MPO Governing Board By-LawsBylaws

NUMBER: 1.1

ADOPTED:  Mareh272023September 23, 2024
REVIEW BY: March 2026

1. References

a. Planning Assistance and Standards, 49 CFR § 613
b. Metropolitan Planning and Programming, 23 USC §134; 23 CFR §450.300 et seq.
c. Metropolitan Planning Organizations §339.175-177, F.S.
2. Name
a. The name of this organization shall be the Sarasota/Manatee Metropolitan Planning Organization
(MPO).
3. Purpose
a. The Metropolitan Planning Organization in cooperation with the State of Florida and in cooperation
with publicly owned operators of mass transportation services shall be responsible for carrying out
the metropolitan transportation planning process in the Sarasota/Bradenton Urbanized Area as
prescribed by state and federal laws and regulations. The MPO shall be the forum for cooperative
decision making by officials of affected governmental entities in the development of required plans
and programs.
b. The powers, duties, and responsibilities of the MPO are specified in s. %339.175, \F.S. andin {r ted [LH1]: Believe this should reflect 339.175, }
an interlocal agreement authorized under s. 163.01, F.S. The MPO shall perform all acts required by \\\ FS.
federal or state laws or rules, now and subsequently applicable, which are necessary to qualify for {c‘,mmented [NE2R1]: You are correct Lindsay ]
federal aid.
c. The functions of the MPO shall include, but not be limited to, the following;:

(1) To assure eligibility of the Sarasota/Bradenton Urbanized Area for receipt of Federal
capital and operating assistance pursuant to 23 USC §134 and 49 USC §85303, 5304,
5305, 5307, 5309, 5310, 5314, 5326, 5337, 5339, and 5340. §2.01, Interlocal
Agreement for Creation of the Metropolitan Planning Organization recorded on November
13, 2014, in Official Records Instrument 2014136157, Public Records of Sarasota
County, and recorded on November 3, 2014, in Official Records Book 2542, Page 7416,
Public Records of Manatee County, all as amended from time to time (the “Interlocal
Agreement”).

(2) To promote the coordination of transportation planning and programming process, in
cooperation with the Florida Department of Transportation (FDOT), in accordance with
Sections 334.30(10) (public-private facilities), 339.155(3) and (4) (transportation
planning), 339.175 (Metropolitan Planning Organizations), 163.3161-163.3211,
(Comprehensive Planning Act), and Section 163.01 (the Florida Interlocal Cooperation Act
of 1969), Florida Statutes. §2.01, of the Interlocal Agreement.

(3) To adopt Transportation Work Programs, including but not limited to the Long-Range
Transportation Plan (LRTP), the Transportation Improvement Plan (TIP), the Unified
Planning work Program (UPWP), incorporating performance goals, measures, and targets
into the process of identifying and selecting needed transportation improvements and
projects, and a congestion management process for the Sarasota/Manatee metropolitan
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planning area and coordinated development of all other transportation management
systems as required by state or federal law. 23 CFR §450.306(d) and 23 CFR
§8§450.324, 450.326; §2.02, of the Interlocal Agreement.

(4) To assist in the development of transportation systems embracing various modes of
transportation in a manner that will maximize the mobility of people and goods within and
through the Sarasota/Manatee metropolitan planning area and minimize, to the maximum
extent feasible, transportation-related fuel consumption and air pollution. §2.01, of the
Interlocal Agreement.

(5) To carry out the metropolitan planning process, in cooperation with the FDOT, as required
by federal, state, and local laws. §2.01, of the Interlocal Agreement.

(6) To develop transportation plans and programs, in cooperation with the FDOT, which plans
and programs provide the development of transportation facilities that will function as a
multi-modal and intermodal transportation system for the Sarasota/Manatee
metropolitan planning area. §2.01, of the Interlocal Agreement.

(7) To implement and ensure a continuing, cooperative, and comprehensive transportation
planning process that results in coordinated plans and programs consistent with the
comprehensive planned development of the Sarasota/Manatee metropolitan planning
area in cooperation with the FDOT. 8§2.01, of the Interlocal Agreement.

4. Membership

a. MPO membership must be consistent with Section 339.175(3) and (4), Florida Statutes and is
reviewed in conjunction with the decennial census as directed in Section 339.175(4), Florida
Statutes and 23 CFR §450.310(b). The actual membership is set forth in Article 4 of the Interlocal
Agreement. The term of a member individual, other than an individual representing a consortium of
municipalities, on the MPO Governing Board shall be for four years. The term of a member individual
representing a consortium of municipalities shall rotate every two (2) years pursuant to the
agreement creating said consortium. The membership of an individual public official automatically
terminates upon said official leaving elective or appointive office for any reason or may be terminated
by a majority vote of the total membership of the governmental entity represented by the member,
or by the governing mechanism established by a consortium of municipalities appointing said
individual pursuant to 23 CFR §450.310(d). A vacancy shall be filled by the original appointing entity.
A member may be reappointed for one or more additional 4-year terms. See also §339.175(4), F.S.;
84.02 of the Interlocal Agreement

b. If desired, an MPO member governmental entity may appoint, by action taken at an official meeting
of the governmental entity, an alternate or alternates for one or more of its appointed MPO members.
The term of an alternate member shall be no greater than four years or the remainder of the term of
the regular member, although an alternate member may be reappointed.

c. The alternate member must be an elected official and serve the same governmental entity or area
that the regular member serves. §339.175(3)(c) and (4), F.S.

d. The member governmental entity shall notify the MPO in writing that the appointed individual may
act as an alternate member if the regular member cannot attend a meeting. A copy of the
governmental entity's minutes of the meeting when the alternate member(s) was appointed shall
accompany this written notification.
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5. Officers and Duties

a.

