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INTRODUCTION 

Monroe County, Florida is the southernmost county in Florida and the United States. It is made 

up of the Florida Keys and portions of the Everglades National Park and Big Cypress National 

Reserve. These parks are mostly uninhabited mainland areas. Most known are the Florida Keys 

which is a string of Islands interconnected by U.S. Highway 1, which ends in Key West, 150 miles 

southwest of Miami. 

Monroe County, Florida has an estimated population of 82,874. It is divided into five electoral 

districts and the five elected County Commissioners govern Monroe County, Florida. The 

Commissioners rely on the County Administrator to facilitate the daily operations of county 

government. Monroe County, Florida has approximately 605 active employees. 45.2% of its 

workforce is Female, 26.7% is Hispanic and 6.7% is Black. The US Census Quick Facts for July 1, 

2021 states that Monroe County, Florida's population is 48.2% Female, 25.3% Hispanic, and 7.1% 

Black 

Monroe County, Florida's seat is located at the historical Gato Building, 1100 Simonton Street 

Key West, Florida 33040. 

APPLICABLE GRANTS FOR WHICH MONROE COUNTY IS GRANTEE OR SUBGRANTEE 

The Florida Department of Law Enforcement, Office of Criminal Justice Grants manages federal 

grant monies from the Department of Justice. Specific grants are: 

The Edward Byrne Memorial Justice Grant (JAG); 

Residential Substance Abuse Treatment for Prisoners (RSAT) 

The Edward Byrne Memorial Justice Assistance (JAG) Grant is the primary provider of federal 

criminal justice funding to state and local jurisdictions. It is named in honor of Edward Byrne a 

New York Police Department Officer who was killed in the line of duty February 26, 1988. He was 

shot in the head five times. Officer Byrne was 22 years old at the time of his death. 

JAG funds can be used for any of the following purpose areas: 

1. law enforcement programs

2. prosecution and court programs

3. prevention and education programs
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4. corrections and community protection programs

5. drug treatment programs

6. planning evaluation and technology improvement

7. crime victim and witness programs

The Residential Substance Abuse Treatment (RSAT) Grant is to assist local governments in 

developing and implementing residential substance abuse treatment programs in detention 

facilities. 
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PERSONNEL MANAGEMENT/OPERATIONS OVERVIEW 

The Monroe County Office of Employee Services provides quality support services and benefits 

administration to employees of the Board of County Commissioners. Programs and services 

include Human Resources, Workers Compensation, Employee Benefits, and Safety. 

Operations of County government are under a Board of County Commissioners, County 

Attorney's Office and a County Administrator. 

Note: The Sheriff is a separate elected official with its own personnel office and does not fall 

under the jurisdiction of the County Administrator. 

Monroe County's Constitutional Offices are Clerk of Court, Property Appraiser, Supervisor of 

Elections, Tax Collector, Court Administrator and Land Authority. These offices do not fall under 

the jurisdiction of the County Administrator. 

PURPOSE 

An Equal Employment Opportunity Plan or EEOP is a workforce report that some local 

governments must complete to receive grant funding from the United States Department of 

Justice pursuant to the Omnibus Crime Control and Safe Streets Act. The purpose of the EEOP is 

to ensure that recipients are providing equal employment opportunities. 

Section 42.304(USC ) provides in part: " ... Each recipient's equal employment opportunity program 

shall be in writing and shall include: 

(a) A job classification table or chart

(b) The number of disciplinary actions taken against employees by race, sex, national origin. 

(c) The number of individuals by race, sex and national origin ( if available applying for

employment.

(d) The number of employees in each job category by race sex, and national origin.

(e) The number of employees by race sex, and national origin who were terminated

(f) Available community and area labor characteristics 

(iY Detailed narrative statement citing the employer's employment practices and policies 

On July 26, 1982, the Board of County Commissioners approved Resolution No. 197-1982 which 

provided the County's Affirmative Action Plan. The Plan was later amended by Resolution No. 

500-1987 and again by Resolution No. 043-1988.

