 
reimbursed on the basis of a predetermined amount per mile, excluding customary mileage 
to and from the employee’s residence or work location. 
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 Travel time in connection with Organization approved travel will be considered 
compensable hours worked for nonexempt and exempt employees as follows: 


 
• Travel time, for out of town travel, will be counted as hours worked, excluding the 


employee’s usual meal period and normal travel time to and from the employee’s 
residence and work location, if the day’s travel starts and/or ends at the employee’s 
residence.   


• Overnight travel out of town will be counted as hours worked only for those hours 
in which the employee is engaged in direct travel to the destination, and the hours 
during which actual business is transacted for the purpose for which the employee 
was sent. 


 
 Where the employee’s attendance at such meetings constitutes an expense to the 


Organization, the employee will provide an advance itemization of known or estimated 
costs in connection with attendance, so that the Organization may provide an advance or 
reimburse the employee upon submission of receipts in reasonable format and amounts. 


 
Customary expenses may include, but not necessarily be limited to registration fees, 
materials, meals, transportation, lodging and parking. 


 
 Employees are to submit receipts and an accurate accounting of expenses within five (5) 


working days after returning to work. 
 
 Organization overpayments will be refundable by the employee, and underpayments will 


be reimbursable to the employee. 
 


Mileage rates, per diem rates and procedures to request reimbursement are located in the 
Organization Standard Operating Manual Fiscal Policies – Travel.  Employees are referred to 
that reference for specific guidance related to travel, both local and out of town. 
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B.6   BACKGROUND CHECK 


Section:  Employment Date of Issue:  02.01.1994 Last Review/Update:  9.28.2022 


 
Purpose: To ensure the safety and vulnerability of youth served, the Florida Keys Children’s Shelter 


staff and volunteers undergo initial and subsequent background screenings.  
 
Policy:  The Florida Keys Children’s Shelter complies with current Department of Juvenile Justice 


screening procedures to ensure that youth served are not placed at risk.  The screening 
consists of a criminal history acknowledgement form, request for live scan provider 
personnel form and affidavit with good moral standards form. All the forms must be 
completed, submitted and received with an eligible rating prior to an offer of hire.  The 
forms are received and retained in the employee’s personnel file by the Administrative 
Assistant.  All employees (full-time, part-time, sub-contracted providers) must participate in 
the screening process.  Volunteers may also be screened, contingent of type or frequency 
of service, as outlined in Policy and Procedure B. 17.   


 
 A request for re-screening is completed and submitted by the Administrative Assistant for 


each staff person upon five years of continuous employment with the organization and for 
every five years thereafter. Five Year Re-screenings can be initiated no more than six months 
before the five year anniversary date.  The re-screening is required regardless of the number 
of other re-screenings completed in the five year time frame.  


   
 New employees and volunteers will complete organizations suitability assessment 


instrument with a scoring function  prior to an offer of employment. 
 


An Annual Affidavit of Compliance with Good Moral Character Standards is completed and 
notarized at start of each calendar year to document that all staff under current 
employment met the required standards. The report is submitted to the Department of 
Juvenile Justice Background Screening Unit by January 31st of each year. 
 
Any employee arrested after employment has begun must immediately report the arrest to 
his/her program manager.  Management addresses each arrest on a case-by-case basis in a 
timely manner. 


 
Procedure:   The Florida Keys Children’s Shelter completes the mandatory background screening 


(Department of Juvenile Justice Criminal History Acknowledgement, Request for Live Scan 
Provider Personnel and Affidavit of Compliance With Good Moral Character Forms) for all 
potential employees (full-time, part-time or sub-contracted providers).  The organization 
does not make an offer of employment until the individual has obtained the necessary 
clearances.  Such information is retained the employee’s personnel file. 


 
The aforementioned procedure is used for volunteers and/or interns in accordance with 
Policy and Procedure 1.08. Access to youth is not permitted until the necessary clearances 
have been obtained.  
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The Florida Keys Children’s Shelter completes the mandatory background screening 
(Department of Juvenile Justice Criminal History Acknowledgement, Request for Live Scan 
Provider Personnel, Affidavit of Compliance with Good Moral Character Forms, PREA) for all 
college interns not to exceed 90 days prior to internship start date. The organization does 
not make an offer of internship placement until the individual has obtained the necessary 
clearances. The FKCS internship supervisor will complete a pre-internship checklist that 
includes background clearance dates and provide the completed checklist to the executive 
administrative assistant prior to accepting internship placements. Such information is 
retained the interns personnel file. 
 
Clergy, guest speakers, performers or others who provide infrequent or limited volunteer 
service are not required to obtain background screening provided they are under the 
constant and direct supervision of background-screened staff.  Background screening must 
be obtained, however, prior to any unsupervised activity with youth. 
 
The Florida Keys Children’s Shelter must complete a new background screening for any 
previous employee or sub-contracted provider if the most recent screening has exceeded 
180 days.  
 
Employees contracted with both the Department of Juvenile Justice and another State of 
Florida agency may provide a screening completed by either agency to the Department of 
Juvenile Justice for consideration provided Level 2 standards are met and the background 
screening is not more than 180 days old. 
 
Teachers who can provide a Civil Applicant Response (CAR) from a local school board within 
the past five years are not required to be screened, but are required to submit the 
appropriate screening form and CAR to the Department of Juvenile Justice for the purpose 
of recoding them into the background screening data base. 
 
Staff members are re-screened, using the anniversary date of hire, upon five years of 
continuous employment and every five years thereafter.  The re-screening may be initiated 
no more than six months before the anniversary date.  The re-screening is required 
regardless of the number of re-screenings completed in the interim.   
 
Post Hire Arrest  
Any employee arrested while employed by the Florida Keys Children's Shelter must 
immediately report the arrest to their program manager or supervisor and supply a copy of 
the arrest report.  The program manager, supervisor or designee must make a serious 
incident report to the Department of Juvenile Justice using the DJJ Incident Reporting 
Procedure and Incident Report Forms.  A criminal background check is conducted by the 
organization to determine whether there are any other pending charges.  The program 
manager, supervisor or designee conducts an investigation into the charges.  A 
determination is made, depending on severity and type of charges, as to whether the staff 
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member’s continued employment is allowable by statute or is in the best interest of the 
organization. A decision can be deferred until determination of the final outcome of the 
court process.   However, any conviction on a charge that would bar an employee from 
being initially hired will result in dismissal.  The Department of Children and Families and/or 
The Department of Juvenile Justice may, based on the charges, conduct their own 
investigation.  If it is determine that an arrest or conviction excludes a staff from 
employment with one of their providers through contract, policy, or statute, the 
organization will release the staff from employment.  Throughout the judicial process, the 
employee must keep management apprised of upcoming court dates and the progress of 
the case. After an employee has completed the judicial process, he / she must bring a copy 
of the final disposition of the case to his / her program manager or supervisor.   
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B.7   JOB DESCRIPTIONS 


Section:  Employment Date of Issue:  10.01.1989 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure an accurate representation of the duties, responsibilities and expectations of each 


position or class of positions in the Organization. 
 
Policy:  It is the policy of the Florida Keys Children’s Shelter to maintain a current and accurate 


accounting of the duties, responsibilities and expectations for each position or class of 
position required by the Organization to fulfill its mission.  Each prospective employee and 
each new-hire is provided with, and required to sign, a copy of his/her job description.  
Potential employees are to be provided an opportunity to speak with current employees in 
the same position. 
 


Procedure: At the time of employment application, a current copy of the job description is provided to 
ensure the applicant understands the scope of responsibility and the requirements for the 
position being applied for.  Applicants are encouraged to, and are to be provided an 
opportunity, to meet and speak with current employees who have the same position. 
 
At the time of hire, each new employee signs, along with the supervisor, a copy of the job 
description for the position being offered and accepted.  The job description is then placed 
in the personnel record and the employee is provided a copy. 
 
Supervisors are required to maintain current job descriptions.  Should position 
responsibilities change, the job description must be updated and signed by the supervisor 
and all affected employees and new descriptions placed in each personnel file. 
 
Supervisors should review all job descriptions at least every two years to ensure they 
accurately reflect the duties, responsibilities and expectations for each position and to 
check for any changes in requirements for education or experience. 
 
In addition, it is the CEO and Program Coordinator’s responsibility to ensure the education, 
experience and credentialing requirements for each position continue to be relevant given 
the current scope of tasks assigned to each position. 
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  C.1   COMPENSATION 


Section:  Compensation  Date of Issue:  02.01.1994 Last Review/Update:  9.28.2022 


 
Purpose:         It is the purpose of this policy: 


• To obtain the highest possible degree of employee performance, morale, and loyalty 
through fair and equitable salary administration. 


• To ensure internal equity and consistency within and between all departments and 
divisions of the organization. 


• To provide an effective means of controlling payroll costs and salary expenditures. 
• To provide for recognition and reward for differences in individual ability and 


performance. 
• To provide uniform methods for establishing and applying salary rates, and to facilitate 


the employment, classification, and promotion of salaried personnel. 
 


Policy:  It is the policy of the Florida Keys Children's Shelter to pay and provide compensatory 
incentives to its employees in an equitable manner in order to attract and retain the most 
capable employees, who will contribute to their own success by their contributions to this 
organization.   
 
Payroll and benefits relationship with an Employee Payroll Agency has been established.    
Using a bi-weekly pay period, based on established 40-hour workweek, Employee Payroll 
Agency will provide direct deposit of employee paychecks, or individual checks if necessary. 


 
A Compensation Plan for all classes of positions both exempt and nonexempt, except for 
the CEO whose compensation is determined by the Board of Directors has been established.  
Each position is assigned to a classification.  The following factors influence the 
determination of compensation rates: 


 
• Prevailing rates of pay for comparable work in similar employment, including 


conditions of work. 
• Internal consistency of relationships between pay and the collective worth of each 


class of work. 
• The equability of pay between classes of work having the same or substantially 


similar duties, responsibilities, requirements, and conditions of work. 
• The Organization’s economic condition. 
• The available supply of persons meeting the Organization’s particular needs and 


requirements. 
 


Florida Keys Children’s Shelter recognizes and supports the payment of overtime to non-
exempt (hourly) employees when appropriately authorized and documented. 
 


Procedure: Florida Keys Children’s Shelter has established the compensation system, provisions, and 
standards described in the manual.  The types of compensation provided in this manual 
represent payment in full for all employee services rendered to the Organization, and no 
employee may accept any other compensation for services performed on behalf of the 
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Organization.   The Chief Financial Officer is responsible for maintaining the Compensation 
Plan. 
 
Time Record 


 Each employee, regardless of classification, is required to complete a time record for each 
pay period.  The time record shall be on a form provided for that purpose and shall 
accurately reflect the beginning and ending of the employee’s work activities, excluding 
meal periods, for each day in the payroll period. Signature indicates the employee’s 
certification of the accuracy of the time record they have submitted. 


 
 Submission of a time record is entirely the responsibility of the employee.  Failure to submit 


a time record may result in a missed pay period.  Such a missed pay period will not be rectified 
until the following pay period. 


 
 Each time record shall be reviewed and signed by a supervisor of the employee.  Signature 


shall indicate the supervisor has reviewed the accuracy of the entries on the time record and 
approves it as accurately representing the work activities of the employee for the pay 
period. 


 
 A non-supervisory employee may not enter any information on another employee’s time 


record, or falsify information on his or her own time record.  Errors discovered in an 
employee’s time record are to be reported immediately to the supervisor, who will 
determine the manner and method of correcting legitimate errors. 
 
 
Payroll 
The workweek begins at 12 a.m. on Sunday and ends at 11:59 p.m. on Saturday and the 
payroll period consists of two (2) consecutive workweeks.  Payroll periods are separate and 
distinct from the workweek, which is a time period used to determine overtime 
compensation calculations. 


 


 Paydays are every other Friday following the close of the preceding payroll period and 
represent payment for time worked through the close of the preceding payroll period.  
Employees will be paid by Employee Payroll Agencies direct deposit, or by bank draft 
(check), which will normally be made available after 2:00 p.m. on paydays. 


 


 If an employee wishes to authorize another person to receive his or her paycheck, the 
employee must submit such a written authorization to supervisory personnel.   Early payroll 
requests cannot be accommodated. 


 


Payroll Deductions 
Deductions from each employee’s gross pay period earnings are of two types:  mandatory 
and voluntary.  Mandatory deductions are those required by law, court order, or other 
legally compelling influence on payroll payments by employers.  Such deductions are made 
in the following order: 


• Social Security Taxes 
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• Federal income tax withholding 
• Child support 
• Garnishments 
• Assignment of wages 


 


Voluntary deductions are those requested by employees to be made on their behalf, and 
may include such items as the employee’s contributions to health care, optional retirement 
plans, and charitable donations. 


 


Mandatory deductions in accordance with applicable legal requirements will be made 
automatically by the Employee Payroll Agencies. Voluntary deductions will not be made 
without the employee’s written request or authorization. 


 


Deductions not made for any pay period may be carried over to succeeding pay periods and 
deducted from the wages in the succeeding pay periods, to the extent allowed by law. 


 


Attachments or garnishments of employee wages, by legal authority, regardless of cause, 
will be regarded as a mandatory deduction in the amount, and for the time, specified in the 
order. 
 


Pay Advances/Loans 
The Florida Keys Children's Shelter does not extend payroll advances on prospective wages 
and is not equipped to provide personal loans. 


 


Overtime 
The Organization may require a nonexempt employee to work overtime hours in order to 
meet special or unusual operational needs beneficial to the Organization. Exempt 
employees are ineligible for monetary compensation in excess of their base salary for excess 
hours worked. 
 


Overtime should only be assigned in those situations where the supervisor in charge is 
convinced that the additional hours are essential to meet established schedules or 
deadlines.  Supervisory personnel shall attempt to provide affected employees as much 
notice time as possible, and shall schedule or assign overtime work as fairly and consistently 
as possible given the nature of work to be performed and employee capacities.  Employees 
should be aware that emergencies occasionally arise that do not permit advance 
notification.  In an emergency situation, the supervisor in charge will notify employees who 
are scheduled to work overtime as early as possible. 
 


All nonexempt employees are eligible to receive overtime compensation at the rate of one 
and one half (1 ½) times their base rate of pay for each hour worked in excess of forty (40) 
hours per work week in accordance with federal law. 
 


All overtime worked by nonexempt employees must be approved in advance by the 
employee’s supervisor.  Overtime hours worked without supervisory approval may be 
regarded as a violation of Organization policy and procedure and therefore subject to 
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disciplinary measures.  Employees who work approved overtime will record such hours on 
their time sheet rounded to the nearest quarter (1/4) of an hour.  Overtime will be calculated 
on the basis of actual hours worked over (40) hours in a work week; time off for any reason, 
even if the time off is paid for such absences as vacation, holiday, sick, personal or other 
leave will not be counted in determining overtime compensation as these hours do not 
represent hours worked.  Time not worked, but incidental to overtime work, such as travel 
to and from the work location or meal breaks, will not be condensable. 
 


Incidental overtime, defined here as less than a fifteen (15) minutes non-recurrent extension 
of the work schedule is not compensable.  All other overtime as provided herein will be 
compensable in completed time increments of fifteen (15) minutes.  All overtime must be 
requested or required in advance by supervisory personnel. 
 


Eligible employees are required to record and report all incidents of overtime hours worked 
at the time such additional hours are worked.  Supervisory personnel will review and 
approve overtime hours at the conclusion of each pay period on the employee’s payroll time 
record. 
 


Compensation Structure/Plan 
 To ensure that the Plan remains competitive and fair, periodic reviews of pay rates will be 


conducted.  Based on the results of these reviews, some positions may be eligible for a pay 
rate adjustment.  All studies, evaluations, and recommendations for the modification of the 
Organization’s Compensation Plan shall be submitted to the CEO for consideration. 


 


New employees are advised at the time of hire as to their starting base rate of pay and their 
exempt or nonexempt status for purposes of compensation treatment, including overtime 
eligibility. 
 


The compensation structure is comprised of the elements described below.  The payment 
of the number 1 element is mandatory for all employees.  The following elements are 
discretionary and payment will be based upon an employee’s performance and is subject to 
the availability of funds.  A detailed explanation is provided for each element in the following 
sections. 
 


Compensation Type   Payment Process 
Salary or hourly wage (Base rate of pay) Mandatory 
Market adjustment increase Discretionary 
Merit pay bonus   Discretionary 
Annual bonus  Discretionary 
Other     Discretionary 


 


Market Adjustment Increase 
A market study may be initiated at any time by any member of the senior management 
team.   A review of available market data is necessary to substantiate the need for a market 
increase for a particular position.  Based upon a market analysis, a recommendation for a 
salary adjustment should be forwarded to the Chief Financial Officer for review and 
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presentation to the CEO. 
 
Market adjustment increases are based upon the Organization’s ability to provide such an 
increase within existing funding resources. 
 


Market adjustment increases are solely at the discretion of the CEO.  Such increases are only 
effective at such times and at such percentages as they are approved. 
 


Each Regular Full-time and Regular Part-time employee within the affected classification of 
positions is eligible.  Receipt of the approved adjustment requires a designation of 
competent performance standing by the appropriate senior manager as of the effective 
date of the increase. 
 


Merit Bonus Pay / Pay Increase 
Such compensation is determined directly in conjunction with, and during each regular 
employee’s annual performance evaluation, and is based on predetermined performance 
standards.  An overall performance evaluation rating of competent does not qualify for 
merit consideration.  While such a rating may be acceptable for retention of an employee’s 
services, it is not meritorious in the sense of compensatory recognition of “consistent and 
enduring performance at varying degrees of excellence.”  Approval of the payment of merit 
bonuses is subject to the availability of funds and rests with the CEO.  Rate increase is based 
on the average rating determined from the summation of all ratings on an employee’s 
annual performance evaluation. 
 


The following standards have been established to measure employee performance: 
• Superior Performance –Performs considerably above standards.  Performance far 


exceeds expectations.  Exceptional producer. Generally performs independently 
with minimal supervision.  Others seek this individual’s counsel based on 
demonstrated knowledge and ability. 


• Commendable Performance – Fully satisfies or exceeds job requirements.  
Accomplishments are generally more than expected.  Requires very little follow-up.  
Thinks beyond the details of the job.  Demonstrates initiative.  Routinely completes 
work or projects on schedule.  Requires normal to minimal supervision. 


• Competent Performance – Satisfies expected job requirements.  Accomplishes tasks 
in an acceptable manner and performs to reasonable expectations.  Requires normal 
supervision. 


• Marginal Performance – Performance is below standards.  Needs close guidance, 
supervision and instruction.  Requires frequent reminders.  Lack of understanding in 
some areas of responsibility.  Work is occasionally incomplete or unacceptable. 


• Unacceptable Performance – Fails to meet job requirements.  Needs constant 
guidance, supervision and instruction.  Lack of understanding in major areas of 
responsibility.  Work is incomplete and unacceptable. 


 


The following applicable percentages are applied to an employee’s base pay in order 
to determine their merit bonus. 
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Average Performance Pay Increase Evaluation Rating Amount 


0 to 3.4% No increase 
3.5 to 5.0% X* 
               * Rate increase will be determined based on available funds. 


Bonuses 
Bonuses may be distributed and are dependent upon the availability of funds.  Such bonuses 
are given at the discretion of the CEO, in consultation with the Board of Directors, and are 
to be awarded upon company-wide meritorious service. 
 


Bonuses are distributed to eligible employees who are employed by the Florida Keys 
Children's Shelter and have successfully completed the 90 day probationary period. The 
percent of or the amount of bonus is based on an employee’s length of service. The 
guidelines for bonuses is less than one year of service and more than one year of service. 
 


Charitable Contributions 
As a recipient of charitable donations, Florida Keys Children’s Shelter recognizes that its 
employees may wish to support a recognized charitable organization of their choice; may 
wish to do so on a regular basis and may wish to do so through payroll deduction.  Florida 
Keys Children’s Shelter will work with individual employees to facilitate this process 
through the Chief Financial Officer.  
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D.1   EMPLOYEE BENEFITS 


Section:  Employee Benefits  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           The Florida Keys Children's Shelter, Inc. strives to provide the best, most equitable, and cost 


effective benefits for employees in recognition of the influence employment benefits have 
on the economic and personal welfare of each employee.  Employees should likewise 
recognize that the total cost to provide the benefit program described herein is a significant 
supplement to each employee’s pay, and therefore represents additional compensation, 
paid in various benefit forms, on behalf of each employee. 
 


Policy:  Given budgetary constraints and available insurance options, the Organization will provide 
the best available benefit package to its employees. 
 


Procedure: Policies, provisions, and procedures that govern the Organization’s benefit program will 
apply to all regular full-time and regular part-time employees, whether exempt or 
nonexempt status, unless otherwise provided in a particular benefit plan.  While some 
benefits may earn credit during an employee’s orientation period, eligibility in many cases 
will not occur until employees obtain regular status, or satisfy other conditions of 
employment as specified, or as contained in the benefit policy/plan agreements or 
information booklets. 
 
Where employees work a regularly scheduled workweek less than full-time, some benefits 
will be determined on a prorated amount of hours.  For example, regular part-time 
employees will be credited with annual and sick leave, but at a lesser accrual rate than that 
for full-time employees. 
 
Benefit costs have risen sharply over the years, particularly in the area of insurance plans.  
These include such mandatory benefit plans as worker’s compensation, Social Security, and 
unemployment insurance, some of whose rates are controlled by law rather than 
competitive insurance providers.  Discretionary benefits are those normally selected and 
controlled by the Organization based on such considerations as cost, work force 
composition, operational efficiency, and desirability of benefit provisions.  In order to 
continue to access health benefits and workmen’s compensation at the lowest rates 
available, the Florida Keys Children's Shelter has entered into a contractual employee 
benefits provider arrangement. Under this agreement, the employee benefits provider uses 
its nationwide employee numbers to negotiate the best possible rates for workmen’s 
compensation insurance and health benefits for our employees. The employee benefits 
provider determines which benefit plans are made available to employees and at what rates 
the plans will be offered to the Organization. 
 
Where costs of insurance benefit plans exceeds the Organization’s ability or willingness to 
pay the full premium rate to maintain a previous benefit level, employees will be requested 
to share in the cost to continue such insurance plan coverage. 
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Florida Keys Children’s Shelter reserves the right to design provisions, and to add, eliminate, 
or in other ways modify any discretionary benefits described herein where and when 
deemed in the Organization’s best interest to do so.  Under most circumstances, there will 
be ample opportunity to provide employees with advance notice of such modifications, and 
to consider the effect of the decision. 
 
Dental / Visual Care Insurance 
Florida Keys Children’s Shelter has made every effort to find a comprehensive dental and 
vision plan that will meet the needs of both families and individuals.  These are available 
after your successful completion of the initial 90 day probationary period.  Information will 
be provided to employee on the first day of hire explaining these benefits along with 
enrollment forms.  If interested, complete the enrollment forms and submit to Chief 
Financial Officer for processing.   


FKCS Simple Pension Plan 
Florida Keys Children’s Shelter offers a Simple IRA where you pick your portfolio.   The 
organization will match the employee’s contribution up to 3% of employee’s gross salary 
after earning $5,000 during the calendar year.  If interested, a consultation with our 
corporate representative will be arranged to learn more – Refer to authorization form and 
check the appropriate response to your intention, sign, and return to the Chief Financial 
Officer.  
 
Paid Time Off (PTO) 
Regular full-time employees shall be allowed annual paid time off with pay subject to the 
conditions set forth in this section. 
 
Regular full-time employees on active status will accrue paid time off as shown below.  
Earned paid time off is accrued bi-weekly concurrent with the payroll processing schedule. 
  


Service Length Annual Accrual 
Through 5 years 12.0 days 
Through 10 years 30.0 days 
After 10 years 36.0 days 


 
Paid time off will not be earned while the employee is on a leave of absence or disciplinary 
suspension. 
 
While paid time off is accrued during an employee’s initial 90-day probationary period, they 
are not eligible to use their paid time off until after successfully completing their first 90 
days. 
 
Florida Keys Children’s Shelter strongly encourages employees to use their paid time off 
within the year it is earned. 
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Paid time off may be granted for any reason including the following: 
• Annual (Vacation) 
• Religious holidays  
• Absences for transaction of personal business that cannot be conducted during off 


duty hours. 
• When illness prevents you from being able to work. 
• Bereavement days 


 
In General, paid time off may not be taken within the first three months of full-time 
employment, also known as the orientation or probationary period.  However, if upon 
returning to work the employee is able to offer proof of a doctor visit for illness, any day 
missed during the orientation period can be covered by the employees available Paid Time 
Off. 
 
Paid time off may be taken in a single continuous period, in separate weeks, or in daily 
increments contingent on the organizations staffing needs.   
 
Paid time off may not be taken during the notice period which is provided by an employee 
who has resigned or retired. 
 
Employees who arrive late for their shift need to record the time on their timesheet and 
either submit a PTO request with their timesheet or request unpaid leave for that time. 
 
The appropriate supervisor must approve any use of PTO.  Time off should be requested 
from an employee’s supervisor at least two weeks in advance and the “request for leave” 
form should be used.  The exception to this is when an employee is sick or needs to care for 
a sick relative. 
 
PTO Pay Out 
The maximum number of accumulated paid time off days for which an employee may be 
paid upon termination is 10 days through 5 years of employment, 20 days through 10 years, 
and 25 days after 10 years.  Employees shall be paid for unused paid time off no later than 
thirty (30) days after separation from the Organization.  Regular employees will be 
compensated for earned, unused paid time off based on the effective date of separation. 
 
Accrued paid time off will not be paid to an employee who has resigned or has failed to 
provide the notice period specified in this manual. Employees who have been with the 
agency 365 days or less are not eligible to be paid for accrued paid time off. 
 
If the effective date of separation is within 90 days of an employee’s salary increase, he/she 
shall be compensated for earned but unused paid time off at a rate equal to that which the 
employee was earning prior to said salary increase. 
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PTO Buy-Back 
Each fiscal year after March 31th and before June 30th, FKCS leadership will review financial 
standing to determine ability of a PTO buyback. If the ability exists, the FKCS leadership will 
request approval from the executive board to offer a PTO buyback. 
 
Employees will be eligible to sell their accrued and not used PTO after completing one year 
of employment. Service length will determine how much PTO an employee is eligible to sell 
back to FKCS. After the first year of completed service an employee is eligible to sell 15 hours 
of PTO. Each subsequent completed year of service will increase the cap by 15 hours until 10 
years of service at which the eligible PTO for buyback is capped at 150 hours. No employee 
can sell back more than 50% of their accrued and not used PTO. 
 
PTO Cap 
In order to encourage vacation, provide for a reasonable amount of time available for short 
term illness, injury etc. without putting the agency at financial risk, the following caps will 
apply to Paid Time Off: 


• Through 5 years 576 hours or 72 days 
•  Through 10 years 768 hours or 96 days 
•  After 10 years 960 hours or 120 days 


Once an employee has accrued PTO hours equal to the cap, no further hours will be accrued.  
If PTO time is used then the employee will again begin to accrue hours, potentially until they 
have reached the cap again. 
 
Types of Leave: 
Holidays 
Residential services by their very nature require on-site staff twenty-four (24) hours a day, 
seven (7) days a week, including holidays.  Therefore, reasonable efforts will be made to 
equalize among eligible employees the number of holidays worked per year, and an effort 
will be made to ensure that all employees have equal opportunity to observe holidays.  In 
other words, supervisory staff will work to ensure that the same employees do not receive 
time off on their favorite holiday year after year, preventing other employees from an 
opportunity to share that holiday.   The following seven (7) holidays per year are officially 
recognized for the purposes of overtime.  These days were chosen because they are 
nationally recognized holidays and because these are the most commonly requested days 
off by employees. 
 


Holiday Observed Day 
New Year’s Day  January 1 
Martin Luther King’s Day January 16 
Memorial Day Last Monday in May 
Independence Day July 4 
Thanksgiving Day Fourth Thursday in November 
Christmas Eve December 24 
Christmas Day December 25 
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Employees do not automatically receive holidays off and must use their PTO days for any 
holiday they would like to be off.  There is no additional “holiday pay” for employees who 
do not work on a holiday. 
 
For the purposes of overtime, all holidays shall be observed on the actual date of the 
holiday, except those holidays for which the day of observance has been legally changed to 
a Monday.  Hourly employees working on a holiday will receive compensation at one and 
one-half (1 ½) times their regular base rate of pay for actual hours worked.   
 
For purposes of determining holiday pay, the above designated holidays at each residential 
facility will begin on the third shift which overlaps that holiday the most. (Example: New 
Year’s Day; third shift comes on duty at 11 p.m. December 31st, but is on duty for 7 hours, 
midnight to 7 a.m., on January 1st.  Therefore that would be considered the Holiday.) 


 
Staff should request time off for holidays at least two weeks in advance.  The supervisor or 
program coordinator will review all requests and try to accommodate staff as much as 
possible.  The number of requests, the current youth to child ratio, and severe weather and 
other issues will all effect holiday scheduling. 
 
Staff will note on their time sheet any holiday worked and supervisors will confirm this as 
accurate when reviewing and signing time sheets every pay period. 


 
Illness  
Leave due to illness. Obviously, illness does not typically allow for employee to notify their 
employer of their pending absence in advance.  These instances include: 


• Self – an employee’s disabling injury, illness, maternity, or contagious condition 
threatening to other employees. 


• Family Member – The necessary medical care or doctor’s visitation of the employee’s 
family defined as the spouse, parent, child, sibling, grandparent or grandchild of 
either the employee or his/her spouse or any person regularly residing in the 
employee’s household. 


 
An employee’s responsibilities related to a paid or unpaid absence from the workplace due 
to accident or illness is as follows: 


• Advise their supervisor of the specific reason for taking leave. 
• Advise their supervisor of the probable duration of the absence. 
• Notify their supervisor before the employee’s scheduled reporting time.  In the event 


their immediate supervisor cannot be reached, the employee should then contact the 
next higher level of authority and repeat this process until a member of management 
is informed of their absence due to illness.  Reporting absence due to illness to a peer 
is NOT acceptable. 


• Repeat this notification each day of sick leave, unless prior approval is granted. 
• Provide medical certification from the attending physician after three (3) consecutive 
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workdays of absence or three days within a thirty day period. 
• Provide medical certification, from a physician, of fitness to resume work activities 


following an absence for a serious illness, injury or threatening contagious condition. 
 


During the COVID-19 pandemic, employees that test positive for COVID-19 and are passed 
their 90-day probationary period may choose to borrow up to 14 days PTO not yet accrued 
if they don’t have enough accrued PTO to cover their required quarantine period. 
  
In connection with this policy, the Organization reserves the right: 


• To verify the illness or accident by requiring the employee to furnish a statement from 
his or her own physician.  Based on the medical certification, the supervisor shall not 
approve further use of sick leave if the employee is medically evaluated as fit for 
work. 


• To deny Paid Time Off for absence when the injury or illness is the result of: 
 The employee’s work-related misconduct. 
 The employee’s employment with another employer. 
 The employee’s self-employment. 
 The employee’s commission of a felony. 
• To deny Paid Time Off if convicted of driving under the influence of drugs or alcohol. 
• To deny Paid Time Off for absence where an employee has a record of excessive 


absenteeism. 
• To deny Paid Time Off for an absence of three (3) or more sick days in a thirty day 


period without a doctor’s note. 
 
Employees who are unable to work due to illness are required to use all accrued Paid Time 
Off credits before being able to request Unpaid Leave. 
 
Employees found to abuse or fraudulently use sick leave will be subject to disciplinary action 
including termination.  Failure of employees to follow these procedures may be treated 
minimally as an unexcused absence. 
 
Serious Illness 
Florida Keys Children’s Shelter recognizes that employees with life-threatening illnesses 
(i.e., cancer, heart disease, etc.) may wish to continue in as many of their normal pursuits as 
their condition allows, including work.  As long as these employees are able to meet 
performance standards, and medical evidence indicates that their conditions are not a 
danger to themselves, others or property, managers should be sensitive to their conditions 
and treat them consistently with other employees.  At the same time, the Organization must 
provide a safe workplace for all employees and clients. 
 
Following range of resources can be made available through Administration: 


• Should the ill employee desire, arrangements can be made to educate managers 
and/or co-workers about the specific issues that may be encountered in the 
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workplace as a result of the employee’s illness.  The purpose is to reduce fear, 
support the employee and assist in determining the continuing work capabilities of 
the employee.  This is ONLY at the request of the ill employee. 


• To the extent possible, the Organization will provide referrals to agencies and 
organizations that offer supportive services for life-threatening illnesses. 


• The Organization will assist in setting up benefit consultation to assist the employee 
in effectively managing health, leave and other benefits, as they are available. 


 
Light Duty Work 
In some circumstances, injuries and sickness may prohibit the performance of regularly 
assigned duties.  There may be other duties, however, that the employee can perform 
without aggravating their condition.  If the attending physician states that “light duty” work 
is acceptable, an employee may request that he/she be allowed to report to work.  In the 
event that light duty assignments are not available and the employee cannot be 
productively employed, the Organization will deny the employee’s request. 
 
Medical, Dental, Optical Appointments, etc.  
When occurring during working hours, and when possible, these appointments should be 
scheduled well in advance and a request for leave submitted two weeks prior to the 
requested time off.  
 
Compensatory Leave 
To provide exempt employees a method for short-term absences from work with pay.  By 
definition and by law, exempt salaried positions are unable to earn overtime pay for hours 
worked beyond 40 hours per workweek.  These positions require that the individual put in 
whatever time it takes to accomplish the job.  Therefore, exempt employees may accrue a 
limited number of compensatory hours for use at the supervisor’s discretion with the 
following guidelines:  
• Exempt employees may accrue compensatory leave for hours worked in excess of 


forty (40) hours per work week. 
• Compensatory leave may be accrued up to a limit of twenty-four (24) hours.  Hours 


worked in excess of forty (40) hours per work week that would increase an 
employee’s compensatory leave bank over the twenty-four (24) hour limitation shall 
be forfeited. 


• The use of compensatory leave is subject to the approval of the employee’s 
supervisor.  Requests for use of compensatory leave of four (4) hours or less may be 
approved verbally by the immediate supervisor.  Requests for four (4) to eight (8) 
hours shall be submitted in writing to the immediate supervisor for approval.  The 
supervisor will approve or disapprove each request and will notify the employee in 
writing.  Leave requests shall be considered and approved or disapproved based 
solely upon the needs of the Organization. 


• Use of compensatory leave is limited to eight (8) hours per occurrence and must be 
taken within the same or following pay period.  Compensatory leave may not be 
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utilized in combination with annual leave, nor for consecutive work days off (including 
Friday and the following Monday, in combination) 


• Compensatory leave may not be taken during the notice period that is provided by an 
employee who has resigned or retired. 


• Upon separation from the Organization, employees are not compensated for unused 
compensatory time. 
 


Bereavement Leave 
The death or imminent death of a member of an employee’s family, defined as spouse, 
parent, child, sibling, grandparent or grandchild of either the employee or his/her spouse, 
or any person regularly residing in the employee’s household, may warrant special 
consideration of paid absence from work on a case-by-case basis.   
To support employees during times of special consideration, it is possible that an employee 
will find that they have used their annual leave and yet have need to attend to these serious 
personal matters and no available paid time off.   
 
The determination of whether an employee will be granted paid funeral/bereavement leave, 
rather than other types of leave of absence, will be based on such factors as the employee’s 
service length, performance history, and apparent hardship conditions.  The Organization 
may offer up to five (5) days of bereavement leave in a calendar year. 
 