A Chair and Vice Chair shall be elected from among a majority of those voting members present and
voting. §339.175(2)(e), F.S. The election of a Chair and Vice Chair shall be conducted at any
scheduled or special meetings of the Governing Board held within the last quarter of the calendar
year. Notwithstanding the date of the election, unless a different term is voted upon by the Governing
Board during the election, the term of office for the Chair and Vice Chair shall begin on January 1st
and end on midnight of December 31st of each calendar year, or until their successors are elected if
no election occurs by midnight of December 31st of a given year.

The position of Chair shall alternate annually between Sarasota and Manatee County, inclusive of
municipalities within each county.

The Vice Chair shall also alternate annually between Sarasota and Manatee County, inclusive of
municipalities within each county.

In the event the Chair is from the Sarasota County member delegation (which includes municipalities
of Sarasota County), the Vice Chair shall be from the Manatee County member delegation (which
includes municipalities of Manatee County) and vice versa.

Any voting member may nominate an elected official serving on the MPO Board as an officer. All
elections shall be by the majority vote of the voting members of the MPO Governing Board present
and voting.

The Chair shall preside over all meetings. The Chair shall be responsible for pertinent
correspondence and information releases. The Chair shall ensure that agendas are transmitted at
least seven (7) calendar days prior to any scheduled meeting. The Chair, or Vice Chair in the absence
of the Chair, is authorized to endorse checks through the Agency with which the MPO has an
Administrative Services Agreement. All checks shall be further endorsed by that Agency for deposit
only.

The Vice Chair shall, during the absence of or inability to serve of the Chair, have and exercise all the
duties and powers of the Chair. The Vice Chair shall also perform such other duties as may be
assigned by the Chair.

If both the Chair and the Vice Chair are absent from a meeting, a temporary Chair shall be selected
by a majority vote of the members present and voting. The temporary Chair shall serve only until
either the arrival of the Chair or Vice Chair, or the end of the meeting, whichever event shall first
occur.

In the event of a vacancy in the office of Chair or Vice Chair, it shall be filled by a majority vote of the
members present and voting. The individual so elected shall fill the remainder of the unexpired term
of the vacant office.

6. Meetings

a.

The MPO Governing Board shall meet at least quarterly at a date, time and place acceptable to a
majority of the voting members. A quorum shall consist of a majority of the total MPO Governing
Board Membership, and all Members shall vote on each item, unless the Member has a voting
conflict of interest, or in the case of quasi-judicial items, is biased or prejudiced. §§112.3143 and
286.012, ES:F.S.

Other meetings may be scheduled by a majority vote of members at any meeting if a quorum is
present. Notice of such meetings shall be given to members and the public at least seven (7) days
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before the day of the meeting. Notice shall be given in accordance with Section 50.0311, F.S., and
the MPOQ’s Public Participation Plan, advertising the time, place, and date of the meeting, providing a
disclaimer pursuant to Section 286.0105, F.S., advising that the public may attend and be heard.
The notice should advise persons who require special accommodations under the Americans with
Disabilities Act or persons who require translation services for a meeting (free of charge) should
contact the Sarasota/Manatee MPO Title VI Coordinator at least seven (7) days in advance between
8:00 AM and 5:00 PM, Monday through Friday. See §286.28, F.S. A similar notice shall be posted
on the MPO’s internet website and said notice shall include a copy of the proposed agenda for the
meeting. Press releases to the media shall also be issued.

Special meetings may be called by the Chair with a minimum of three (3) calendar days’ notice
indicating the reason for the meeting and notifying all members of the MPO. If possible, notice shall
be given on the MPQO’s internet website in accordance with Section 50.0311, F.S., advertising the
time, place, and date of the meeting, providing a disclaimer pursuant to Section 286.0105, F.S.,
advising that the public may attend and be heard.  Notice meeting these requirements shall be
posted on the MPQO’s internet website and said notice shall include a copy of the proposed agenda
for the meeting. The notice should advise persons who require special accommodations under the
Americans with Disabilities Act or persons who require translation services for a meeting (free of
charge) should contact the Sarasota/Manatee MPO Title VI Coordinator at least seven (7) days in
advance between 8:00 AM and 5:00 PM, Monday through Friday. See §286.28, F.S. Press releases
to the media shall also be issued.

Unless otherwise expressly prohibited by law, a member of the governing board may be present and
voting either by being physically present at the meeting, or by appearing by communications media
technology; provided, that a quorum at the meeting location is physically present. However, the
participation of an absent member by telephone conference or other interactive electronic technology
is permissible when such absence is due to extraordinary circumstances such as iliness, and whether
the absence of a member due to a scheduling conflict constitutes such a circumstance is a
determination that must be made in the good judgment of the MPO Governing Board. See Attorney
General Opinions (AGO) 2003-41. Any such technology shall, at a minimum, allow all members to
hear all presenters and citizens and each other's comments, and shall allow members and citizens
physically present to hear members attending by means of communications media technology.
Governing board members seeking to appear via communications media technology shall coordinate
such requests with the Executive Director (who shall make reasonable attempts to facilitate the
request given existing resources and time and who shall notify the Chair of the remote appearance
once coordinated) and are admonished that they should refrain from using this method of attendance
for mere convenience.