004



EQUAL OPPORTUNITY POLICY 

Resolution No. 230-1994 declares that Monroe County promotes a work environment that is 

devoid of illegal job discrimination in employment policies and practices. In addition, Monroe 

County Code of Ordinance Chapter 14, Article II and Article Ill prohibits discrimination. 

The County is firmly committed to equal employment opportunity and does not discriminate in 

any employment-related decisions on the basis of race, color, religion, national origin, sex, sexual 

orientation, gender identity or expression, age, disability or other similar factors that are not job­

related. 

The County's policy of equality of opportunity applies to all organizational levels of the County 

and to all job classifications. lt is the responsibility of each elected or appointed public official, 

Assistant County Administrator, Department Head and Supervisor to give the County's non­

discrimination policy full support through leadership, and by personal example. In addition, it is 

the duty of each public official and each employee to help maintain a work environment which is 

conducive to, and which reflects, the County's commitment to equal employment opportunity. 

All personnel actions shall be based solely on ability and fitness of the individual. 

The Human Resources office shall see that information about job opportunities is readily 

available to all employees and citizens of the County, and a continuing program shall be 

conducted to make the Equal Employment policies known to all citizens of the County. 

In this capacity, the Human Resources office will be responsible for anticipating problems, 

formulating solutions, presenting complete analysis of alternatives and recommended corrective 

actions and coordinating the recommended actions with public officials, Assistant County 

Administrator, Department Heads and employees. 

In the implementation of this policy, the County will aggressively seek personnel for all job levels 

within the organization through upgrading and recruitment from minority group members and 

women. 

This policy is specifically included and will be a continuing and essential component of the 

Personnel Policies and Procedures. 

Harassment of any kind is prohibited and will not be tolerated. A violation of this policy will 

subject an employee to disciplinary action, up to and including termination of employment. Any 

violation which cannot be remedied through the disciplinary process set forth in these policies 

and procedures may be considered by the Board of County Commissioners for any other avenues 

legally available, such as, but not limited to, contractual remedies, no trespass 
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orders, injunctive relief, removal of workplace accommodations which have been abused, or 

through federal or state laws protecting workers in the workplace. 

Harassment is defined as verbal or physical conduct which: 

Denigrates or shows hostility or aversion toward an individual because of his or her race, color, 

religion, gender, national origin, age, veteran status, marital status, familial status, sexual 

orientation, gender identity or expression, pregnancy, or disability/handicap, or that of his or her 

relatives, friends or associates. 

Has the purpose or effect of creating an intimidating, hostile or offensive working environment; 

Has the purpose or effect of unreasonably interfering with an individual's work performance or 

otherwise adversely affects an individual's employment opportunities. 

Prohibited harassing conduct includes, but is not limited to, epithets, slurs, jokes, negative 

stereotyping, or threatening, intimidating or hostile acts that relate to race, color, religion, 

gender, age, national origin, veteran status, marital status, familial status, sexual orientation, 

gender identity or expression, pregnancy, or disability/handicap. Prohibited harassing conduct 

includes written or graphic material that is placed on walls, bulletin boards or elsewhere on the 

premises or that is circulated in the workplace. 

The above policy includes, but is not limited to, sexual harassment. Sexual harassment 

is defined as: 

Unwelcome sexual advances; 

Requests for sexual favors; 

Verbal or physical conduct of a sexual or otherwise offensive nature, particularly where: 

submission to such conduct is made, explicitly or implicitly, a term or condition of 

employment; 

submission to or rejection of such conduct is used as a basis for decisions affecting 

an individual's employment; or 

such conduct has the purpose or effect of creating an intimidating, hostile or 

offensive working environment. 

Sexually offensive jokes, innuendoes, and other sexually oriented statements or 

behavior. 