Employees who wish to be considered for paid funeral/bereavement leave should submit a 
leave request form, providing ample details of the situation and number of days required, 
to their supervisor.  The supervisor, in consultation with the appropriate member of senior 
management, will make a recommendation for paid bereavement leave, unpaid leave, or 
accrued annual leave.  The leave request form will be attached to the employee’s time 
record. 
 
Court Leave 
Employees required to attend court as a witness on behalf of a public jurisdiction or who 
receive a jury summons and subsequent notice of selection to serve as a juror are to 
promptly notify their supervisors.  Regular full-time employees so required to provide this 
community service will receive their regular rate of pay for the hours they attend court, 
minus and jury duty pay, fees or allowances received while on court leave.  Employees may 
retain any mileage compensation paid by the respective court jurisdiction. 
 
Employees who wish to be considered for paid court leave should submit a leave request 
form, accompanied by evidence of such required service, to their supervisor. 
 
Those employees who become plaintiffs or defendants are not eligible for leave with pay, 
unless the Organization has an interest in the subject matter of the litigation. 
 
Employees who attend court for only a portion of a regular scheduled workday are expected 
to report to their supervisor when excused or released by the court. 
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Employees required to attend court as stated above, while on scheduled vacation, may be 
allowed to take additional leave with pay for the court time. 
 
Evidence of service for the period claimed on the time sheet, copies of all fees, subpoena 
allowance, except travel pay, received by the employee shall be submitted with the 
employee’s time sheet. 
 
Military Reserves or National Guard Leave of Absence 
As an Equal Opportunity Employer, Florida Keys Children’s Shelter is committed to providing 
the basic employment and reemployment services and support as set forth in the 
Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA). 


Employees who serve in U.S. military organizations or state militia groups such as the 
National Guard may take the necessary time off to fulfill this obligation and will retain all of 
their legal rights for continued employment under existing laws.  They shall be entitled to 
leave of absence with pay for such time, as ordered to military service or field training in an 
active duty unit or active duty for training status for a period not to exceed ten (10) days in 
any one (1) calendar year. 
 
Employees who wish to be considered for paid military leave should submit a leave request 
form, providing ample details of the situation and number of days required, to their 
supervisor, accompanied by an order or statement from the appropriate military 
commander as evidence of any such duty.  A request for military leave should be submitted 
at least two (2) weeks in advance or as circumstances allow. 
 
The employee shall receive remuneration for the difference between his/her regular rate of 
pay and that provided by the military, if the employee’s rate of pay is higher. 
 
An employee who enters active military duty in a branch of the US Armed Forces will be 
granted an unpaid military leave for that period of time in which re-employment is protected 
by law.  Upon return from military service, the employee will be reinstated as required by 
law, provided the employee: 


• Makes application for reinstatement within the required timeframe after being 
released from active duty 


• Is physically and otherwise qualified, and 
• Has a creditable military record as evidenced by a certificate of satisfactory completion 


of training and service (if the employee was drafted).  An employee must be released 
from service under honorable conditions to qualify for reinstatement 


 
If an employee’s former job is not available, the Organization will provide a job of like status 
and pay, as available and so far is practicable.  If re-employed to a former position held, 
returning employees will be entitled to the same seniority, status and pay they would have 
received had they not entered military service.  Additionally, employees returning from 
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military service may be terminated from re-employment only for just cause during their first 
year of re-employment. 
 
Leave without Pay 
Regular employees may request, subject to the sole discretionary approval of Florida Keys 
Children's Shelter, Inc., a leave of absence without pay or employment benefits for a period 
not to exceed six (6) months.  Requests for leave of absence should be submitted in writing 
to the supervisor as far in advance of the anticipated leave date as possible.  The leave 
request must be dated, signed by the employee, and should state the reasons, 
circumstances and duration.  This request, along with a recommendation from the 
supervisor, is forwarded to the appropriate senior manager, who will approve or disapprove 
the leave, and so notify the employee through the supervisor.  Extensions of an initial leave 
of absence must be requested in the same manner, but will additionally require the approval 
of the CEO. 


 
 During a leave of absence, employees will be responsible for either maintaining or 


discontinuing any employment-related discretionary benefits.  Upon expiration of a leave of 
absence, the employee may be reinstated in the position held, or an equivalent one, at the 
time leave was granted, if such a position is available.  Upon returning from a leave of 
absence of thirty (30) days or more, the employee’s normal (anniversary) date for 
performance and pay review will be advanced by the number of days absent. 
Senior managers must submit to the Administrative offices the necessary forms placing 
employees on a leave of absence for any period of leave without pay, which extends ten 
(10) consecutive workdays or longer.  The leave will be effective beginning with the first 
day of absence.  Leave without pay, granted for absence due to personal reasons, will 
begin after all compensatory and annual leave have been exhausted. 


 
  The responsibilities of an employee on leave without pay status are as follows: 
 


• Advise his/her supervisor every month of his/her activity (i.e. school, medical 
condition, etc.) 


• Advise his/her supervisor of current address at all times. 
• Notify his/her supervisor in writing within three (3) days of accepting either part-time 


or full-time employment elsewhere. 
• Contact his/her Senior Manager at least two (2) weeks prior to the expiration date of 


the approved leave in order to facilitate the reinstatement process. 
 


An employee is ineligible for any bonus or merit pay if he/she has been on leave of absence 
status for more than thirty (30) days during the previous six months. 
 
Employee, who fails to return to work at the expiration of an approved leave, will be 
considered to have voluntarily resigned. 
 
Employee, who applies for unemployment insurance while on leave, will be considered to 
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have voluntarily resigned. 
 
An employee shall not earn sick, annual, or holiday leave for the time that the employee is 
on leave without pay. 
 
The time that an employee is on leave without pay status, shall not be used to calculate 
his/her seniority with the Organization. 
 
Employee is responsible for continuation of all discretionary medical benefits through the 
leave of absence.  Arrangements for payment of premiums should be made with the 
Employee Payroll Agency. 
 
Employees/dependents covered under the Organization’s group health insurance are 
entitled to continuation of coverage in keeping with federal COBRA guidelines.  Details 
about COBRA are provided to each employee upon enrollment and at the time eligibility 
ceases. 
 
Failure to comply with all of the above items shall result in the discontinuation of the 
employee’s leave of absence status, in which the case the employee must return to duty 
or be dismissed from employment. 
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E1   CODE OF CONDUCT 


Section:  Standards of Conduct  Date of Issue:  11.01.1989 Last Review/Update:  9.28.2022 
 


Purpose:           To foster ethical behavior and promote respect for individual worth, dignity and uniqueness. 
To openly communicate the Organization’s standards of conduct, particularly conduct 
considered undesirable, to all employees as a means of avoiding their occurrence.  The 
intent is to assist employees with their job performance and to encourage both personal 
and professional responsibility.   
 


The purpose of these rules is not to restrict the rights of anyone, but rather to help people 
work together harmoniously according to the standards the organization has established 
for effective interaction with clients, customers, callers and fellow employees.  Disciplinary 
action will depend upon the seriousness of the violation, the surrounding circumstances, 
the employee’s prior performance, attitude, and work history. 
 


Policy:  It is the policy of the Florida Keys Children's Shelter to foster the highest standards of 
personal and professional conduct among its employees.  It is the expectation of the 
Organization that each employee will strive to reflect appropriate moral, ethical and legal 
behaviors that will reflect positively on the reputation of the individual and the 
Organization. 
 


Procedure: Each employee is expected to familiarize themselves with the ethical responsibilities 
outlined below. 
 


• An obligation rests with every employee of the Florida Keys Children's Shelter to 
render honest, efficient, and courteous performance of duties.  Employees will 
therefore be responsible and held accountable for adhering to all Organization 
policies, rules, directives, and procedures issued through supervisory and 
management personnel. 


• All employees shall maintain high standards of personal conduct in the capacity of 
their positions and their respective professions.  Each employee shall act in 
accordance with the highest standards of professional integrity and ethics; respect 
and courtesy are to be displayed to co-workers, clients and the general public. 


• All employment decisions, including by not limited to hiring, promoting, and 
terminating are made free from discrimination based upon race, color, religion, sex, 
sexual orientation, age, national origin, marital status, disability, pregnancy or 
childbirth-related concerns, or veteran status, or any protected category under Florida 
State or Federal law.  Discrimination of any form by the organization’s employees will 
not be tolerated. 


• Sexually harassing behaviors will not be tolerated.  These are described as unwanted 
sexual contact or relations with a supervisor or co-worker, unwanted attention of a 
sexual nature (degrading comments, propositions, jokes or tricks), threats or 
demands, or suggestions that an employee’s work status is contingent upon the 
employee’s toleration of or acquiescence to sexual advances. 


• All employees have a duty to report, verbally or in writing, promptly and confidentially, 
any evidence of any improper practice of which they are aware.  As used here, the 
term improper practice means any illegal, fraudulent, dishonest, negligent, or 
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otherwise unethical action or policy violation arising in connection with the 
Organization’s operations or activities or with any other social service professional.  
Reports should be submitted through the line of administrative supervision except 
when the alleged violator is the direct supervisor of the employee 


• An employee who is contacted, during non-working hours, by a client shall give written 
notice of the contact to the CEO or their designee on the next business day following 
the contact 


• Employees shall not engage in the delivery or exchange of alcohol, illegal drugs or 
other controlled substances, including tobacco, with clients, customers or callers.  
Employees who engage in such transfer will be subject to immediate dismissal 


• Employees shall be impartial in their treatment of clients, customers or callers and the 
services they offer to them 


• Employees shall not permit clients to visit the employee’s residence; nor shall they visit 
a client’s residence other than for work-related purposes, as defined by their 
supervisor and job descriptions 


• Employees shall not transport clients for unauthorized purposes, as defined by their 
supervisor and job descriptions 


• Employees shall not engage in behavior that involves flirtation, seduction or 
intimations with sexual overtones with clients 


• Employees shall not borrow money from clients, customers or caller, loan money to 
clients, wager money with clients or engage in other financial transactions with clients. 


• Employees shall not borrow other items from clients 
• All client information is strictly confidential and shall not be disclosed except as 


required in Florida Statutes regarding professional responsibility to protect a third 
party 


 


Employees are expected to report any concerns about the ethical behavior of other 
employees to their supervisor without a fear of retaliation from 


 


Employee Behavior 
• The Organization’s property shall not be removed from the premises without the prior 


approval of the CEO.  An employee who removes such property from the premises 
without express approval is subject to criminal prosecution 


• Employees shall not personally accept money from clients, customers or callers.  
Offers of money shall be accepted on behalf of the Florida Keys Children's Shelter and 
the funds submitted to the Organization 


• No employee may solicit gifts from other employees, vendors or other organizations 
with which the Organization does business.  The Organization is opposed to the 
receipt of gifts from business associates because it puts the employee and the 
Organization in a questionable business relationship.  Offers of such gifts should be 
directed to Administration 


• Employees operating motor vehicles during the course of their duties shall drive with 
caution, wear seat belts (both the employee and all passengers) and obey all 
applicable rules, regulations and speed limits.  The Organization will not tolerate 
incidents that are the results of negligence or recklessness by its employees.  
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Employees receiving traffic violations through negligence or recklessness will not be 
reimbursed by the Organization for fines and may be subject to disciplinary action 


• Fighting, or threats of violence by employees, on or off Organization property, is 
strictly prohibited.  Employees participating in acts of physical violence will be subject 
to disciplinary action up to and including immediate suspension and termination of 
employment 


• Employees shall not use profanity or other abusive language towards clients, 
customers or callers, other employees or the public 


• Possession, distribution, sale, transfer, or use of alcohol, tobacco or illegal drugs in the 
work place, while on duty, or when reporting for duty is prohibited 


• Employees shall not damage property of the Organization through negligence or 
improper conduct. 


• Tobacco or tobacco-related products shall not be used in the Organization’s non-
smoking areas at any facility or office 


• Dangerous or unauthorized materials, such as explosives, firearms, or other deadly 
weapons are forbidden on the Organization’s premises or in personal vehicles when 
in use for Organization purposes 


• Employees should strive to be good representatives when using the telephone and 
limit local personal calls during business hours.  Calls should be answered promptly 
and courteously.  Individuals should identify both the agency and themselves when 
answering the telephone 


• Personal long-distance calls are prohibited unless they are charged to the employee’s 
home telephone account or to their personal credit card.  Charges for unauthorized 
long-distance telephone calls may be deducted from the employee’s paycheck.   


• Unauthorized disposition of the Organization’s property is prohibited 
• Employees shall not engage in any activity or become involved in any arrangement, 


directly or indirectly through a family member or other person acting on his or her 
behalf, which will conflict, or may reasonably be viewed as conflicting, with his or her 
obligations and responsibilities to the Florida Keys Children's Shelter 


• Employees may not use Florida Keys Children's Shelter’s name, information, or good 
will for personal gain or for the gain of others 


• Whenever it becomes necessary to employ or contract the services of an external 
person or firm, special care must be taken to ensure that there are no conflicts of 
interest between the Organization and the person or firm to be employed or 
contracted 


• Employees shall not sabotage or intentionally disrupt the Organization’s property, 
operations or relationships 


• Employees shall respect clients, customers’ or other employee’s rights to privacy 
• Whenever a particular working relationship creates, or develops that might be 


detrimental to the best interests of the Organization, the Organization will consider 
the nature of the employment, the nature of the relationship, and will make a decision 
regarding job placement.  In some cases, this may result in a decision not to hire an 
applicant, or may require one or more of the employees involved to transfer to 
another department or to separate from the Organization. 
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Attendance 
• Employees shall submit accurate time records as requested.  Records shall not be 


falsified on behalf of the employee or co-workers. 
• Excessive absenteeism, absence without notice or unauthorized absence from the 


workstation during working hours will result in disciplinary action. 
• Staff coverage of a residential program is of a particularly critical nature.  Adequate 


shift coverage impacts the quality of care provided to clients, the ability of each shift 
to handle emergency situations, and the ability of co-workers, including on-call staff, 
to perform their individual job functions without unnecessary additional burden 
placed upon them by their peers.  Management will pay particular attention to the 
nature and frequency of any absence from a residential staff member.  Excessive 
absences or unnecessary absences will result in suspension or termination. 


  


Use of Computer, Phone, Internet and Mail 
Florida Keys Children’s Shelter provides computers and cell phones to many employees in 
order to assist them with completing their job duties efficiently. Office equipment such as 
copiers and fax machines are also available at each site. It is the policy of Florida Keys 
Children’s Shelter that these items of equipment be used primarily for business purposes.   
The computer network, along with any other electronic equipment is the property of Florida 
Keys Children’s Shelter and employees should have no expectation of privacy in anything 
they create, store, send or receive using the company’s computer equipment. While not 
done routinely, Florida Keys Children’s Shelter reserves the right to monitor and log any and 
all aspects of its electronic systems including, but not limited to, monitoring Internet sites 
visited by Users, monitoring chat and newsgroups, monitoring file downloads, and all 
communications sent and received by Users.  


 


Brief and occasional personal use of the electronic mail system or the Internet is acceptable 
as long as it is not excessive or inappropriate.   Use is defined as “excessive” if it interferes 
with normal job functions, responsiveness, or the ability to perform daily job activities. This 
also applies to company-issued cell phones and to the office based copiers and fax 
machines.  
 


Use of company computers and Internet access is a privilege granted by management and 
may be revoked at any time for inappropriate conduct, including, but not limited to:  


• Using recreational games  
• Downloading or installing software without prior approval  
• Sending chain letters or participating in any way in the creation or transmission of 


unsolicited e-mail (“spam”) that is unrelated to legitimate company purposes;  
• Engaging in private or personal business activities, including use of instant messaging 


and chat rooms  
• Misrepresenting oneself or the company  
• Deliberately propagating any virus, worm, Trojan horse, or other code of file designed 


to disable or otherwise harm the company’s network  
• Use of abusive, profane, threatening, racists, sexist, or otherwise objectionable 


language in either public or private messages  
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• Sending, receiving, or accessing pornographic materials  
• Maintaining or participating in non-work-related Web logs (“blogs”), chat rooms, or 


instant messaging  
• Using for personal purposes  


 


Many staff who work in the field are offered company cell phones; those that do not get a 
company phone or choose to use their personal phone instead for company business can 
be reimbursed a set amount per month, typically $25 per month.   


 


Use of Computer Software 
Florida Keys Children’s Shelter does not condone the illegal duplication of software. The 
copyright law is clear. The copyright holder is given certain exclusive rights, including the 
right to make and distribute copies. Title 17 of the U.S. Code states that “it is illegal to make 
or distribute copies of copyrighted material without authorization” (Section 106). The only 
exception is the user’s right to make a backup copy for archival purposes (Section 117). 


 


Other 
• All parties, celebrations or events to be held on the Organization’s property are to be 


pre-authorized by the CEO. 
• Employees shall disclose to their senior manager charges or convictions of criminal 


activities.  Employees who are arrested or convicted of crimes are not subject to 
discipline solely on account of the arrest or conviction.  Discipline, if any, shall depend 
on the nature of the conduct or alleged conduct, the nature of the employee’s job and 
job history with the Organization. 


• Employees shall comply with reasonable instructions and requests of their supervisor.  
Insubordination will not be tolerated. 


• Only persons authorized by management are allowed on Organization property and 
in Organization facilities and offices.  Employees must seek supervisory approval prior 
to allowing a family member or friend to enter the Organizations premises.  Employees 
who allow such visits without prior approval are subject to disciplinary action.  All such 
visitors are bound by the same rules of moral, ethical and legal conduct that are 
expected of employees and are expected to uphold the rules of client confidentiality. 


• Only persons authorized by management are allowed to drive or to ride in the 
Organization’s vehicles.  Employee’s family members and friends are strictly 
prohibited from driving or riding in the Organization’s vehicles. These guidelines, while 
not meant to be a complete listing of behaviors, should assist employees in making 
appropriate judgments about behaviors that are acceptable or unacceptable.  
Employees are encouraged to discuss with their supervisors any behaviors that they 
are uncertain about. 
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E.2   CONFIDENTIALITY 


Section:  Standards of Conduct  Date of Issue:  11.1.1989 Last Review/Update:  9.28.2022 


 
Purpose:           To protect the confidential information of clients, their families. 


 
Policy:  The Florida Keys Children's Shelter is governed by and is in compliance with the State of 


Florida Statutes regarding the protection of confidential information pertaining to potential 
clients or clients and their families. 
 


Procedure: All information pertaining to callers, clients, and their families is not be divulged to anyone 
other than persons who have a right to know, or are authorized to receive such information.  
Information may not be shared with parties outside the Organization without the signed 
consent of client and staff, except as permitted by law.  When in doubt as to whether certain 
information is or is not confidential, prudence dictates that no disclosure be provided 
without first clearly establishing that such disclosure has been authorized by appropriate 
supervisory or management personnel.  This basic policy of caution and discretion in 
handling of confidential information extends to both external and internal disclosure. 
 
All employees shall be required to sign a confidentiality statement to be placed in their 
personnel file. 
 
Confidential information obtained as a result of employment with Florida Keys Children’s 
Shelter is not to be used by an employee for the purpose of furthering any private interest, 
or as a means of obtaining personal gains.  Use or disclosure of such information can result 
in civil or criminal penalties, both for the individuals involved and for the Organization. 
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E.3   DRESS CODE / APPEARANCE 


Section:  Standards of Conduct  Date of Issue:  7.1.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure that each employee is prepared to appropriately represent Florida Keys Children’s 


Shelter in a professional manner that is appropriate to each work area, to ensure the 
modeling of appropriate attire and grooming for clients, and to ensure the safety of 
employees. 
 


Policy:  It is the policy of the Organization that each employee should wear attire that is professional 
in appearance and is appropriate to each work area.  Certain work areas have defined 
uniforms to further protect the safety of, and to encourage the sense of professionalism. 
 


Procedure: Employees are expected to present themselves during working hours in attire that is 
appropriate to their position and the nature of the work performed.  Articles of clothing 
should be neat and clean and should not constitute a safety hazard.  Employees having 
personal contact with clients, funding agency representatives, vendors and the public 
should be particularly conscious of maintaining dress, grooming and hygiene standards that 
present the image desired by the Organization. 
 
Employees who work directly with clients should use extra caution in avoiding articles of 
clothing that could be considered revealing, provocative or inflammatory, regardless of 
whether it is considered fashion or not.  Residential facility employees should also be 
particularly cautious of articles of clothing, jewelry or other bodily adornment that might 
constitute a safety hazard in difficult situations.  Such items might include earrings that hang 
below the ear, extended fingernails, necklaces that hang outside the individual’s clothing, 
among other things. 
 
Employees who are in doubt, or have questions about the specific personal appearance 
standards in their unit should consult with their supervisor.  An employee who appears for 
work in a manner that does not conform to the Organization standards may be required to 
leave the premises and return dressed appropriately.  In such a situation, the time away 
from the employee’s duties will not be compensated by the Organization.  The Organization 
may give specific direction to an employee should the employee’s dress and decorum not 
be consistent with the level of professionalism expected. 
 
Employees are expected to observe good habits of grooming and hygiene and to avoid 
personal practices or preferences (i.e. heavy perfume) that might offend others. 
 
All Residential Staff:  Due to safety issues, while on the job, closed toed, closed heeled shoes 
with non-skid soles and low heels are also required.  Employees are required to wear only 
stud-type earrings and necklaces that do not hang low.
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E.4   SMOKING /USE OF TOBACCO PRODUCTS IN THE WORKPLACE 


Section:  Standards of Conduct  Date of Issue:  7.1.2003 Last Review/Update:  9.28.2022 


 
Purpose:           Florida Keys Children's Shelter interest in establishing this policy is not based on moral 


judgments, nor the specific intent to deny one group of employees their rights over other 
employees.  In workplace conditions, however, Florida Keys Children’s Shelter, Inc. claims a 
greater right, and that is to establish such controls and safeguards as deemed in the best 
interest of the Organization.   


 
  Florida Keys Children’s Shelter interest in this matter is governed by the following 


operational issues: 
• The health and safety of employees including health-related absences. 
• Fire insurance premiums and costs related to fire damage including the potential for 


layoffs and business disruptions. 
• The comfort and convenience of others visiting the Organization and the image of 


the Organization created by an appealing environment. 
• The health concerns of the clients for whom we are responsible. 
• The safety of employees who may carry such items on their person in front of clients. 


 
Policy:  The Florida Keys Children's Shelter complies with all State and Federal mandates regarding 


smoking in the workplace, and in particular complies with the requirements of our federal 
Basic Center Grant to provide a smoke-free environment for our clients.  Therefore, all 
employees are required to observe the no-smoking restrictions as they apply 


 
Procedure: Non-smoking areas:  All indoor workplaces, buildings, restrooms, hallways, elevators, off-


site offices, Organization-owned vehicles, and any other areas where clients might be 
present.  Staff shall not smoke in front of clients. 


 
Staff shall at no time, on or off premises, on duty or off duty, provide any tobacco product 
and/or lighter to a minor.  Staff members providing such items to minors shall be terminated 
from employment. 


 
  Smoking permitted areas:  Outdoor areas out of sight of the clients. 
 


This policy applies to all persons on the premises of Florida Keys Children’s Shelter.  Visitors 
should be politely informed of these restrictions. 


 
Conflicts should be brought to the attention of the appropriate supervisory personnel and, 
if necessary, referred to the CEO for a final decision.  In all cases, the right of a non-smoker 
to protect his/her health and comfort will take precedence over an individual’s desire to 
smoke.  
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E.5   DRUG FREE WORKPLACE 


Section:  Standards of Conduct  Date of Issue:  11.1.1990 Last Review/Update:  9.28.2022 


 
Purpose:            To ensure a safe environment, free from the influence of substance abuse, for both clients 


and employees. 
 


Policy:  Florida Keys Children's Shelter prohibits an employee from: 
• Selling, distributing or dispensing any drug, including alcohol or prescription drugs, 


whether on or off duty, unless the employee is legally entitled to do so regarding the 
substance in question under the circumstances 


• Possessing any alcoholic beverage or unlawful substance while on duty or on the 
Organization’s premises at any time 


• Using any illegal substance at any time 
• Using any other substance (including legal drugs, prescription drugs, alcohol, or any 


other substance) that runs an unnecessary risk of adversely affecting job 
performance.  This includes the use of any such substance, on or off duty that might 
adversely affect job performance on the next scheduled shift.  For instance, the use of 
certain medications that may cause drowsiness while an employed individual is 
responsible for the care of clients (awake supervision) or is responsible for driving a 
company vehicle 


 


Procedure: Florida Keys Children’s Shelter takes seriously the problem of drug and alcohol abuse and is 
committed to providing a Drug free work place for its employees.   The abuse of drugs and 
alcohol has been proven to impair the coordination, reaction time, emotional stability, and 
judgment of the user and could have tragic consequences where demanding or stressful 
work situations call for quick and sound decisions to be made.  This policy applies to all 
employees of the Florida Keys Children’s Shelter, without exception.   Failure to follow the 
below policies can lead to immediate termination of employment.   


Over-the-counter products and legal drugs which have been prescribed for an employee 
and which are being used in the manner prescribed will be allowed, however, these shall be 
maintained on the person and not left unattended nor shared with anyone else (other staff 
and/or clients).   When a drug is prescribed in connection with treatment of a disability, 
employees are urged to advise their supervisor of the use that the Organization can protect 
the workplace and client safety and make accommodations, where appropriate. 


Employees shall always take caution when taking over the counter medications that can 
affect their level of functioning.  These may include, but not limited to Ambien, Benadryl, flu 
medications, etc.    


All employees should report evidence of alcohol or drug abuse by another employee to a 
supervisor.  In cases where the use of alcohol or drugs poses an imminent threat to the 
safety of our consumers, an employee must report the violation immediately.  Failure to do 
so could result in disciplinary action for the non-reporting employee.   
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All potential employees of the Florida Keys Children's Shelter are required to undergo a pre-
employment drug screening.  Failure of such screening generally precludes employment. 
 
Any employee involved in a motor vehicle accident while transporting a client is required to 
submit to an alcohol and drug screen within twelve (12) hours of the incident. 
 
Pending the results of the drug and alcohol screen, Florida Keys Children’s Shelter reserves 
the right to suspend an employee suspected of drug or alcohol abuse.  Termination may 
follow a positive screen. 
 
All new employees receive a copy of the Organization’s Drug-Free Workplace Policy.  
Acknowledgment of the policy and agreement, in writing, to abide by it, is a condition of 
employment. 
 
A presentation regarding drug-free awareness that informs employees about the dangers 
of workplace drug abuse, available counseling and rehabilitation programs and the 
penalties for drug abuse violations is provided during Orientation. 


 
Employees with job performance or attendance problems due to substance abuse issues 
shall bear the responsibility to seek diagnostic and appropriate treatment. 
 
If an employee voluntarily seeks assistance and treatment for an alcohol or drug-related 
problem, the Organization will not take any adverse action based on the seeking of 
assistance. 
 
An employee convicted of violating a criminal drug statute must inform the CEO in writing, 
of such conviction (including please of guilty and no lo contendre) within five (5) working 
days of the conviction occurring.  Federal law requires the Organization to take 
“appropriate personnel action against such an employee” within thirty (30) days of 
receiving such notice.  Florida Keys Children’s Shelter may, in its sole discretion, allow 
employees convicted of violating a criminal drug statute to participate in an approved 
rehabilitation or drug abuse assistance program as an alternative to discipline.  An employee 
accepting such an offer must satisfactorily participate in and complete the program as a 
condition of continued employment.  The program will be at the employee’s expense or as 
covered by the employee’s health plan.
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E.6   HARASSMENT 


Section:  Standards of Conduct  Date of Issue:  01.01.1995 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure that each employee works in an environment that is free of discrimination or any 


form of harassment, based upon race, color, religion, sex, sexual orientation, age, national 
origin, marital status, disability, pregnancy or childbirth-related concerns, or veteran status.  
To help ensure that no employee or client ever feels he/she is being subjected to 
harassment, and in order to create a comfortable work environment, the Organization 
prohibits any offensive physical, written or spoken conduct regarding any of these items, 
including conduct of a sexual nature. 


 
Policy:  Existing laws and regulations both state and federal prohibit harassment and Florida Keys 


Children’s Shelter complies with all applicable legal requirements.  This policy applies to all 
persons either employed at, visiting or volunteering at the operations of Florida Keys 
Children’s Shelter, Inc., including supervisors, co-workers, clients and members of the Board 
of Directors. 


 
  Harassment of, or discrimination against, clients, colleagues, visitors or community 


representatives, or any other persons or groups with whom an employee may come into 
contact with as a representative of the Florida Keys Children's Shelter, Inc. is strictly 
prohibited. 


 
Procedure: Florida Keys Children's Shelter, Inc. is intolerant of any form of sexual harassment at the 


workplace, including acts of non-employees.  Persons harassing others will be dealt with 
swiftly and vigorously. 


 
  Harassment includes the following: 


• Unwelcome or unwanted advances, including sexual advances.  This means patting, 
pinching, brushing up against, hugging, cornering, kissing, fondling, or any other 
similar physical conduct. 


• Unwelcome requests or demands for favors, including sexual favors.  This includes 
subtle or blatant expectations, pressures or requests for any type of favor, including 
a sexual favor (this includes unwelcome requests for dates). 


• Making submission to or rejection of such conduct the basis for:  an implied or stated 
promise of preferential treatment or negative consequence concerning the 
employee’s employment status; employment decisions affecting the employee; an 
employee’s continued employment; or an applicant’s potential employment. 


• Verbal abuse or kidding that is oriented toward a prohibited form of harassment, 
including that which is sex-oriented and considered unwelcome.  This includes 
comments about an employee’s national origin, race, body, disability, or appearance 
where such comments go beyond courtesy; telling “dirty jokes” that are unwanted 
and considered offensive; or any tasteless sexually-oriented comments, innuendoes 
or actions that offend. 


• Any type of sexually-oriented conduct or other prohibited form of harassment that 
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would unreasonably interfere with an employee’s work performance.  This includes 
extending unwanted sexual attention to someone whether or not it reduces that 
person’s productivity or time available to work at assigned tasks. 


• Creating intimidating, hostile, abusive or offensive working environment because of 
unwelcome or unwanted conversations, suggestions, requests, demands, physical 
contacts or attentions, whether sexually oriented or otherwise related to a prohibited 
form of harassment. 


 
Normal, courteous, mutually respectful, pleasant, non-coercive interactions between 
employees, that are acceptable to both parties, are not considered to be harassment, 
including sexual harassment.  Each employee of the Organization should feel free to inform 
others when interactions are not welcome or when interactions have crossed their personal 
boundaries. 


 
Employees having any questions concerning this policy should contact the CEO for a 
confidential and frank discussion, and employees are assured that the utmost discretion will 
be used in the handling of such matters. 


 
Complaint Investigation Process 
The very nature of harassment makes it virtually impossible to detect unless the person 
being harassed registers his or her discontent with the appropriate management 
representative.  Consequently, in order for the Organization to maintain a workplace free 
of such problems, employees must report offensive conduct or situations. 


 
Deliberately falsified accusations are regarded as malicious and represent serious 
infractions of this policy.  Therefore, deliberate, false accusations will result in disciplinary 
action. 


 
Reporting of Harassment 


• Employees who believe they have been harassed in the workplace should promptly 
report the facts of the incident or incidents and the names of the individuals involved 
to the CEO. 


• Supervisors should immediately report any incidents of sexual harassment, of which 
they become aware, to the CEO. 


• Employee who believes being discriminated against because other employees are 
receiving favored treatment in exchange for, in example, sexual favors, should 
promptly report such to the CEO. 


• All reported incidents will be promptly investigated.  The person who allegedly initiated 
the sexual harassment will be interviewed, informed of the basis of the complaint and 
allowed the opportunity to respond.  The Organization may elect to utilize an 
independent, outside third party to investigate the complaint. 


• After conducting a thorough investigation, summaries of:  the complaint, the response, 
the facts as determined by the investigation, a finding and a recommendation will be 
reviewed and approved by the CEO.  All parties involved will be notified of the outcome. 
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• If it is determined that sexual harassment has occurred, or a deliberately fabricated 
claim has been registered, appropriate disciplinary action, up to and including 
discharge, will be taken.  The severity and frequency of the offense, or other conditions 
surrounding the incident will determine the severity of the discipline. 


• A record of the complaint and the findings will become a part of the complaint 
investigation record and the file will be maintained separately from the employee’s 
personnel file. 


• An individual electing to utilize this complaint resolution process will be treated 
courteously, the problem handled swiftly and as confidentially as feasible in light of the 
need to take appropriate corrective action, and the registering of a complaint will in no 
way be used against the employee, nor will it have an adverse impact on the individual’s 
employment status.  Employees who complain of harassment may do so without fear 
of reprisal.  Reported or observed acts of reprisal toward an employee who has filed a 
harassment complaint will be subject to disciplinary action. 


• Persons reporting harassment by the CEO should contact the president of the Board of 
Directors. 
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E.7   OFF-DUTY CONDUCT AND EMPLOYMENT 


Section:  Standards of Conduct  Date of Issue:  7.1.2003 Last Review/Update:  9.28.2022 


 
Purpose:           Generally, Florida Keys Children's Shelter, Inc. regards the off-duty activities of employees 


to be their own personal matter rather than that of the Organization.  However, certain 
types of off-duty activities by employees represent the potential of a material concern to 
the Organization, and for that reason, the following is established with the intent to specify 
conditions and guide employees. 


 
Policy:  Employees who engage in, or are associated with illegal conduct, the nature of which 


adversely affects the Florida Keys Children's Shelter, Inc. or their own ability or credibility to 
carry out their employment responsibilities, may be subject to disciplinary action, including 
termination.  Employees may engage in off-duty employment, provided the following 
guidelines and restrictions are met.  


 
Procedure: Employees may engage in off-duty employment for compensation, provided that: 


• Employee’s supervisor and appropriate senior manager grant an in advance a written 
approval  


• The employment does not conflict with the employee’s work schedules, duties and 
responsibilities 


• The employment does not create a conflict of interest or incompatibility with 
Organization employment 


• The employment does not create a detrimental effect upon the employee’s work 
performance with the Organization 


• The employment does not involve conducting business during hours of employment 
with the Organization 


 
Self-employment is considered off-duty employment and falls under the same conditions as 
other off-duty employment, with the addition of the restriction that it does not involve 
ownership of a private business that is incompatible with an employee’s Organization 
position. 
 
Employees wishing to engage in off-duty employment are required to submit a written 
request explaining pertinent details to their supervisor.  If approved by the supervisor and 
the appropriate senior manager, copies of the request will be given to the employee and 
the supervisor and entered into the employee’s personnel file.  Upon any subsequent 
change in off-duty employment, including the employer, the type of work performed, 
modification of work schedule, or work location, the employee will be required to submit a 
new or revised written request for off-duty employment and it will be processed as above. 


 
An employee who sustains an injury or illness in connection with off-duty employment will: 


• Not be entitled to receive worker’s compensation benefits provided by Florida Keys 
Children’s Shelter, Inc. 
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• Not be entitled to receive paid sick leave.  If sick leave is paid in error, the 
Organization will be entitled to recover such wages from the employee 


• Not accrue credit for vacation, sick leave, or any other discretionary employment 
benefits during a period of absence resulting from such injury or illness  


• Not be entitled to the normal contribution of Florida Keys Children's Shelter, Inc. 
towards health care benefit premiums during a period of absence resulting from 
such injury/illness 


• In cases where an off-duty, non-employment-related injury or illness results in an 
employee’s temporary disability, the employee must either request and obtain a 
leave of absence without pay, request and use accrued paid time off whereby items 
detailed above would not apply, or be subject to termination by the Organization 
due to the lack of availability for work. 