All meetings will be open to the public. Pursuant to Florida Statute Section 286.0114, members of
the public will receive a reasonable opportunity to be heard on a proposition before the governing
board. The opportunity to be heard will be afforded during the board's decision-making process and
within reasonable proximity in time before the meeting at which the MPO Governing Board takes
official action, and no vote on any such proposition shall occur prior to the public having been allowed
to be heard. Persons addressing the board on a proposition are entitled to two minutes each for any
proposition which the board is to vote or act on. Unless waived by the Chair, persons seeking to be
heard shall fill out "request to speak" cards maintained by MPO staff attending the meeting and acting
as Clerk for the board. Persons exercising the opportunity to be heard on a proposition shall address
their comments to the Chair, shall remain "on topic" and shall refrain from use of profanity, derogatory
language, or language which threatens the safety of any person. Persons failing to comply with these
decorum rules, or who otherwise speak out of turn or create a disturbance within the meeting room,
may either be asked to sit down and be quiet or may be removed by appropriate officials, all at the
order of the Chair. The opportunity to be heard provided for herein shall not apply to:

1.1-4


https://1.next.westlaw.com/Link/Document/FullText?findType=Y&pubNum=0004253&cite=FLAAGO03-41&originatingDoc=I96d2c86b77f411e698dc8b09b4f043e0&refType=DE&originationContext=document&transitionType=DocumentItem&contextData=(sc.Search)

(1) An official act that must be taken to deal with an emergency situation affecting the public
health, welfare, or safety, if compliance with the requirements would cause an
unreasonable delay in the ability of the board to act;

(2) An official act involving no more than a ministerial act, including, but not limited to,
approval of minutes and ceremonial proclamations;

(3) A meeting that is exempt from the Florida Sunshine Law; or

(4) A meeting during which the board is acting in a quasi-judicial capacity unless citizen
participation is required by some other law.

Except as otherwise provided in this policy, the MPO Board shall conduct business using
parliamentary procedures according to the latest version of Robert's Rules of Order. ;meost-current

If a quorum physically present at the advertised public meeting location is not obtained at the time
of the advertised public meeting, the Chair or the Executive Director may publicly announce the
continuance of the meeting and all items on the agenda without further notice; provided, that the
location, date and time of the continuance or deferral is announced at the originally scheduled
meeting. In addition, notice in compliance with Florida’s Government-in-the-Sunshine Law, s.
286.011, Florida Statutes, must be given prior to the continued public meeting date, and notice
must be promptly posted in a conspicuous location on the MPQ’s internet website of the location,
date, and time to which the public meeting has been continued.

Rescheduled meeting dates. Prior to the advertised public meeting, if the Executive Director
determines that a quorum physically present at the meeting site cannot be obtained, the Executive
Director, after consultation with the Chair, may direct that the meeting will be continued to a specific
location, date and time certain. Prior to the continued meeting, notice must be posted in a
conspicuous location at the entrance to the meeting room where the meeting was scheduled to
take place of the location, date and time to which the meeting was continued, and prior to the
meeting, notice must be conspicuously posted on the MPQO’s internet website.

7. Executive Director

a.

The MPO governing Board shall contract with or otherwise appoint or hire an Executive Director.
§339.175(6)(g), F.S.

The Executive Director is responsible to the MPO and will oversee and coordinate all aspects of the
Transportation Planning and Programming Process and MPO operations.

The Executive Director will act as a liaison between the MPO, Technical Advisory Committee (TAC)
and Citizen Advisory Committee (CAC).

The Executive Director shall assist the Chair of the MPO Governing Board, TAC, and CAC, in
preparation and dissemination of agendas, notices, correspondence and reports.

The Executive Director shall be authorized to take such actions as may be required, consistent with
applicable statutes, policies, rules, guidance memoranda, and agreements, to enable the MPO to
achieve its purposes.

With the exception of Peliey-4-4-Section 7.-a., as used in this Policy (Policy 1.1)-%, the term “Executive
Director” shall mean the Executive Director, (or the Executive Director’s designee).
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8. Agency Clerk

a.

The MPO Governing Board shall appoint an Agency Clerk. The Executive Director may be appointed
to serve as the Agency Clerk. The Agency Clerk may appoint assistant agency clerks who may perform
the duties of the Agency Clerk.

The Agency Clerk or the appointed assistant agency clerk(s) shall be the custodian of all MPO records;
prepare minutes of MPO Governing Board, TAC, GANCAC, and other MPO committee meetings,
boards, or workshops; be responsible for public noticing all MPO Governing Board, TAC, GANCAC, and
other MPO committee meetings, boards, or workshops as provided by these bytawsbylaws or
policies;; provide public access to public records; ensure that public records that are exempt or
confidential are not disclosed, except as provided by law; maintain as required by law and destroy as
authorized by law, all public records; and perform such other tasks as may be delegated to the Agency
Clerk by the MPO Governing Board or the Executive Director.

Amendments to the MPO MBvlaws or Policies

These by-taws- bylaws or policies may be amended by a majority vote of the total number of voting
members, provided a copy of the proposed amendment shall have been sent to every member at
least seven (7) calendar days before it is to be voted on.