If an individual experiences or observes any form of harassment of an employee by any person 

(regardless of the offender's identity or position), he/she is required to promptly report the 

incident to an Assistant County Administrator, Department Head, the Human Resources 

Administrator or the County Administrator. Assistant County Administrators and Department 

Heads are responsible for promptly reporting the allegations or concerns to the Human 

Resources Administrator or the County Administrator. (It is encouraged that the individual put 

such a complaint in writing). If the complaint is about the County Administrator or any other 

person whose official or political position leads an employee to believe that the complaint may 
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be ignored or handled improperly, the individual who experiences or sees any prohibited form of 

harassment which he/she is required to report may report the conduct to a county commissioner, 

who shall see that it is properly processed by staff in an objective manner. The complaint will be 

immediately investigated and kept confidential to the extent possible. Individuals who make 

complaints have an obligation to assist and cooperate with the County's investigation. 

If the County determines that an employee (including public officials, Assistant County 

Administrator, Department Head, or supervisor) or third-party has harassed another individual, 

appropriate remedial action will be taken against the offender, up to and including termination. 

If the harassment involves a third party such as a contractor, vendor, supplier, or other visitors 

to County buildings or the workplace, that person may be barred from the premises. 

The County prohibits any form of retaliation or coercion (including intimidation, interference or 

discrimination for lodging a bona fide complaint under this policy or for assisting in the 

investigation of a claim of harassment. If an individual experiences or observes any form of 

retaliation by any person, employee or non-employee (regardless of the offender's identity or 

position) he/she is required to promptly report the incident to an Assistant County Administrator, 

Department Head, the Human Resources Administrator or the County Administrator. Assistant 

County Administrators and Department Heads are responsible for promptly reporting the 

allegations or concerns to the Human Resources Administrator or the County Administrator. It is 

encouraged that the individual put such a complaint in writing. The complaint will be immediately 

investigated and kept confidential to the extent possible. Individuals who make complaints have 

an obligation to assist and cooperate with the County's investigation. If the complaint is about 

the County Administrator or any other person whose official or political position leads an 

employee to believe that the complaint may be ignored or handled improperly, the individual 

who experiences or sees any prohibited form of harassment which he/she is required to report 

may report the conduct to a county commissioner, who shall see that it is properly processed by 

staff in an objective manner. The county will protect individuals who make a complaint to the 

extent legally possible. Any bona fide complaint will in no way be used or held against an 

employee (or non-employee) nor will it leave an adverse impact on the complaining employee's 

employment. 

Individuals shall not assume that the County is aware of a harassment problem and are required 

to adhere to this policy and make a report so that the problem can be resolved. Any questions 

concerning this policy should be addressed to Human Resources. 

If one believes that the County has violated the equal opportunity policy, as stated in this section, 

he/she should submit a written complaint to the EEO Coordinator. The EEO Coordinator shall 

investigate the complaint and respond to the complaint. 
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Prepared by: 

Alana Thurston 

Sr. Coordinator/EEO Officer, Human Resources 

Roman Gastesi 

County Administrator 

Date 
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Monroe County's employment practices and policies 

Performance Evaluations 

POLICY 

All Departments shall evaluate the performance of all employees on an impartial basis using 

standard evaluation forms and the Employee Performance Appraisal Handbook provided in 

Administrative Instruction 4003. 

PURPOSE 

Employee performance evaluations shall be used for, but not limited to, the following 

purposes: 

A. To inform the employee of strong and weak points in his performance, as well as

training needs and improvements expected.

B. To recognize the employee's potential for promotion.

C. To determine the employee's eligibility for merit salary advancements.

D. To provide a record of past performance.

E. To assist in determining the order oflayoffs and reinstatements ..

PROCEDURES 

A. Each employee shall have his performance evaluated on a periodic basis as outlined in
the Performance Appraisal Handbook.

1. All performance evaluations shall be made by the employee's immediate Supervisor
(with input from anyone deemed appropriate by the Supervisor) and reviewed by a
higher-level Supervisor whenever possible. The immediate Supervisor's final evaluation
shall not be changed by higher level Supervisors; however, reviewing Supervisors shall
certify that they reviewed the rating and may attach any written comment they deem
appropriate concerning the evaluation.

2. Department head may authorize an evaluation at any time he or she deems
appropriate.

3. The original, completed evaluation form, as well as any written material from the
Supervisor, the Department Head, or the employee, shall be placed in theemployee's
official Personnel file.
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B. If an employee receives a below satisfactory rating in any category, the immediate Supervisor
shall work with the employee in an effort to assist him/her in improving job performance. Such
employees, if retained by the department, shall have their performance re- evaluated in the
category(s) which do not meet performance standards.