 
An employee’s authorization to engage in off-duty employment may be revoked at any time, 
and at the sole discretion of the Organization when determined to be in the best interest of 
the Organization to do so.  Such revocations are generally based on a finding that the 
conditions set forth herein have not been met. 
 
An employee accepting outside employment under the terms of this rule shall make 
arrangements with the outside employer to be relieved from his/her outside duties 
immediately, if and when called to work by the Organization. 
 
Equipment, facilities, vehicles or property of the Organization shall not be used by 
employees for outside employment. 
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E.8   SEARCH OF PROPERTY 


Section:  Standards of Conduct  Date of Issue:  7.1.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To inform employees of Florida Keys Children’s Shelter right to search property at any time. 
 
Policy:  Florida Keys Children's Shelter, Inc. reserves the right to inspect all areas of its operations, 


premises, the contents thereof and to supervise telephone conversations conducted at 
Florida Keys Children’s Shelter premises at any time, with or without notice. 


 
Procedure: From time to time, employees may be assigned office furniture, files, equipment, computer 


equipment, computer files, magnetic media, work areas, and/or offices for the convenience 
of the Organization.  Such property shall remain the sole and exclusive property of the 
Organization and is subject to search at any time for the purpose of determining whether 
alcohol, drugs, weapons or other materials or items, illegal or prohibited by the 
Organization’s policies, are contained therein. 
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E.9   SOLICITATION AND DISTRIBUTION 


Section:  Standards of Conduct  Date of Issue:  01.01.1995 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure that no employee feels coerced in the workplace to accept unwanted materials 


that are not work-related, to purchase items that are not work-related, to or to contribute 
to causes. 


 
Policy:  The unauthorized sale of tickets, solicitation of contributions, or the distribution of handbills 


can cause disruptions in the workplace.  Therefore, such activities shall not normally be 
allowed and then only with the prior approval of the appropriate Manager. 


 
Procedure: Employees should seek supervisory approval prior to distributing external information, 


prior to the sale of tickets or prior to the solicitation of contributions to co-workers. 
 
  From time to time, collection of money for gifts, flowers, parties or cases of particular 


hardship may be deemed as appropriate activities.  Such collections may be permitted with 
the approval of the appropriate manager.  However, participation is strictly voluntary and 
no employee should be made to feel that participation is mandatory. 
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E.10   NON-DISCRIMINATION 


Section:  Standards of Conduct  Date of Issue:  01.01.1995 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure that employees, clients, visitors and volunteers are free from an environment of 


discrimination of any sort. 
 
Policy:  The Florida Keys Children's Shelter, Inc. will not unlawfully discriminate against any person 


or categories of persons protected by federal, state or local requirements. 
 
Procedure: Florida Keys Children's Shelter does not tolerate discrimination of any sort. 
 
  Any individual that feels he/she is being discriminated against for any reason including age, 


gender, sexual orientation, color, race, creed, national origin, ancestry, religious persuasion, 
marital status, political belief, physical or mental disability, pregnancy, or any other 
classification should report such activity immediately. 


 
  Complaint Investigation Process: 
  The nature of discrimination is such that it is almost imperceptible and therefore impossible 


to detect unless the person being discriminated against reports the activity.  Employees 
must report such offensive behavior. 


 
  Deliberately falsified accusations are regarded as malicious and represent serious 


infractions of this policy. 
 
  Reporting of discrimination: 


• Employees who believe they have been discriminated against should promptly report 
the facts of the incident or incidents and the names of the individuals involved to the 
CEO. 


• Supervisors should immediately report any incidents of discrimination, of which they 
become aware, to the CEO. 


• All reported incidents are promptly investigated.  All persons involved will be 
interviewed.  The person who allegedly initiated the discrimination will be provided 
an opportunity to respond.  The Organization may elect to utilize an independent, 
outside third party to investigate the complaint. 


• After conducting a thorough investigation, summaries of:  the complaint, the 
response, the facts as determined by the investigation, a finding and a 
recommendation will be reviewed and approved by the CEO.  All parties involved will 
be notified of the outcome. 


• If it is determined that discrimination has occurred, or a deliberately fabricated claim 
has been registered, appropriate disciplinary action, up to and including discharge 
will be taken.  The severity and frequency of the offense, or other conditions 
surrounding the incident will determine the severity of the discipline. 


• A record of the complaint and the findings will become a part of the complaint 
investigation record and the file will be maintained separately from the employee’s 
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personnel file. 
• An individual electing to use this complaint resolution process will be treated 


courteously, the problem handled swiftly and as confidentially as feasible in light of 
the need to take appropriate corrective action, and the registering of a complaint will 
in no way be used against the employee, nor will it have an adverse impact on the 
individual’s employment status.  Employees who complain of discrimination may do 
so without fear of reprisal.  Reported or observed acts of reprisal toward an 
employee who has filed a discrimination complaint will be subject to disciplinary 
action. 


• Persons reporting discrimination by the CEO should contact the Chair of the Board of 
Directors. 
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E.11   WHISTLEBLOWER PROTECTION ACT 


Section:  Standards of Conduct  Date of Issue:  07.01.2009 Last Review/Update:  9.28.2022 


 
Purpose:           Protection of Reporters of Suspected Misconduct (Whistleblower) Policy and Procedures 


Tool  
 
Policy:  The Florida Keys Children’s Shelter expects all its employees to be honest and ethical in their 


conduct, and to comply with applicable State and Federal law, Florida Keys Children’s 
Shelter policies and administrative procedures. The support of all employees is necessary to 
achieving compliance with various laws and regulations. The Florida Keys Children's Shelter, 
Inc. has established a formal process for handling applicable reports or complaints of policy, 
practice, or activity of the Florida Keys Children’s Shelter that is in violation of law. The 
Florida Keys Children’s Shelter will prevent any retaliation of any sort against the reporter. 


 
Procedure: If any employee reasonably believes that some policy, practice, or activity of the Florida 


Keys Children’s Shelter is in violation of law, a written complaint must be filed by that 
employee with the CEO or the Board President. An employee must bring the alleged 
unlawful activity, policy, or practice to the attention of the Florida Keys Children’s Shelter 
and provide the Florida Keys Children’s Shelter a reasonable opportunity to investigate and 
correct the alleged unlawful activity. 


 
  If the Florida Keys children shelter does not make a reasonable effort to correct the 


violation, which includes, but is not limited to referring such violations to the appropriate 
law enforcement or governmental agency within a reasonable time of receipt of a written 
complaint of the possible violation the employee may file a written report providing 
sufficient details to identify and describe the possible violation with: 


 
1. The prosecuting authority of the county or municipal corporation where the violation 


occurred; 
2. Appropriate law enforcement agency; 
3. Any other appropriate public official agency having regulatory authority over District, 


and the actives in which the District is engaged. 
 
  Determination of Accuracy of Possible Violation: 


An employee shall make a reasonable and good-faith effort to determine the accuracy of 
any possible violations. If an employee fails to make a reasonable and good-faith effort, she/ 
he may be subject to disciplinary action, including suspension or termination, for reporting 
information without a reasonable basis to do so. Employees are subject to disciplinary 
action, up to and including termination, for perversely, knowingly, or recklessly making false 
report under this policy. 
 
Prohibition against Retaliation: 
This protection is only available to those employees that comply with the requirements of 
“reporting violations.” The Florida Keys Children’s shelter will not retaliate against an 
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employee who is in good faith, has made a protest or raised a complete against some 
practice of the Florida Keys Children’s Shelter, or of another individual or entity with whom 
the Florida Keys Children’s Shelter has a business relationship, on the basis of a responsible 
belief that the practice is in violation of law, or clear mandate of public policy the Florida 
Keys Children’s Shelter will not retaliate against employees who disclose or threatened to 
disclose to a supervisor for a public body, and activity, policy, or practice of the Florida Keys 
children shelter that the employee reasonably believes is in violation of a law, or rule, or 
regulation mandated pursuant to law or is in violation of a clear mandate of public policy 
concerning the health, safety, welfare, or protection of the environment. 
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F.1    INTERNAL COMMUNICATIONS 


Section:  Communications  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           Florida Keys Children's Shelter’s goal is strong internal communications. 
 
Policy:  The Organization will employ a variety of methods to encourage the dissemination of 


information, issues, concerns and other items of interest to its employees. The organization 
will provide feedback to personnel about any suggestions or recommendations they may 
have. Some mechanisms may be verbal communication, as in meetings, while at other times 
the Organization may provide written materials. 


 
Procedure: The following is a listing of the ways in which the Organization may communicate to and 


with its employees and the position responsible for a specific communication. 
 


Meetings 
One-on-one supervision Supervisor 
Safety Committee meetings Maintenance 
Senior Management Meetings President and Chief Executive Officer 
Monthly Board of Directors meeting  Board Chair 
Weekly, bi-weekly or monthly staff meetings Supervisor 


Bulletin Boards 
FKCS/Program-specific information Program Coordinators/Designee 
Legally required posters Exec Administrative Assistant 
Job Postings Exec Administrative Assistant 
Safety Committee minutes Committee Coordinator 
News Clippings Program Coordinators/Exec Admin. Asst/Designee 
Training Information Chief Learning & Evaluation Officer (CLEO) 


Memoranda 
Company-wide Information President/CEO or Senior Manager 
Program/Department specific  Program Coordinators 


Manuals 
Personnel Policies President and CEO 
Accounting Policies CFO 
Job Descriptions/Pay Classification COO/CFO 
Program Policies and Procedures CEO/COO/CLEO 
Emergency Preparedness Plan CEO/CLEO/Program Coordinators 
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F.2    EXTERNAL COMMUNICATIONS 


Section:  Communications  Date of Issue:  01.01.1995 Last Review/Update:  9.28.2022 


      
Purpose:           To provide a single point of contact for the public to access information about the Florida 


Keys Children’s Shelter, its services and any issues related to operations.   
 


To provide a coordinated, planned approach to informing the public about the Florida Keys 
Children’s Shelter and to develop and support the image of the Florida Keys Children’s 
Shelter. 


 
Policy:  The Board of Directors has designated the CEO as the single point of contact 


(spokesperson) for Florida Keys Children’s Shelter, particularly in times of crisis.  The CEO 
may approve additional staff members as appropriate.  Unauthorized communication to the 
media is prohibited. 


 
Procedure: All media contacts should be directed to the CEO as soon as possible. 
 
  All materials for external distribution (annual reports, newsletters, brochures, flyers, etc.) 


are created under the direction of the CEO. 
 
  No unauthorized materials are to be created or distributed.  Materials developed on behalf 


of the Florida Keys Children’s Shelter are consistent in content and graphics and may not be 
altered in any way. 


 
All forms, including fax cover sheets, report formats; letterhead, etc. are developed in 
Administration and reflect the image of the Florida Keys Children’s Shelter.  They may not 
be altered in any way without authorization, and any such approved changes will be 
applicable to the entire organization.        
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F.3    SOCIAL MEDIA 


Section:  Communications F.3 Date of Issue:  01.14.2013 Last Review/Update:  9.28.2022 


 
Purpose:            The Florida Keys Children’s Shelter recognizes the value of online social media tools for 


connecting with members, staff, donors, and volunteers. Our web presence should project 
a positive image that is reflective of our overall brand and is consistent with our mission. 
However, in order to ensure we maintain a values-oriented, positive, professional image, 
and to protect the safety and privacy of our clients, staff and volunteers all employees and 
volunteers must abide by the following expectations when using social media for work or 
personal purposes. This policy was established to maintain the integrity of our brand with 
respect to communication frequency, strategy, message and appearance. Failure to follow 
the above guidelines may result in disciplinary action, up to and including termination of 
employment. 
 


Policy:  Florida Keys Children’s Shelter has a Social Media Policy in place 
 


Procedure:  
Using Social Media for Work Purposes 
• Official social media and networking sites (Facebook, Twitter, MySpace, YouTube, 


Flickr, Vimeo, etc.) for the Florida Keys Children’s Shelter will provide relevant and 
current information 


• All official Florida Keys Children’s Shelter social media sites/pages will be monitored 
for content on a regular and consistent basis by the CEO and the Chief Development 
Officer.  


• Florida Keys Children’s Shelter Facebook account is maintained by Florida Keys 
Children’s Shelter administration. In addition to updates, the site can be used to 
promote program-specific events and updates. 


• Florida Keys Children’s Shelter business can only be conducted on official Florida Keys 
Children’s Shelter sponsored or approved social media pages with authorization from 
the CEO. 


 
Using Social Media for Personal Purposes 


• Florida Keys Children’s Shelter staff who maintain individual pages on social media 
sites to connect with their friends and family should do so during non-work hours. 


• Personal websites that identify the person as a Florida Keys Children’s Shelter 
employee must be consistent with and should not undermine the Florida Keys 
Children’s Shelter mission 


• Staff members shall not post content, including text, pictures, logos, and images 
regarding the Florida Keys Children’s Shelter that can be reasonably deemed as 
disparaging or offensive to the Florida Keys Children’s Shelter, its members, staff or 
the community 


• Staff must use common sense in disclosing any information about the Florida Keys 
Children’s Shelter (the organization, its clients, volunteers, donors, etc.) and adhere 
to all applicable policies regarding confidentiality and proprietary information 
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• Staff should recognize that they are personally responsible for the content they 
publish on social media sites. Additionally, staff will be disciplined for commentary, 
content, or images that are defamatory, pornographic, proprietary, harassing, 
discriminatory, libelous, or that can create a hostile work environment 


 
Examples of inappropriate content include: 


o References / photos of alcohol or illicit substances 
o Photos with revealing clothing 
o Disclosure of confidential information related to past, present or future 


employees, volunteers, clients, guests, donors, or other persons conducting 
business with the Florida Keys Children’s Shelter 


o Posting disparaging, discriminatory, harassing, or defamatory information about 
past, present or future employees, volunteers, clients, guests, donors, or other 
persons conducting business with the Florida Keys Children’s Shelter. 


 
•  If speaking about the Florida Keys Children’s Shelter externally through social media, 


staff must make it clear to the reader that the views expressed on social media sites 
are theirs alone and that they are not speaking on behalf of the Florida Keys Children’s 
Shelter 


• You may have legal liability for information you contribute over any online 
communication channels regarding the Florida Keys Children’s Shelter 


•  Unless you are using a social media site for legitimate work purposes, accessing any 
social media site for personal purposes while at work is strictly prohibited. This 
includes accessing pages via office computer, laptop, or mobile phone 


 
Friending clients and volunteers 


• Sometimes, prior clients and volunteers may ask employees to become their "friend" 
on social media sites. This is allowed, but employees must remember they are 
representing the Florida Keys Children’s Shelter at all times and that the Guidelines in 
this policy apply to these online relationships; employee should also consider creating 
a more limited profile for general or work-related purposes and reserve their full 
personal profile for friends and family only. 


• It is not recommended that Florida Keys Children’s Shelter staff "friend" any 
volunteer, client or prior client under the age of 18 on any social media site, except on 
official Florida Keys Children’s Shelter -sponsored or approved sites. 


 
Working with Teens Online 


• Because of the nature of their jobs, several Florida Keys Children’s Shelter staff 
members work closely with teen groups and need to communicate with them and 
their parents online. These staff members must get permission from their immediate 
supervisor before creating social media pages for their program.  


• Staff are prohibited from encouraging Florida Keys Children’s Shelter staff, clients or 
volunteers to set up social media pages on behalf of the Florida Keys Children’s 
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Shelter. If you do run across a page purporting to be a Florida Keys Children’s Shelter-
sponsored or approved page, please let Florida Keys Children’s Shelter administration 
know as soon as possible so that we can provide a disclaimer for them to put on their 
page, or ask the administrator to remove the page altogether.  


 
Donor Recognition and Solicitations 


• Recognition of donors on any Florida Keys Children’s Shelter social media page is 
strictly prohibited without express written consent. 


• Solicitation of donations via social media may be done only using the approved 
language and technology provided by the Florida Keys Children’s Shelter and requires 
prior authorization.  


• Posting photos and videos of Florida Keys Children’s Shelter activities online 
• If stakeholder’s wish to share a photo or video online on an official Florida Keys 


Children’s Shelter social media site/page, please contact Florida Keys Children’s 
Shelter administration. 


• All photos and videos that include children under the age of 18 is strictly prohibited 
without legal consent. 


 
Website 


• To maintain consistency in content, presentation and information delivery, no website 
bearing the Florida Keys Children’s Shelter name is to be created without the Florida 
Keys Children’s Shelter’s express written consent.  
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G.1   EMPLOYEE TRAINING 
Section:  Employee Development and                
Performance   


Date of Issue:  October 2004 Last Review/Update:  9.28.2022 


 
Purpose:  To provide employees with a base of knowledge and skills and to ensure that employees 


have the necessary aptitude to perform their job duties.  It is the hope of the Organization 
that each employee recognizes his or her personal responsibility for the continuous 
improvement of those job skills that each individual brings to the world of employment.  The 
need for skill building does not end when one finishes high school or college.  While Florida 
Keys Children’s Shelter has a responsibility to offer and provide training opportunities for 
specific skills, the individual retains the responsibility to build core skills through the training 
opportunities provided and continue individual learning 


  


Policy:   Employee training is an integral part of the success and efficiency of Florida Keys Children's 
Shelter operations, and instrumental to employee development within their jobs and in 
preparation for career advancement.  Therefore, training is viewed as a shared responsibility 
of management and employees in order to accomplish the mutual benefit of an increasingly 
skilled and efficient workforce.  


 


Employees must meet all training requirements to satisfy our funding source, contractual 
or other local, state and federal guidelines. All direct care CINS/FINS staff, (full or part-time) 
including independent contractors, shall have a minimum of 80 hours of training for the first 
full year of employment and 24 hours of training each year after the first year.  Direct care 
staff in residential programs licensed by DCF are required to have 40 hours of training per 
year after the first year.    
 


If there is a break in employment for less than six (6) months, there must be documentation 
in the employee file that the supervisor has reviewed previous training that is applicable to 
the timeframe identified and signed off on verified completion. 


 


Procedure:  Responsibility for the development of employee training programs is assigned to the Chief 
Learning and Evaluation Officer (CLEO) or its designee, who will be reviewing training needs 
at regular intervals to assure that effective training is accomplished within Florida Keys 
Children’s Shelter resources and training priorities. While some training requirements are 
applicable to all employees, each program area has specific training requirements and 
additional requirements may be developed as opportunity or need indicate.  Refer to 
specific Program Policies and Procedures Manual for Training Requirements and/or 
opportunities that are applicable to your position 


 


Orientation  
All new staff will be hired into the Trainee Program as trainees and expected to complete 
all modules of a Trainee Program curriculum developed and approved by CLEO or its 
designee.   Initial Training plan is provided to all new staff which lists all of the trainings. 
 


During the trainee orientation period, all staff receive training in various areas including risk 
management (Refer to Policies & Procedures 5.01 Employee Training).   These include but 
not limited to:   
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• OSHA requirements that include safety in the workplace, chemical and material 
hazards (Material Safety Data Sheets – MSDS), and blood borne pathogens. 


• Disaster Preparedness and Emergency Response plans as developed by the program 
and contained in the Emergency Preparedness Plan Manual. Disasters and 
emergencies include, but are not limited to hurricanes, tornadoes, fires, floods, 
chemical spills, riots, shootings and hostage situations, bomb threats, nuclear 
accidents, and terrorist attacks. 


• First Aid/CPR training is required for all direct service staff. Staff are also trained in 
Universal Precautions and are required to follow established practices and utilize 
available safety equipment provided by the agency. 


• Training on Video Camera surveillance equipment that may be utilized in the 
residential facility to monitor client’s activities, record major incidents and to protect 
staff against any allegations of misconduct made by clients. 


• Staff working in direct contact with clients in the residential facilities will receive 
training in Personal Safety and Self Defense techniques. Refer to the Policies and 
Procedures Manual for established specific policies related to the “use of force” and 
set clear expectations for staff to follow in crisis situations. 


• Staff will receive Suicide Prevention training. This training includes the statewide 
protocol related to suicide prevention as well as FKCS policies to address suicide risk 
assessment, response and prevention. 


• Training on the Medical and Mental Health Alert System will be provided for all 
residential staff. This system allows staff to easily, quickly and consistently identify 
clients who have medical, mental health, and/or substance abuse issues or who have 
other risk oriented behaviors such as being at risk for suicide/homicide, a history of 
physical or sexual aggression or a flight risk. 


• Training on use of the Incident Report File to document and record all serious or 
severe incidents. Training in notification of agency administrators and the filing of 
an Incident Report that should be initiated immediately and must occur within 2 
hours of the incident. 


• Training on child abuse allegations made by clients against parents/guardians, 
agency staff or other caretakers must be reported immediately to the state via the 
Child Abuse Hotline at 1-800-960ABUSE. Clients must also be given unimpeded 
access to self-report abuse whenever they request to do so. 


 


In addition, new employees receive an overview of the Organization’s structure, programs, 
policies, procedures and expectations during Orientation Training.  Supervisors have a 
responsibility to coordinate the employee’s schedule allowing time for travel and to attend 
Orientation Training.   The orientation topics include but not limited to the following: 


• Organization history, mission and funding sources 
• Formal organizational structure and brief introduction to senior leadership 
• Benefits 
• Policies and Procedures 
• Behavioral Expectations 
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• Behavior Management 
• Client Rights 


 


During the Orientation period, employment may be terminated at the will and discretion of 
Florida Keys Children’s Shelter at any time should employee termination be regarded as 
necessary and appropriate by either the employee or the Organization.  It is recognized, not 
all individuals are suited for, or capable of performing the required work.  Should an 
employee’s job performance prove unsatisfactory during the orientation period, the 
employee shall be released from Florida Keys Children’s Shelter and notation provided for 
the personnel file.  Such employee is not considered for re-hire. 
 


Responsibility of Training  
Responsibility for training and observance of safe workplace practices is shared equally by 
each employee.  In this regard, employees are responsible for attending, learning, and 
applying the information provided by in-service training, and will be responsible for self-
initiation of that training outside the work environment that could reasonably lead to, or be 
required for promotional employment opportunities. 
 


The Senior Management Team is responsible for developing and conducting training 
programs to meet the needs of the Organization’s varied departments and to provide 
supervisory and management training. 
 


Program Coordinators and Operations Managers are responsible for identifying training 
needs as they occur so that Senior Managers are able to develop and implement training 
programs in a timely manner. 
 


Individual employees are responsible for identifying their own areas of strength and 
weakness and seeking, participating and implementing new skills. 
 
Florida Keys Children’s Shelter also encourages staff to expand and improve the individual 
and collective knowledge base through professional magazines and periodicals, books and 
seminars.  Creativity and innovation in program development and service delivery are 
especially valued within the organization.  Supervisors are strongly encouraged to recognize 
and reward such contributions to the success of the Organization. 
 
Payment for Training 
Training programs required or authorized by the Organization shall be paid for by the 
Organization, as budget limitations permit.  Payment for the training programs is separate 
and distinct from the compensation paid to employees in the form of salary or wages.  
Employees may be authorized to attend training programs during scheduled working hours 
subject to the approval of their supervisor.  When the needs of the Organization so require, 
the employee may be directed to attend training programs, meetings or conferences as part 
of the vocational training required of the position.  In such cases, attendance may be 
mandatory and reasonable payment for meals, lodging, travel and associated costs may be 
authorized.    







 


 
Florida Keys Children’s Shelter Personnel Policy & Procedure Manual 
 


 Last Update:  09.28.2022 


 


G.2   PERFORMANCE EVALUATIONS 
Section:  Employee Development and                
Performance  Date of Issue:  09.01.1990 Last Review/Update:  9.28.2022 


 
Purpose:           Continuous performance evaluation supports the development of each employee as a 


contributing member of the workforce.  It offers an opportunity for each employee to view 
their performance through the perspective of the employer, evaluate areas of strength and 
weakness, determine training goals and determine continued suitability for employment. 


 
Policy:  Performance reviews are prepared annually at year-end for all regular employees and for 


newly hired employees after completion of their initial three (3) months of employment. 
 
Procedure: Performance evaluation is a continuous process, not an activity restricted to the production 


of the annual review.  Throughout the year supervisory personnel are expected to provide 
reasonable training of employees; to assign, direct, control and review the work of 
subordinate employees and to make efforts to assist employees in correcting deficiencies.  
Supervisors should carry out informal, regular discussions with employees throughout the 
year and summarize progress more formally and in writing in the annual performance 
evaluation.  The informal discussions should seek to establish: 


• How the job is going (giving praise were due and criticism where necessary). 
• What problems, if any, have arisen 
• What requirements there may be for training, or re-training 
• What specifically is expected of the individual over the next six (6) month period 


 
The informal discussions should form a natural progression, culminating in the performance 
review, so that no points covered in that review come as a complete surprise to the 
employee.  The performance review summarizes all major points covered in the informal 
discussions.  The formal review: 


 
• Allows individuals to learn their supervisor’s view of how they have been performing 


their job and what will be expected of them in the coming year 
• Gives employees an opportunity to express their views on their performance 


evaluation and their future with the Organization 
• Places vital information contained in the performance evaluation on record for 


purposes of career development, training, transfer, promotion and salary review. 
 


Performance Evaluations include 
• An assessment of job performance in relation to the expectations defined in the job 


description and the objectives established in the most recent review 
• Clearly defined objectives for future performance 
• Recommendations for further training and skill building 


 
Signature 
The employee must sign the performance evaluation form to acknowledge awareness of its 
contents and discussion with the supervisor.  The employee should understand that by 
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signing the form they are not signing that they necessarily agree with all the comments 
made, but rather that it has been discussed with them.  If the employee does not fully agree 
with the contents of the evaluation, the employee may provide comment on the form 
before signing.  At the completion of the interview, a signed copy of the final evaluation is 
given to the employee. 


 
Effects of Substandard Rating 
A substandard rating, as applied to performance evaluations, means any rating below the 
rating level of competent.  Employees receiving a substandard rating or ratings may have 
their employment conditions modified in the following manner: 


• Ineligibility for promotional consideration until the deficiency is corrected. 
• Ineligibility for a merit or performance-based bonus. 
• Ineligibility for a market or other type salary adjustment. 
• Transfer to a comparable position or demotion of an indefinite duration. 
• Termination of employment. 


 
Specific action that may occur as the result of a substandard rating(s) will depend on, but 
not be limited to, such considerations as the weight or significance of the evaluation 
category compared to the importance of other aspects of job performance, and the length 
of time pertinent job factors have been observed by the supervisor.  Employees receiving 
substandard rating(s) will also receive a work improvement plan and may be placed on 
probation.  The period of six (6) months is allotted to improve in deficient categories unless 
the rating has resulted in transfer, demotion or termination. 
 
Right to Dispute Evaluation 
Florida Keys Children's Shelter has an internal mechanism to adjudicate differences of 
opinion in relation to an employee’s performance evaluation.  This process is described 
under Section I Grievances.  Employees who believe they have not received a fair evaluation 
process are encouraged to use this method to resolve their issues. 
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G.3   OUTCOMES ORIENTED PERFORMANCE  EXPECTATIONS 
Section:  Employee Development and                
Performance   Date of Issue:  09.15.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure a positive result from the employment relationship that benefits the children and 


families served, the community and the funding agencies.  Florida Keys Children’s Shelter 
recognizes the importance for each employee to understand the significance of each 
position in achieving the results desired by the Organization that ultimately achieve the 
mission of Safe Kids, Strong Families and a Healthy Community. 


 
Policy:  It is the policy of the Florida Keys Children's Shelter to establish outcomes oriented 


performance expectations for each employee.  These outcomes are to be a part of the 
performance evaluation system developed for each position in the Organization. 


 
Procedure: Each supervisor must ensure that their employees understand the concept of outcomes, 


must clearly define outcomes for each position they are responsible for and must hold each 
individual accountable for achieving those outcomes. 


 
  The outcomes (or expectations) as defined for each position shall be incorporated into the 


position descriptions and in the performance evaluation process.   
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G.4   SUPERVISION AND ACCOUNTABILITY 
Section:  Employee Development and 
Performance Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure an understanding of the chain of command and to ensure each employee is 


provided appropriate supervision by the individual accountable for that supervision. 
 
Policy:  It is the policy of the Florida Keys Children's Shelter that appropriate supervision be 


provided by qualified individuals throughout the organization and that each employee 
receive annual evaluation by the person responsible for that employee’s performance. 


 
Procedure: Florida Keys Children's Shelter maintains an updated Organization Chart clearly outlining 


the organizational hierarchy or chain of command.  It is important for each employee to 
become familiar with this chain of command to better understand the appropriate authority 
responsible for ensuring his or her success. 


 
  Moreover, each Florida Keys Children’s Shelter site has its own established chain of 


command.  New employees will be notified of their direct supervisor on the first day of 
employment or at orientation.  Typically, the chain of command is as follows: 


 
Position Title Direct Supervisor 
Administrative Staff CEO / COO  
Youth Support Staff including Coaches Residential Coordinator 
Residential Counselor and CBC Staff Counseling Coordinator 
CFO CEO/COO 
Residential Coordinator CEO / COO 
TLP Staff Outreach/TLP Coordinator  
Project Outreach Outreach  Coordinator 
Outreach Coordinator CEO/COO 
Counseling Coordinator CEO/COO 
Maintenance Staff Residential Coordinator 
Food Service Director Residential Coordinator 
Chief Learning & Evaluation Officer CEO/COO 
Assistant Residential Coordinator Residential Coordinator 


 
Supervision (clinical and/or administrative)  
The employee’s immediate supervisor is the appropriate individual, in most circumstances, 
to provide coaching, mentoring, training, consultation, encouragement, criticism and 
discipline.  Additional supervision is available at the request of the employee or at the 
request of the supervisor.   


   
Any concerns or ongoing issues that need to be monitored, as well as any positive remarks, 
shall be documented on the Organization’s  “Employee Counseling Form.”  


 
Employees are expected to understand the job duties, responsibilities and expectations 
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relating to their position.  Questions or concerns regarding the above should be directed to 
their immediate supervisor for clarification.  Disputes should be taken to the next level of 
the chain of command for further clarification and resolution.  


 
Supervisory Training 
Supervisory training is important to ensure fair and equal implementation of the 
Organization’s policies and procedures and to ensure compliance with state and federal 
laws.  Supervisory training materials are available for review from the CEO. 
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H.1   DISCIPLINARY PHILOSOPHY 


Section:  Disciplinary Action  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose:           To maintain the most harmonious, pleasant, and positive work environment possible and 


thereby make work relations an enjoyable experience for all. 
 
Policy:  The Florida Keys Children's Shelter, Inc. has established a system of progressive discipline.  


The system is not a limitation on the Organization, but it provides a guide to assist 
employees in correcting problems.   


 
When it is determined that an employee is not fulfilling the responsibilities of the position 
to which he/she has been assigned, all reasonable steps should be taken to assist the 
employee and avoid discharging the employee.  Depending on the nature and 
circumstances of the problem(s), discipline will normally, but not necessarily, be progressive 
and bear a reasonable relationship to the seriousness of the violation. 
 
Florida Keys Children’s Shelter is required to provide appropriate notice to employees when 
issuing disciplinary actions.  Employees are required to acknowledge the action, even if they 
disagree with the action taken, by signing a copy of the notice. 


 
Procedure: Management personnel shall attempt to resolve conduct, rule violation and performance 


problems in the most informal and positive manner possible, such as through counseling, 
additional training or supervision, verbal cautions and the like.  However, under those 
circumstances when disciplinary action, including termination becomes necessary, the 
action taken is to be just, and in proportion to the seriousness of the violation. 


 
  To ensure the equitable processing of disciplinary actions, the CEO will be responsible for 


the proper handling of such matters, including the assurance that employee rights are 
protected, and that appropriate action is taken when circumstances warrant.  Supervisory 
personnel are encouraged to consult with the appropriate Senior Manager throughout the 
disciplinary process.  The Senior Manager shall review potential cases of employee 
termination for appropriate documentation, protection of employee rights and potential 
operational impact. 


 
All disciplinary actions are considered confidential and are not to be discussed, by either the 
employee or supervisory staff, with personnel who do not have a legitimate need to know.  
Discipline will be privately administered by the employee’s supervisor as soon as it is 
practicable.  However, a situation that may be detrimental to the health, safety, or welfare 
of the employee or others is to be corrected by any supervisor immediately, whether the 
employee is a subordinate or not. Management takes immediate action to address incidents 
of physical and/or psychological abuse, verbal intimidation, use of profanity, and/or 
excessive use of force. 
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Supervisory Actions 
The following represent actions taken to correct performance deficiencies or unacceptable 
workplace behaviors that do not constitute disciplinary actions.  They are referred to as 
supervisory actions. 


• Verbal Coaching – This is a verbal statement by the supervisor to an employee, usually 
pointing out an unsatisfactory element of job performance.  It is intended to be 
corrective or cautionary and to ensure that an employee is made aware of an 
unsatisfactory practice.  A verbal reprimand defines the problem, sets up goals for the 
achievement or improvement, establishes a reasonable period of time for 
improvement, and informs the employee that failure to improve may result in more 
serious action. 


• Counseling Memorandum – This is a written statement by the supervisor to an 
employee, usually pointing out an unsatisfactory element of job performance or other 
problem and it is intended to be corrective or cautionary.  This action is accompanied 
by a written memorandum, the format of which is delineated under verbal warning, is 
presented to the employee, and the original is sent to Administration for placement in 
the employee’s personnel file. 


 
Disciplinary Actions 
The types of discipline that may occur are as follows in order of increasing formality and 
seriousness. 


• Written Reprimand – This is the first level of formal discipline.  The written reprimand 
is issued to the employee by the supervisor with the approval of the appropriate 
Senior Manager.  This action is accompanied by a written memorandum, the format 
of which is delineated under verbal warning, is presented to the employee and the 
original is sent to Administration for inclusion in the employee’s personnel file. 


• Probation Status – This is a level of formal discipline.  Placing an employee on 
probation status may be used to correct a performance inadequacy during 
employment after the initial three (3) month orientation period.  A staff member may 
be placed on probation status for a designated period of time not to exceed three (3) 
months if it is recognized that serious performance deficiencies exist but are within 
the employee’s ability and desire to correct.  It is a course of action that delays or 
avoids the discharge of the staff member.  This action includes a start date and an 
ending date for such action; correction is expected by the ending date.  This step is 
initiated by the appropriate Program Coordinator.  This action is accompanied by a 
written memorandum, the format of which is delineated under verbal warning, is 
presented to the employee, and the original is sent to Administration for placement in 
the employee’s personnel file.  A performance review is prepared at the end of the 
period if the staff member is to be retained. 


• Suspension – An employee may be suspended from work without pay for up to twenty 
(20) working days.  Suspensions of a longer duration require approval by the CEO.  
Under certain circumstances, it may be necessary to restrict an employee immediately 
from performing duties at the worksite.  The circumstances usually involve potential 
danger to the employee, clients, co-workers, or the public, or the employee’s inability 
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to discharge assigned duties satisfactorily.  Immediate removal from the work 
environment may also be a requirement of an external investigation following a 
reportable incident in which an employee may be involved.  Because of the need for 
immediate action, the decision to suspend an employee is typically the responsibility 
of the Program Coordinator. 


 
The supervisor taking the action to suspend an employee will immediately notify the 
senior manager, who may choose to inform the CEO.  As soon as possible, but within 
five (5) days, the supervisor will prepare a written statement of the problem, actions 
taken and the reasons for such action and document any supporting evidence.  As 
soon as possible after the initial action, but no later than five (5) working days, written 
notification will be given to the affected employee. 
 