1.1-6
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NUMBER:

Technical Advisory Committee
1.2

APPROVED: September18,2023September 23, 2024
REVIEW BY: March 2026
1. References

‘ a. Transportation Finance and Planning, F.S. Chapter 339.175(6)(d)

2. Name

a. The name of this Committee shall be the Technical Advisory Committee (TAC) of the
Sarasota/Manatee Metropolitan Planning Organization (Saraseta/Manatee-MPO).

3. Purpose

a. The Committee shall serve the Sarasota/Manatee MPO in an advisory capacity on technical matters.

b. The functions of this Committee shall include, but not be limited to, the following:

(1) To promote communication among members of the Sarasota/Manatee Metropolitan
Planning Organization (MPO) Board, TAC, Bicycle-/Pedestrian-/Trails Advisory Committee
(BPTAC), Rublic-FranspertationTFaskForce{(PTFFand Citizen Advisory Committee (CAC),
in the identification and resolution of common transportation problems;

(2) To assist in developing transportation work programs;

(3) To promote the coordination of transportation planning and programming;

(4) To review the sufficiency, accuracy and completeness of appropriate studies, plans,
programs, or public information documents and advise the Sarasota/Manatee MPO
thereof;

(5) To make priority recommendations to the Sarasota/Manatee MPO for transportation plans
and program implementation based upon the needs as determined by technical studies;

(6) To review and make appropriate technical responses to requests from the MPO Board,
CAC, and BPTAC-and-PTTF;

(7) Provide continuing liaison with local, state, and federal agencies involved in the
transportation planning process;

(8) To review and recommend annual plan certification;

(9) To consider safe access to schools when considering transportation plans and projects.
§339.175(6)(d), F.S.; and

(10)To perform such other tasks as may be referred to the TAC by the MPO Governing Board
or the Executive Director.
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4. Membership, Composition, Appointment, Qualifications, and Terms

a.

Membership of the Committee shall include, but not be limited to, operating departments and
agencies with responsibility for the planning, control, development, or improvement of transportation
within the Sarasota/Manatee Counties area, as approved by the Sarasota/Manatee MPO. Each
Member agency representative shall be duly appointed by the Member agency. Each Committee
representative shall serve at the pleasure of his or her Member agency. The Committee shall be
notified in writing by the Member agency of the appointment, reappointment, or replacement of a
Member agency’s representative. A list of current Technical Advisory Committee member agencies is
set forth in Section 9 of this Policy (Policy 1.2). Peliey-+2-9and-the-individual-membersshal-be

The TAC shall be composed of 23 regular and alternate Members appointed from each of the MPO's

Cc ted [LH1]: Remove set number to avoid any

Member agencies, additionally there shall be non-voting advisors appointed by various other
agencies as reflected in Section 10 of this Policy (Policy 1.2)Peliey-4-2-9. Regular Members shall be
voting Members. Advisory agencies shall be non-voting, non-member agencies.

Alternate representatives shall be designated to act on behalf of Members and advisory agencies
with all of the privileges accorded thereto, with the exception of serving as an officer; provided, that
the alternate must be an employee of the Member agency. The Committee shall be notified in writing
by the Member agency of the appointment, reappointment, or replacement of the Member agency’s
alternate representative.

All Committee Members, advisory agencies, and alternates must identify themselves on the
attendance roster as to the agency represented and voting or non-voting status.

ThelAgency Clerk, or an assistant clerk )will be responsible for maintaining a current list of the names

future issues? Does not appear to be a required set
number when reviewing statutory requirements.

Cc ted [LH2]: Do we want to rephrase this?

of Members, advisory agencies, and alternates, for keeping all TAC public records, preparing, and
issuing notices of meetings, in consultation with the Executive Director and the TAC Chair, preparing
agendas and agenda packages, distributing agenda packages, and preparing minutes of all TAC
meetings and workshop meetings.

5. Officers and Duties

a.

A Chair and a Vice Chair of the Committee shall be elected atthe-firstregularly-scheduled-meeting-of

once each calendar year and shall hold the offices until their successors are elected.

The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, inclusive
of municipalities and transportation authorities; within each county.

Any regular Member may nominate or be nominated as an officer. All elections shall be by the majority
vote of Members present and voting.

The Chair shall preside at all meetings and shall be responsible for the conduct of all meetings. The
Chair shall also serve as a liaison between the TAC and the Sarasota/Manatee MPO Governing Board,
whenever the need arises. In the absence of the Chair, the Chair’s alternate may sit as a Member of
the Committee.

The Vice Chair shall, during the absence of the Chair or the Chair’s inability to serve, have and

exercise all of the duties and powers of the Chair. The Vice Chair shall also perform such other duties
as may be assigned by the Chair.
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If both the Chair and Vice Chair are absent from a meeting or are otherwise unable to preside, the
meeting shall be chaired by the MPO Executive Director; or MPO staff-Staff designee, who shall not
vote. Any vacancy in the office of TAC Chair or Vice Chair created by resignation or replacement of
an Officer by the Officer's Member agency shall be filled by a majority vote of regular Members
present and voting. The Officer so elected shall fill the remainder of the unexpired term of the vacant
office. If, at any time, the Committee desires to elect a new Officer during that Officer’s service year,
it may do so with a two-third vote of the Members present.

6. Meetings

a.