Exit Interviews 

It is the desire of the County to determine why good employees leave the County Service. An 
exit interview program has been established for the purpose of determining the causes and 
possible solutions of turnover among County personnel. 

If an employee wishes, he or she may request an exit interview with Employee Services by 
contacting the Human Resources office. The Employee Services Director or County 
Administrator may also request an interview with an employee who has made known his or her 
intention to leave the County Service. The information obtained during the interview will be 
used solely for the purpose of identifying or solving problem areas and will not become part of 
the employee's personnel record unless authorized in writing by the employee. 

Grievance Procedure 

In the event an employee believes that the rules contained in this manual have been misapplied/violated, 
he/ she must utilize the following procedure, except in the cases of suspension, reduction in pay, demotion 
or termination - See 10.01 F. Claims of harassment, retaliation, or discrimination as described in Section 
2.14 will be handled in accordance with the procedure outlined in that Section and are not considered 
grievable under the Employee Complaint/Grievance Procedure. Failure of the grieving employee to follow 
the time limits will automatically result in a final and binding denial of the grievance. If the County does not 
follow the time limits, the appropriate County official will be deemed to have denied the grievance and it 
may proceed to the next step. 

A. Step 1: The aggrieved employee shall present his/her grievance in writing to his or her Supervisor
within fifteen (15) working days of the incident to be grieved. The immediate Supervisor will meet with the
employee, reach a decision, and communicate that decision in writing to the aggrieved employee within ten
(10) working days from the date the grievance was presented to him or her. Supervisors are not empowered
to make policy decisions.

B. Step 2: If the grievance is not resolved in Step 1, the employee shall, sign it, and present it to the
Department Head within ten (10) working days from receipt of the Immediate Supervisor's written decision.
The Department Head shall attempt to resolve the issue(s) concerning the alleged grievance within ten (10)
working days of the receipt of the written grievance. The Department Head shall confer with the immediate
Supervisor, and they shall attempt to obtain the facts concerning the alleged grievance, and within ten (10)
working days of receipt of the written grievance, answer the employee in writing or schedule a meeting with
the employee. If a meeting is held, the Department Head shall notify the aggrieved employee in writing of
his or her decision, no later than ten (10) working days after the meeting. The meeting may be rescheduled
by the Department Head for a valid reason.
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C. Step 3: If the response from the Department Head is not satisfactory, within ten (10) working days
from receipt of the Department Head's decision, the employee may present the grievance form to the
Assistant County Administrator, who may confer with anyone he/ she deems appropriate to obtain the facts
concerning the alleged grievance, and may schedule a meeting with the employee, to be held within ten (10)
working days of receipt of the grievance. If the employee does not report to an Assistant County
Administrator and reports directly to the County Administrator, Step 3 is to be skipped and the employee
may proceed to Step 4. If a meeting is held, the Assistant County Administrator shall notify the aggrieved
employee in writing of his/her, decision no later than ten (10) working days after the meeting.

D. Step 4: If the response from the Assistant County Administrator is not satisfactory, within ten (10)
working days from receipt of the Assistant County Administrator's decision, the employee may bring the
grievance form to the Human Resources office, for review before the Employee Grievance Council. This
Council will provide an additional avenue for the employee to pursue in the processing of appropriate
complaints or grievances. By the establishment of the Employee Grievance Council, the employee whose
problem is not resolved by the Assistant County Administrator, may have the opportunity to appear before
this Council of peers and present his/her case. The Employee Grievance Council is empowered to call all
necessary witnesses before them and to subsequently make their recommendations concerning disposition
to the County Administrator. The decision of the Council is not binding; final determination will be made
by the County Administrator. (Please refer to Monroe County Administrative Instruction 4714 for rules and
procedures governing the Council.) The County Administrator shall furnish a copy of his decision to the
aggrieved employee within fifteen (15) working days of the Council's recommendation(s).