• Job Jeopardy Status – This level of formal discipline may be taken just prior to 
discharge.  This action is taken by the appropriate senior manager and accompanied 
by a written memorandum, the format of which is delineated under verbal warning, 
that is presented to the employee and the original is sent to Administration for 
placement in the employee’s personnel file.  An employee may remain in Job Jeopardy 
Status no longer than thirty (30) days; at the end of this period, if the problems have 
not been corrected, the employee will be terminated. 


•   Disciplinary Demotion – Under circumstances of demotion for disciplinary reasons, an 
employee may be reallocated from a present job to one having lower responsibilities, 
skill requirements, performance standards, and rate of pay upon recommendation of 
supervisory personnel and approval of the appropriate senior manager.  This action is 
accompanied by a written memorandum, the format of which is delineated under 
verbal warning, and presented to the employee and the original is sent to 
Administration for placement in the employee’s personnel file. 


•   Discharge – Employees should be aware that their employment relationship with 
Florida Keys Children's Shelter is based on the condition of mutual consent to continue 
the relationship between the employee and the Organization.  Therefore, the 
employee or Organization is free to terminate the employment relationship at will, 
with or without cause, and at any time. Recommendations to discharge an employee 
are to be made to, and authorized by the appropriate senior manager. 


  
Notice to Employee 
All levels of formal discipline, even discharge, require a copy of the notice given to the 
employee.  The original is sent to Administration for inclusion in the employee’s personnel 
file. Disciplinary notices to employees should contain the following: 
• A statement of the disciplinary action taken and its effective date 
• A statement of the reason(s) for imposing the discipline and the nature of the violation 
• Set up goals for achievement or improvement 
• Establish a reasonable period of time for improvement 
• Inform the employee that failure to improve may result in more serious action 
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• State that a copy of the notice will be placed in the employee’s personnel file 
• Provide a space for the employee’s and a witness’s signature 
• Provide space for the employee’s comments 
• Attachment of any supporting material or evidence where appropriate 
 


Service of disciplinary notice may be made by personal presentation, or by depositing the 
notice, postage prepaid, and registered, in the US mail, addressed to the employee’s last 
known address on file. 
 
Employees are required to sign disciplinary notices.  Such signature does not indicate their 
agreement with the contents of the memorandum.  Rather, it indicates that they have 
received a copy of the notice.  As the intent of requiring employees to sign disciplinary 
memorandums is to acknowledge their presentation to the employee, failure to do so is 
cause for immediate termination.  Employees who believe they have not received fair and 
just discipline have the right to appeal the decision (see below). 
 
Right to Appeal 
Employees who believe they have not received fair and just discipline are encouraged to 
appeal any decision by using Florida Keys Children’s Shelter Grievance Procedure outlined 
in section I Grievance Resolution. 


 
Employees who seek resolution of employment situations by using these procedures are 
assured they will not be subject to discrimination or retaliation, or be penalized in any way. 
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I.1   GRIEVANCES 


Section:  Grievance Resolution  Date of Issue:  November 1994 Last Review/Update:  9.28.2022 


 
Purpose:           Florida Keys Children’s Shelter desires to solve problems as promptly, justly and 


confidentially as possible; and protect the employee from any concern over reprisal or 
recrimination.  Florida Keys Children’s Shelter has therefore established the grievance 
resolution system that follows.  It should not be interpreted by any person as anything more 
than a method of solving problems before they reach damaging proportions. 


 
Policy:  It is the policy of the Florida Keys Children's Shelter to treat employees in a fair and impartial 


manner.  Florida Keys Children's Shelter is firmly committed to the belief that undisclosed 
problems will remain unresolved, and eventually lead to a decay of work relationships, 
dissatisfaction in working conditions and a decline in operational efficiency. 


 
  Eligible employees who have complaints, problems, concerns, or disputes with another 


employee, the nature of which causes a direct adverse effect upon the aggrieved employee, 
may initiate a grievance according to established procedures.  Such matters may have to do 
with specific working conditions, safety, unfair treatment, disciplinary actions, 
compensation, job classification, reassignments, or any form of alleged discrimination or 
harassment.  It is the intent of this policy and procedure to afford employees a voice in those 
matters that have a potential adverse, unjust, or inequitable effect on their employment 
conditions.  Such issues may be honest differences of opinion, or judgment situations, but 
the Organization acknowledges the importance of their expression.   


 
Employees who seek resolution of employment situations by using established procedures 
are assured that they will not be subjected to discrimination, retaliation or penalized in any 
way for their use of these procedures. 


 
Procedure:  


Eligibility 
  Subject to the exceptions described below, the grievance resolution provisions of this 


manual will only be available to full-time employees. 
 
  Employees on orientation status, due to being in their initial three (3) months of 


employment, and due to the evaluative nature of the orientation process, are not eligible to 
use the grievance resolution process, except for the situations described below.  Such 
employees and other employees not covered by this policy are urged to resolve their 
employment related issues directly through the use of informal discussions with supervisory 
personnel. 


 
  Should any employee have a complaint in relation to some form of alleged harassment they 


are referred to Standards of Conduct – Harassment, in Section E.5 of this manual.  Such 
complaints may be brought by any Organization employee, regardless of status, under 
either that section (Standards of Conduct – Harassment) or this section (Grievance 
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Resolution). 
 
  Should any employee have a complaint in relation to some form of alleged discrimination, 


such complaints may be brought by any Florida Keys Children’s Shelter employee, 
regardless of status, under this section. 


 
Informal Procedures 


  An employee having a problem, complaint, or dispute is to make every effort to resolve the 
matter through informal discussion with the immediate supervisor as soon as possible after 
the occurrence or cause of such matter.  If the employee’s department or program structure 
is such that the immediate supervisor is subordinate to another supervisor, the aggrieved 
employee may request a discussion with both supervisors.  The supervisor(s) will take the 
matter under consideration and attempt to resolve it verbally or provide a satisfactory 
explanation within five (5) working days, unless additional time is needed to gather 
adequate information. 


 
Formal Procedures 


  Step 1 
• If the employee’s matter is unresolved, or not resolved to the employee’s 


satisfaction through informal procedures, the employee shall, within five (5) 
working days following the supervisor’s initial response, request a meeting with 
his/her senior manager. 


• Within five (5) working days of receiving such a request, the senior manager shall 
arrange a meeting with the employee to allow the employee to present a personal 
and complete description of the situation.  The senior manager may interview other 
concerned parties in an effort to achieve a prompt satisfactory solution. 


• Thereafter, the senior manager will take the matter under consideration, including 
any necessary investigation or evaluation of the facts related to the situation, and 
render a written decision, response, or explanation as expeditiously as possible, but 
not to exceed five (5) working days after the meeting with the employee.  To assure 
consistent application of employee treatment, the senior manager shall consult with 
the CEO before reaching a decision on a grievance. 


 
  Step 2 


• If the aggrieved employee feels that the matter has not been settled or adjusted to 
his/her satisfaction by the senior manager, he/she may submit the matter in writing 
to the CEO within five (5) working days from receipt of the answer in Step 1. 


• The CEO shall schedule a meeting with the employee within five (5) working days, if 
feasible, after receipt of the grievance. 


 
• The CEO shall, after hearing all parties concerned, issue a ruling on the matter and 


notify the employee and all other concerned parties in writing within five (5) working 
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days after the meeting with the employee, unless additional time is needed to gather 
adequate information. 


• The decision of the CEO shall be final; the employee shall have no further right to 
appeal. 


 
Exceptions to Procedural Steps 


  Florida Keys Children’s Shelter recognizes that there may arise certain circumstances in 
which it may be inappropriate for the employees to pursue the resolution of a problem in 
the prescribed sequence.  Consequently, the following exceptions are instances where 
steps may be by-passed and the Organization may seek resolution of a situation by the next 
higher authority. 


• If the complaint or problem involves a known or suspected violation of law 
• If the complaint or problem is clearly not within the authority of the employee’s 


supervisor to resolve 
• If the employee and superior mutually agree to by-pass the superior’s step. 
• The supervisor requests to be by-passed 
• If the nature of the complaint, problem or dispute involves, or caused by one or more 


of the employee’s superiors, and the employee has reason to believe the superior(s) 
may be less than impartial 


 
Employees, who are uncertain as to the proper authority, or the method, should discuss the 
matter confidentially with the appropriate senior manager. 
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J.1   GENERAL SAFETY  


Section:  Health and Safety  Date of Issue:  November 1994 Last Review/Update:  9.28.2022 


 
Purpose:           The health and safety of clients, employees and others on Organization’s property is of the 


utmost concern.  The Florida Keys Children's Shelter strives constantly for the highest 
possible level of safety in all activities and operations, and to carry out our commitment of 
compliance with all health and safety laws applicable to our operations by enlisting the help 
of all employees to ensure that public and work areas are free of hazardous conditions. 


 
Policy:  Florida Keys Children’s Shelter will make every effort to provide working conditions that are 


as healthy and safe as feasible, and employees are expected to be equally conscientious 
about workplace safety, including proper work methods, reporting potential hazards, and 
abating known hazards.  Unsafe conditions in any work area that might result in an accident 
should be reported immediately to a supervisor.  The safety policies and practices are strictly 
enforced, including possible termination of employees found to be willfully negligent in the 
safe performance of their jobs.   


 
Procedure: Responsibility 
  Employees will be held responsible at all times to observe and practice the highest possible 


standards of health and safety in carrying out assigned duties.  Since the employee on the 
job is frequently more aware of unsafe conditions than anyone else, employees are 
encouraged to make recommendations, suggestions, and criticisms of unsafe conditions to 
their immediate supervisor so that they may be corrected. 


 
  The Administrative office shall manage record keeping and processing of injury reports, 


safety records and records of safety training.  The employee Safety Committee shall ensure 
that the appropriate records are provided to the Administrative office. 


 
General Safety Rules 


  The following general safety rules will apply in all workplace areas.  Each unit may prepare 
separate safety rules applicable to the specific nature of work in their area, but not in 
conflict with these rules. 


• No employee will be assigned to work under unsafe conditions or with unsafe 
equipment.  In the event that such a condition develops, it will be immediately 
reported to the supervisor, who will determine and initiate corrective action if 
necessary 


• Warning signs and signals posted to point our dangerous conditions are to be obeyed 
by employees and clients 


• Extreme caution should be exercised by employees operating any type of power 
equipment 


• Because of the hazard inherent in running, employees should refrain from running 
unless it is appropriate to their duties and they are appropriately clothed 


• Employees will use safety equipment appropriate to the job, such as safety glasses 
and gloves, if required, or other equipment appropriate to the task 
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• All accidents, regardless of severity, personal or vehicular, are reported immediately 
to the employee’s supervisor 


• Operators and passengers in a company vehicle MUST wear seatbelts at all times 
• Do not lift items that are too heavy or too bulky to be handled by one person.  Ask for 


assistance 
• Keep all aisles, stairways and exits clear of boxes and equipment 
• Do not place equipment and boxes so as to block emergency exit routes, fire boxes, 


sprinkler shutoffs, electrical control panels, or fire extinguishers 
• Stack all materials neatly and make sure each stack is stable 
• Keep your work area clean and neat 
• Do not participate in horseplay, or tease or otherwise distract fellow workers 
• Never take chances.  Let good common sense be your guide 
• In all work situations, safeguards as required by State and Federal Safety Orders will 


be provided 
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J.2   EMPLOYEE INJURIES/ACCIDENTS 


Section:  Health and Safety  Date of Issue:  November 1994 Last Review/Update:  9.28.2022 


 
Purpose:          To ensure an appropriate staff and administrative response during emergencies where 


health and safety of either clients or staff is in question. 
 
Policy:                All employees are to become familiar with the chain of command, who they are responsible 


to contact in an emergency situation, how to protect themselves, their peers and clients, 
how to summon assistance when needed and how to provide life-saving assistance as 
needed. 


 
It is the policy of the Florida Keys Children's Shelter to ensure timely access to medical and 
other benefits through prompt and accurate reporting of all injuries and accidents. 


 
 General: 
 The first priority of a manager is the safety of clients, employees and other persons.  Each 


site should maintain current phone numbers for the following list of emergency services in 
a location accessible to all personnel. 


    Fire Department                   Police Department             Paramedics 
    Ambulance                              Hospital                                 Physician 
 


In the event of an emergency, employees should notify the appropriate emergency 
personnel.  The supervisor on duty (which may be the team leader or on-call supervisor) is 
to direct actions to be taken until the emergency personnel and the program coordinator 
or senior manager or the proper authorities arrive. 
 
After emergency personnel have been summoned, employee should also notify the 
appropriate individual in the chain of command.  For instance, the team leader would notify 
the onsite or on-call supervisor, the on-call supervisor would notify the Program 
Coordinator, the Program Coordinator would notify the Chief Operating Officer who would 
notify the CEO.  Each individual must notify the appropriate individual requiring notification, 
and together a determination is made regarding whether or not the situation warrants 
further notification. 
 
Injuries/Accidents 
Each employee should immediately report every work-connected injury or accident to his or 
her supervisor.  Failure to do so may cause the employee to lose insurance coverage to 
which he or she may be entitled.  Each supervisor is responsible for seeing that his or her 
employees report all accidents.  The supervisor is further responsible for seeing that all 
injuries receive immediate treatment.  Every attempt must be made to channel all injuries 
to outside medical assistance.  These sources are fully aware of the need to protect both 
the employee and Florida Keys Children’s Shelter in case of work-connected injury. 


 
Employees who are injured on the job, or whose injuries are directly related to the 
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performance of job duties, should report all injuries to their supervisor immediately, 
regardless of how minor the injury appears.  After supervisors assist their employees in 
getting the necessary medical attention, the full details of the injury are to be reported to 
the Executive Administrative Assistant so that payment of medical and other benefits 
provided by law can be initiated in a timely manner if circumstances warrant. 
 
Reports on injuries or complaints shall include the following information: 


• Employee’s name 
• Date and time of injury 
• Date and time of treatment 
• Nature of injury (i.e., cut on left ring finger, bruise on right foot, headache, etc.) 
• First time injury or follow-up (or second, third occurrence, etc.) 
• Supervisor’s name 


 
Should an employee experience a disabling work injury, the nature of which necessitates an 
absence from work, the following conditions apply: 
 


• Florida Keys Children’s Shelter Workmen Compensation coverage is provided through 
our co-employer arrangement. 


• The Executive Administrative Assistant and the Workmen’s Compensation Carrier 
should provide the injured employee with information concerning his or her lawful 
benefits. 


• Workmen’s Compensation benefits time frame for when payment of benefits begin 
are determined by federal law.  Employees must use accrued sick time or, should no 
sick time be available, annual leave, for compensation until the Workmen’s 
Compensation coverage begin.  Should the employee have no accrued sick or annual 
time available, the absence from work will be leave without pay. 


 
Minor Injuries: 
Minor injuries, such as cuts, scratches, bruises and burns that do not require a doctor’s 
treatment, may be handled using the first aid supplies at each site and in each vehicle.  
However, if a supervisor is treating an injury and is uncertain as to whether a physician is 
required, he or she should contact the Administrative office for guidance.  If the 
Administrative office is closed, the injured employee should be referred to a nearby minor 
emergency clinic and notice of the action should be provided to the Administrative office. 
 
Payment of Injured Employees: 
Employees are entitled to a full eight hours of pay for the day of injury, regardless of when 
the injury occurs.  Therefore, supervisors shall approve on the time record a full day’s pay 
for the day the injury occurs and so note the injury on the time record. 
 
If the employee is absent because of work-related injury beyond the day the injury occurs, 
the employee shall be compensated using available sick time or leave time until the injury 
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becomes covered by Workmen’s Compensation if appropriate. 
 
Once the employee returns to work, any time taken off from regular work hours for follow-
up medical treatment for the injury shall be paid for by the Organization.  Supervisors should 
note such time on the time records. 
 
Every attempt should be made to return the injured employee to useful work as soon as 
possible following the accident.  While “make work” situations are not necessary, it is far 
better to have an employee at work when he or she could be at least partially effective on 
the job. 
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J.3   PLAN FOR CONTINUED SERVICES DURING EMERGENCIES 


Section:  Health and Safety  Date of Issue:  November 1994 Last Review/Update:  9.28.2022 


 
Purpose:           To ensure the safety and continuation of services for clients and for administrative duties 


to continue during Emergencies. 
 
Policy: In case of emergencies, Florida Keys Children's Shelter, Inc. shall  


• Establish temporary worksites in suitable locations to ensure the safety of clients in 
residential care should it become necessary to evacuate any of the facilities due to 
emergency situations and for administrative duties to continue. 


• Ensure the safekeeping of all agency data through a system of data backup and a 
removable hard drives 


• Ensure alternative worksites are capable of providing communication via telephone, 
internet and facsimile 


• Ensure a single point of contact for media relations  
• Ensure a means of communicating with all staff, the public and members of the Board 


of Directors.  
Procedures:  


Temporary Worksite 
The CEO is responsible for establishing and/or renewing interagency agreements with 
similar programs around the State of Florida for the purpose of evacuation of clients in times 
of emergency.  The destination of evacuation is determined by the scope and nature of the 
emergency and availability of bed space at the receiving facility.  For example, in the case of 
hurricane evacuation, the CEO will determine the destination based on the predicted size 
and movement of the anticipated storm.  In the case of a bomb threat, evacuation could be 
made to one or both of the Key West facilities, or a similar facility in South Florida. 
 
Continuation of administrative duties: 
Complete copies of necessary administrative paperwork are sent with three members of 
the administrative team to ensure the safety of the items.  The CEO remains within the 
county or nearby and is the first to return to the affected worksite to determine suitability 
to resume service.  The CEO may be assisted by other members of the administrative staff. 
 
Should the Administrative office be unsuitable for work resumption, one of the other 
residential facilities within the county may become a temporary headquarters for 
administrative duties. 
 
Should the damage to the administrative office be extensive, it may become necessary to 
work out of a hotel or the home of one of the senior managers.  The CEO and senior 
managers will make the decision as to where it is best to relocate office services and notify 
staff. 
 
Computer Data Recovery Plan 
The Chief Financial Officer performs maintains a routine backup of all data on the system’s 
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network (Financial, Program, Administrative, and Quality Improvement) and is retrievable 
via the server. 
 
In addition, the network system’s three server hard drives are removable.  Because it is the 
hard drive, as data is changed and saved, the removable hard drive is constantly updated.  
The main server is programmed to perform a backup on a daily basis and store it in the hard 
drive. 
 
The financial data on the Chief Financial Officer’s computer is also on a main server and 
backed up daily. 
 
Should it become necessary to evacuate the administrative offices, the Chief Financial 
Officer is responsible for removing the three hard drives for safekeeping until it is possible 
to return. 
 
Emergency Telephone, Internet and Facsimile Use 
Florida Keys Children’s Shelter shall ensure that alternative worksites are capable of 
providing communication via telephone, internet and facsimile during times of emergency. 
 
Should the Administrative offices in Tavernier become unusable, administrative services 
could be provided at the following locations, all equipped with telephones, internet access 
and facsimile machines: 
• Transitional Living Program, Key West 
• Project Lighthouse, Key West 
 
Should Administrative services need to be set up outside of Monroe County, the receiving 
facilities Florida Keys Children’s Shelter has evacuation interagency agreements with are all 
equipped with telephones, internet access and facsimile equipment. 
 
All senior managers and all supervisors have been provided with cell phones for continuous 
access. 


 
Media Relations during Emergency Situations 
The Board of Directors has designated the CEO as the single point of contact for 
communicating with representatives of the media during times of emergency.  Staff 
members are to refer all media contacts to the President and Chief Executive Officer at  
(305) 619-4246.  Should the CEO not be available, the Chief Operating Officer may also be 
contacted. 
 
Staff members should inform (with respect and in a supportive and congenial manner) the 
media representative at the time of contact that he/she is not authorized to speak for the 
Organization without the CEO approval and provide the contact number. 
 
The CEO may consult with other Senior Managers and/or members of the Board of Directors 
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regarding a strategic media response for any emergency situation. 
 
Senior Managers and Program Coordinators should make every effort to ensure that the 
CEO is not approached about an emergency situation that he/she is unaware of. 
 
Emergency Contact Information 
Florida Keys Children's Shelter, Inc. maintains current communication contact information 
for all staff members and all members of the Board of Directors in case of emergencies. 
 


Board of Directors 
The Executive Administrative Assistant produces an updated list of members of the 
Board of Directors each time the membership changes.  The list includes work and 
home telephone numbers, personal or work email addresses (as the board member 
chooses) and cell phone numbers.  Each board member is responsible for informing 
Administration each time that information changes.  The current list is provided to 
each member of the Board of Directors at the regular meeting. 


 
Employees – Personal Emergency Contact 
Should an employee be injured on the job, or without explanation absent from work 
long enough to raise concern, it may become necessary for the Organization to 
contact someone close to them.  Each employee is required at the time of 
employment to provide this emergency contact information, and is required to 
update this information as necessary.  


 
Employees – Employment Emergency Phone List 
The Organization maintains a current listing of each employee’s position, home 
telephone, cell phone and email address to assist in contacting employees during 
emergencies. This list is updated each timed a new employee is hired, or someone 
changes their personal information and is redistributed.  The Executive 
Administrative Assistant and Residential Coordinator are responsible for 
maintaining the list. 


 
** Refer to the Emergency Preparedness Manual for complete description of emergency 
procedures 
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J.4   ID BADGES 


Section:  Health and Safety  Date of Issue:  November 1994 Last Review/Update:  9.28.2022 


 
Purpose: To ensure facility security, and to appropriately identify employees to clients, visitors and 


peers and the general public. 
 


Policy: For security and identification purposes, all regular employees of the Organization are 
issued an identification badge upon employment.   
 


Procedure: Identification badges are prepared by the Executive Administrative Assistant at the time of 
employment.  Badges contain a photo of the employee the name of the employee, title, 
date of hire and work site.   
 
Badges are to be worn by all employees while on duty. 
 
At termination of employment, badges are to be returned to the Administrative office. 
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K.1   SEPARATION 


Section: Employee Separation  Date of Issue:  07.01.2003 Last Review/Update:  9.28.2022 


 
Purpose: To ensure a smooth and orderly transition from active employment to separation from the 


Florida Keys Children’s Shelter.   
 


Policy: Florida Keys Children’s Shelter or the employee may terminate the employment relationship 
either voluntarily or involuntarily and certain conditions and requirements pertain to the 
different types of separation scenarios that may occur.  Florida Keys Children’s Shelter has 
a prescribed process for orderly separation which employees are required to follow. 


 
All employees that voluntarily terminate employment are asked to participate in exit 
Interviews.   


 


Procedure: VOLUNTARY SEPARATION: 
  


Resignation 
 An employee may leave employment with the Florida Keys Children's Shelter, Inc. and be 


considered in good standing if he/she files a written resignation with the immediate 
supervisor stating reasons for the resignation.  The period of notice, required prior to the 
final working day, varies with the position held by the employee and is shown below. 


  


Wage and hourly employees   Ten (10) working days 
Professional and supervisory employees Fifteen (15) working days 
Management employees   Twenty (20) working days 


 


As the purpose of a notice period is to provide for a smooth transition of staff and to 
possibly train a replacement, accrued leaves MAY NOT be taken during the notice period. 


 


Failure of the employee to provide such notice will be noted on the employee’s service 
record, and may result in denial of future employment with the Organization.   


 


The employee’s resignation should be promptly forwarded to Administration with any other 
information pertinent to the resignation. 


 


Retirement 
A retiring employee should file a written notice with the immediate supervisor.   The period 
of notice, required prior to the final working day, varies with the position held by the 
employee and is shown below. 
 


Wage and hourly employees   Ten (10) working days 
Professional and supervisory employees Fifteen (15) working days 
Management employees   Twenty (20) working days 


 


As the purpose of a notice period is to provide for a smooth transition of staff and to 
possibly train a replacement, accrued leaves MAY NOT be taken during the notice period. 
 







POLICY AND PROCEDURE K.1:   SEPARATION  
PAGE 2 OF 4 


 
 


 
Florida Keys Children’s Shelter Personnel Policy Manual 
 


 Last Update: 09.28.2022 


   


Accrued annual leave and accrued holiday leave will not be paid to an employee who fails 
to provide the notice period specified in this policy. 
Accrued annual leave and accrued holiday leave will not be paid to an employee who fails 
to provide the notice period specified in this policy.  In circumstances of hardship, the notice 
period may be shortened or waived by written memorandum from and at the sole discretion 
of the President and Chief Executive Officer.  These instances can be expected to be rare 
and it will be the employee’s responsibility to provide such evidence in support of such a 
request. 
 


Unauthorized Absence 
An employee who is absent from his or her assigned work location or schedule without 
official leave approval from supervisory personnel for two or more days shall be considered 
absent without authorized leave.  In such cases, the Organization shall regard the job as 
abandoned and the employee automatically terminated, unless the employee can provide 
the Organization with acceptable and verifiable evidence of extenuating circumstance. 
 


INVOLUNTARY SEPARATION: 
 
Layoff 
An employee may be subject to a non-disciplinary, involuntary termination through layoff in 
connection with a shortage of funds, abolition of a position, reorganization, retrenchment 
or lack of need for the work performed by an employee or group of employees, or for 
related reasons outside the employee’s control and that do not reflect discredit upon the 
service of the employee.   Affected employees will be given as reasonable an amount of 
advance notice as conditions permit.   Employees shall be laid-off upon consideration of 
length of service and job performance. 
 


Discharge 
Florida Keys Children's Shelter, Inc. strives to provide all employees with fair and reasonable 
conditions of employment at all times.  However, in order to carry out its obligations and 
priorities in the most efficient manner possible, Florida Keys Children’s Shelter adheres to 
the principles of “at will” employment, whereby Florida Keys Children’s Shelter and 
employees alike can terminate the employment relationship at any time and for any reason, 
or no reason whatsoever. 
 


Dismissal Authority 
• The CEO may be dismissed at the discretion of the Board of Directors 
• Senior Managers may be dismissed at the discretion of the CEO 
• All other employees may be dismissed by a senior manager or his/her designee 


 


Death 
For the determination of final payout, separation is determined to be effective as of the last 
working day.  All compensation and benefits due to the employee as of the effective date 
of separation shall be paid to the beneficiary, surviving spouse, or to the estate of the 
employee as determined by law or by executed forms in the employee’s personnel file. 
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Exit Procedures 
Before final workday, departing employee will be interviewed to ensure an orderly 
separation.  The exit checklist, available from Administration, is completed by the 
supervisor.  The replacement cost for all Florida Keys Children’s Shelter property not 
returned by the employee will be deducted from the employee’s final paycheck. 
 
The format of the exit process and completion of the exit checklist follow.  This meeting 
may be held with the supervisor, a representative of Administration, or both and consist of 
the following: 


• Advise the employee of matters such as final pay, accrued time, benefits, and the 
Organization’s reinstatement policy. 


• Explain the re-employment policy to the employee. 
• Provide information on benefit coverage continuation, where appropriate. 
• Advise the employee of the date on which medical benefits coverage terminates and 


how to continue coverage, where appropriate. 
• Any property issued to employee, such as computer equipment, keys, cell phone, id 


badge, etc. is returned at the time of separation.  Employee will be responsible for 
any lost or damaged items. Upon hire, each employee signs a statement in which the 
employee agrees with the Florida Keys Children’s Shelter regarding the use and 
return of company property.   


• Obtain all information proprietary to the Organization from the employee.  This 
includes computer passwords, voice mail passwords, address books, appointment 
calendars, notes and files. 


• Address any moneys that the employee may owe the Organization and arrange for 
payment. 


• Obtain a forwarding mailing address for directing Federal Form W-2, final 
compensation payment(s), COBRA notices, etc. 


• Obtain the final time record from the employee and ensure both the supervisor and 
the employee have signed it where appropriate. 


 
Exit Interview 
Upon notification of voluntary resignation or retirement from the Organization, the 
employee’s supervisor should notify the Administrative Assistant and receive a copy of the 
Exit Interview Form.  This form assists the supervisor to successfully bring the employment 
relationship to a close. 
 
The employee and the supervisor and/or Program Coordinator should select a time when all 
parties may comfortably discuss the employee’s overall experience as a member of the 
Organization.  It is an opportunity for the employee to assist the Organization as it 
transitions to a replacement employee, an opportunity for Florida Keys Children’s Shelter to 
express its appreciation for the job as performed by the employee, and to gather the 
information and impressions about what the Organization does well and what areas it may 
be weak in.  This information may, in turn, improve our system and reduce our turnover rate. 
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Following the interview, the employee and the supervisor both sign the exit interview form.  
The employee is entitled to a copy of the form, if desired, and the signed original is retained 
in the personnel file. 
 
Final Compensation 
Employees receiving final compensation who feel some error has been made should 
immediately contact the Chief Financial Officer to resolve the matter as quickly as possible. 
 
Final compensation shall be inclusive, up to the hour and date of separation, of all hours 
worked, all forms of accrued, but unused time off deemed compensable under the terms 
described in this manual, and deductions made against such compensation including legally 
authorized setoffs against pay, which will be regarded as a voluntary deduction in 
consideration of the employee’s knowledge and/or participation in such setoffs. 
Discharged employees will receive their final paychecks within the time period, and in the 
manner, prescribed by law.  Resigning employees will receive their final automatic payroll 
deposits or paychecks on the next regular payday.  Final paychecks will be either 
automatically deposited, given to the former employee in person, or through certified mail 
delivery to a pre-arranged address. 
 
Payment of accrued leave(s) shall be in accordance with the terms described in LEAVE 
sections of this manual.  There will be no deviations from this procedure. 
 
In the event employment separation is the result of an employee’s death, the employee’s 
beneficiary as shown on Organization personnel records shall be entitled to receive the 
employee’s final paycheck, except where the beneficiary is a minor, in which case the Florida 
Keys Children’s Shelter may hold the final paycheck until a legally proper recipient can be 
identified. 
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INDEPENDENT AUDITOR’S REPORT 
 
 
To the Board of Directors  
Florida Keys Children’s Shelter, Inc.  
Tavernier, Florida 
 
Report on the Financial Statements 
 
We have audited the accompanying financial statements of Florida Keys Children’s Shelter, Inc. 
(the “Organization”) (a nonprofit organization), which comprise the statements of financial 
position as of June 30, 2021 and 2020, and the related statements of activities, functional 
expenses, and cash flows for the years then ended, and the related notes to the financial 
statements. 
 
Management's Responsibility for the Financial Statements 
 
Management is responsible for the preparation and fair presentation of these financial statements 
in accordance with accounting principles generally accepted in the United States of America; this 
includes the design, implementation, and maintenance of internal control relevant to the 
preparation and fair presentation of financial statements that are free from material misstatement, 
whether due to fraud or error. 
 
Auditor's Responsibility 
 
Our responsibility is to express an opinion on these financial statements based on our audit. We 
conducted our audit in accordance with auditing standards generally accepted in the United 
States of America and the standards applicable to financial audits contained in Government 
Auditing Standards, issued by the Comptroller General of the United States. Those standards 
require that we plan and perform the audit to obtain reasonable assurance about whether the 
financial statements are free from material misstatement. 
 
An audit involves performing procedures to obtain audit evidence about the amounts and 
disclosures in the financial statements. The procedures selected depend on the auditor's 
judgment, including the assessment of the risks of material misstatement of the financial 
statements, whether due to fraud or error. In making those risk assessments, the auditor considers 
internal control relevant to the entity's preparation and fair presentation of the financial 
statements in order to design audit procedures that are appropriate in the circumstances, but not 
for the purpose of expressing an opinion on the effectiveness of the entity's internal control. 
Accordingly, we express no such opinion. An audit also includes evaluating the appropriateness 
of accounting policies used and the reasonableness of significant accounting estimates made by 
management, as well as evaluating the overall presentation of the financial statements.  
 
We believe that the audit evidence we have obtained is sufficient and appropriate to provide a 
basis for our audit opinion. 
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Opinion 


In our opinion, the financial statements referred to above present fairly, in all material respects, 
the financial position of Florida Keys Children’s Shelter, Inc. (the “Organization”) as of June 30, 
2021 and 2020, and the changes in its net assets and its cash flows for the years then ended in 
accordance with accounting principles generally accepted in the United States of America. 


Other Matters 


Other Information 
Our audit was conducted for the purpose of forming an opinion on the financial statements as a 
whole. The accompanying schedule of expenditures of federal awards and state financial 
assistance, as required by Chapter 10.650, Rules of the Auditor General of the State of Florida, is 
presented for purposes of additional analysis and is not a required part of the financial 
statements. Such information is the responsibility of management and was derived from and 
relates directly to the underlying accounting and other records used to prepare the financial 
statements. The information has been subjected to the auditing procedures applied in the audit of 
the financial statements and certain additional procedures, including comparing and reconciling 
such information directly to the underlying accounting and other records used to prepare the 
financial statements or to the financial statements themselves, and other additional procedures in 
accordance with auditing standards generally accepted in the United States of America. In our 
opinion, the information is fairly stated, in all material respects, in relation to the financial 
statements as a whole. 


Other Reporting Required by Government Auditing Standards 


In accordance with Government Auditing Standards, we have also issued our report dated 
December 9, 2021 on our consideration of the Organization’s internal control over financial 
reporting and on our tests of its compliance with certain provisions of laws, regulations, 
contracts, and grant agreements and other matters. The purpose of that report is to describe the 
scope of our testing of internal control over financial reporting and compliance and the results of 
that testing, and not to provide an opinion on internal control over financial reporting or on 
compliance. That report is an integral part of an audit performed in accordance with Government 
Auditing Standards in considering the Organization’s internal control over financial reporting 
and compliance. 