The Committee shall meet in advance of MPO Board Meetings at a date, time, and place acceptable
to the Executive Director (or the Executive Director’s designee)-in-consultation-with-the-Committee
Ghair. The date or time may be changed by the Executive Director (or the Executive Director’'s
designee) [in consultation with the Committee Chair Fwiseven (7) calendar days’ notice is given to

1 Cc ted [LH3]: Is this accurate? Do we have to

the regular Members. All meetings will be open to the public, held at publicly accessible locations,
and properly noticed by MPO Staff.

A seven (7) calendar day notice before the day of the meeting shall be given for regular meetings.
Special meetings may be called by the Chair with a minimum of three (3) calendar days’ notice,
indicating the reason for the meeting and notifying all Member agencies. Agendas shall be prepared
prior to all meetings. Fentative—agendas Agendas should be emailed with meeting notices and,
whenever possible, minutes of the previous meeting, at least seven (7) calendar days prior to any
regular meeting and at least three (3) calendar days prior to any special meeting. Notice of regular
meetings, and if possible, notice of special meetings, shall be[ i

given to newspapers of general
ies;made as defined in Section 50.031, F.S., advertising

consult with Committee Chair if a meeting is rescheduled?

Cc ted [LH4]: | believe newspaper requirement

the time, place, and date of the meeting, providing a disclaimer pursuant to Section 286.0105, F.S.,
and advising that the public may attend and be heard. The notice should advise persons who require
special accommodations under the Americans with Disabilities Act or persons who require translation
services for a meeting (free of charge) should contact the Title VI Coordinator at 941-359-5772 at
least seven (7) days in advance between 8:00 AM and 5:00 PM, Monday through Friday. See
§286.28, F.S. A simitar-notice shall be posted on the MPO’s website and said-netice-shall include a
copy of the proposed agenda for the meeting. Press releases to the media shall also be issued.
Members may request to place items on the tentative agenda by notification ef-the-Chair-erof MPO
Staff. Any item requiring Committee action may be brought before the committee by any Member,
even though it is not on the agenda. The Committee shall decide if action is to be taken at that
meeting or at a subsequent meeting.

Each voting Member shall have one vote.

A quorum shall consist of ten (10) Members (or alternates) and shall be required to vote to approve
or otherwise act on any action item, unless a Member has a voting conflict of interest, or in the case
of quasi-judicial items, is biased or prejudiced. §§112.3143 and 286.012, F.S.. The Committee may
discuss any issue at a meeting even absent a quorum and may therefore report the substance of
those discussions in draft minutes ho the MPO Governing Board so that the Governing Board would
at least have the benefit of those discussions in making subsequent decisions\.

was removed from the 2024 PPP so this section should
be updated. Grace, can you confirm/update?

1 Cc ted [LH5]: Is this accurate? Not sure if this has

Under extraordinary circumstances or a Declared State of Emergency, a quorum shall consist of
seven (7) Members (or alternates) who shall vote to approve action items as aforementioned in 6.d.

The Chair or presiding officer shall, pursuant to Florida Statutes § 286.0114, ensure that prior to

voting on any action item (other than the approval of minutes, the election of officers, or other purely
ministerial items) the floor shall be opened for public comment by any person in attendance. Unless
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the Committee adopts different time frames, the time limits for speakers used by the MPO Governing
Board shall be the time limits used by the Committee for such presentations.

g. The Chair, or presiding officer, may maintain good order and manage the agenda, and in so doing
may ask persons in attendance to comply with speaking time limits, to refrain from personal attacks,
derogatory comments, or profanity, and to speak to the topic under discussion, and the Chair may in
furtherance of this authority request non-compliant persons to either sit down and be quiet or to
leave the room. The Chair, or presiding officer, may summon assistance from law enforcement in
exceptional circumstances, and every effort should be made to permit citizen participation.

h. Rescheduled-meetingdates—Prior to the advertised public meeting, if the Executive Director (or the
Executive Director's designee) determines that a quorum physically present at the meeting site
cannot be obtained, the Executive Director (or the Executive Director’s designee), after-consultation
with-the-Chatr,-may direct that the meeting will be continued to a specific location, date, and time
certain. Prior to the continued meeting, notice must be posted in a conspicuous location at the
entrance to the meeting room where the meeting was scheduled to take place of the location, date,
and time to which the meeting was continued, and prior to the meeting, notice must be conspicuously
posted on the MPOQ'’s internet-website.

i. Ifaquorum physically present at the advertised public meeting location is not obtained at the time
of the advertised public meeting, the Chair, Executive Director, (or the Executive Director’s
designee), may publicly announce the continuance of the meeting and all items on the agenda
without further notice; provided, that the location, date, and time of the continuance or deferral is
announced at the originally scheduled meeting. In addition, notice in compliance with Florida’s
Government-in-the-Sunshine Law, s. 286.011, Flerida—StatutesF.S., must be given prior to the
continued public meeting date, and notice must be promptly posted in a conspicuous location on
the MPQ’s internet website of the location, date, and time to which the public meeting has been
continued.

j. MPO staff-Staff will be responsible for maintaining a current list of the names of Members, advisory
agencies, and alternates;; for keeping all TAC public records;; preparing; and issuing notices of
meetings; in consultation with the Executive Director; (or the Executive Director’s designee)-and-the
FACChair; preparing agendas and agenda packages;; distributing agenda packages electronically,
and preparing minutes of all TAC meetings and workshop meetings up to ten (10) days following the
meeting.

k. Except as otherwise provided in these policies, the Technical Advisory Committee will conduct
business usmg parl|amentarv procedures accordlng to the latest ver5|on of Robert S Rules of Order.