E. Any complaint/ grievance involving matters that pertain to the Personnel Policies and Procedures may
be addressed in writing to the Employee Grievance Council, (via the Human Resources office) who will
forward to the Council to determine whether the matter is appropriate to be considered by the Council. If
deemed appropriate by a majority of Council members, the Human Resources office will schedule the airing
of the Grievance at the earliest convenience. The Council is empowered to call all necessary witnesses and
make a recommendation concerning disposition to the County Administrator whose decision is final.

F. This Procedure does not apply to an individual who has been suspended, discharged, received a
reduction in pay or demoted. Such individuals shall appeal in accordance to Section 9.15 hereof.

G. If an employee does not answer to a Department Head and/or an Assistant County Administrator,
the Human Resources office will assist the employee in moving through the appropriate steps of this
grievance procedure.

H. The by-laws governing the establishment and operation of the Employee Grievance Council may be

reviewed in Administrative Instruction 4714.
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Monroe County's employment practices and policies 

Performance Evaluations 

POLICY 

r\11 Departments shall evaluate the performance of all employees on an impartial basis using 

standard evaluation forms and the Employee Performance Appraisal I landbook provided in 

Administrative Instruction 4003. 

PURPOSE 

Employee performance evaluations shall be used for, but not limited to, the following 

purposes: 

A To inform the employee of strong and weak points in his performance, as well as 

training needs and improvements expected. 

B. To recognize the employee's potential for promotion.

C. To determine the employee's eligibility for merit salary advancements. 

D. To provide a record of past performance.

E. To assist in determining the order of layoffs and reinstatements.

PROCEDL'RES 

r\. Each employee shall have his performance evaluated on a periodic basis as outlined in 
the Performance Appraisal Handbook. 

t. All performance evaluations shall be made by the employee's immediate Supen,isor
(with input from anyone deemed appropriate by the Supen,isor) and reviewed by a
higher-level Supen•isor whenever possible. The immediate Supcn-isor's final evaluation
shall not be changed by higher level Supervisors; however, reviewing Supen·isors shall
certify that they reviewed the rating and may attach any written comment they deem
appropriate concerning the evaluation.

2. Department head may authorize an evaluation at any time he or she deems
appropriate.

3. The original, completed evaluation form, as well as any written material from the
Supen•isor, the Department Head, or the employee, shall be placed in the employee's
official Personnel file.
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B. If an employee receives a below satisfactory rating m any category, the immediate
Supervisor shall work with the employee in an effort to assist him/her in improving job
performance. Such employees, if retained by the department, shall have their performance re­
evaluated in the category(s) which do not meet performance standards.

Exit Interviews 

It is the desire of the County to determine why good employees leave the County Service. An 
exit interview program has been established for the purpose of determining the causes and 
possible solutions of turnover among County personnel. 

If an employee wishes, he or she may request an exit interview with Employee Set-Yices by 
contacting the Human Resources office. The Employee Services Director or County 
,\dministrator may also reciuest an interview with an employee who has made known his or 
her intention to leave the County Service. The information obtained during the interview will 
be used solely for the purpose of identifying or solving problem areas and will not become 
part of the employee's personnel record unless authorized in writing by the employee. 

Grievance Procedure 

In the event an employee believes that the rules contained in this manual have been misapplicd/\'iolated, 
he/ she must utilize the following procedure, except in the cases of suspension, reduction in pay, demotion 
or termination - Sec 10.01 F. Claims of harassment, retaliation, or discrimination as described in Section 
2.14 will be handled m accordance with the procedure outlined in that Section and are not considered 
grievable under the Employee Complaint/Grievance Procedure. Failure of the grieving employee to follow 
the time limits will automatically result in a final and binding denial of the grievance. If the County docs 
not follow the time limits, the appropriate County official will be deemed to have denied the grievance and 
it may proceed to the next step. 

A Step 1: The aggrieved employee shall present his/her grie\'ance in writing to his or her Supervisor 
within fifteen (15) working days of the incident to be grieved. The immediate Supervisor will meet with the 
employee, reach a decision, and communicate that decision in writing to the aggrieved employee within ten 
(10) working <lays from the date the grieYance was presented to him or her. Supervisors are not 
empowered to make policy decisions.