CERTIFIED PUBLIC ACCOUNTANTS 
Coral Gables, Florida 
December 9, 2021 
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2021 2020


CURRENT ASSETS
   Cash and cash equivalents 520,640$       543,018$       
   Grants and contracts receivable 165,707 125,754
   Prepaid expenses 60,113 60,113           


Investments 1,025,563 716,580
TOTAL CURRENT ASSETS 1,772,023      1,445,465      


PROPERTY AND EQUIPMENT, NET  556,209 591,216         


TOTAL ASSETS 2,328,232$    2,036,681$    


CURRENT LIABILITIES
   Accounts payable 6,814$           9,084$           
   Accrued expenses 166,587 178,373
   Deferred grant revenue 26,900 26,900           


TOTAL CURRENT LIABILITIES 200,301         214,357         


TERM LOAN PAYABLE 278,812         303,199         
TOTAL LIABILITIES 479,113         517,556         


NET ASSETS
Without donor restrictions (including $70,679 and $63,890 of


board-designated endowment funds at June 30, 2021 and 2020, respectively) 1,849,119      1,519,125      


TOTAL NET ASSETS 1,849,119      1,519,125      


TOTAL LIABILITIES AND NET ASSETS 2,328,232$    2,036,681$    


ASSETS


LIABILITIES AND NET ASSETS


The accompanying notes are an integral part of these financial statements. 
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2021 2020
PUBLIC SUPPORT AND REVENUES 


WITHOUT DONOR RESTRICTIONS:
State financial assistance 815,295$         855,153$         
Local and other grants 193,208           209,021           
Federal awards 540,745           585,922           
Contributions 424,333           405,275           
In-kind contributions 103,000           103,000           
Other income 12,428             21,266             
Investment income, net 108,983           17,017             


TOTAL SUPPORT AND REVENUES 2,197,992        2,196,654        


EXPENSES:
   Program services 1,866,988$      2,148,246$      


Support services 304,209           268,558           
TOTAL EXPENSES 2,171,197        2,416,804        


CHANGE IN NET ASSETS, BEFORE PPP LOAN FORGIVENESS 26,795             (220,150) 


FORGIVENESS OF PPP LOAN 303,199           - 


CHANGE IN NET ASSETS 329,994           (220,150) 


NET ASSETS - BEGINNING OF YEAR 1,519,125        1,739,275        


NET ASSETS - END OF YEAR 1,849,119$      1,519,125$      


The accompanying notes are an integral part of these financial statements. 
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2021 2020
CASH FLOWS FROM OPERATING ACTIVITIES:
   Change in net assets 329,994$          (220,150)$         


   Adjustments to reconcile change in net assets
     to net cash used in operating activities:


Depreciation 84,352 84,471              
Net realized/unrealized gains on investments (108,983)           (17,017)             
Forgivness of PPP loan (303,199)           -                        
(Increase) decrease in assets:


Grants and contracts receivable (39,953)             (23,706)             
Increase (Decrease) in liabilities:


Accounts payable (2,270)               (36,310)             
Accrued expenses (11,786)             (53,068)             
Deferred grant revenue -                        (40,397)             


TOTAL ADJUSTMENTS (381,839)           (86,027)             


NET CASH USED IN OPERATING ACTIVITIES (51,845)             (306,177)           


CASH FLOWS FROM INVESTING ACTIVITIES:
   Purchases of property and equipment (49,345)             (717)                  


Net purchases on investments (200,000)           (6,857)               
NET CASH USED IN INVESTING ACTIVITIES (249,345)           (7,574)               


CASH FLOWS FROM FINANCING ACTIVITIES:
Proceeds from term loan 278,812            303,199            


NET CASH PROVIDED BY FINANCING ACTIVITIES 278,812            303,199            
NET DECREASE IN CASH AND CASH EQUIVALENTS (22,378)             (10,552)             


CASH AND CASH EQUIVALENTS AT BEGINNING OF YEAR 543,018            553,570            


CASH AND CASH EQUIVALENTS AT END OF YEAR 520,640$          543,018$          


 
 
 
 
 
 
 
 
 
 
The accompanying notes are an integral part of these financial statements. 
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Jelsema 
Emergency 


Shelter 


Jelsema 
CINS/FINS 
Temporary 


Shelter 
L


Community 
Based 


Counselors 
Jelsema 


Counselors


Educational 
Evidence 


Based 
Counseling


Project 
Lighthouse


Jelsema 
Runaway and 


Homeless 
Shelter 


Management 
and General Fundraising Total


Salaries 62,098$    562,759$     15,629$    216,247$   44,934$    183,312$      125,060$    47,819$     1,257,858$ 
Payroll taxes


and employee benefits 6,127        55,530         4,974        22,381       14,299      17,920          10,952        4,500         136,683      


Total personnel expenses 68,225      618,289       - 20,603 238,628     59,233      201,232        136,012      52,319       1,394,541   


Building occupancy 6,700        58,721         3,567        13,535       9,797        18,573          4,984          3,323         119,200      
Professional services 2,001        17,534         1,065        4,042         2,925        5,546            1,488          992            35,593        
Travel and transportation 952           8,344           507           1,923         1,392        2,639            708             472            16,937        
Equipment costs 187           1,699           548               - 2,434          
Food services 2,523        22,860         7,377            - 32,760        
Medical and pharmacy 19             735              55 - 809             
Special events - - - - - 
Insurance 9,205        80,670         4,900        18,594       13,459      25,516          6,847          4,565         163,756      
Operating supplies


and expenses 16,809      152,334       - 2,909 12,984      49,159          58,356        28,264       320,815      
Depreciation 4,741        41,554         2,524        9,578 6,933        13,143          3,527          2,352         84,352        


Total operating expenses 43,137      384,451       - 12,563 50,581       47,490      122,556        75,910        39,968       776,656      


TOTAL EXPENSES 111,362$  1,002,740$  -$             33,166$    289,209$   106,723$  323,788$      211,922$    92,287$     2,171,197$ 


Program Services Suporting Services


The accompanying notes are an integral part of these financial statements. 
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Jelsema 
Emergency 


Shelter 


Jelsema 
CINS/FINS 
Temporary 


Shelter 


Poinciana 
Emergency 


Shelter


           Poinciana 
Group 
Home


Community 
Based 


Counselors 
Jelsema 


Counselors


Educational 
Evidence 


Based 
Counseling


Project 
Lighthouse


Jelsema 
Runaway and 


Homeless 
Shelter 


Management 
and General Fundraising Total


Salaries 57,463$          520,755$   48,073$   65,970$     201,658$  48,526$    97,678$    107,342$  169,220$      125,060$    44,683$    1,486,428$ 
Payroll taxes


and employee benefits 5,266              47,721       12,823     12,823       17,097      4,274        12,823      12,288      15,400          10,342        2,684        153,541      


Total personnel expenses 62,729            568,476     60,896     78,793       218,755    52,800      110,501    119,630    184,620        135,402      47,367      1,639,969   


Building occupancy 4,284              36,848       10,077     10,077       13,356      3,520        10,077      9,668        11,520          4,918          3,279        117,624      
Professional services 1,796              15,450       4,225       4,225         5,600        1,476        4,225        4,053        4,830            2,062          1,375        49,317        
Travel and transportation 1,065              9,157         2,504       2,504         3,319        875           2,504        2,402        2,863            1,222          815           29,230        
Equipment costs 200                 1,814         -               -                 -               -                -                -                584               -                  -                2,598          
Food services 2,440              22,110       10,638     17,126       79             -                914           1,883        7,135            781             -                63,106        
Medical and pharmacy 9                     336            -               -                 -               -                -                -                25                 -                  -                370             
Special events -                      -                 -               -                 -               -                -                -                -                   -                  50,944      50,944        
Insurance 4,795              41,241       11,279     11,279       14,948      3,939        11,279      10,820      12,893          5,504          3,670        131,647      
Operating supplies


and expenses 20,647            133,962     6,557       6,557         8,691        2,290        6,557        6,291        50,643          3,200          2,133        247,528      
Depreciation 3,076              26,462       7,237       7,237         9,592        2,528        7,237        6,943        8,273            3,532          2,354        84,471        


Total operating expenses 38,312            287,380     52,517     59,005       55,585      14,628      42,793      42,060      98,766          21,219        64,570      776,835      


TOTAL EXPENSES 101,041$        855,856$   113,413$ 137,798$   274,340$  67,428$    153,294$  161,690$  283,386$      156,621$    111,937$  2,416,804$ 


Program Services Suporting Services


 
 
 
 
 
 
 
 
 
The accompanying notes are an integral part of these financial statements. 







FLORIDA KEYS CHILDREN’S SHELTER, INC. 
NOTES TO FINANCIAL STATEMENTS 
FOR THE YEARS ENDED JUNE 30, 2021 AND 2020 


8 


NOTE 1 – ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES 
Organization 
Florida Keys Children’s Shelter, Inc. (the “Organization”), is a not-for-profit organization incorporated in the 
State of Florida on November 21, 1985.  The specific and primary purposes of the Organization is to operate for 
the advancement of the well-being of abused and runaway children and other charitable purposes, by the 
distribution of its funds for such purposes, particularly for the operation of shelter for abused and runaway 
children.  The following is a summary of the Organization's main programs: 


Emergency Shelter Services - Tavernier 
The Organization operates a nineteen-bed shelter for youths 10 to 17 years of age in Plantation Key, Florida 
(Jelsema Center), for abused, abandoned, and neglected youths who may be in the temporary custody of Wesley 
House Family Services (2+ beds), non-delinquent youths who may be voluntary or court-ordered Children and 
Families in Need of Services (CINS/FINS, 6 beds), and U.S. Department of Health and Human Services (HHS) 
Basic Center Grant for homeless runaway youths (2-5 beds). The Organization provides 24-hour supervision, 
basic shelter care, case management, counseling, recreation, clothing, transportation and other items. 


Educational Evidence Based Counseling 
This program is focused on skilled facilitators working with small groups of children. Children socialize, act, 
play games, have fun, and eat while developing skills in emotional self-regulation and behavioral control. 
Meanwhile, parents or guardians learn ways to help their child or children. This program also has classroom 
based sessions within schools with the same focus as the small groups. The program is provided free of charge, 
takes place over 13-weeks, provides dinner for the entire family, and provides supervised childcare for siblings.   


Runaway and Homeless Youth Street Outreach 
This model program, funded through the U.S. Department of Health and Human Services, Administration for 
Children, Youth and Families, Runaway and Homeless Youth Program, provides basic health and safety 
information to street youth, counseling, case management, opportunities for reconnecting or reunification with 
families, life skills development, preparation, and entry into employment. 


Children and Families in Need of Services 
This program is designed primarily to provide to youth and families an array of services, from voluntary or 
court ordered intensive community-based individual and family counseling, case management, and group 
counseling services through temporary residential services (see Emergency Shelter - Tavernier above). An 
additional component of the community-based counseling program is the provision of anger management 
classes for youth. 


Poinciana 
The Organization operates two programs in Key West, Florida at Poinciana, a former Navy property now under 
the operation of the Key West Housing Authority. 


Emergency Shelter - This seven-bed program, under contract with Wesley House Family Services, serves 
abused, abandoned and neglected children ages 0-10. The program provides 24-hour supervision provided by 
live-in house parents. Counseling is provided by a contract between Wesley House Family Services and the 
Care Center for Mental Health. 
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NOTE 1 – ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (Continued) 
Organization (Continued)  
Poinciana (Continued)  
Residential Group Home - This seven-bed program, under contract with Wesley House Family Services, serves 
abused, abandoned and neglected youths 11-17 years of age who need long-term residential care. The program 
provides 24-hour supervision provided by live-in house parents. Counseling is provided by a contract between 
Wesley House Family Services and the Care Center for Mental Health. 


Basis of Accounting and Presentation 
The accompanying financial statements of the Organization have been prepared on the accrual basis of 
accounting and in accordance with generally accepted accounting principles in the United States of America.  
Resources are classified for accounting and reporting purposes into three classes of net assets, according to 
externally imposed restrictions: 


• Net assets without donor restrictions: The portion of the net assets of the Organization that can be used
subject only to the broad limits resulting from the nature of the organization, the environment in which it
operates and the purposes specified in its articles of incorporation or bylaws. In some cases, the use of
these resources is also subject to limits resulting from contractual agreements with suppliers, creditors,
and others entered into by the Organization in the course of its business. The Organization has the
greatest ability to choose when using these resources.  Net assets without donor restrictions generally
result from contributions and support that are not subject to donor-imposed restrictions, and income
from investing excess operating cash, reduced by expenses incurred in providing services, raising
contributions, and performing administrative functions.


• Net assets with donor restrictions: The portion of the net assets of the Organization that is subject to
either donor-imposed time restrictions or donor-imposed purpose restrictions. These restrictions limit the
Organization’s choices when using these resources because the Organization has a fiduciary
responsibility to its donors to follow the donor’s instructions. Net assets with donor restrictions
generally result from donor-restricted contributions. There were no net assets with donor restrictions at
June 30, 2021 and 2020.


Accounting Estimates 
The preparation of financial statements in conformity with GAAP requires the Organization’s management to 
make estimates and assumptions that affect the reported amounts of assets and liabilities and disclosure of 
contingent assets and liabilities at the date of the financial statements and the reported amounts of revenues and 
expenses during the reporting period. Accordingly, actual results could differ from those estimates. 


Cash and Cash Equivalents 
Cash and cash equivalents include cash held in checking and money market accounts with maturity of three 
months or less unless they are included within investments.  


Investments and Investment Income 
Investments are carried at fair value determined by quoted market values. Investment income (including gains 
on investments, interest, and dividends) are included in the Statements of Activities. 
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NOTE 1 – ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (Continued) 
Property and Equipment 
Property and equipment are recorded at cost at the date of purchase or, if donated, at the estimated fair value at 
the date of the donation. Depending on donor restrictions, donated plant assets are included in permanently 
restricted, temporarily restricted, or unrestricted net assets. Additions and major improvements are capitalized, 
and repairs and maintenance costs are expensed. Upon retirement or sale, any resulting gain or loss is 
recognized in the appropriate period. Depreciation is computed using the straight-line method over the 
following estimated lives of assets: 


Years 
Building and improvements  5-39
Equipment 3-7
Office furniture and equipment 5
Transportation equipment 5


Property and equipment acquired with government grantor funds are capitalized. However, the government 
grantor agencies maintain a reversionary interest in such assets acquired with their funds, which includes the 
determination of use of any proceeds derived from the sale of those assets. 


Long-Lived Assets 
The Organization reviews its long-lived assets for possible impairment at least annually, and more frequently if 
circumstances warrant. Impairment is determined to exist when estimated amounts recoverable through future 
cash flows from operations on an undiscounted basis are less than the long-lived asset carrying values. If a long-
lived asset is determined to be impaired, it is written down to its estimated fair value to the extent that the 
carrying amount exceeds the fair value of the long-lived asset. No write-downs for impairment of long-lived 
assets were recorded for the years ended June 30, 2021 and 2020. 


Prepaid Expenses 
Prepaid expenses are comprised mainly of prepaid insurance. 


Grants and Contract Revenues 
The Organization receives substantially all of its grants and contract revenues from federal, state and local 
agencies. Revenues from federal, state and local agency grants and contracts are recorded based upon terms of 
the grant agreements which generally provide that revenues are earned when the allowable costs of the specific 
grant provisions have been incurred or the allowable services are provided to program participants. Grants and 
contracts receivable are stated at the amount management expects to collect from outstanding balances. An 
allowance for doubtful accounts is based on management's review of the collectability of receivables. No 
allowance for doubtful accounts was considered necessary as of June 30, 2021 and 2020. 


Deferred Grant Revenue 
Deferred grant revenue consists of cash received in advance from grantors. The Organization will recognize 
revenue from the grants when the specific grant function is performed. 
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NOTE 1 – ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (Continued) 
Contributions 
Contributions received are recorded as with donor restrictions or without donor restrictions support, depending 
on the existence and/or nature of any donor restrictions. Support that is restricted by the donor is reported as an 
increase in net assets without donor restrictions if the restriction expires in the reporting period in which the 
support is recognized. All other donor-restricted support is reported as an increase in net assets with donor 
restrictions, depending on the nature of the restriction. When a restriction expires (that is, when a stipulated time 
restriction ends or purpose restriction is accomplished), net assets with donor restrictions are reclassified to net 
assets without donor restrictions and reported in the Statements of Activities as net assets released from 
restrictions. 


Contributed Facilities, Goods and Services 
The Organization leases land from Monroe County on which the residential shelter was constructed and 
apartments from the Key West Housing Authority for two child/youth residential programs. Both of these leases 
are for $1.00 per year. In addition, the Monroe County Organization Board provides office space for the 
Organization's counseling program. Donated facilities for each of the years ended June 30, 2021 and 2020 
totaled approximately $103,000 and is reflected under the caption "In-kind contributions" in the Statements of 
Activities. 


The Organization records only those contributed services which are a significant and integral part of the efforts 
of the Organization and would have to be provided by outside vendors or personnel had the services not been 
contributed. Additionally, those services must fall under the control of the Organization's management and have 
a clearly measurable basis of valuation. There were no contributed services during the years ended June 30, 
2021 and 2020. 


Functional Allocation of Expenses 
The costs of providing the various programs and other activities have been summarized on a functional basis in 
the Statements of Activities. Accordingly, certain costs have been allocated among the programs and supporting 
services benefited. Expenses that can be directly identified with the program or supporting service are reported 
as expenses of those functional areas. Other expenses are allocated among program and supporting services 
based on a reasonable basis that is consistently applied. Personnel expenses are allocated on the basis of time 
and effort. 


Income Taxes 
The Organization is a not-for-profit organization exempt from federal and state income taxes under Section 
501(c)(3) of the Internal Revenue Code ("IRC") and is classified as an organization that is not a private 
foundation under Section 509(a) of the IRC. As a result, the financial statements do not reflect a provision for 
income taxes. 


The Organization recognizes and measures tax positions based on their technical merit and assesses the 
likelihood that the positions will be sustained upon examination based on the facts, circumstances and 
information available at the end of each period. Interest and penalties on tax liabilities, if any, would be 
recorded in interest expense and other non-interest expense, respectively. 


The U.S. Federal jurisdiction is the major tax jurisdiction where the Organization files income tax returns. The 
Organization is generally no longer subject to U.S. Federal examinations by tax authorities for the fiscal years 
before 2018. 
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NOTE 1 – ORGANIZATION AND SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (Continued) 
Concentrations and Credit Risk 
The Organization receives a significant portion of its revenue from federal, state and local governmental 
agencies. If a significant reduction in the level of funding were to occur, it would have an adverse effect on the 
Organization's ability to continue operating the programs and services being provided. One grantor accounted 
for approximately 45% and 61% of grants and contracts receivable at June 30, 2021 and 2020, respectively. 
Additionally, one grantor accounted for approximately 46% and 41% of total revenue and support for the years 
ended June 30, 2021 and 2020, respectively. 


Financial instruments which potentially subject the Organization to concentrations of credit and market risk 
consist primarily of cash and cash equivalents, investments, and grants receivable. Accounts in each institution 
are insured by the Federal Deposit Insurance Corporation in accordance with current regulations, which 
provides for insurance up to $250,000. Cash equivalents are maintained at high-quality financial institutions. 
Investments are subject to both credit and market risks. Credit risk is the possibility that a loss may occur from 
the failure of another party to perform according to the terms of a contract. Market risk is the possibility that 
fluctuations in the investment market will impact the value of the portfolio. Credit risk with respect to grants 
receivable is mitigated by the taxing authority of the federal, state and local governmental agencies funding the 
programs 


Reclassifications 
Certain balances reported in the financial statements for the year ended June 30, 2020, have been reclassified to 
conform to the presentation for the year ended June 30, 2021. 


Subsequent Events 
The Organization has evaluated subsequent events through December 9, 2021 which is the date the financial 
statements were available to be issued. (See Note 10). 


NOTE 2 – PROPERTY AND EQUIPMENT, NET  
Property and equipment, net at June 30, 2021 and 2020, is summarized as follows: 


2021 2020
Building and improvements 1,439,970$         1,390,625$        
Equipment 134,832              134,832             
Office furniture and equipment 217,948 217,948
Transportation equipment 270,645              270,645             


2,063,395           2,014,050          
    Less:  accumulated depreciation (1,507,186)          (1,422,834)        


556,209$            591,216$           


Depreciation expense for the year ended June 30, 2021 and 2020 amounted to $84,352 and $84,471, 
respectively. 
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NOTE 3 – INVESTMENTS  
Investments at fair value consist of the following at June 30, 2021 and 2020: 
 


2021 2020
Cash and cash equivalents 282,465$            374,360$           
Fixed income and other 340,851 10,342
Equity funds 402,247 331,878


1,025,563$         716,580$           
 


 
The following summarizes the investment income, net, for the years ended June 30, 2021 and 2020: 
 


2021 2020
Interest and dividends 12,456$              10,901$             
Net realized and unrealized gains 106,867 15,798
Management fees (10,340) (9,682)


108,983$            17,017$             
 


NOTE 4 – FAIR VALUE MEASUREMENTS  
The FASB established a framework for measuring fair value. That framework provides a fair value hierarchy 
that prioritizes the inputs to valuation techniques used to measure fair value. The hierarchy gives the highest 
priority to unadjusted quoted prices in active markets for identical assets or liabilities (Level 1 measurements) 
and the lowest priority to unobservable inputs (Level 3 measurements). 
 
The three levels of the fair value hierarchy are described as follows: 
 


• Level 1 - Inputs to the valuation methodology are unadjusted quoted prices for identical assets or 
liabilities in active markets that the Organization has the ability to access. 
 


• Level 2 -  Inputs to the valuation methodology include: 
• quoted prices for similar assets or liabilities in active markets; 
• quoted prices for identical or similar assets or liabilities in inactive markets; 
• inputs other than quoted prices that are observable for the asset or liability; 
• inputs that are derived principally from or corroborated by observable market data by 


correlation or other means. 
If the asset or liability has a specified (contractual) term, the Level 2 input must be 
observable for substantially the full term of the asset or liability. 


 
• Level 3 - Inputs to the valuation methodology are unobservable and significant to the fair value 


measurement. 
 


The asset or liability's fair value measurement level within the fair value hierarchy is based on the lowest level 
of any input that is significant to the fair value measurement. Valuation techniques used need to maximize the 
use of observable inputs and minimize the use of unobservable inputs. 
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NOTE 4 – FAIR VALUE MEASUREMENTS  (Continued) 
Mutual funds, fixed income and equity fund investments are valued at the closing price reported in the active 
market in which the individual securities are traded. 


The following table sets forth by level, within the fair value hierarchy, the Organization's assets at fair value on 
a recurring basis at June 30, 2021 and 2020. 


Description
Fair Value 


June 30, 2021


Quoted Prices 
in Active 


Markets for 
Identical 
Assets     


(Level 1)


Significant 
Other 


Observable 
Inputs    


(Level 2)


Significant 
Other 


Unobservable 
Inputs    


(Level 3)
Assets:
Mutual funds 282,465$      282,465$         $              - -$              
Fixed income and other 340,851 340,851 - - 
Equity funds 402,247 402,247 - - 


1,025,563$   1,025,563$      $              - -$              


Fair Value Measurements at
Reporting Date Using:


Description
Fair Value 


June 30, 2020


Quoted Prices 
in Active 


Markets for 
Identical 
Assets     


(Level 1)


Significant 
Other 


Observable 
Inputs    


(Level 2)


Significant 
Other 


Unobservable 
Inputs    


(Level 3)
Assets:
Mutual funds 16,701$        16,701$           $              - $ -   
Fixed income and other 302,666 302,666          -                    -   
Equity funds 373,339 373,339          -                    -   


692,706$      692,706$         $              - $ -   


Fair Value Measurements at
Reporting Date Using:


NOTE 5 – COMMITMENTS AND CONTINGENCIES 
Operating Leases 
The Organization had previously entered into an agreement to lease the parcel of land on which the residential 
shelter was constructed for the annual rental of one dollar. On October 19, 2011, the lease was amended to 
extend the period of the lease to twenty-five years through October 18, 2036 with the same annual rental of one 
dollar.
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NOTE 5 – COMMITMENTS AND CONTINGENCIES (Continued) 
In May 2000, the Organization entered into an agreement to lease apartments in which the Poinciana program is 
located for a period of fifty years for an annual rent of one dollar. The parties may extend the term of the lease 
as long as the extension is consistent with the master lease and the Key West City Charter and Ordinance. 


Total in-kind expense related to these leases, along with other certain donated facilities, was approximately 
$103,000 for each of the years ended June 30, 2021 and 2020, and is included in the caption "Building 
occupancy" in the accompanying Statements of Functional Expenses. 


The Organization leases additional office space under an operating lease that extends through October 2020. 
Rent expense under this lease for each of the years ended June 30, 2021 and 2020 was approximately $15,000 
and is included in the caption "Building occupancy" in the accompanying Statements of Functional Expenses.  


Litigation 
The Organization may be involved in various claims and legal actions arising in the ordinary course of business. 
In the opinion of management, the ultimate disposition of these matters will not have a material adverse effect 
on the Organization's financial statements or results of operations. 


NOTE 6 – PENSION PLAN 
The Organization sponsors a Simple IRA Plan covering all employees who elect to participate. Under the Plan, 
the Organization contributes the lesser of 3% of the participant's wages or the participant's contribution. The 
Organization's contribution for the years ended June 30, 2021 and 2020 was approximately $13,000 and 
$14,000, respectively. 


NOTE 7 – ENDOWMENT 
The Organization's endowment consists of an individual fund designated by the Board of Directors established 
to support the mission of the Organization. As required by U.S. GAAP, net assets associated with endowment 
funds are classified and reported based on the existence or absence of donor-imposed restrictions. 


The State of Florida adopted the Florida Uniform Prudent Management of Institutional Funds Act 
("FUPMIFA"). The Organization has interpreted the FUPMIFA as requiring the preservation of the fair value of 
the original gift as of the gift date of the donor-restricted endowment funds, absent explicit donor stipulations to 
the contrary. As a result of this interpretation, the Organization classifies as net assets with donor restrictions 
the historical value of donor-restricted endowment funds, which includes (a) the original value of gifts donated 
to the permanent endowment, (b) the original value of subsequent gifts to the permanent endowment and (c) 
changes to the permanent endowment made in accordance with the direction of the applicable donor gift 
instrument. Also included in net assets with donor restrictions is accumulated appreciation on donor restricted 
endowment funds which are available for expenditure in a manner consistent with the standard of prudence 
prescribed by the FUPMIFA, and deficiencies associated with funds where the value of the fund has fallen 
below the original value of the gift. 
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NOTE 7 – ENDOWMENT (Continued) 
In accordance with FUPMIFA, the Organization considers the following factors in making a determination to 
appropriate or accumulate donor-restricted endowment funds: 


(1) The duration and preservation of the fund
(2) The purposes of the Organization and the donor-restricted endowment fund
(3) General economic conditions
(4) The possible effect of inflation and deflation
(5) The expected total return from income and the appreciation of investments
(6) Other resources of the Organization
(7) The investment policy of the Organization


For the years ended June 30, 2021 and 2020, the Organization has elected not to add appreciation for cost of 
living or other spending policies to any donor restricted endowments for inflation and other economic 
conditions. There were no such endowments for the years ended June 30, 2021 and 2020. 


Summary of endowment net assets at June 30, 2021 and 2020: 


Without Donor 
Restrictions


With Donor 
Restrictions Total


Board-designated endownment funds 70,679$           -$ 70,679$  


70,679$           -$ 70,679$  


Changes of endowment net assets for the year ended June 20, 2021: 


Without Donor 
Restrictions


With Donor 
Restrictions Total


Endowment net assets, beginning 63,890$           -$               63,890$  
Investment income 6,789               - 6,789


Endowment net assets, ending 70,679$           -$               70,679$


Changes of endowment net assets for the year ended June 20, 2020: 


Without Donor 
Restrictions


With Donor 
Restrictions Total


Endowment net assets, beginning 63,890$           -$ 63,890$  
Investment income 1,517               - 1,517
Amounts appropriated for expenditure (1,517) - (1,517) 


Endowment net assets, ending 63,890$           -$ 63,890$  
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NOTE 7 – ENDOWMENT (Continued) 
Funds with Deficiencies 
From time to time, the fair value of assets associated with individual donor restricted endowment funds may fall 
below the level that the donor or FUPMIFA requires the Organization to retain as a fund of perpetual duration. 
There were no such deficiencies in the endowment funds as of June 30, 2021 and 2020. 


Return Objectives and Risk Parameters 
The Organization has adopted investment policies and spending polices for endowment assets that attempt to 
provide a predictable stream of funding to programs supported by its endowment while seeking to maintain the 
purchasing power of the endowment assets on an inflation-adjusted basis. Endowment assets include those 
assets of board-designated funds that accumulate until the funds are appropriated for expenditure by the Board. 


Strategies Employed for Achieving Objectives 
To satisfy investment objectives, the Organization relies on a total return strategy in which investment returns 
are achieved through both capital appreciation (realized and unrealized) and current yield (interest and 
dividends). 


Spending Policy and How the Investment Objectives Relate to Spending Policy 
The amounts distributed for spending from the endowment funds shall be used to enhance the well-being of 
abused and runaway children. 


NOTE 8 – LIQUIDITY AND AVAILABILITY OF FINANCIAL ASSETS 
The Organization maintains an informal policy of structuring its financial assets to be available as general 
expenditures, liabilities, and other obligations come due. The Organization engages qualified third party 
investment advisors to invest excess cash net of working capital in instruments as stipulated under the 
investment policy. The policy is reviewed quarterly by the Investment Committee. Market performance is 
monitored continuously including review of quarterly reports and watch list of invested funds. Furthermore, the 
Executive Committee as well as the Board reviews the statements of financial position and statements of 
activities results periodically. 


The Organization's financial assets available within one year of the statement of financial position date for 
general expenditures as of June 30, 2021 are as follows: 


Cash and cash equivalents 520,640$        
Grants and contracts receivable 165,707          
Investments 1,025,563       


Financial assets 1,711,910       


Less: Investments- Board designated endowment fund (70,679)           


Total financial assets available within one year 1,641,231$     
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NOTE 9 – NOTES PAYABLE AND LOAN FORGIVENESS 
On April 2020, the Organization received loan proceeds in the amount of $303,199 under the Paycheck 
Protection Program (“PPP”).  During 2021, the loan was forgiven and therefore the loan is reflected as 
forgiveness of debt on the statement of activities.   


On March 2021, the Organization received second loan proceed in the amount of $278,812 under the Paycheck 
Protection Program (“PPP”). The loans and accrued interest are forgivable as long as the borrower uses the loan 
proceeds for eligible purposes.  As of June 30, 2021, the Organization has reflected a liability in the amount of 
$273,811. 


NOTE 10 – OTHER MATTERS 
The World Health Organization (“WHO”) declared the coronavirus (COVID-19), a global pandemic and public 
health emergency. At this point, the Organization cannot reasonably estimate the extent to which this disruption may 
continue to impact the Organization’s financial statements and future results of operations. 







SUPPLEMENTARY INFORMATION 
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Federal or State Agency/ Transfer 
Program or Project Title CSFA Contract/Grant to
Pass Through Agency Number Number Expenditures  Subrecipients


Expenditures of Federal Awards:
U.S. Department of Health and Human Services


Basic Center Program for Monroe County Florida-Jelsema Center
Pass-Through Family and Youth Services Bureau 93.623 192,194$       -$                       


Education and Prevention Grants to Reduce Sexual Abuse of Runaway, 
 homeless and Street Youth


Pass-Through Family and Youth Services Bureau 93.557 188,796         -                         


Foster Care-Title IV-E
Pass-Through Citrus Family Care Network 93.658 32,399           -                         


Program Total 413,389$       -$                       


Social Services Block Grant
Pass-Through Citrus Family Care Network 93.667 110,849         -                         


Total U.S. Department of Health and Human Services 524,238$       -$                       


U.S. Department of Health and Human Services
National School Lunch Program


Pass-Through State of Florida 10.555 12,755           -                         


Total U.S Department of Agriculture 12,755$         -$                       


Total Expenditures of Federal Awards 536,993$       -$                       


State Financial Assistance:
State of Florida Department of Juvenile Justice


Children and Family in Need of Services(CINS/FINS)
The Florida Network Youth and Family Services 80.005 816,477$       -$                       


Total State Financial Assistance 816,477$       -$                       


Total of Expenditures of Federal Awards and State Financial Assistance 1,353,470$    -$                       


 
 
 
 
 
 
 
 
 
 
 
See the accompanying notes to the schedule of expenditures of state financial assistance. 
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NOTE 1 – GENERAL  
The accompanying Schedule of Expenditures of State Financial Assistance (the "Schedule") presents the 
activity of state grants of the Florida Keys Children's Shelter, Inc. during the year ended June 30, 2021. 


NOTE 2 – BASIS OF ACCOUNTING 
The accompanying Schedule is presented using the accrual basis of accounting. 


NOTE 3 - BASIS OF PRESENTATION 
The accompanying Schedule is presented in accordance with the requirements of Chapter 10.650, Rules of the 
Auditor General of the State of Florida. 


NOTE 4 – SUB-RECIPIENTS 
None of the expenditures of state financial assistance included in the Schedule were paid or provided to sub 
recipients. 







INDEPENDENT AUDITOR’S REPORT ON INTERNAL CONTROL  
OVER FINANCIAL REPORTING AND ON COMPLIANCE AND OTHER  
MATTERS BASED ON AN AUDIT OF FINANCIAL STATEMENTS  
PERFORMED IN ACCORDANCE WITH GOVERNMENT AUDITING STANDARDS 


To the Board of Directors of 
Florida Keys Children’s Shelter, Inc. 


We have audited, in accordance with the auditing standards generally accepted in the United 
States of America and the standards applicable to financial audits contained in Government 
Auditing Standards issued by the Comptroller General of the United States, the financial 
statements of Florida Keys Children’s Shelter, Inc. (“The Organization”) (a nonprofit 
organization), which comprise the statement of financial position as of June 30, 2021, and the 
related statements of activities, functional expenses, and cash flows for the year then ended, and 
the related notes to the financial statements, and have issued our report thereon dated December 
9, 2021.  


Internal Control Over Financial Reporting 


In planning and performing our audit of the financial statements, we considered The 
Organization’s internal control over financial reporting (internal control) to determine the audit 
procedures that are appropriate in the circumstances for the purpose of expressing our opinion on 
the financial statements, but not for the purpose of expressing an opinion on the effectiveness of 
The Organization’s internal control. Accordingly, we do not express an opinion on the 
effectiveness of The Organization’s internal control. 


A deficiency in internal control exists when the design or operation of a control does not allow 
management or employees, in the normal course of performing their assigned functions, to 
prevent, or detect and correct, misstatements on a timely basis. A material weakness is a 
deficiency, or a combination of deficiencies, in internal control such that there is a reasonable 
possibility that a material misstatement of the entity’s financial statements will not be prevented, 
or detected and corrected on a timely basis.  A significant deficiency is a deficiency, or a 
combination of deficiencies, in internal control that is less severe than a material weakness, yet 
important enough to merit attention by those charged with governance.  


Our consideration of the internal control was for the limited purpose described in the first 
paragraph of this section and was not designed to identify all deficiencies in internal control that 
might be material weaknesses or significant deficiencies and therefore, material weaknesses or 
significant deficiencies may exist that have not been identified. We did not identify any 
deficiencies in internal control that we consider to be material weaknesses. However, material 
weaknesses may exist that have not been identified. 
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Compliance and Other Matters 


As part of obtaining reasonable assurance about whether The Organization’s financial statements 
are free from material misstatement, we performed tests of its compliance with certain provisions 
of laws, regulations, contracts, and grant agreements, noncompliance with which could have a 
direct and material effect on the determination of financial statement amounts. However, 
providing an opinion on compliance with those provisions was not an objective of our audit, and 
accordingly, we do not express such an opinion. The results of our tests disclosed no instances of 
noncompliance or other matters that are required to be reported under Government Auditing 
Standards. 


Our consideration of internal control over compliance was for the limited purpose described in 
the first paragraph of this section and was not designed to identify all deficiencies in internal 
control over compliance that might be material weaknesses or significant deficiencies and 
therefore, material weaknesses or significant deficiencies may exist that have not been identified. 


Purpose of Report 


The purpose of this report is solely to describe the scope of our testing of internal control and 
compliance and the results of that testing, and not to provide an opinion on the effectiveness of 
The Organization’s internal control or on compliance. This report is an integral part of an audit 
performed in accordance with Government Auditing Standards in considering The 
Organization’s internal control and compliance. Accordingly, this communication is not suitable 
for any other purpose. 


CERTIFIED PUBLIC ACCOUNTANTS 
Coral Gables, Florida 
December 9, 2021 







INDEPENDENT AUDITOR’S REPORT ON COMPLIANCE  
FOR EACH MAJOR STATE PROJECT AND ON  
INTERNAL CONTROL OVER COMPLIANCE REQUIRED BY 
CHAPTER 10.650, RULES OF THE AUDITOR GENERAL 


To the Board of Directors of 
Florida Keys Children’s Shelter, Inc. 


Report on Compliance for Each Major State Project 


We have audited Florida Keys Children’s Shelter, Inc. (the “Organization”) compliance with the 
types of compliance requirements described in the Department of Financial Services’ State 
Projects Compliance Supplement, that could have a direct and material effect on each of The 
Organization's major State projects for the year ended June 30, 2021. The Organization's major 
State projects are identified in the summary of auditor's results section of the accompanying 
schedule of findings and questioned costs. 