I !Comments or recommendations formulated through the TAC will be compiled and reported on
agenda item cover sheets and presented to the MPO Governing Board for their use and

consideration.\ { Cc ted [LH6]: Copied from CAC policy

7. Amendments
a. This policy may be recommended for amendment by a majority vote of the TAC members, present
and voting, and approved by the MPO Governing Board, provided a copy of the proposed amendment
shall have been sent electronically to every member at least seven (7) calendar days before it is to
be voted on.

8. Prior Agreement
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a. This policy supersedes and replaces any and all bylaws, resolutions, or policies previously adopted.

9. Regular Member Agencies
Manatee County
Development Services Department
Public Works Department - Traffic Management
Public Works Department —-Transit Division
School District of Manatee County
Sarasota County
Planning & Development Services
Public Works - Transportation Planning
Sarasota County Breeze Transit (Breeze)
Sarasota County School Board - Planning Department
City of Bradenton
Planning Department
Public Works Department
Town of Longboat Key

Public Works Department
Planning, Zoning and Building
City of Palmetto
Department of Public Works
Department of Public Works Planning and Zoning
City of Sarasota
Transportation Engineering Division
Planning Department
City of Venice
Planning and Zoning Division
Engineering Department
City of North Port
Neighborhood Development Services - Planning & Zoning Division
Public Works - Engineering Division

Island Transportation Planning Organization (Cities of Anna Maria Beach, Bradenton Beach and Holmes
Beach)
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Public Works Department
Regional
Seapert-SeaPort Manatee
Sarasota Manatee Airport Authority
10. Advisory Agencies (non-voting)
Manatee County
Natural Resources Department
Sarasota County
Environmental Protection Division
Regional
Southwest Florida Regional Planning Council
Tampa Bay Regional Planning Council
Freight Movement Stakeholders
The MPOs in FDOT's District One
District Florida Department of Transportation BOF

District £-One Public Transportation Office

Transportation Disadvantaged Commission Federal

Federal Highway Administration

Federal Transit Administration
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NUMBER:

Citizen Advisory Committee

1.3

APPROVED: May-20,2024September 23, 2024

REVIEW BY: March 2026

1.

2.

3.

4.

References

a. Transportation Finance and Planning, F.S. Chapter 339.175(6)(de)

Name

a. The name of this Committee shall be the Citizen Advisory Committee (CAC) of the
Sarasota/Manatee Metropolitan Planning Organization (MPO).

Purpose

a. The Committee shall serve the Sarasota/Manatee MPO in an advisory capacity to ensure
citizen involvement in the transportation planning process.

b. The functions of this Committee shall include the following:

(1) Provide an opportunity for public comment on the major work products of the MPO
including the Long Range Transportation Plan, Transportation Improvement Program,
and Project Priorities.

(2) Review studies, plans, programs, or public information documents and provide
feedback as requested by the MPO.

(3) Offer community input on MPO and Florida Department of Transportation (FDOT)
priority transportation projects at various stages of development including feasibility
studies, project development and environmental studies (PD&E), design (PE), and pre-
construction.

(4) Respond to requests for public involvement from the MPO Governing Board, other MPO
committees, and FDOT.

(5) Perform such other tasks as may be referred to the CAC by the MPO Governing Board,
orthe Executive Director, or the Executive Director’s -erhis-or-herdesignee.

Membership, Composition, Appointment, Qualifications, and Terms.

a.

Membership of the Committee shall include, but not be limited to, residents of city and county
agencies with responsibility for the planning, control, development, or improvement of
transportation within the Sarasota/Manatee Counties area, as approved by the
Sarasota/Manatee MPO. Each Member agency representative shall be duly nominated by the
Member agency. Each Committee representative shall serve at the pleasure of his or her
Member agency. The MPO shall be notified in writing by the Member agency of the nomination,
removal, or replacement of a Member agency representative. A list of current Citizen Advisory
Commlttee member agencies is set forth in Section 4.b. of this Policy (Policy 1.2) Peliey-34-2

website. The MPO Governing
Board will appomt members from the Member agency nommatlons to serve on the Citizen
Advisory Committee (CAC). The membership of the committee must reflect a broad cross-
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ab.

b-C.

ed.

ee.

edf.

section of residents with an interest in the development of an efficient, safe, and cost-effective
transportation system. Minorities, the elderly, and persons with disabilities must be accorded
the opportunities to be adequately represented. §339.175(6)(e), F.S.

The Citizen Advisory Committee shall be composed of nineteen (19) regular Members
appointed from each of the MPO’s Member agencies, additionally there may be non-voting
advisors appointed by various other agencies-as+eflected-inPeliey-1-2-9. Regular Members
shall be voting Members. Advisory agencies shall be non-voting, non-member agencies.
Membership may include:

(1) Eleven (11) citizens residing in the following Member agency jurisdictions:
= Anna Maria Island (ITPO) 1
= City of Bradenton 1

= City of North Port 1
= City of Palmetto 1
= City of Sarasota 1
= City of Venice 1
= Manatee County 2
= Sarasota County 2
= Town of Longboat Key 1

(2) Eight (8) citizens at large who may be nominated by the county or any city within the
county, including but not limited to four (4) residents from each county to include the
following representation:

(a) A minimum of one (1) citizen for each county representing the disabled;
(b) A minimum of one (1) citizen for each county representing minorities; and

(c) Two (2) members appointed from each county to ensure adequate representation
from all geographic areas of the region, and to include groups having civic,
community, and economic interests.