B. Step 2: If the grievance is not resolved in Step I, the employee shall, sign it, and present it to the 
Department Head within ten (10) working days from receipt of the Immediate Supervisor's written 
decision. The Department I lead shall attempt to resolve the issue(s) concerning the alleged grievance 
within ten (10) working days of the receipt of the written grievance. The Department Head shall confer 
with the immediate Supervisor and they shall attempt to obtain the facts concerning the alleged grievance, 
and within ten (10) working days of receipt of the written grievance, answer the employee in writing or 
schedule a meeting with the employee. If a meeting is held, the Department Head shall notify the aggrieved 
employee in writing of his or her decision, no later than ten (I 0) working days after the meeting. The 
meeting may be rescheduled by the Department Head for a valid reason.
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C. Step 3: If the response from the Department Head is not satisfactory, within ten (10) working days
from receipt of the Department Head's decision, the employee mar present the grievance form to the
1\ssistant County Administrator, who may confer with anrone he/she deems appropriate to obtain the
facts concerning the alleged grievance, and may schedule a meeting with the employee, to be held within
ten (10) working days of receipt of the grievance. If the employee docs not report to an Assistant County
Administrator and reports directly to the County Administrator, Step 3 is to be skipped and the employee
may proceed to Step 4. If a meeting is held, the Assistant County Administrator shall notify the aggrieved
employee in writing of his/her, decision no later than ten (10) working days after the meeting.

D. Step 4: If the response from the Assistant County Administrator is not satisfactory, within ten (10)
working days from receipt of the Assistant County Administrator's decision, the employee may bring the
grievance form to the Human Resources office, for review before the Employee Grievance Council. This
Council will provide an additional avenue for the employee to pursue in the processing of appropriate
complaints or grievances. By the establishment of the Employee Grievance Council, the employee whose
problem is not resolved br the Assistant County Administrator, may have the opportunity to appear before
this Council of peers and present his/her case. The Employee Grievance Council is empowered to call all
necessary witnesses before them and to subsequently make their recommendations concerning disposition
to the County Administrator. The decision of the Council is not binding; final determination will be made
by the County Administrator. (Please refer to i\.lonroc County Administrative Instruction 4714 for rules
and procedures governing the Council.) The County Administrator shall furnish a copy of his decision to
the aggrieved employee within fifteen (l 5) working days of the Council's recommcndation(s).

E. Any complaint/grievance involving matters that pertain to the Personnel Policies and Procedures
may be addressed in writing to the Employee Grievance Council, (via the Human Resources office) who
will forward to the Council to determine whether the matter is appropriate to be considered by the
Council. If deemed appropriate by a majority of Council members, the Human Resources office will
schedule the airing of the Grievance at the earliest convenience. The Council is empowered to call all
necessary \Vitncsscs and make a recommendation concerning disposition to the Counrr Administrator
whose decision is final.

F. This Procedure docs not apply to an individual who has been suspended, discharged, received a
reduction in pay or demoted. Such individuals shall appeal in accordance to Section 9.15 hereof.

G. If an employee does not answer to a Department Head and/or an Assistant County Administrator,
the Human Resources office will assist the employee in moving through the appropriate steps of this
grievance procedure.

11. The by-laws governing the establishment and operation of the Employee Grievance Council may be

reviewed in Administrati\·e Instruction 4714.

 

042



043



044



045



046



047



048



049



050



051



052



053



054


	Table of Contents
	Introduction
	Applicable Grants
	Personnel Management/Operations Overview
	Purpose
	Equal Opportunity Policy
	Job Classification Table
	Disciplinary Actions
	Number of Individuals Applying for Employment
	Number of Employees...Who Were Terminated
	Number of Employees...Who Were Hired
	Monroe County's Employment Practices and Policies
	ADA Request for Accomodation Administrative Instructions
	Community and Area Labor Statistics

		2023-05-18T16:37:31-0400
	Alana Thurston


		2023-05-22T08:39:31-0400
	Roman Gastesi