Management's Responsibility 


Management is responsible for compliance with Federal and State statutes, regulations, and the 
terms and conditions of its State projects applicable to its State projects. 


Auditor's Responsibility 


Our responsibility is to express an opinion on compliance for each of The Organization's major 
State projects based on our audit of the types of compliance requirements referred to above. We 
conducted our audit of compliance in accordance with auditing standards generally accepted in 
the United States of America; the standards applicable to financial audits contained in 
Government Auditing Standards, issued by the Comptroller General of the United States; and 
Chapter 10.650, Rules of the Auditor General. Those standards, and Chapter 10.650, Rules of the 
Auditor General, require that we plan and perform the audit to obtain reasonable assurance about 
whether noncompliance with the types of compliance requirements referred to above that could 
have a direct and material effect on a major State project occurred. An audit includes examining, 
on a test basis, evidence about The Organization's compliance with those requirements and 
performing such other procedures as we considered necessary in the circumstances. 


We believe that our audit provides a reasonable basis for our opinion on compliance for each 
major State project. However, our audit does not provide a legal determination of the 
Organization’s compliance. 
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Opinion on Each Major State Project 


In our opinion, the Organization, complied, in all material respects, with the types of compliance 
requirements referred to above that could have a direct and material effect on each of its major 
State projects for the year ended June 30, 2021. 


Report on Internal Control Over Compliance 


Management of the Organization is responsible for establishing and maintaining effective 
internal control over compliance with the types of compliance requirements referred to above. In 
planning and performing our audit of compliance, we considered the Organization's internal 
control over compliance with the types of requirements that could have a direct and material 
effect on a major state project to determine the auditing procedures that are appropriate in the 
circumstances for the purpose of expressing an opinion on compliance for the major state project 
and to test and report on internal control over compliance in accordance with Chapter 10.650, but 
not for the purpose of expressing an opinion on the effectiveness of internal control over 
compliance. Accordingly, we do not express an opinion on the effectiveness of the 
Organization's internal control over compliance. 


A deficiency in internal control over compliance exists when the design or operation of a control 
over compliance does not allow management or employees, in the normal course of performing 
their assigned functions, to prevent, or detect and correct, noncompliance with a type of 
compliance requirement of a State project on a timely basis. A material weakness in internal 
control over compliance is a deficiency, or combination of deficiencies, in internal control over 
compliance, such that there is a reasonable possibility that material noncompliance with a type of 
compliance requirement of a State project will not be prevented, or detected and corrected, on a 
timely basis. A significant deficiency in internal control over compliance is a deficiency, or a 
combination of deficiencies, in internal control over compliance with the type of compliance 
requirement of a State project that is less severe than a material weakness in internal control over 
compliance, yet important enough to merit attention by those charged with governance. 


Our consideration of internal control over compliance was for the limited purpose described in 
the first paragraph of this section and was not designed to identify all deficiencies in internal 
control over compliance that might be material weaknesses or significant deficiencies. We did 
not identify any deficiencies in internal control over compliance that we consider to be material 
weaknesses. However, material weaknesses may exist that have not been identified. 


The purpose of this report on internal control over compliance is solely to describe the scope of 
our testing of internal control over compliance and results of that testing based on the 
requirements of Chapter 10.650, Rules of the Auditor General. Accordingly, this report is not 
suitable for any other purpose.  


CERTIFIED PUBLIC ACCOUNTANTS 
Coral Gables, Florida 
December 9, 2021 







FLORIDA KEYS CHILDREN’S SHELTER, INC. 
SCHEDULE OF FINDINGS AND QUESTIONED COSTS 
FOR THE YEAR ENDED JUNE 30, 2021 
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SECTION I – SUMMARY OF AUDITOR'S RESULTS 


Financial Statements 


Type of auditor's report issued:           Unmodified 


Internal control over financial reporting: 


• Material weakness(es) identified?           XX  yes       XXX no 


• Significant deficiency(ies) identified that are not
considered to be material weaknesses?           XXX yes     XXX none reported 


Noncompliance material to financial statements noted?           XXX yes     XXX no 


State Projects 


Type of auditor's report issued on compliance for 
major state projects:           Unmodified 


Internal control over major state projects: 


• Material weakness(es) identified?      XXX yes     XXX no 


• Significant deficiency(ies) identified that are not
considered to be material weaknesses?           XXX yes     XXX none reported 


Any audit findings disclosed that are required to be 
reported in accordance with Chapter 10.650 “Rules of 
the Auditor General”?           XX yes       XXX no 


Identification of major state projects: 


Name of State Project CSFA Number Expenditures 


Children and Families in Need of Services 
 (CINS/FINS) 80.005 $816,477 


Dollar threshold used to distinguish between type A 
and type B projects          $300,000 


Auditee qualified as low-risk auditee?           N/A 







FLORIDA KEYS CHILDREN’S SHELTER, INC. 
SCHEDULE OF FINDINGS AND QUESTIONED COSTS 
FOR THE YEAR ENDED JUNE 30, 2021 
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SECTION II – FINANCIAL STATEMENT FINDINGS 


The audit disclosed no matters that are reportable for the current year. 


SECTION III – FINDINGS AND QUESTIONED COSTS - STATE FINANCIAL ASSISTANCE 
PROJECTS 


The audit disclosed no matters that are reportable for the current year. 


SECTION IV – OTHER ISSUES 


1. No management letter was issued for the year ended June 30, 2021 because there were no
findings required to be reported in the management letter (see AG Rules Section 10.656(3)(e)).


2. No Summary Schedule of Prior Audit Findings is required because there were no prior audit
findings related to state projects (see AG Rules 10.656(3)(d)(5)).


3. No corrective action plan is required because there were no findings required to be reported
under the Florida Department of Financial Services’ State Projects Compliance Supplement.





		Investments and Investment Income

		Investments are carried at fair value determined by quoted market values. Investment income (including gains on investments, interest, and dividends) are included in the Statements of Activities.

		Property and Equipment

		NOTE 8 – LIQUIDITY AND AVAILABILITY OF FINANCIAL ASSETS



abent
File Attachment
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EXECUTIVE SUMMARY 


 
Forefront LLC conducted a joint Quality Improvement (QI) and Florida Network of Youth and Family Services (FNYFS) 
monitoring visit for the Florida Keys Children’s Shelter (FKCS) for the FY 2022-2023 at its program office located at 73 
Highpoint Road, Tavernier, Florida. Forefront LLC (Forefront) is an independent compliance monitoring firm that is 
contracted by the FNYFS to perform onsite program reviews to assess the agency’s adherence to fiscal, programmatic, 
and overall contract requirements.  FKCS is contracted with the Florida Network of Youth and Family Services (FNYFS) to 
provide direct services to Children/Families in Need of Services (CINS/FINS).  The services to be provided are identified 
in Contract Section A - Descriptions and Specifications and Section B - Delivery and Performance and are funded with 
General Revenue Funds effective for July 2022 through June 30, 2023. 
 
The review was conducted by Marcia Tavares, Consultant for Forefront LLC and Department of Juvenile Justice (DJJ) 
Peer Reviewer Rosa Flores.  Agency representatives from FKCS present for the entrance interview were: Ben Kemmer, 
CEO; Alvin Bentley, COO; Nathaly Milla, Residential Coordinator; Katherine Raskob, Counseling Services Coordinator; 
Karen Martinez, Staff Assistant Coordinator; Katya Andrade, Office Manager; and counseling staff for the residential and 
community counseling programs. The last onsite QI visit was conducted November 3-4, 2021.  
 
In general, the Reviewer found that the Florida Keys Children Shelter is following specific contract requirements. FKCS 
received an overall compliance rating of 100% for achieving full compliance with four applicable indicators of the 
Modified Administrative and Fiscal Contract Monitoring Tool. There were no corrective actions or recommendations made 
as a result of the monitoring visit. 
 
The following report represents the results of the in-depth evaluation of the provider’s General Administrative 
performance, with all findings clearly documented.  Copies of all completed tools utilized during the visit to determine 
these ratings will be maintained on file with the Reviewer.  If any information or clarification is required, please contact 
Keith Carr by E-mail: keithcarr@forefrontllc.com 
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2022-2023 CINS/FINS PROGRAM COMPLIANCE MONITORING TOOL 
Report Number: CM 11-16-2022-2023 


Agency Name:   Florida Keys Children Shelter        Monitor Name: Marcia Tavares, Lead Reviewer     


Contract Type :  CINS/FINS  Region/Office: 73 High Point Rd., Tavernier, FL 33070 


Service Description: Comprehensive Onsite Compliance 
Monitoring 


Site Visit Date(s): November 16-17, 2022 


  


 Explain Rating    


     Ratings Based Upon: Notes 


Major Programmatic Requirements 
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 I = Interview 


O = Observation 


D = Documentation 


PTV = Submitted Prior To Visit 


(List Who and What) 


Explain Unacceptable or 
Conditionally Acceptable:   


 (Attach Supportive 
Documentation) 


        


 I. Administrative and Fiscal     
   


Limits of Coverage 


Provider shall provide and maintain during this contract, 
the following minimum kinds of insurance: Worker's 
Compensation and Employer's liability insurance as 
required by Chapter 440, F.S.  with a minimum of 
$100,000 per accident, $100,000 per person and 
$500,000 policy aggregate. Commercial General Liability 
with a limit of $500,000 per occurrence, and $1,000,000 
policy aggregate.  Automobile Liability Insurance shall be 
required and shall provide bodily injury and property 
damage liability covering the operation of all vehicles used 
in conjunction with performance of this contract, with a 
minimum limit for bodily injury of $250,000 per person; 
with a minimum limit for bodily injury of $500,000 per 
accident; with a minimum limit for property damage of 
$100,000 per accident and with a minimum limit for 
medical payments or $5,000-$10,000 per person. Florida 
Network is listed as payee or co-payee.  PTV 


   


 


  Documentation:  
General Liability through Harleysville 
Insurance Company, for limits of 
coverage $1,000,000 each $3,000,000 
aggregate, $100,000 damage to 
rented premises, and $5,000 medical 
expense any one person. The policy is 
effective 3/1/22-3/1/23. 
 
Workers Compensation through 
Ascendant Commercial Insurance 
Company with limits of $1,000,000 
each and $1,000,000 policy limit, 
effective for 4/30/22 through 
4/30/2023. 
 
Automobile insurance through 
Harleysville Insurance Company, for 
combined limits of liability for 
$1,000,000 and $5,000 medical 
payments. Policy effective for 3/1/22-
3/1/23.  
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Agency Name:   Florida Keys Children Shelter        Monitor Name: Marcia Tavares, Lead Reviewer     


Contract Type :  CINS/FINS  Region/Office: 73 High Point Rd., Tavernier, FL 33070 


Service Description: Comprehensive Onsite Compliance 
Monitoring 


Site Visit Date(s): November 16-17, 2022 


  


 Explain Rating    


     Ratings Based Upon: Notes 


Major Programmatic Requirements 


U
n


a
c
c
e


p
ta


b
le


 


C
o


n
d


it
io


n
a
ll


y
 


U
n


a
c


c
e


p
ta


b
le


 
  


 


 


F
u


ll
y
 M


e
t 


 


E
x
c
e
e


d
e
d


 


N
o


t 
A


p
p


li
c
a
b


le
 I = Interview 


O = Observation 


D = Documentation 


PTV = Submitted Prior To Visit 


(List Who and What) 


Explain Unacceptable or 
Conditionally Acceptable:   


 (Attach Supportive 
Documentation) 


        
 
Florida Network is listed on the 
Insurance Certificate as certificate 
holder. 


Fiscal Practice 


Agency must have employee and fiscal policy/procedures 
manuals that are in compliance with GAAP and provide 
sound internal controls. Agency maintains fiscal files that 
are audit ready.  PTV 


     Documentation:  
Fiscal Policies and Procedures are 
contained in the agency’s Accounting 
Policy and Procedures Manual with a 
review date of May 2, 2019. The 
procedures reviewed appear to be 
consistent with GAAP and provide for 
limited internal controls. Procedures 
are included for: general accounting 
procedures including general ledger 
and computer back-up; cash 
management procedures: accounts 
receivable; payroll; property, plant, and 
equipment procedures; accounts 
payable; procedures for liability; and 
management reporting.   


 


Petty cash ledger system is balanced and all cash 
disbursements are compliant with financial policies and 
allowable under the contract.  (Disbursements/invoices are 
approved & monitored by management.) –ON SITE 


     Documentation: 
Reviewed petty cash Policy and 
Procedure 2.03 which is included in 
the Fiscal Policies and Procedures 
manual.  The fund was reconciled 
onsite during the review and was 
found to not exceed $300 fund limit. 
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Agency Name:   Florida Keys Children Shelter        Monitor Name: Marcia Tavares, Lead Reviewer     


Contract Type :  CINS/FINS  Region/Office: 73 High Point Rd., Tavernier, FL 33070 


Service Description: Comprehensive Onsite Compliance 
Monitoring 


Site Visit Date(s): November 16-17, 2022 


  


 Explain Rating    


     Ratings Based Upon: Notes 


Major Programmatic Requirements 
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 I = Interview 


O = Observation 


D = Documentation 


PTV = Submitted Prior To Visit 


(List Who and What) 


Explain Unacceptable or 
Conditionally Acceptable:   


 (Attach Supportive 
Documentation) 


        
Petty cash is utilized for purchases 
under $50 unless approval is granted 
by Management. Petty cash is stored 
in a safe in the Residential 
Coordinator’s office. The fund is 
reconciled weekly and submitted to the 
Executive Administrative 
Assistant/Human Resources for 
refunding. Disbursements and invoices 
are approved by the residential 
program coordinator. 


Agency maintains inventory in accordance with a written 
policy and FNYFS contractual requirements.  If over 
$1,000 inventory has DJJ Property Inventory Number/Tag. 
In the event the provider has purchased computer 
equipment an Informational Resources Request (IRR) 
been submitted to DJJ.  PTV/ON SITE  


     Not applicable 
No DJJ inventory 


 


 A Single Audit is performed as part of the annual audit if 
expenses are greater than $750,000.  The agency must 
submit a Corrective Action Plan for findings cited in the 
management letter and single audit. An annual financial 
audit was completed within 120 days after the previous 
fiscal year/calendar year and that a copy was provided to 
the Network unless and extension has been requested 
and approved in writing. Copy of Audit is submitted to the 
FNYFS by December 31st. Obtain from FNYFS 


     Documentation:  
The most recent completed Financial 
Audit was reviewed. Accounting firm, 
Verdeja, DeArmas, Trujillo issued a 
letter on 12/9/2021 stating they 
reviewed the provider’s accounting 
policies and found them to be 
adequate. The financial audit was 
completed for the year ending 
6/30/2021 and 2020.  No management 
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Agency Name:   Florida Keys Children Shelter        Monitor Name: Marcia Tavares, Lead Reviewer     


Contract Type :  CINS/FINS  Region/Office: 73 High Point Rd., Tavernier, FL 33070 


Service Description: Comprehensive Onsite Compliance 
Monitoring 


Site Visit Date(s): November 16-17, 2022 


  


 Explain Rating    


     Ratings Based Upon: Notes 


Major Programmatic Requirements 
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O = Observation 


D = Documentation 


PTV = Submitted Prior To Visit 


(List Who and What) 


Explain Unacceptable or 
Conditionally Acceptable:   


 (Attach Supportive 
Documentation) 


        
letter was issued because the audit did 
not disclose any matters that are 
reportable for the current year.  
A copy of the financial audit is on file 
with the Reviewer.   
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CONCLUSION 
 
Florida Keys Children Shelter has met the requirements for the CINS/FINS contract as a result of full compliance with four 
applicable indicators of the Modified Administrative and Fiscal Contract Monitoring Tool. One of the five indicators was not 
applicable because the program does not have any current inventory purchased with DJJ/FN Funds. Consequently, the 
overall compliance rate for this contract monitoring visit is 100%. There are no corrective actions cited or 
recommendations made as a result of the contract monitoring visit.  Overall, the provider is performing satisfactorily in 
meeting the fiscal and administrative terms of its contract and all the indicators reviewed were carried out in a manner 
which meets the standard as described in the report findings.   
 
If required, the provider must submit a corrective action plan to address corrective actions cited in the corresponding 
section of this report.  The provider’s Corrective Action Plan should address the issues, corrective actions item cited, time 
frames and staff responsible.  Responses to items cited for corrective actions are due to the Florida Network and the 
Florida Network Contract Manager within fourteen (14) working days of receipt of this report (See Florida Network Site for 
the Service Provider Corrective Action Form).  The Florida Network Contract Manager will then review the response to the 
corrective action(s) to determine if the response adequately addresses the problem identified in the report within three (3) 
days.  Upon approval the provider will then implement the approved measure to address the item(s) cited in the report.  If 
the corrective action is successful in resolving the items cited in the report the contract monitor will notify the Provider in 
writing that the desired resolution has been achieved.  Log on to the Florida Network (www.floridanetwork.org) website 
forms section and download the Service Provider Corrective Action Tracking Form.   
 


 
 


  


 


 



http://www.floridanetwork.org/





Florida Network of Youth and Family Services


Quality Improvement Program Report


Residential Program


Compliance Monitoring Services Provided by   
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


Standard 1: Management Accountability


1.01 Background Screening Satisfactory


1.04 Training Requirements Satisfactory


1.06 Client Transportation Satisfactory


Percent of indicators rated Satisfactory: 100 %


Percent of indicators rated Limited: 0 %


Percent of indicators rated Failed: 0 %


Standard 2: Intervention and Case Management


2.03 Case/Service Plan Satisfactory


Percent of indicators rated Satisfactory: 100 %


Percent of indicators rated Limited: 0 %


Percent of indicators rated Failed: 0 %


Standard 3: Shelter Care & Special Populations


3.01 Shelter Environment Satisfactory


3.06 Staffing and Youth Supervision Satisfactory


Percent of indicators rated Satisfactory: 100 %


Percent of indicators rated Limited: 0 %


Percent of indicators rated Failed: 0 %


Standard 4: Mental Health/Health Services


4.02 Suicide Prevention Satisfactory


4.03 Medications Satisfactory


Percent of indicators rated Satisfactory: 100 %


Percent of indicators rated Limited: 0 %


Percent of indicators rated Failed: 0 %


Overall Rating Summary


Percent of indicators rated Satisfactory: 100 %


Percent of indicators rated Limited: 0 %


Percent of indicators rated Failed: 0 %


CINS/FINS Rating Profile
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


Rating Definitions
Ratings were assigned to each indicator by the review team using the following definitions:


Reviewers


Members


Marcia Tavares- Lead Reviewer Consultant-Forefront LLC/Florida Network of Youth and Family Services


Rosa Flores - Regional Monitor, Department of Juvenile Justice


Not Applicable Does not apply.


No exceptions to the requirements of the indicator; limited, unintentional, and/or non-systemic 


exceptions that do not result in reduced or substandard service delivery; or exceptions with 


corrective action already applied and demonstrated.


Exceptions to the requirements of the indicator that result in the interruption of service delivery, 


and typically require oversight by management to address the issues systemically.


The absence of a component(s) essential to the requirements of the indicator that typically 


requires immediate follow-up and response to remediate the issue and ensure service delivery. 


Satisfactory Compliance


Limited Compliance


Failed Compliance
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


X Chief Executive Officer Case Manager Nurse – Full time


Chief Financial Officer Counselor Non-Licensed X Nurse – Part time


X Chief Operating Officer Advocate # Case Managers


Executive Director X Direct – Care Full time # Program Supervisors


Program Director Direct – Part time # Food Service Personnel


X Program Manager Direct – Care On-Call 1 # Healthcare Staff


X Program Coordinator Intern # Maintenance Personnel


X Clinical Director Volunteer # Other (listed by title):      


Counselor Licensed X Human Resources


Accreditation Reports X Table of Organization Visitation Logs


X Affidavit of Good Moral Character X Fire Prevention Plan X Youth Handbook


CCC Reports X Grievance Process/Records # Health Records


X Logbooks Key Control Log 5 # MH/SA Records


Continuity of Operation Plan X Fire Drill Log 11 # Personnel /Volunteer Records


X Contract Monitoring Reports Medical and Mental Health Alerts 7 # Training Records


Contract Scope of Services X Precautionary Observation Logs 5 # Youth Records (Closed)


X Egress Plans X Program Schedules 5 # Youth Records (Open)


X Fire Inspection Report List of Supplemental Contracts # Other:      


Exposure Control Plan Vehicle Inspection Reports


Intake X Posting of Abuse Hotline Staff Supervision of Youth


Program Activities Tool Inventory and Storage X Facility and Grounds


Recreation X Toxic Item Inventory & Storage X First Aid Kit(s)


Searches Discharge Group


Security Video Tapes Treatment Team Meetings Meals


Social Skill Modeling by Staff Youth Movement and Counts X Signage that all youth welcome


Medication Administration X Staff Interactions with Youth X Census Board


2 # of Youth 11 # of Direct Staff # of Other 


Surveys


Methodology


Persons Interviewed


Documents Reviewed


Observations During Review


This review was conducted in accordance with FDJJ-2000 (Quality Assurance Policy and Procedures), and focused on the areas of (1) Management 


Accountability, (2) Intervention and Case Management, (3) Shelter Care/Health Services, and (4) Mental Health/Health Services, which are included in 


the Children/Families in Need of Services (CINS/FINS) Standards (Effective September 1, 2022).
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


Comments


Due to COVID-19, this review was conducted on-site using the Modified QI Review Plan.


Monitoring Purpose


The purpose of this monitoring is to provide an annual quality improvement program review. This is to verify the agency 


adheres to all current CINS/FINS standards and contract compliance requirements for residential and/or community 


counseling services.


Strengths and Innovative Approaches


The Florida Keys Children’s Shelter (FKCS) contracts with the Florida Network to operate the Child in Need of Services and 


Family in Need of Services (CINS/FINS) program in Monroe County, Florida. The program is located at the Tavernier’s Jelsema 


Center, at the north-end of the county next to the Tavernier Government Center. Funding through CINS/FINS allows the 


agency to serve both male and female youth up to seventeen years old who are locked out, runaway, ungovernable and/or 


truant, homeless, abused, neglected, or at-risk.


 


The agency provides services to special populations who meet the criteria for Staff Secure shelter, Domestic Minor Sex 


Trafficking, and youth referred by the Juvenile Justice Court System for domestic violence, probation respite, and 


Family/Youth Respite Aftercare Services (FYRAC). FKCS is not contracted to provide Intensive Case Management (ICM) 


services or SNAP. In addition to the CINS/FINS Program, the agency operates the Poinciana Emergency Shelter (birth through 


10 years) and Poinciana Group Home (11-17 years old) in Key West, for children who have been removed from their 


families/homes as a result of abuse or neglect. It also provides street outreach through Project Lighthouse where staff 


conducts outreach in areas where homeless youth congregate with the goal of getting these youth help and providing a safe 


shelter.


 


FKCS is currently accredited by the Council of Accreditation (COA) and was recently re-accredited through July 31, 2024. The 


Council on Accreditation (COA) partners with human service organizations worldwide to improve service delivery outcomes 


by developing, applying, and promoting accreditation standards
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


Programmatic Updates


Staffing


The program hired a new residential counselor who works closely with the youth support team. The counselor has a 


bachelor’s degree in Human Communications from Florida Gulf Coast University and has worked with the Girl Scouts of 


Tropical Florida, MARC House, and Kinder in the Keys and proves to be an excellent addition to the team.


 


A new community-based counselor was also hired who has a Bachelor of Science in Education from Eastern Kentucky 


University, a Masters of Higher Education from Morehead State University, and an Educational Specialist degree (Ed. S) in 


Administration and Supervision, K-12 from Nova Southeastern University. Additionally, he is a certified educator in the state 


of Florida and is a certified Guardian Ad Litem volunteer from 2020 to the present. His extensive background and experience 


in education uniquely positions him to be one of the most effective community-based counselors FKCS has had the privilege 


to employ.


 


Also of note, the Florida Keys Children’s Shelter added two new members to its Executive Board. Ms. Diana Tweedy is a 


retired high school educator and counselor as well as a member of the Ocean Reef community.  Ms. Tweedy offers an 


insightful perspective to all of the board meetings and endeavors. Mr. Dwight L. Hill is the market President of the Florida 


Keys for First Horizon. Mr. Hill provides unparallel expertise in several industries and his previous board experience and 


contacts are invaluable to the FKCS Executive Board.


Program Updates


The residential coaching program, now in its forth year, continues to provide critical services of three coaching positions - life 


skills, education, and recreation. All current and future coaches have college degrees and specific expertise that empower the 


program to better support the youth who reside in the shelter.  With the retention of its higher pay scale, the FKCS has 


recruited qualified professionals long term with the support of one of its largest funders, the Ocean Reef Community 


Foundation, who once again granted $50,000 to aid this program.


The Jelsema Journey school break camp program, and the newly introduced Jelsema Mini-Camps, once again operated at 


capacity, receiving tremendous community support this past year. The camps were held as free week-long or mini, overnight 


program for at-risk youth ages 11-17 and offered field trips, group counseling, academic tutoring, counseling on conflict 


resolution and decision-making, during spring, summer and winter school holidays. Transportation, meals and incentives were 


all provided free of charge.  As in years past, the referrals for the camps were so high that the program was at full occupancy 


with a large waiting list. This program provides a free, safe and educational alternative to at-risk youth who would otherwise 


lack adult supervision.  The agency plans to continue with the Jelsema Journey camp program in 2023.


The agency was gratefully in a position to provide qualifying team members end-of-year bonuses.  Other acts of 


demonstrating appreciation was a holiday party that was held for staff at a local restaurant with games and prizes. The 


agency continued its monthly employee newsletters and offered one month of free mental health services.  It also  promoted 


its Employee of the Month program with gift card incentives. Presently, the agency is in the process of creating quantifiable 


metrics that will be tied to holiday bonuses at the end of the 2023 calendar year and are researching affordable healthcare 


benefits for all FKCS team members. 
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


Facility


FKCS implemented several improvements and updates to its facilities this year that included the following at the 


Tavernier/Jelsema Location:


- New parking lots/landscaping


- Touchless water and restroom upgrades 


- Chickee hut construction and outdoor play area with ping pong table


- Lobby and office furniture


- Appliance repairs and replacements 


- New carpet on internal stairway


In addition to the regularly-scheduled maintenance of all locations and vehicles, the program is looking into new signage for 


the outside of the Tavernier/Jelsema facility and replacing the bathroom vanities and towel racks. Lastly, FKCS has just 


recently explored the possible purchase of the building that houses the Project Lighthouse program located at 418 Eaton 


Street in Key West. The endeavor will require grant awards and possible match funding.


Funding/Finance


FKCS was recently honored with another federal grant award. This grant is for its Street Outreach Program and provides 


$148,000 annually over a three-year period, totaling $444,000. These funds will allow the continuation of Project Lighthouse 


in Key West. Young people who are on the street for whatever reason, including traveling through the country find a safe 


place to take a shower, pick up toiletries, and get a change of clothing. Youth can use computers and musical instruments, or 


participate in arts and crafts. The program helps connect youth with resources including food, medical care, employment, and 


lodging possibilities. The goal is to encourage each young person to become a contributing member of the community. 


Governance and Community


The Florida Keys Children’s Shelter has been a member in good standing for many years with the following chambers of 


commerce:


-South Dade 


-Ocean Reef 


-Key Largo


-Islamorada


-Marathon


-Key West


-Key West Business Guild


The agency also hold individual memberships and board positions through its leadership team with the following 


organizations:


-Key Largo Sunset Rotary


-Upper Keys Business and Professional Women


-First Key in Paradise (FKIP)


-Good Health Clinic (beginning January 2023)
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External Corrective Action Plans


FKCS did not experience any Corrective Action Plans through other agencies this year.


Other


Recruitment and retention of employees have continued to be one of the agency's biggest challenges. During this past year, it 


was able to maintain the increased pay to all employees but is experiencing new obstacles in recruiting qualified employees, 


chief among them is an increased demand for a sustainable living wage and incentives that reflect the rising cost of living and 


inflation in the Florida Keys. With recent cuts in funding, it is difficult to sustain these higher payroll levels. It is vital to the 


momentum of the entire program and its continued success to maintain the pay level of youth support staff.  The agency is 


actively pursuing new levels of private foundation funding to transition these higher salaries into its annual budget 


indefinitely.


Narrative Summary


FKCS is located at 73 High Point Rd, Tavernier, FL. The agency has an eleven-member Board of Directors/Trustees with 


representatives from the upper, middle, and lower keys, to oversee the agency’s goals, objectives, and activities. The FKCS 


building houses the CINS/FINS shelter on the first floor and the agency’s administrative offices on the second floor. The 


shelter provides separate female and male dormitories to children under 18 years of age that are locked out, runaway, 


ungovernable and/or truant, homeless, abused, neglected, or at risk. 


 


The program has a Senior Management team that is comprised of a Chief Executive Officer, Chief Operating Officer (COO), 


Financial Manager, Chief Learning & Evaluation Officer, Counseling Services Coordinator, Residential Program Coordinator, 


and Executive Administrative Assistant.  At the time of the onsite QI review, there were four staff vacancies reported.


The overall findings for the modified QI Review for Florida Keys Children Shelter are summarized as follows:


Standard 1:


Three indicators were reviewed for this standard: 1.01 Background Screening of Employees/Volunteers, 1.04 Training 


Requirements, and 1.06 Client Transportation. All three indicators were rated Satisfactory but indicator 1.06 was found to 


have exceptions. 


Standard 2:


One indicator was reviewed for Standard 2, indicator 2.03 Case/Service Plan. Indicator 2.03 was rated Satisfactory with no 


exceptions.


Standard 3:


Two indicators were reviewed for standard 3: 3.01 Shelter Environment, and 3.06 Staffing and Youth Supervision. Both 


indicators were rated Satisfactory with exceptions noted for indicator 3.01.  


Standard 4:


There are 2 indicators that were reviewed for standard 4, indicators 4.02 Suicide Prevention, and 4.03 Medications. Both 


indicators 4.02 and 4.03 were rated Satisfactory with no exceptions.


Summary of Deficiencies resulting in Limited or Failed Rating (If Applicable): 


None of the indicators reviewed as of the onsite QI review received a limited or failed rating.
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Review Based Upon


Document Source


For example: Interview/Surveys, Observation, and/or 


Type of


Documentation


Notes


Explain any items that have any 


deficiencies, exceptions or are not 


applicable.   


Satisfactory


YES


If NO, explain here: 


Policy 1.12, Background Screening and Post Hire Arrest, was 


approved on 9/27/2022 by the Chief Executive Officer (CEO). 


Agency utilizes an employee suitability 


prescreening assessment with a 


passing rate criterion prior to an offer of 


hire for direct care staff working with 


youth or the agency has provided an 


explanation for staff hired with a non-


passing/low score.


Compliance


The agency use a self-created pre-employment suitability 


questionnaire screening tool that has a pass rate of 70%. The tool 


consists of 11 questions including a bonus question. All nine staff 


hired since the last QI visit completed the pre-employment screening 


and met or exceeded the pass rate.


Background screening completed prior 


to hire/start date (or exemption obtained 


prior to working with youth if rated 


ineligible) for new hires, 


volunteers/interns, and contractors


Compliance


The agency completed eligible Department of Juvenile Justice (DJJ) 


background screenings prior to hire dates of nine new staff. There 


were no interns utilized by the program during the review period.


Agency has evidence for employees 


who have had a break in service and 


who are in good standing and 


reemployed with the same agency 


without an additional suitability 


assessment or background screening if 


the break is less than 90 days.


No eligible items 


for review


The agency has not rehired any new staff during the QI period who 


had a break in service.


Standard One – Management Accountability


Provider has a written policy and procedure that meets 


the requirement for Indicator 1.01


CINS/FINS QUALITY IMPROVEMENT TOOL


Quality Improvement Indicators and 


Results: 


Please select the appropriate outcome for 


each indicator.


1.01:  Background Screening (BS) and compliance with DJJ OIG statewide procedures regarding BS of employees, 


contractors and volunteers
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Five-year re-screening completed every 


5 years from initial date of hire
Compliance


Program employee roster shows two staff were eligible for five-year 


rescreening. The agency conducted and provided evidence of timely 


five-year re-screenings and the clearinghouse roster shows effective 


retained prints for both staff. 


Annual Affidavit of Compliance with 


Level 2 Screening Standards (Form 


IG/BSU-006) is completed and sent to 


BSU by January 31st?


Compliance


The provider submitted its Annual Affidavit of Compliance with Level 


2 Screening Standards on December 17, 2021 prior to the January 


31, 2022 deadline. 


Proof of E-Verify for all new employees 


obtained from the Department of 


Homeland Security
Compliance


Documentation supported E-Verify work authorizations were 


completed for the nine new staff hired.


Satisfactory


YES


If NO, explain here:


Policy 5.01, Employee Training, was approved by the CEO on 


9/27/2022.


All direct care staff have completed new 


hire pre-service training requirements 


for safety and supervision as required.
Compliance


The program has one eligible new staff who was hired on October 


31, 2022, after the effective date of this requirement. The staff is a 


case manager who has completed all but four training topics. No 


youth cases were yet assigned pending completion of all required 


training. 


All staff completed the United States 


Department of Justice (DOJ) Civil 


Rights & Federal Funds training within 


30 days from date of hire. (Staff hired 


before January 1
st


 were required to 


complete no later than December 31, 


2020)


Compliance


Four new hire and/or first year training records were reviewed for 


training compliance. All four records show the United States 


Department of Justice (DOJ) Civil Rights & Federal Funds training 


was completed within 30 days of hire. 


All direct care CINS/FINS staff (full time, 


part time, or on-call) demonstrated a 


minimum of 80 hours of training or more 


for the first full year of employment.


Compliance


Two of the four staff completed their first year of hire and training 


records show an excess of 80 hours of training. The other two staff 


are within the first year and have also completed more than 80 hours 


of training as of this onsite visit. 


First Year Direct Care Staff


Provider has a written policy and procedure that meets 


the requirement for Indicator 1.04


Additional Comments:  There are no additional comments for this indicator.


1.04: Training Requirements (Staff receives training in the necessary and essential skills required to provide CINS/FINS 


services and perform specific job functions)
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All staff receives all mandatory training 


during the first 90 days of employment 


from date of hire.


Compliance


Three of the four staff have been employed for more than 90 days. 


Two of the three staff completed all required training. The third staff 


was only missing Motivational Interviewing training because the 


scheduled training had to be cancelled due to Hurricane Ian.


Any designated staff that is responsible 


for entering NIRVANA or ensuring 


accurate and complete data entry in the 


Florida Department of Juvenile Justice 


Information System (JJIS) have 


completed all of the required trainings.


Compliance


Two eligible staff have completed NIRVANA training and one 


completed all JJIS required training. The other staff was within three 


weeks of hire and has time to complete one remaining JJIS training.


Documentation of non-licensed mental 


health clinical staff person’s training in 


Assessment of Suicide Risk form or 


written confirmation by a licensed 


mental health professional of training 


(includes date, signature and license 


number of the licensed mental health 


professional supervisor).


No eligible items 


for review


At the time of the onsite visit, there were no eligible clinical shelter 


training records to review. 


Direct care staff completes 24 hours of 


mandatory refresher Florida Network, 


SkillPro, and job-related training 


annually (40 hours if the program has a 


DCF child caring license).


Compliance


Three in-service direct care files were reviewed.  All three files had 


an excess of 40 hours of Florida Network, Skill Pro and job related 


training.