All Members and advisory agencies must identify themselves on the attendance roster as to
the agency represented and their voting or non-voting status and member or non-member
status.

The MPO Executive Director, or the Executive Director’s designee, will be responsible for
maintaining a current list of the names of Members and advisory agencies.

If a CAC Member moves out of the area that such CAC Member represents, such a move shall
be considered as an automatic resignation from the CAC.

The MPO shall automatically rescind the appointment of any CAC Member who fails to
attend three consecutive meetings whereupon attempts are made by MPO Staff to contact
the member regarding their continued absence.

fg. If the MPO Governing Board or MPO Executive Director approves the removal of a CAC

Member, the MPO Executive Director, or the Executive Director’'s designee, shall notify the
nominating organization of the vacancy and request a candidate for consideration for
appointment.
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5. Officers and Duties

a.

shall fill

The CAC Chair and Vice Chair shall be elected atthe-lastregularly-seheduled-meeting-of-once
each calendar year and shall hold the offices fereneyeareruntil their successors are elected.

CAC members may nominate individuals who have served for one year or more for Chair and
Vice Chair for consideration by the Members and the MPO Board.

The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County,
inclusive of municipalities within each county.

Newly appointed CAC officers shall be declared installed following their appointment by the
MPO Governing Board.

The Chair shall preside at all meetings and shall be responsible for the conduct of all meetings.
The Chair shall also serve as a liaison between the CAC and the Sarasota/Manatee MPO
Governing Board, whenever the need arises.

The Vice-_Chair shall, during the absence of the Chair or the Chair’s inability to serve, have
and exercise all the duties and powers of the Chair. The Vice- Chair shall also perform such
other duties as may be assigned by the Chair.

If both the Chair and Vice- Chair are absent from a meeting, or are otherwise unable to preside,
the meeting shall be chaired by the MPO Executive Director; or the ExeeutiveBirector's-MPO
staff-Staff designee, who shall not vote.

Any vacancy in office created by resignation or replacement of an Officer shall be nominated

by a majority vote of regular Members;filled-by-MPO-Governing Board-appointment-and
shall be from the same County as the departing member. The efficer-Officer so appointed

the remainder of the unexpired term of the vacant office.

6. Meetings

a.

The Committee shall meet in advance of MPO Board Meetings at a date, time, and place
acceptable to the Executive Director (or the Executive Director's designee)-in—consultation

—with-the-Committee-Chair. The date or time may be changed by the Executive Director (or the
Executive Director’'s designee) in-consuttation-with-the-Committee-Chairif seven (7) calendar
days’ notice is given to the regular Members. All meetings will be open to the public, held at
publicly accessible locations, and properly noticed by MPO Staff.

A seven (7) calendar day notice before the day of the meeting shall be given for regular

meetings. With the approval of the Executive Director, Sspecial meetings may be called by the
Chair with a minimum of three (3) calendar  days’ notice, indicating the reason for the meeting
and notifying all Members-and-Member——ageneies. Agendas shall be prepared prior to all
meetings. Tentative-agendas- Agendas should _be emailed with meeting notices and,
whenever possible, minutes of the previous meeting, at least seven (7) calendar days prior
to any regular meeting and at least three (3) calendar days prior to any special meeting.
Notice of regular meetings, and if possible, notice of special meetings, shall be made as defined
in Section 50.031, F.S., advertising the time, place, and date of the meeting, providing a
disclaimer pursuant to Section 286.0105, F.S., and advising that the public may attend
and be heard. The notice should advise persons who require special accommodations
under the Americans with Disabilities Act or persons who require translation services for a
meeting (free of charge) should contact the Title VI  Coordinator at 941-359-5772 at least
seven (7) days in advance between 8:00 AM and 5:00 PM, Monday through Friday. See
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g__

§286.28, F.S. A simitar-notice shall be posted on the MPO’s website and said—notice—shall
include a copy of the proposed agenda for the meeting. Press releases to the media shall
also be issued.

Each voting Member shall have one vote.

A quorum shall consist of a majority of Members appointed at the time of the meeting and
shall be required to vote to approve or otherwise act on any action item, unless a Member
has a voting conflict of interest, or in the case of quasi-judicial items, is biased or prejudiced.
§8§112.3143 and 286.012, F.S. The Committee may discuss any issue at a meeting even
absent a quorum and may therefore report the substance of those dlscussmns in dr-aﬁ—the

— Cc ted [LH1]: Should this part of the sentence be

Under extraordinary circumstances or a Declared State of Emergency, a quorum shall
consist of seven (7) Members who shall vote to approve action items as aforementioned in
6.d.

The Chair, or presiding officer shall, pursuant to Florida Statutes § 286.0114, ensure that
prior to voting on any action item (other than the approval of minutes, the election of
officers, or other purely ministerial items) the floor shall be opened for public comment by
any person in attendance. Unless the Committee adopts different time frames, the time
limits for speakers used by the MPO Governing Board shall be the time limits used by the
Committee for such presentations.

Except as otherwise provided in this policy, the Citizen Advisory Committee will conduct

business using parliamentary procedures according to the latest version of Robert’s Rules of

Order. - mes%earreﬂ%edrtren{vharl

removed? | believe this is outdated as we do not typically
provide draft minutes to the Board.