The agency has a designated staff 


member responsible for managing all 


employee's individual training files and 


completes routine reviews of staff files 


to ensure compliance.


Compliance


The Chief Learning and Evaluation Officer (CLEO) is the designated 


staff member responsible for managing all employees' individual 


training files who also completes routine reviews of staff files to 


ensure compliance. 


Required Training Documentation


Non-licensed Mental Health Clinical Shelter Staff (within first year of employment)


In-Service Direct Care Staff


Staff Required to Complete Data Entry for NIRVANA or access the Florida Department of Juvenile Justice Information System (JJIS) 
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The program maintains an individual 


training file for each staff, which 


includes an annual employee training 


hours tracking form and related 


documentation, such as electronic 


record/transcript, training certificates, 


sign-in sheets, and agendas for each 


training attended.  


Compliance


All seven training files reviewed confirm the program maintains an 


individual file for each staff which includes an annual employee 


training plan including a tracking form for hours completed and 


related documentation.


Exception


YES


If NO, explain here:


Policy 8.02,Transportation of Youth, was approved by the CEO on 


9/27/2022. 


Approved agency drivers are agency 


staff approved by administrative 


personnel to drive client(s) in agency or 


approved private vehicle


Compliance


Transportation policy states driver's licenses and driving records of 


staff who transport youth will be checked at hire and annually to 


maintain a roster of approved staff.


Approved agency drivers are 


documented as having a valid Florida 


driver’s license and are covered under 


company insurance policy


Compliance


The agency provided a driver's schedule from Harleysville Insurance 


company, valid through 3/1/2023, that lists all staff covered under its 


insurance policy.


Agency’s Transportation policy prohibit 


transporting a client without maintaining 


at least one other passenger in the 


vehicle during the trip and include 


exceptions in the event that a 3
rd


 party 


is NOT present in the vehicle while 


transporting


Compliance


The agency's policy does not specifically prohibit transporting a client 


without at least one other passenger in the vehicle but encourages 


the presence of a third party. Single transports require staff to alert 


the on-call or their supervisor to get permission. Supervisor's 


approval is documented in the logbook and on the transportation log.


In the event that a 3rd party cannot be 


obtained for transport, the agency’s 


supervisor or managerial personnel 


consider the clients’ history, evaluation, 


and recent behavior


Compliance


Per Residential Program Coordinator, evaluation of client's history, 


evaluation, and recent behavior are factors considered when 


approval for single client transport is given.


Additional Comments:  There are no additional comments for this indicator.


Provider has a written policy and procedure that meets 


the requirement for Indicator 1.06


1.06:  Client Transportation
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The 3
rd


 party is an approved volunteer, 


intern, agency staff, or other youth
Compliance


The agency policy reflects the 3rd party can be an approved 


volunteer, intern, agency staff, or other youth. These individuals were 


also observed on the transportation logs reviewed. 


The agency demonstrated evidence via 


logbook or other written verification that 


supervisor approval was obtained prior 


to all single youth transports. 


Exception


A review of transportation logs for one of the three vehicles used to 


transport youth (Gray Honda Odyssey) and review of the 


corresponding logbook entries was conducted for the review period. 


A total of 61 single transports were reviewed. The supervisor was 


aware and provided prior approval for 60 of the 61 single transport. 


Supervisory approval for 43 of the 60 single transports was 


documented in both the logbook and on the transportation log, eight 


were documented only in the logbook, and nine were signed 


approvals only on the transportation log.  


Exception


One single transport was conducted without 


evidence of a supervisor's approval.


There is documentation of use of 


vehicle that notes name or initials of 


driver, date and time, mileage, number 


of passengers, purpose of travel and 


location.


Exception


Transportation log includes name/initials of driver, date and time of 


transport, beginning and ending mileage, number of passengers, 


starting address, destination, and a column for supervisor's approval. 


Exception


Purpose of travel is not listed on the transportation 


log, only starting and destination address. 


Satisfactory


YES


If NO, explain here:


Policy 2.03, Service Plan Implementation and Review, was approved 


by the CEO on September 27, 2022.


The case plan is developed based on 


information gathered during the initial 


screening, intake, suicide screening and 


NIRVANA.
Compliance


Ten youth records were reviewed, five from residential and five from 


community counseling. All ten records reviewed contained a service 


plan developed from information gathered at the initial screening, 


intake, suicide screening and NIRVANA.


Case/Service plan is developed within 7 


working days of NIRVANA
Compliance


All five youth residential records and five community based 


counseling records had a service plan developed within 7 days of 


NIRVANA being completed.


Additional Comments:  There are no additional comments for this indicator.


Provider has a written policy and procedure that meets 


the requirement for Indicator 2.03


2.03 - Case/Service Plan
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Case plan/service plan includes: 


1. Individualized and prioritized 


need(s) and goal(s) identified by the 


NIRVANA


2. Service type, frequency, location


3. Person(s) responsible


4. Target date(s) for completion and 


Actual completion date(s)


5. Signature of youth, parent/ 


guardian, counselor, and supervisor


6. Date the plan was initiated


Compliance


All ten records reviewed contained an individualized service plan and 


prioritized needs and goals identified at the initial screening, intake, 


suicide screening and NIRVANA. All of the service plans had the 


following: service type, frequency, location, person responsible, 


target date for completion, actual completion date, and signature of 


counselor and supervisor. Each of the youth records reviewed for 


residential and community counseling contained the youth's 


signature. Each of the youth records reviewed documented verbal 


consents obtained by the parent/guardian and were documented in 


the youth's case notes. Case notes documented the review of the 


service plan with the parent and youth. All service plans contained 


the initiated dates on each of the plans. 


Case/service plans are reviewed for 


progress/revised by counselor and 


parent (if available) every 30 days for 


the first three months and every 6 


months after


Compliance


Two out of five youth records were applicable for residential and five 


youth records were applicable for community counseling; each 


reviewed record contained service plan reviews within the required 


30, 60, and 90 day timeframes as required.


Exception


YES


If NO, explain here:


The agency has multiple policies and procedures to address this 


indicator as follows: 1.21 - Inspections; 2.05-Orientation to Program; 


3.09- Shelter Program Services; 3.14- Food Service; 4.01- 


Emergency Disaster Plan; 4.02- Fire Prevention; 4.03-Flammable, 


Poisonous, and Toxic Control; 4.04-First Aid Equipment/Supplies; 


and 8.01- Agency Vehicles. The policies and procedures were 


approved by the CEO on September 27, 2022.


3.01 - Shelter Environment


Provider has a written policy and procedure that meets 


the requirement for Indicator 3.01


Additional Comments:  There are no additional comments for this indicator.
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Facility Inspection


Exception


The facility tour was conducted during the QI visit and the shelter 


was found to be clean and appealing. The grounds was well 


maintained and beautiful landscaping was observed along the front 


of the building.  All of the toilets and showers observed during the 


tour were clean and functional. The shelter is well lit throughout 


including LED lighting in the dormitory hallways.  No graffiti was 


found on the walls or furnishings. All agency vehicles and staff 


vehicles are locked and secure. Three vans are currently being used 


by the program: 2018 Honda Odyssey, 2015 Chevrolet, and 2016 


Toyota Sienna. The 2018 and 2015 vans were checked and found to 


be equipped with a first aid kit, fire extinguisher, flashlight, and multi-


function tool that includes glass breaker/air bag deflator and seat belt 


cutter. Two sets of keys are used on each shift and a drop box is 


used to deposit keys after each shift. Incoming staff signs out the key 


upon retrieval. Egress plans are located throughout facility in 


common areas and behind the door in each bedroom. A copy of the 


floor plan is also included in the resident handbook. Client rules are 


posted on a board enclosed in a cabinet at the entrance to each 


dorm wing. A board in the youth lounge includes abuse hotline and 


DJJ incident reporting number. Department of Children and Families  


Child Care License is displayed in lobby area and the license is 


effective through 1/23/2023.  The Council on Accreditation certificate 


is posted and effective through 7/31/2024.


Exception


A pile of metal pipes left over from demolition of 


adjacent jail building was observed behind shed. 


Additional Facility Inspection 


Narrative (if applicable)


Exceptions


The chemical inventory that was last updated 


11/16/22 was not accurate for two chemicals on the 


list; Clorox clean up bleach and degreaser listed on 


the inventory was not found in the storage. MSDS 


was missing for Clorox disinfectant.


All interior areas are free of contraband and is free from hazardous unauthorized 


metal/foreign objects. All chemicals and Material Safety Data Sheets (MSDS) are located in 


small locked room behind the kitchen and each item is inventoried at minimum once per 


week during the review period. One set of washer and dryer is located in laundry rooms on 


each wing. All beds were equipped with sheets, pillows, and comforters. Each youth has an 


individual dresser for clothing. Other valuable items are stored in a locked storage cubby 


inside the locked file room.
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Fire and Safety Health Hazards Exception


Annual facility fire inspection was conducted 9/29/22 by Islamorada 


Fire Rescue, valid through 9/29/23 and the facility is in compliance 


with local fire marshal and fire safety code within jurisdiction. 


Quarterly fire sprinkler inspection was conducted by Black Fire, 


9/23/22. The semi-annual fire suppression equipment inspection was 


completed by Monroe County Fire Equipment on 6/30/22. Annual fire 


alarm inspection was completed 7/26/22 by Barnes' Alarm System 


Inc. The agency has a satisfactory Residential Group Care 


inspection report from the Department of Health (DOH) as of 


11/17/2022. DOH completed a satisfactory annual food inspection 


8/15/22; one violation was noted for items in refrigerator that were 


not date marked. Food menus posted were current and signed by 


licensed Dietician on 9/27/21. All cold food is properly stored marked 


as well as labeled. Dry storage and pantry area is clean and food 


properly stored. Refrigerators/freezers are clean and maintained at 


required temperatures. Fridge temperature showed a reading of 37 


degrees Fahrenheit and freezer temperature showed a reading of  


minus 2 degrees Fahrenheit.


Exception:


The menu was last signed by the licensed dietician 


on 9/27/2021, exceeding the annual requirement.


Additional Fire and Safety Health 


Hazards Narrative (if applicable)


There are formal grievance 


procedures for youth, including 


grievance forms, and a locked box 


which are easily accessible to youth 


in a common area. 


Compliance


The agency has a formal grievance process, policy # 3.22. 


Grievance forms are accessible at the entrance to each dorm wing 


and a grievance box is mounted on a wall adjacent to the girl's dorm.


There is evidence that grievance 


boxes are checked by management 


or a designated supervisor at least 


daily as evidenced in the program 


logbook. All grievances are resolved 


within 72 hours and documented by 


program director. 


Compliance


The residential coordinator has possession of the keys to the 


grievance boxes. Supervisor and manager manage grievances within 


72 hours in accordance with agency policy and practice and direct 


care staff do not handle the grievances.


For the period May-October 2022, the agency completed a minimum of one fire drill per 


month on each shift within two minutes or less. Mock emergency drills were conducted 


monthly on each shift except for June 2022 where it was only completed on the third shift 


and not completed on the first shift in July. 


Grievance
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a. Youth are engaged in meaningful, 


structured activities (e.g., education, 


recreation, counseling services, life 


and social skill training) seven days a 


week during awake hours. Idle time is 


minimal. 


b. At least one hour of physical 


activity is provided daily. 


c. Youth are provided the opportunity 


to participate in a variety of faith-


based activities. Non-punitive 


structured activities are offered to 


youth who do not choose to 


participate in faith-based activities. 


d. Daily programming includes 


opportunities for youth to complete 


homework and access a variety of 


age appropriate, program approved 


books for reading. Youth are allowed 


quiet time to read. 


e. Daily programming schedule is 


publicly posted and accessible to 


both staff and youth.


Compliance


Youth are engaged in meaningful, structured activities such as 


groups, specialized treatment services, life and social skills training, 


recreation, and community service time. At least one of physical 


activity is provided daily during recreation/outdoor activity times. 


Youth are provided the opportunity to participate in a variety of faith-


based activities on Tuesdays and weekends. Non- punitive 


structured activities are offered to youth who do not choose to 


participate in faith based activities. Daily programming includes 


opportunities for youth to complete homework during the homework 


time daily. Daily programming schedule is publicly posted on a board 


in the common area. 


Satisfactory


YES


If NO, explain here:


Policy 1.14, Staffing and Youth Supervision, was approved by the 


CEO on September 27, 2022. 


The program maintains minimum 


staffing ratios as required by Florida 


Administrative Code and contract.


• 1 staff to 6 youth during awake 


hours and community activities


• 1 staff to 12 youth during the sleep 


period


Compliance


The program maintains the minimum staffing ratios as required by 


Florida Administrative Code and contract. There is at least one staff 


to six youth ratio, during awake hours and community activities, and 


one staff to 12 youth during sleep hours. However, it is the program's 


practice to maintain a two staff to 12 youth ratio during sleep hours.


Youth Engagement


Additional Comments:  There are no additional comments for this indicator.


Provider has a written policy and procedure that meets 


the requirement for Indicator 3.06


3.06 - Staffing and Youth Supervision
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All shifts must always provide a 


minimum of two direct care staff 


present that have met the minimum 


training requirements


Compliance


Staff schedules for the review period were reviewed. All shifts 


consistently maintained a minimum of two staff present and all staff 


have met the minimum training requirements prior to working 


independently with youth.


Program staff included in staff-to-


youth ratio includes only staff that are 


background screened and properly 


trained youth care workers, 


supervision staff, and treatment staff


Compliance


All program staff included in staff to youth ratio includes only staff 


that are background screened and properly trained youth care 


workers, supervision staff and treatment staff. One community 


counseling staff in training during the review was not assigned to any 


cases on the youth roster. 


The staff schedule is provided to staff 


or posted in a place visible to staff
Compliance


The staff schedule was observed to be posted in the youth care 


monitoring station along with the holdover roster.


There is a holdover or overtime 


rotation roster which includes the 


telephone numbers of staff who may 


be accessed when additional 


coverage is needed


Compliance


The program maintains a holdover roster with contact numbers of 


staff to call to ensure operation within the required staff-to-youth 


supervision.


Staff observe youth at least every 15 


minutes while they are in their 


sleeping room, either during the 


sleep period or at other times, such 


as during illness or room restriction


Compliance


A review of the program's logbook was completed for a total of 5 


randomly selected days and all days were reviewed for two hours 


during the overnight shifts as follows: June 18, 2022 - 12am-2am, 


July 3, 2022 - 2am-4am, August 10, 2022 - 4am-6am, September 23, 


2022 - 1am-3am and October 16, 2022 - 3am-5am. All bed checks 


reviewed were found to be conducted at least every 15 minutes for 


the male and female rooms for all dates reviewed.


Satisfactory


YES


If NO, explain here:


Policy 2.01, Screening and Intake, and Policy 4.08 titled Suicide 


Assessment were approved by the CEO on September 27, 2022. 


The Mental Health/ Substance Abuse Services Plan was signed by 


the licensed mental health counselor (LMHC), residential 


coordinator, and CEO on November 8, 2022.


Provider has a written policy and procedure that meets 


the requirement for Indicator 4.02


4.02 - Suicide Prevention


Additional Comments:  There are no additional comments for this indicator.
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Suicide risk screening occurred during 


the initial intake and screening process. 


Suicide screening results reviewed and 


signed by the supervisor and 


documented in the youth’s case file.


Compliance


Five reviewed records for three residential and two community 


counseling youth each documented a suicide risk screening was 


completed on the day of admission during the initial intake and 


screening process. The intake paperwork was signed and dated by 


the supervisor indicating a review as required in each record.


The program’s suicide risk assessment 


has been approved by the Florida 


Network of Youth and Family Services


Compliance


The program uses the Assessment of Suicide Risk form. This is a 


Florida Network approved form.


Youth are placed on the appropriate 


level of supervision based on the results 


of the suicide risk assessment.


Compliance


Three of the five records reviewed were applicable for placement on 


sight and sound supervision. All three youth were placed on the 


appropriate level of supervision as determined by the suicide risk 


assessment results and supervision levels were not changed until 


further assessment was completed.


Staff person assigned to monitor youth 


documented youth’s behavior at 30 


minute or less intervals
Compliance


The three applicable youth records reviewed contained supervision 


logs maintained for the duration the youth was placed on increased 


supervision. Each log documented youth behaviors at ten-minute 


intervals, not exceeding the thirty-minute requirement.


Supervision level was not 


changed/reduced until a licensed 


professional or a non-licensed mental 


health professional under the 


supervision of a licensed professional 


completed a further assessment OR 


Baker Act by local law enforcement


Compliance


The program has a licensed mental health counselor (LMHC) on 


staff. All youth were placed on the appropriate level of supervision as 


determined by the suicide risk assessment results and supervision 


levels were not changed until further assessment was completed by 


the licensed professional or a non-licensed mental health 


professional under the supervision of a licensed professional .


Youth identified for suicide risk during 


intake was immediately  assessed by a 


licensed professional or non-licensed 


professional (under the direct 


supervision of a licensed mental health 


professional) and the parents and 


supervisor were both notified of the 


results.


Compliance


Two applicable community counseling records were reviewed. Each 


record documented the youth was assessed by a licensed 


professional or a non-licensed professional working under the direct 


supervision of the licensed professional within twenty-four hours, and 


the parent/guardian and supervisor were notified of the results.


Suicide Risk Screening and Approval (Residential and Community Counseling )


Supervision of Youth with Suicide Risk (Shelter Only)


Youth with Suicide Risk (Community Counseling Only)
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During the intake, if the appropriate staff 


is unavailable, youth identified for 


suicide risk was immediately referred by 


the provider and the parent/guardian is 


notified of the suicide risk findings 


disclosed and advised that an 


Assessment of Suicide Risk should be 


completed ASAP by a licensed 


professional.


Compliance


Each of the two reviewed records which identified a suicide risk, 


where the appropriate staff was unavailable, demonstrated the youth 


was immediately referred by the provider, and parent/guardian were 


notified and was disclosed of the youth's suicide risk findings, and 


advised that an Assessment of Suicide Risk should be completed as 


soon as possible by a licensed professional.


Information on resources available in 


the community for further assessment 


was provided to the parent/guardian and 


is documented in the youth's file and 


signed by the parent/guardian OR a 


written follow-up notification was sent by 


certified mail if the parent/guardian was 


not present during the screening and 


was notified by telephone. 


Compliance


Youth and the parent/guardian received information on resources 


available in the community for further assessments. Documentation 


reviewed in the youth's records, confirms this practice.


 


If the parent/guardian cannot be 


contacted, all efforts to contact them are 


documented in the case file.


Compliance


Any and all attempts to contact the youth's parent/guardian are made 


and documented in one applicable community counseling youth 


record.


When the screening was completed 


during school hours on school property, 


the appropriate school authorities were 


notified.  


Compliance


Two of the five records reviewed were applicable, where the 


screening for suicide risk was completed during school hours, on 


school property; documentation showed appropriate school 


authorities were notified.


Satisfactory


YES


If NO, explain here:


Program policy 3.16, Medication Management, was approved by the 


CEO on September 27, 2022.


The agency has a Registered Nurse 


(RN) and/or a Licensed Practical Nurse 


(LPN) that is being supervised by RN 


and all of their credentials have been 


verified.


Compliance


The program maintains a part time licensed Registered Nurse (RN) 


on-site who oversees health and medication practices when on duty.


Provider has a written policy and procedure that meets 


the requirement for Indicator 4.03


4.03 - Medications


Additional Comments:  There are no additional comments for this indicator.
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


a.     All medications are stored in a 


Pyxis ES Medication Cabinet that is 


inaccessible to youth (when 


unaccompanied by authorized staff)


b.     Pyxis machine is stored in 


accordance with guidelines in FS 


499.0121 and policy section in 


Medication Management


c.     Oral medications are stored 


separately from injectable epi-pen and 


topical medications


d.     Medications requiring refrigeration 


are stored in a secure refrigerator that is 


used only for this purpose, at 


temperature range 2-8 degrees C or 36-


46 degrees F. (If the refrigerator is not 


secure, the room is secure and 


inaccessible to youth.)


e.     Narcotics and controlled 


medications are stored in the Pyxis ES 


Station


f.     Pyxis keys with the following labels 


are accessible to staff in the event they 


need to access medications if there is a 


Pyxis malfunction: a TOP COVER b 


BACK PANEL- LEFT TALL CABINET 


LOCK- LEFT, c BACK PANEL- RIGHT 


TALL CABINET LOCK- RIGHT


Compliance


The program stores all medications in the Pyxis ES Med-Station 


Cabinet inaccessible to youth. The cart is stored inside the medical 


clinic in accordance with Florida Statute. The program’s nurse and 


recreational therapist are designated “system managers” for the Med-


Station. The program stores oral medications in a separate drawer 


from the topical medications and injectors. Observations during the 


annual review verified the program has a small refrigerator used for 


the storage of medications; however, the program did not have any 


youth requiring refrigerated medications during the review period. 


The refrigerator was located within the locked medical office, and the 


temperature was maintained between 36-46 degrees.  All controlled 


medications and narcotics are maintained within the secured Pyxis 


ES Station. An informal interview with the Registered Nurse 


confirmed this practice. The program is required to have three Med-


Station keys in the event the Pyxis system malfunctions. 


Observations conducted confirmed all keys were accounted for and 


maintained in the medical office.


Medication Storage
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


a.     Agency maintains a minimum of 2 


site-specific System Managers for the 


Pyxis ES Station


b.     Only designated staff delineated in 


User Permissions have access to 


secured medications, with limited 


access to controlled substances 


(narcotics)


c.     A Medication Distribution Log shall 


be used for distribution of medication by 


non-licensed and licensed staff


d.     Agency verifies medication using 


one of three methods listed in the 


FNYFS Policies & Procedures Manual


e.     When nurse is on duty, medication 


processes are conducted by the nurse


f.      The delivery process of 


medications is consistent with the 


FNYFS Medication Management and 


Distribution Policy


g.     Agency does not accept youth 


currently prescribed injectable 


medications, except for epi-pens


h.     Non-licensed staff have received 


training in the use of epi-pens provided 


by a registered nurse


Compliance


The program maintains a minimum of two site-specific System 


Managers for the Pyxis ES Station. Only designated staff with proper 


user permissions have access to secured medications, and have 


limited access to controlled medications. The program uses a 


Medication Distribution Log to document all medication distributed by 


a non-licensed staff. Medication is only distributed by non-licensed 


staff when the nurse is off duty. The program policy clearly outlines a 


medication and delivery system aligned with Florida Network 


Policies. The program’s policy stipulates epinephrine auto injectors 


are the only injectable medications accepted. The program maintains 


a list of staff trained and authorized to assist in medication 


distribution and the use of epinephrine auto injectors. In an informal 


interview with the nurse, it was indicated that all new staff are initially 


trained on the medication and delivery system process and annually 


thereafter. 


Medication Distribution 
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QUALITY IMPROVEMENT REVIEW Florida Keys Children's Shelter 


 November 16-17, 2022
LEAD REVIEWER: Marcia Tavares


a.     For controlled substances, a 


perpetual inventory with running 


balances is maintained as well as a shift-


to shift count verified by a witness and 


documented


b.     Over-the-counter medications that 


are accessed regularly are inventoried 


weekly by maintaining a perpetual 


inventory


c.     Syringes and sharps (needles, 


scissors, etc.) are secured, and counted 


and documented weekly


Compliance


Over the counter medication counts are completed weekly and 


controlled medications are counted shift to shift. The program 


practice is to count all medications each day at the end of each shift. 


Three counts are conducted regardless of medication class. 


Medication perpetual inventories and count practices were confirmed 


during record reviews. An observation of the shift to shift counts was 


conducted and verified the program's practice. All controlled 


medications are stored in the Pyxis ES station.  A review of youth 


records and an interview with the program nurse confirmed the 


program maintains perpetual inventories with running balances for all 


controlled substances. All medication, sharps and over the counter 


medication are maintained in the medical office which remains 


locked at all times. The RN indicated all syringe/sharp counts are 


counted on a weekly basis and are documented in the inventory logs. 


There are monthly reviews of the Pyxis 


reports to monitor medication 


management practice.


Compliance


Reviewed inventory lists confirmed the program conducts a full 


medical room inventory monthly and reviews medication 


management weekly through the Pyxis Med-Station Report review. 


Medication discrepancies are cleared 


after each shift.
Compliance


 A review of policy, records, and the interviewed nurse verified all 


medication discrepancies must be cleared after each shift.


Additional Comments:  There are no additional comments for this indicator.


Medication Inventory
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FL Delinquency Stats: 
FL DJJ reports that during FY2019-2020, there were 1.9 million youth between the ages of 10-17 at risk for delinquency in 
Florida. Per the Department of Juvenile Justice statistics, 90 Monroe County youth were arrested in the 2019-2020 fiscal 
year, 28 of those incidences happened in schools. DJJ also issued 120 citations to juveniles in Monroe County, and another 
52 CINS/FINS cases were open regarding truant and ungovernable youth as well.  Of the juveniles arrested, 40 youth were 
admitted into the Monroe County Detention Center for a total of 328 bed nights averaging 8 days per stay per youth. Total 
costs of MC Detention Center (10 bed facility) operation for FY 2019-2020 was $906,433.78. 
 
MC Registered Sexual offenders/predators stats: 
According to Monroe County Sheriff's Office website, as of April 2021 there are 131 sexual predators/offenders currently 
registered in Monroe County. 
 
FL Dependency Stats: 
According to data provided by FL Dept. of Children and Families on their dashboard for 2020, DCF received 269,343 abuse 
hotline calls in the year which led to 171,262 investigations which led to 12,950 instances of children being removed from 
their homes. The Monroe County FL portion of those figures follow: 669 hotline abuse calls leading to 436 investigations 
resulting in 43 instances of youth removed from families (down 18.9% from 53 removed last year). 41 of those removed 
youth exited out-of-home care during the 2020. 15 of them were reunited with family, 17 were adopted, 9 were placed in 
guardianships, and 0 aged out. 
 
FL Runaway Stats: 
Florida Department of Law Enforcement’s Missing Endangered Persons Information Clearinghouse currently lists 310 open 
runaway cases in Florida. 2 of those are from Monroe County and 57 originate from Dade County.  
 
The National Center for Missing and Exploited Children currently lists 5,063 active missing cases.  404 (or 8%) of those 
are from Florida, and 94 of those (or 23.3%) have occurred within 150 mile radius of the Florida Keys.  
 
US Runaway Stats: 
The National Runaway Safeline estimates that between 1.6 million and 2.8 million youth run away per year. 
 
US Homeless Youth Stats: 
The National Runaway Safeline estimates that approximately 4.2 million youth ages 13 to 25 experience homelessness 
every year. (Brochure 2020) 
 
Voices of Youth Count(2017) and FYSB(2021) both cite the “Missed Opportunities: Youth Homelessness in AMERICA” 
study in the Journal of Adolescent Health that found “One in 10 young adults ages 18-25, and at least one in 30 adolescents 
ages 13-17, experience some form of homelessness unaccompanied by a parent or guardian over the course of a year.” 
 
 
MC Homeless/Hmls Youth Stats: 
The Monroe County Homeless Services Continuum-of-Care annually coordinates a 24-hour point in time count of individuals 
experiencing homelessness throughout the Florida Keys each January. In 2020, the PIT Count revealed there were 920 
individuals who were counted as experiencing some level of homelessness.  Their housing situations follow: 191 were 
staying in Emergency Shelter, 101 in transitional housing, 209 entirely unsheltered, 176 in jail that would otherwise be 
homeless, 243 school-aged children 3/4 of whom are doubled up in housing. Due to COVID, The Monroe County COC did 
not attempt a Countywide shelter and street-based Count. Instead the MC COC did an in-shelter count only. There is 
therefore no data as to how many 21 and under RHSY (and/or unaccompanied minors) were homeless during January 
2021.  
______________________ 
 
AT RISK BEHAVIORS: 
The Voices of Youth Count from Chapin Hall at the University of Chicago (2017), also found that: 
 
29% of homeless youth report having substance misuse problems. 
69% of homeless youth report mental health problems. 
33% had once been part of the foster care system. 
50% of homeless youth have been in the juvenile justice system, in jail or detention. 
27% of lesbian, gay, bisexual, transgender, queer and questioning (LGBTQ) youth who are homeless reported exchanging 
sex for basic needs compared to 9% of non-LGBTQ youth who reported having to exchange sex for basic needs. 
62% of LGBTQ youth report being physically harmed while experiencing homelessness while 47% of non-LGBTQ youth 
reported being physically harmed while homeless. 
The lack of a high school diploma or General Equivalency Diploma (GED) is the number one correlate for elevated risk of 
youth homelessness.  
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October 27, 2020 

 
 


Ben Kemmer  


CEO  


Florida Keys Children's Shelter, Inc. 
73 High Point Road 


Tavernier, FL 33070 


 


 


Dear Mr. Ben Kemmer: 


 


It is our great pleasure to inform you that the Council on Accreditation (COA) has approved the 


accreditation of Florida Keys Children's Shelter, Inc. through July 31, 2024. Let me again say how 


significant this achievement is! It represents the fulfillment of countless hours of hard work and the 


dedication of many people–most notably your staff and the members of your board and/or leadership.  


Please extend my congratulations to them.  


 


This formal notification includes a list of programs and services for which Florida Keys Children's 


Shelter, Inc. is accredited, as well as your Final Accreditation Report (FAR). A plaque attesting to 


your agency’s accredited status will be sent to you shortly. 


 


Your Final Accreditation Report (FAR) is an important and incredibly valuable document.  It 


contains the observations and recommendations of your Peer Reviewer colleagues based on your 


self-study and site visit.  In essence, the FAR provides a unique view of your organization as seen 


through the eyes of highly experienced professionals.  In it you will find a copy of the full 


accreditation ratings for all Purpose, Core, and Practice standards, identifying the Fundamental 


Practice standards.  It may also contain any noted organizational strengths and areas for 


opportunities. 
 


Please refer to the Promotional Tool Kit web page to find resources that can assist you with 


leveraging your organization’s COA accreditation to internal and external stakeholders.  


Private: http://coanet.org/accreditation/private-organization-accreditation/promote-your-


accreditation/ 


Public: http://coanet.org/accreditation/public-agency-accreditation/promote-your-


accreditation/ 


Canadian: http://coanet.org/accreditation/canadian-organisation-accreditation/promote-


your-accreditation/ 
At the very least, however, we recommend that you provide relevant excerpts to those members of 


your staff who are directly responsible for the respective findings.  Should you do so, please explain 


that the report is intended to be constructive, and that the goal is to provide specific, tangible 


examples of how they can make your organization even stronger and even better. 



http://coanet.org/accreditation/private-organization-accreditation/promote-your-accreditation/

http://coanet.org/accreditation/private-organization-accreditation/promote-your-accreditation/

http://coanet.org/accreditation/public-agency-accreditation/promote-your-accreditation/

http://coanet.org/accreditation/public-agency-accreditation/promote-your-accreditation/

http://coanet.org/accreditation/canadian-organisation-accreditation/promote-your-accreditation/

http://coanet.org/accreditation/canadian-organisation-accreditation/promote-your-accreditation/





Ben Kemmer  October 27, 2020 


CEO  Page 2 


Florida Keys Children's Shelter, Inc. 


 


  


 


Having said that, you should know that those ratings for which you did not demonstrate 


implementation should be addressed through your PQI process.   


 


Even though they did not require correction in order to achieve accreditation, they will be made a 


part of your file and reviewed during your next accreditation cycle.  Remember, COA 


accreditation is not an end in and of itself.  Rather, it is a process by which your organization can 


consistently strive for and achieve new levels of excellence.     


 


Finally, let me say that your relationship with COA does not end with this letter.  Ours is a 


partnership. As such, I would ask that you feel free to share with me your ideas and concerns.  


Additionally, please feel free to contact Tobi Murch, Director of Volunteer Engagement, either 


by email at tmurch@coanet.org or by telephone at 212-797-3000, extension 272, if you have any 


questions. Together we can enrich the lives of children, individuals, and families in need 


everywhere. 
 


We are proud to be associated with you and your colleagues.  We wish you the very best in your 


continuing service to persons in your community. That is the power of accreditation. 


 


Sincerely, 


 


 
 


Jody Levison-Johnson 


President and Chief Executive Officer 
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Florida Keys Children's Shelter, Inc. Expiration date: July 31, 2024 


Organization ID: 2360 


Private Standards 


 


 


 


The accreditation of Florida Keys Children's Shelter, Inc. includes the following services and associated programs: 


 


Program Name COA Service Standard(s) Service Subsections 


Florida Keys Children's Shelter 


Jelsema Center 


Shelter Services (SH) 


 


 


Florida Keys Children's Shelter 


Community Based Counseling 


Program 


Counseling Support & Education Svs 


(CSE) 


 


 


Florida Keys Children's Shelter 


Poinciana Emergency Home 


Shelter Services (SH) 


 


 


Florida Keys Children's Shelter 


Poinciana Group Home 


Group Living Services (GLS) 


 


 


Florida Keys Children's Shelter 


Project Lighthouse 


Outreach Services (OS) 


 


 


 







 


 


 


 


 


 


 


Organizational Strengths 


 
Florida Keys Children's Shelter, Inc. 


Organization ID# 2360 


 


   Administrative and Management Standards 


 


   Ethical Practice (ETH), Financial Management (FIN), Governance (GOV) or Administration &   


   Management (AM) (for Public State Systems), Human Resources (HR), Performance and Quality  


   Improvement (PQI), Risk Prevention and Management (RPM) 


 


 


 


ETH The organization operates in a completely transparent manner. Financial statements, 


annual reports, COA Final Accreditation Report, and Network QI Report are available 


to all on its website. Fundraising takes place in an ethical manner. 


 


FIN FKCS follows sound financial practices, and financial responsibilities are divided 


among a minimum of three people. The Board is involved in all the important financial 


decisions. The organization continues to diversify its funding sources, and the 


Development Director continues to seek new sources of funding. 


 


GOV FKCS has a very active Board, and members have been staying actively involved 


during the pandemic.  The administrators work closely with the Board and keep the 


Board updated on all aspects of the programs, including Finance and PQI. The strategic 


plan was developed with the participation of Board members, administrators and staff. 


 


HR The organization values its staff. The minimum wage has been raised to $15/hr. Exit 


interviews are conducted. Staff surveys show a high level of satisfaction. Staff are 


enthusiastic about their work and focus on the importance of these services to the well-


being of children, youth and families. 


 


PQI FKCS has a comprehensive PQI plan, which flows logically from the Strategic Plan. A 


tremendous amount of data is collected, analyzed and dispersed. All staff receive 


training on the importance of quality improvement, and there is a culture of quality 


improvement that extends from the Board to the administration and staff. 


 


RPM The organization pays very close attention to risk prevention and management. The 


policies and practices are thorough and focus on appropriate areas. 


 


 







 


 


   Service Delivery Administration Standards 


 


   Administrative and Service Environment (ASE), Behavior Support and Management (BSM),  


   Client Rights (CR), Training and Supervision (TS) 


 


 


ASE The organization has clean, well-maintained and safe facilities.  Appropriate actions are 


taken to protect staff and clients from coronavirus. Inspections and licenses are up to 


date. There is an emergency response plan in effect. 


 


BSM The organization has very clear expectations surrounding behavior management. A 


restrictive intervention has not been done in 24 months, which is wonderful! The staff 


clearly adhere to and follow the policies regarding behavior management, and the 


children are responding to the strategies. 


 


CR The organization takes the rights of the children very seriously. Its Client Rights policy 


is thorough. The Client Rights is posted throughout the living areas and explained to 


clients in detail at admission. 


 


TS Training and supervision are a priority for the organization. Staff are required to have at 


least 80 hours of training before they even begin working with the children. Training 


plans are developed annually, and documentation is clear. 


 
 


   Service Standards  


 


 


CSE Four very dedicated staff provide counseling services to families and youth in schools, 


in the homes and at the Jelsema shelter. The counseling aims to divert youth from the 


juvenile justice system and help maintain youth in school. The counselors also provide 


referral to other services needed to promote the well-being of the child and the family. 


 


GLS The GLS program focuses on the needs of the children and offers quality services. The 


staff work with various referral sources and agencies, and they do a good job of 


meeting regulations and expectations. The House Parents are committed to the work; 


they are positive and passionate about helping children. 


 


OS The importance of this type of service cannot be overemphasized.  The Project 


Lighthouse not only provides immediate relief to homeless youth by way of food, 


hygiene, medicine, referral and connection with others, but also advocates for homeless 


youth in the community; now there is even a youth advisory committee so members can 


impact each other and the community. The Project Director's passion remains very high 


after many years in the position. 


 


SH The staff in the shelter program are doing a wonderful job. They work with youth of 


different ages and background, and their passion for the mission is obvious. The 


programming is diverse. With COVID, the staff have had to re-adjust the day-to-day 


programming, and it has been going well. They are working with not only the shelter 







 


 


youth, but also children in the community to address their educational needs. The staff 


are to be commended. 


 







Florida Keys Children's Shelter, Inc. 


Org # 2360 


 


 
 


 
 
 
 
 
 


AREAS FOR OPPORTUNITIES 
 


The following ratings have not been fully implemented and we ask that you address them 
through your PQI process. Even though these standards did not require correction in order to 
achieve accreditation, they will be made a part of your file and reviewed during your next 
accreditation cycle. We request that you begin demonstrating implementation on all of the 
below standards before your next accreditation cycle. 
 
 


Standard 


Code 


Rating Peer Team Report 







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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FINAL RATINGS 


 


Private Standards 


 


Florida Keys Children's Shelter, Inc.  


Org #:2360  


 


Standard Code Rating NA 


ETH 1  


ETH 1 1  


ETH 1.01 1  


ETH 1.02 1  


ETH 1.03 1  


ETH 1.04   


ETH 2 1  


ETH 2.01 1  


ETH 2.02 1  


ETH 2.03 1  


ETH 3 1  


ETH 3.01 1  


ETH 3.02 1  


ETH 3.03 1  


ETH 3.04 1  


ETH 3.05 1  


ETH 4 1  


ETH 5 1  


ETH 5.01 1  


ETH 5.02 1  


ETH 5.03 1  


ETH 6   


ETH 6.01   


ETH 6.02   


ETH 6.03   


FIN 1  


FIN 1 1  


FIN 2 1  


FIN 4 1  


FIN 5 1  


FIN 5.01 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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Standard Code Rating NA 


FIN 5.02 1  


FIN 5.03 1  


FIN 5.04 1  


FIN 5.05 1  


FIN 6 1  


FIN 6.01 1  


FIN 6.02 1  


FIN 6.03 2  


FIN 6.04 1  


FIN 7 1  


FIN 7.01 1  


FIN 7.02 1  


FIN 7.04 1  


FIN 7.05 1  


FIN 7.06 1  


FIN 7.07 1  


FIN 7.08   


FIN 7.10   


FIN 8 1  


FIN 8.01 1  


FIN 8.02 1  


GOV 1  


GOV 1 1  


GOV 2 1  


GOV 2.01 1  


GOV 2.02 1  


GOV 2.03 1  


GOV 2.04 1  


GOV 3 1  


GOV 4 1  


GOV 4.01 1  


GOV 4.02 1  


GOV 4.03 1  


GOV 5 1  


GOV 5.01 1  


GOV 5.02 1  


GOV 5.03 1  


GOV 5.04 1  


GOV 6 1  


GOV 6.01 1  


GOV 6.02 1  


GOV 6.03 1  


GOV 6.04 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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Standard Code Rating NA 


GOV 6.05 1  


GOV 6.06 1  


GOV 6.07 1  


GOV 7 1  


GOV 7.01 1  


GOV 7.02 1  


GOV 7.03 1  


GOV 8 1  


GOV 8.01 1  


GOV 8.02 1  


GOV 8.03 1  


HR 1  


HR 1 1  


HR 1.01 1  


HR 1.02 1  


HR 2 1  


HR 2.01 1  


HR 2.02 1  


HR 3 1  


HR 3.01 1  


HR 3.02 1  


HR 3.03 1  


HR 3.04   


HR 3.05   


HR 4 1  


HR 4.01 1  


HR 4.02 1  


HR 4.03 1  


HR 4.04 1  


HR 4.05 1  


HR 5 1  


HR 5.01 1  


HR 5.02 1  


HR 5.03 1  


HR 6 1  


HR 6.01 1  


HR 6.02 1  


HR 6.03 1  


HR 7 1  


HR 7.01 1  


HR 7.02   


HR 7.03 1  


HR 7.04 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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Standard Code Rating NA 


HR 7.05 1  


HR 8   


HR 8.01   


HR 8.02   


HR 8.03   


HR 8.04   


HR 8.05   


HR 8.06   


HR 8.07   


PQI 1  


PQI 2 1  


PQI 2.01 1  


PQI 2.02 1  


PQI 2.03 1  


PQI 3 1  


PQI 3.01 1  


PQI 3.02 1  


PQI 3.03 1  


PQI 3.04 1  


PQI 4 1  


PQI 4.01 1  


PQI 4.02 1  


PQI 4.03 1  


PQI 4.04 1  


PQI 4.05 1  


PQI 5 1  


PQI 5.01 1  


PQI 5.02 1  


PQI 5.03 1  


PQI 6 1  


PQI 6.01 1  


PQI 6.02 1  


PQI 6.03 1  


PQI 6.04 1  


PQI 7 1  


PQI 7.01 1  


PQI 7.02 1  


PQI 7.03 1  


PQI 7.04 1  


RPM 1  


RPM 1 1  


RPM 2 1  


RPM 2.01 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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Standard Code Rating NA 


RPM 2.02 1  


RPM 2.03 1  


RPM 2.04 1  


RPM 2.05   


RPM 2.06 1  


RPM 3 1  


RPM 3.01 1  


RPM 3.02   


RPM 3.03   


RPM 3.04 1  


RPM 3.05   


RPM 3.06   


RPM 4 1  


RPM 4.01 1  


RPM 4.02 1  


RPM 5 1  


RPM 5.01 1  


RPM 5.02 1  


RPM 5.03 1  


RPM 6 1  


RPM 6.01 1  


RPM 6.02 1  


RPM 6.03 1  


RPM 6.05 1  


RPM 6.06 1  


RPM 6.07 1  


RPM 7 1  


RPM 7.01 1  


RPM 7.02 1  


RPM 7.03 1  


RPM 7.04 1  


RPM 7.05 1  


RPM 7.06 1  


RPM 7.07 1  


RPM 8   


RPM 8.01   


RPM 8.02   


RPM 8.03   


RPM 9 1  


RPM 9.01 1  


RPM 9.02 1  


RPM 9.03 1  


RPM 9.04 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 
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Standard Code Rating NA 


RPM 9.05   


RPM 9.07   


RPM 10   


RPM 10.01   


RPM 10.02   


RPM 10.03   


RPM 10.04   


RPM 11   


RPM 11.01   


RPM 11.02   


RPM 11.03   


RPM 11.04   


RPM 11.05   


RPM 11.06   


RPM 11.07   


ASE 1  


ASE 1 1  


ASE 1.01 1  


ASE 1.02 1  


ASE 1.03 1  


ASE 1.04 1  


ASE 1.05 1  


ASE 1.06   


ASE 2 1  


ASE 2.01 1  


ASE 2.02 1  


ASE 2.03 1  


ASE 3 1  


ASE 3.01 1  


ASE 3.02 1  


ASE 4 2  


ASE 6 1  


ASE 6.01 1  


ASE 6.02 1  


ASE 6.03 1  


ASE 6.04 1  


ASE 6.06 1  


ASE 7 1  


ASE 7.01 1  


ASE 7.02 1  


ASE 7.03 1  


ASE 7.04 1  


BSM 1  
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Standard Code Rating NA 


BSM 1 1  


BSM 1.01 1  


BSM 1.02 1  


BSM 1.03 1  


BSM 1.04 1  


BSM 2 1  


BSM 2.01 1  


BSM 2.02 1  


BSM 2.03 1  


BSM 2.05 1  


BSM 2.06 1  


BSM 3 1  


BSM 3.01 1  


BSM 3.02 1  


BSM 3.03 1  


BSM 4 1  


BSM 4.01 1  


BSM 4.02 1  


BSM 5 1  


BSM 5.01 1  


BSM 5.02 1  


BSM 5.03   


BSM 5.04   


BSM 5.05 1  


BSM 5.06 1  


BSM 5.07 1  


BSM 5.08   


BSM 6 1  


BSM 6.01 1  


BSM 6.02 1  


BSM 6.03 1  


BSM 6.04 1  


CR 1  


CR 1 1  


CR 1.01 1  


CR 1.02 1  


CR 1.03 1  


CR 1.04 1  


CR 1.05 1  


CR 1.06 1  


CR 1.07 1  


CR 1.08   


CR 1.09 1  
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Standard Code Rating NA 


CR 2 1  


CR 2.01 1  


CR 2.02 1  


CR 2.03 1  


CR 2.04 1  


CR 2.05 1  


CR 3 1  


TS 1  


TS 1 1  


TS 1.01 1  


TS 1.02 1  


TS 1.03 1  


TS 2 1  


TS 2.01 1  


TS 2.02 1  


TS 2.03 1  


TS 2.04 1  


TS 2.05 1  


TS 2.06 1  


TS 2.07 1  


TS 2.08   


TS 2.09 1  


TS 3 1  


TS 3.01 1  


TS 3.02 1  


TS 3.03 1  


TS 3.04 1  


TS 3.05 1  


TS 3.06 1  


TS 3.07 1  


TS 3.08 1  


CSE 1  


CSE 1 1  


CSE 2 1  


CSE 2.01 1  


CSE 2.02 1  


CSE 2.03 1  


CSE 3 1  


CSE 3.01 1  


CSE 3.02 1  


CSE 3.03 1  


CSE 3.04 1  


CSE 3.05 1  







 


  


Ratings: 1 = Full Implementation; 2 = Substantial Implementation; 3 = Partial Implementation; 4 = Unsatisfactory Implementation; 5 or   = NA 


Page 9 


 


Standard Code Rating NA 


CSE 3.06 1  


CSE 4 1  


CSE 4.01 1  


CSE 4.02 1  


CSE 4.03 1  


CSE 4.04 1  


CSE 4.05 1  


CSE 5 1  


CSE 5.01 1  


CSE 5.02 1  


CSE 5.03 1  


CSE 6 1  


CSE 6.01 1  


CSE 6.02 1  


CSE 6.03 1  


CSE 6.04 1  


CSE 7   


CSE 8 1  


CSE 8.01 1  


CSE 8.02 1  


CSE 8.03 1  


CSE 8.04 1  


CSE 8.05 1  


CSE 8.06 1  


CSE 8.07 1  


CSE 8.08 1  


CSE 9 1  


CSE 9.01 1  


CSE 9.02 1  


CSE 9.03 1  


GLS 1  


GLS 1 1  


GLS 1.01 1  


GLS 1.02   


GLS 1.03 1  


GLS 1.04 1  


GLS 2 1  


GLS 2.01 1  


GLS 2.02   


GLS 2.03 1  


GLS 2.04   


GLS 2.05 1  


GLS 2.06 1  
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Standard Code Rating NA 


GLS 2.07 1  


GLS 2.08 1  


GLS 3 1  


GLS 3.01 2  


GLS 3.02 1  


GLS 3.03 2  


GLS 3.04 2  


GLS 3.05 1  


GLS 4 1  


GLS 4.01 1  


GLS 4.02 1  


GLS 4.03 1  


GLS 4.04 1  


GLS 4.05 1  


GLS 4.06 1  


GLS 4.07 1  


GLS 5 1  


GLS 5.01 1  


GLS 5.02 1  


GLS 5.03 1  


GLS 5.04 1  


GLS 5.05 1  


GLS 5.06 1  


GLS 6   


GLS 6.01   


GLS 6.02   


GLS 6.03   


GLS 6.04   


GLS 6.05   


GLS 7 1  


GLS 7.01 1  


GLS 7.02 1  


GLS 7.03 1  


GLS 7.04 1  


GLS 7.05 1  


GLS 7.06 1  


GLS 7.07 1  


GLS 8 2  


GLS 8.01 2  


GLS 8.02 1  


GLS 8.03 1  


GLS 8.04 1  


GLS 8.05 1  
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Standard Code Rating NA 


GLS 8.06 1  


GLS 8.07 1  


GLS 9 1  


GLS 9.01 1  


GLS 9.02 1  


GLS 9.03   


GLS 9.04 1  


GLS 9.05 1  


GLS 10   


GLS 10.01   


GLS 10.02   


GLS 10.03   


GLS 10.04   


GLS 10.05   


GLS 10.06   


GLS 10.07   


GLS 10.08   


GLS 11 1  


GLS 11.01 1  


GLS 11.02 1  


GLS 11.03 1  


GLS 12 1  


GLS 12.01 1  


GLS 12.02 1  


GLS 12.03 1  


GLS 12.04 1  


GLS 12.05 1  


GLS 13 1  


GLS 13.01 1  


GLS 13.02 1  


GLS 13.03 1  


GLS 13.04 1  


GLS 13.05 1  


GLS 13.06 1  


GLS 14 1  


GLS 14.01 1  


GLS 14.02 1  


GLS 14.03   


GLS 14.04 1  


GLS 14.05 1  


GLS 14.06 1  


GLS 14.07 1  


GLS 15 1  
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Standard Code Rating NA 


GLS 15.01 1  


GLS 15.02 1  


GLS 15.03 1  


GLS 15.04 1  


GLS 15.05 1  


GLS 15.06 1  


GLS 16   


GLS 16.01   


GLS 16.02   


GLS 16.03   


GLS 16.04   


GLS 16.05   


GLS 16.06   


GLS 16.07   


GLS 16.08   


GLS 16.09   


GLS 16.10   


GLS 17   


GLS 17.01   


GLS 17.02   


GLS 17.03   


GLS 17.04   


GLS 17.05   


GLS 18   


GLS 18.01   


GLS 18.02   


GLS 18.03   


GLS 18.04   


GLS 19 1  


GLS 19.01 1  


GLS 19.02 1  


GLS 19.03 1  


GLS 19.04 1  


GLS 19.05 1  


GLS 19.06 1  


OS 1  


OS 1 1  


OS 2 1  


OS 3 1  


OS 3.01 1  


OS 3.02 1  


OS 4 1  


OS 4.01 1  
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Standard Code Rating NA 


OS 4.02 1  


OS 4.03 1  


OS 4.04 1  


OS 4.05   


OS 5 1  


OS 5.01 1  


OS 5.02 1  


OS 5.03 1  


OS 5.04 1  


OS 5.05 1  


OS 6 1  


OS 7 1  


OS 7.01 1  


OS 7.02 1  


OS 7.03 1  


OS 7.04 1  


OS 7.05 1  


OS 7.06   


OS 7.07 1  


OS 7.08 1  


SH 1  


SH 1 1  


SH 1.01 1  


SH 1.02 1  


SH 2 1  


SH 3 1  


SH 3.01 1  


SH 3.02 1  


SH 3.03 1  


SH 3.04 1  


SH 3.05 1  


SH 3.06 1  


SH 3.07 1  


SH 3.08 1  


SH 4 1  


SH 4.01 1  


SH 4.02 1  


SH 4.03 1  


SH 4.04 1  


SH 4.05 1  


SH 4.06 1  


SH 5 1  


SH 5.01 1  
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Standard Code Rating NA 


SH 5.02 1  


SH 5.03 1  


SH 5.04 1  


SH 5.05 1  


SH 5.06 1  


SH 6 1  


SH 6.01 1  


SH 6.02 1  


SH 6.03 1  


SH 6.04 1  


SH 7 1  


SH 7.01 1  


SH 7.02 1  


SH 7.03 1  


SH 7.04   


SH 7.05   


SH 7.06 1  


SH 7.07 1  


SH 7.08   


SH 8 1  


SH 9 1  


SH 9.01 1  


SH 9.02   


SH 9.03   


SH 9.04 1  


SH 9.05   


SH 9.06   


SH 9.07 1  


SH 9.08 1  


SH 10 1  


SH 10.01 1  


SH 10.02 1  


SH 10.03 1  


SH 10.04 1  


SH 10.05 1  


SH 10.06 1  


SH 10.07 1  


SH 11 1  


SH 11.01 1  


SH 11.02 1  


SH 11.03 1  


SH 11.04 1  


SH 12 1  
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Standard Code Rating NA 


SH 12.01 1  


SH 12.02 1  


SH 12.03 1  


SH 12.04 1  


SH 12.05 1  


SH 12.06 1  


SH 12.07 1  


SH 13 1  


SH 13.01 1  


SH 13.02 1  


SH 13.03 1  


SH 13.04 1  


SH 13.05 1  


SH 13.06 1  


SH 13.07   


SH 13.08 1  
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	Text41: PART I
The Florida Keys Children's Shelter, Inc. (FKCS), a nationally accredited social service agency, has been making a positive impact for Monroe County youth and their families for over 36 years. All of our services are free of charge and essential for Monroe county. Our services are an absolute necessity to the community, we are the last and only option for hundreds of youth and families in Monroe County. Our organization operates the only licensed emergency shelter for youth in the Florida Keys. We provide a safe home for at least 100 vulnerable youth every year in our residential programs which are free of charge and open 24 hours a day, 365 days a year:
 The 19-bed Jelsema Center in Tavernier accommodates young individuals (ages 6-17) facing abuse, abandonment, trauma, neglect, homelessness, or other challenges, providing a safe and nurturing environment while always maintaining at least one direct care staff member for every six youth during the day, and a 1 to 12 ratio during bedtime hours. In addition to housing our main administrative offices, this facility is also utilized for our non-residential programs as well as various services for CINS/FINS (Children In Need of Services/Families In Need of Services). This location staffs a part-time nurse that performs health screens on all youth receiving residential services and provides medication management training to all direct care employees. Transportation to and from the facility is provided for all  youth served, including transportation to medical, counseling, education, quality of life, and recreational services.
 
- Our two 4-bedroom homes in Key West serves as a partially federally funded Transitional Living Program for young adults, ages 16-22, who have aged out of various state and county programs. This type of program has been a major need for Monroe County and will not only provide housing but also provide case management, teach skills for independent living, and transportation to necessary services/needs (medical, educational, employment, etc).
 
- While we are best known for our residential programs, the Florida Keys Children's Shelter is much more than a shelter. The lion's share of our work is providing free preventative and intervention counseling, training to youth and families, and outreach for Monroe County youth who would be at risk of poor life outcomes without our help. Our programs, provide free of charge services to hundreds of children and families annually across the entire county, and have proven long-term to prevent juvenile crime: Our team of four community-based counselors have offices in schools county-wide and help youth ages 6-17 work through issues like conflict resolution, decision-making, feelings identification, self-esteem and life/coping skills. 
 
- Our professional trainers lead small groups county-wide including the "All Stars"(TM) substance abuse program, our interactive online course for parents of children ages 11-17, with tips and tools for tough situations.
 
- Our Project Lighthouse drop-in center at 1101 Truman Avenue in Key West gives street youth in Key West a safe place to go for resources, guidance, and support. Our street outreach workers help youth stay out of trouble and transition to become self sufficient community members. The street outreach workers search for street/distressed youth and perform assessments that          include medical, housing, and survival needs. These workers carry essential survival kits to handout for free to those in need. 
 
- Now in its' fourth year, our "Jelsema Journey" camps are operating during spring, summer and winter school breaks at full capacity with a large waiting list. During these breaks many youth don't have adequate supervision and are at a higher risk of negative behaviors, homelessness, and drug use. "Jelsema Journey" is the only completely free-of-charge camp program for at-risk, abused, abandoned, neglected, homeless or run-away youth in Monroe County.
 
- FKCS has three professional case manager positions and a residential counselor at it's Jelsema center to provide case management that include medical, education, counseling, recreational, and survival needs. These case managers and counselor provide leadership, training, and mentoring to all direct care employees at the Jelsema center.
 
The need for FKCS services has dramatically increased over the past 3 years, prompting the organization to seek funding for hiring additional personnel in an attempt to meet this growing demand. Almost daily, FKCS's Jelsema residential program operates at maximum capacity due to staffing shortages.
 
Part II
No Change has been made to our organizations structure specific to services or method of providing services. 
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	Text6: What changed?
	Text160: What changed?
	Text178: 
	Text214: The Florida Keys Children's Shelter is the only licensed emergency shelter for youth in Monroe County who are considered abused, abandoned, neglected, homeless, truant, ungovernable or engaging in other behaviors that show they may be at risk for substandard life outcomes that include school failure, incarceration, economic dependency or death. 

Youth going through unimaginable times depend on us for safety, housing, case management, food and counseling. Without our services - residential and non-residential - there would be more kids living on the streets, more families separated, and more kids involved with the juvenile justice system. Our holistic approach to each child we assist, drives change in the community by keeping kids safe and nourished, both physically and emotionally. This speaks to our mission of safe kids, strong families and healthy communities, benefiting Monroe County for over 35 years.

All sites of FKCS are nationally recognized as a "safe place" and no person in need of help or services will be turned away. Anyone seeking services (any age) with FKCS,  will at a minimum receive a referral. 
	Text69: The target client of the Florida Keys Children's Shelter is a young person who lives in the Florida Keys and has an unstable living situation or precarious future, known to be facing challenges with school or outside of school. Residential programs serve youth from ages 6-17; community-based counseling programs serve youth from ages 6-17 and their families; and our Project Lighthouse serves young people up to age 22. The transitional living program will target youth between the ages 16-22 that lack skills for independence and at risk for homelessness.

The Florida Keys Children's Shelter refers youth with physical or mental handicaps or risk for violence to facilities in the state whose staff have specialized training, always prioritizing safety and quality care for all youth and our island community. All of our services are completely free and available regardless of gender, religion or race. 
	Text68: Clients may be self-referred, but are most frequently referred by a school teacher, school guidance counselor, resource officer, or by parents who have then been processed by our Outreach Committee.  FKCS frequently receives referrals from other agencies such as the Department of Juvenile Justice, the Guidance/Care Center, Monroe County Sheriff’s Department, and the Key West Police Department. 
	Text67: Programs use contract mandated intake and assessment forms and criteria to ensure that they are reaching the most at-risk populations.

At initial contact, FKCS employees perform a screening to determine eligibility and needed services. Depending on the screening, an individual may be referred, if the individual is eligible and desires services from FKCS an intake and assessment will be performed. The assessment tool that FKCS utilizes focuses on needs and setting goals to accomplish/meet those needs.

No individual in need of services is turned away from FKCS, at a minimum an individual will receive a referral.
	Text65: 1) Jelsema Youth Center for Ages 6-17, 73 High Point Road, Tavernier, FL 33070 (Open 24 hours/7days)
2) TLP Home for Ages 16-22, 1621 Spalding Court, Apt. 3, Key West, FL 33040 (Open 24 hours/7days)
3) Project Lighthouse, 1102 Truman Avenue, Key West, FL 33040 (Open Mon-Fri 10am-5pm, varying hours on             weekends)
4) Office spaces for our Counselors at Key West High School, Marathon High School, and Key Largo School
All sites listed will use/are using HSAB funding and are currently utilized by the Florida Keys Children's Shelter.
	19info: What financial challenges do you expect in the next two years, and how do you plan to respond to them?
	Text64: Unfortunately, all services provided by FKCS are underfunded (state and federal), especially for the cost of living in Monroe County. FKCS requires significant additional funding to hire and retain employees to adequately provide its services in Monroe County. FKCS is nearly at capacity for all of is residential programs given it's staffing shortages. For the past four years, FKCS has sustained a higher hourly wage for all of our staff while trying to recruit and retain quality employees who live in Monroe County.  Additionally, we raised the bar on qualifications for our case manager positions, incorporating multiple salaried positions for employees with bachelor's or master's degrees. This will be one of our most challenging financial areas, as we strive to sustain this payroll level, with incremental increases for cost of living. We endeavor to maintain our income from other grants and private donations, while requesting increased amounts to offset these challenges and continue our services to the community. Our board of directors continue to share stories of our success across the county and help us raise awareness and resources for the organization.
	Text234: According to data provided by Florida Department of Children and Families for 2020, DCF received 269,343 abuse hot-line calls. The Monroe County portion of those figures follow: 669 hot-line abuse calls leading to 436 investigations resulting in 43 instances of youth removed from families (down 18.9% from 53 removed previous year). 41 of those removed youth exited out-of-home care during the 2020. 15 of them were reunited with family, 17 were adopted, 9 were placed in guardianships, and 0 aged out. Florida Department of Law Enforcement’s Missing Endangered Persons Information Clearinghouse currently lists 296 open runaway cases in Florida. One of those is from Monroe County and 46 originate from Dade County. The National Center for Missing and Exploited Children currently lists 4,961 active missing cases.  394 (or 7.9%) of those are from Florida, and 118 of those (or 29.9%) have occurred within 150-mile radius of the Florida Keys. During FKCS' previous fiscal year (ie. 7/1/2020-6/30/2021), the SOP served 112 (up from 95 during last fiscal year) unduplicated clients aged 21 and under. According to data provided by FL Dept of Children and Families, from 7/1/2020 to 6/30/2021, DCF opened 169,114 investigations, of those, 10,741 investigations were opened in the "Southern Region" which includes Monroe County. Most organizations that provide these statistical numbers have not been current since COVID.

	Text441: A young person in Monroe County may have a volatile living situation or not be living up to his or her potential for a number of reasons. These include a history of trauma or abuse, family dysfunction or discord, poor conflict resolution skills, inability to keep up with school, poor support system or supervision, lack of structure and/or schedule, lack of medical resources, or mental health issues including depression or lack of self-esteem. 

Families in the Florida Keys face low wages, a high cost of living, and more prevalent substance abuse and suicide than other areas of Florida and the United States, causing stress on families which are often single parented. Additional strains of the COVID-19 pandemic on the economies and function of Monroe County families have proven to have significant consequences, impacting  the needs of service for both residential and non-residential programs. Families and youth felt isolation, a lack of social structure, and reduced safety nets, this led to a significant increase of the problems for the families of Monroe County. There is a lack of overall services and pro-social activities available to youth and families, and in many cases transportation outside of Monroe county is not feasible/affordable. Many times, there is over a month long wait to receive counseling or medical services which frequently cause severe struggles for families. 
	Text63: The staffing crisis, along with the cost of living in Monroe county has created a massive organizational challenge for FKCS. Maintaining required awake staffing ratios of 1 to 6 (day) or 1 to 12 (night) 24 hours every day, 365 days a year is a massive challenge when adequately funded. However, every year FKCS is not adequately funded and is unsure of the exact amount of funding or source of funding. The services that FKCS provides to Monroe county are absolutely essential, and in several cases, they have been the difference between life and death for children and/or adolescents. Ultimately, the primary solution is more funding to provide a competitive salary, hopefully drawing in new qualified employees and retaining current ones. After several strategic meetings, the FKCS leadership and board decided to increase every FKCS employee's wages 15% and set the minimum hourly rate to $18. This increase was necessary to continue FKCS' essential services. Over the coming years, FKCS must acquire enough funding to cover the cost of this increase. To acquire the additional funding, FKCS will initiate new fundraisers, and make requests to foundations and Monroe county. 
	Text62: Residential youth have house meetings which allow them to make suggestions about the programs and facilitate change within those programs. Youth surveys are taken and complied on all program services. Youth do volunteer work for the organization, and there is one Youth Board Member position on the FKCS Board of Directors, as well as one youth from KYAN on the Monroe County Coalition's Advisory Board.
	22info: Is your agency monitored by an outside entity? If so, by whom and how often?
	Text61: Yes. Department of Children and Families (annually); Department of Juvenile Justice (annually);  Council on Accreditation (every four years and recently accredited); Florida Network of Youth and Family Services (monthly, quarterly and annually);  Federal Department of Health and Human Services (every three years);  Department of Transportation (biannually); Florida Department of Agriculture (annually); Health and Fire inspections (annually).
	hours of program service were contributed by: 0
	volunteers in the last year: 0
	Text60: No.
	Text59: As in years past, the Florida Keys Children's Shelter tracks the number of clients served in both residential and non-residential programs through a variety of reporting systems (Netmis, JJIS, ClientTrack, Grant Solutions, etc).

Additionally, we keep metrics for participants during and after program activities including: 
1.  Changed attitudes and/or values 
2. Changed behavior   
3. Improved well-being   
4. Remain free of incidents of abuse or neglect while in the program 
5. 85% of Exits will have Completed Service; 90% of clients will receive a 30 and 60 day follow-up; 90% of youth will be discharged home or to other appropriate setting; 90% of youth completing services will report living at home at 30 and 60 day follow-ups; 75% of youth completing services will report attending school regularly at 30 and 60 day follow-ups; 99% of youth admitted will have completed intake and needs assessment Initiated (now labeled "NIRVANA Assessment Initiated")
	26info: How will you measure these outcomes?
	Text58: Both the Residential and Community Based Counseling Programs produce quarterly “Aggregate Outcomes Reports”.  The Continuous Quality Improvement committee reviews these and any necessary recommendations are made.  These reports are summarized annually for FKCS’s board of directors.

Monthly, the Florida Network that manages the prevention (CINS/FINS) contract with FKCS sends a report that includes the current percentage standing of all the outcomes in question 29 for agencies that provide CIN/FINS services.
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	Text55: The Florida Keys Children's Shelter allocated all funds to program salaries and general agency operations, supporting staff in residential and community programs serving Monroe County youth.

The HSAB funds were used to support all our programs, serving 203 youth in our non-residential, community-based counseling program, contacting and providing supplies, referrals, and survival kits to over 100 youth through our outreach services. Additionally, the funds were used to shelter 155 youth, amounting to approximately 2,789 bed days, including over 8,367 meals and 5,578 snacks, and to provide nurse-supervised initial health screenings and medication management for 155 youth.
	Text56: Yes, the Florida Keys Children's Shelter has spent/will spend all 2021 and 2022 funds.
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	Text89: 8400
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	Text91: Guidance Care Center
	WhyLost: Why was funding lost?
	Text93: Contract Adjustment
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	Text85: The funds from the Human Services Advisory Board were used to bring in over $1 million from outside the county in the form of state and federal grants that are awarded to agencies who demonstrate the ability to raise funds from their local communities.
	Text86: 1197165.80
	Text87: The additional funding was used to provide residential and non-residential programs for Monroe County youth. Specifically, it was used to make up for the underfunding of FKCS' grants and contracts (state and federally), especially for the cost of living in Monroe County. The contract to provide CINS/FINS services only provides enough funding to pay our youth support staff $15 per hour. FKCS requires significant additional funding to hire employees and adequately provide its services to Monroe County. 
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	Cost per unit current yearRow8: 
	Text43: • Residential Shelter for Youth from Ages 6-17
• Federally funded Basic Center Program to provide residential service to homeless youth under 18 years of age.
• CINS/FINS (children in of services/families in need of services) residential services for youth from ages 10-17
• Community Based Counseling for Youth Ages 6-17 and their Families
• Behavior Management Education for Youth Ages 6-17 and Parents
• Nurse lead medical assessments for all youth receiving FKCS residential services
• Behavioral, educational, and life skills counseling for youth ages 6-17
• Week-Long Camps for Children at risk and in Need of Services Ages 10-17
• Street Outreach to Runaway and Homeless Street Youth to Age 21
• Distribution of survival kits to the homeless population 
• Drop-In Center in Key West for Runaway and Homeless Street Youth to age 21
• Transitional Living Program for youth/young adults Ages 16-22
• Case Management for youth and families
• Other Services to Keep Youth Safe and Families Strong, as needed

All services are 100% free of charge.
	Text31: Our organization is the one chosen, recognized, and regularly monitored and audited by the State of Florida. The Florida Keys Children's Shelter operates the sole emergency shelter for children in the Florida Keys, licensed by the Florida Department of Children and Families. We are also the exclusive provider for the Department of Juvenile Justice's "Children in Need of Services/Families in Need of Services" (CINS/FINS) programs. Our organization operates the only outreach and drop-in center specifically serving homeless and runaway street youth. FKCS runs the sole Transitional Living Program (TLP) in Monroe County for ages 16-22. Most importantly, FKCS listens to the community's needs and finds ways to provide services to address them.
	Text34: The Florida Keys Children's Shelter (FKCS) maintains written agreements for referrals and/or services with numerous agencies, including Key West Housing Authority, Monroe County Sheriff's Office, Wesley House Family Services, Guidance Care Center, Cornerstone Resource Alliance, College of the Florida Keys, Mariner's Hospital, Rural Health Network, Drug Court, Pediatrics and Adolescent Center, and Citrus Health Network.

Our largest source of referrals comes from teachers, counselors, and administrators at all Monroe County Public & Charter Schools. They involve us in truancy meetings and provide office space for our counselors to meet with youth on their campuses. The implementation of virtual and hybrid learning initially posed challenges to the referral system. However, our team of counselors collaborated with school administration, teachers, and community organizations such as churches and food banks to conduct outreach for students who might have "slipped through the cracks."

FKCS often serves as the initial contact for youth and families to receive necessary services. After referring youth and families to other agencies for needed services, FKCS frequently assists with communication, scheduling, transportation, and implementation between youth and those agencies. We provide case management and advocacy for the youth and families served to ensure they receive the required services.

We participate in regularly scheduled inter-agency meetings where case managers meet in person with organizations such as the Department of Juvenile Justice, Guidance/Care Center, CareerSource Florida, the Monroe County Sheriff's Office, private schools, and local churches. Open communication enables us to maximize opportunities, ensuring that every young person receives the best services with the potential for the most favorable outcomes.
	Text66: The Florida Keys Children's Shelter does not overlap or share services with any other organizations in Monroe County. The agency maintains successful working relationships with numerous community partners, including but not limited to: Citrus, WestCare/Guidance/Care Center, Wesley House Family Services, Monroe County schools, the Monroe County Sheriff's Office, the 16th Judicial Circuit, and the Florida Keys Outreach Coalition. The Monroe County Coalition contributes funding for the "All Stars"(TM) curriculum.

Our collaborations with other nonprofits, for-profit entities, and government agencies are strengthened by several of our board members who either work or have been selected or elected to serve on other boards, including the Sheriff's Department, United Way of the Florida Keys, and the Keys Children's Foundation.
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	Text466: Benefits for qualifying employees include paid time off, retirement fund with matching contributions, gym membership, and optional dental and vision plans. Youth mentors receive free meals and snacks during work shifts.
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	For Fiscal Year 2023 how will the amount requested be utilized: The Human Services Advisory Board Grant funding will be directed toward program salaries and general agency operations, ensuring that our dedicated team can continue to effectively serve the most vulnerable youth in Monroe County, including those who are traumatized, runaway, homeless, abused, neglected, and at risk.
	Email: bkemmer@fkcs.org
	Contact: Ben Kemmer, CEO
	Description of Medical Services: Medical Services:  Medical, mental, and dental care for the economically disadvantaged.
	Description of Core Services: Core Social Services:  Essential services such as food, clothing, or housing; emergency disaster relief; family violence issues; and adult and child daycare.
	Description of Quality of Life: Quality of Life Improvement Services:  Services provided to improve the quality of life for individuals or the communty such as educational, preventative, training, recreational and cultural services, etc.
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