Formatted: List Paragraph, Add space between
paragraphs of the same style, Numbered + Level: 1 +
Numbering Style: a, b, ¢, ... + Start at: 4 + Alignment:
Left + Aligned at: 0.5" + Indent at: 0.75", Tab stops:
0.75", Left

{ Cc ted [LH2]: Point h is duplicated of point f

The Chair or presiding officer may maintain good order and manage the agenda, and in
so doing may ask persons in attendance to comply with speaking time limits, to refrain from
personal attacks, and to speak to the topic under discussion, in furtherance of this authority
the Chair can request non-compliant persons to leave the room. The Chair may summon
assistance from law enforcement in exceptional circumstances. Every reasonable effort
should be made to permit citizen participation.

A record shall be kept of all CAC meetings and maintained.

Comments ane—or_recommendations formulated through the CAC will be compiled and
reported on agenda item cover sheets and presented to the MPO Governing Board for their
use and consideration.

7. Amendments

a.

This policy may be recommended for amendment by a majority vote of the CAC members,
present and voting, and approved by the MPO Governing Board, provided a copy of the
proposed amendment shall have been sent electronically to every member at least seven
(7) calendar days before it is to be voted on.
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8. Prior Agreement

a. This policy supersedes and replaces any and all bylaws, resolutions, or policies previously
adopted.
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Bicycle/Pedestrian/Trails Advisory Committee
NUMBER: 1.4
| APPROVED: September18,-2023September 23, 2024
REVIEW BY: March 2026
1. References

| a. JTransportation Finance and Planning, F.S. Chapter 339.175(6) [ Field Code Changed

2. Name

a. The name of this Committee shall be the Bicycle/Pedestrian/Trails Advisory Committee (BPTAC) of
the Sarasota/Manatee Metropolitan Planning Organization (MPO).

3. Purpose

a. The Committee shall serve the Sarasota/Manatee MPO in an advisory capacity on bicycle, pedestrian,
and trail mobility planning.

b. The functions of this Committee shall include, but not be limited to, the following:

(1) To assist the MPO on bicycle, pedestrian, and trail system issues, and contribute to a high-
quality sustainable community through encouragement of and education on the value of
safe bicycle, pedestrian, and trail facilities.

(2) Discuss and formulate ideas and recommendations for future bicycle, pedestrian, and trail
transportation needs; using the MPQO’s Long Range Transportation Plan (LRTP) as a base.

(3) Engage in continuous community outreach by bringing draft ideas and recommendations
to community groups such as homeowner associations, chambers of commerce,
professional planning and transportation organizations, and civic groups. Obtain and
integrate the input of these community groups into draft bicycle, pedestrian and trails
plans and continue to refine, with further community input, those draft plans.

(4) Assist local governments in identifying funding sources for bicycle, pedestrian, and trail
system improvements; developing inventories of their bicycle, pedestrian, and trail
facilities; and other tasks on which assistance may be requested.

(5) Contribute to developing and updating the Sarasota/Manatee MPO Active Transportation
Plan which will be presented to the MPO Governing Board and other elected or appointed
policy-making bodies. The Plan should include projects recommended for approval,
project timing, project funding source recommendations, and any other information or
recommendations which the MPO Governing Board deems appropriate, consistent with
the regional LRTP.

(6) When requested, assist the MPO staffStaff, and other local governments, in presenting
Bicycle/Pedestrian/Trails—related Plans to the community, and explaining the planning
process and the benefits of the Plan.

(7) Draft plans and recommendations developed by the BPTAC shall be reviewed by the MPO

Technical Advisory Committee (TAC) for comment prior to presentation to or consideration
by the MPO Governing Board.
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(8) Coordinate bicycle and pedestrian plans with school officials to provide safe access to
schools.

(9) Perform such other tasks referred to the BPTAC by the MPO Governing Board or; the
Executive Director.

| 4. Membership, Composition, Appointment, Qualifications, and Terms

a.

Members of the BPTAC shall work or reside in either Sarasota or Manatee Counties and shall have
expertise, experience, and/or interest in the future of the region’s bicycle, pedestrian and trail
transportation systems and policies. Prospective Members or the reappointment of existing
Members shall be recommended by the MPO Executive Director and confirmed by the MPO Governing
Board annually.

The BPTAC shall consist of no fewer than ten (10) members and no greater than twenty-three (23)
members. When recruiting members, the Executive Director shall seek advice and suggestions from
the various governments represented on the MPO, relevant professional or civic associations,
relevant non-profit organizations, or system user groups, and other relevant sources of qualified,
dedicated citizens.

Members shall have terms of 365 days (1 year) and are eligible for reappointment.
Members serve at the pleasure of the MPO Governing Board, which reserves the right to remove any

member with or without cause. The MPO Executive Director will recommend appeintmentsthe
appointment of a replacement to be appointed by the MPO Governing Board.

MPO staff-Staff will be responsible for maintaining a current list of the names and contact information
of Members.

Except as otherwise provided in these policies or by-laws, Robert’s Rules of Order, most current
edition, shall be followed at all meetings of the BPTAC.

5. Officers and Duties

a. _a—A Chair and a Vice Chair of the Committee shall be elected at-the-first-regularly-scheduled</

meeting—of-once gach calendar year—_and shall hold the offices until their successors are

b. p—The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County,*/{

inclusive of municipalities and transportation authorities, within each county.

c. _g—Any regular Member may nominate or be nominated as an officer. All elections shall be by«
~

the majority vote of Members present and voting.

I -«

) . . ) ) \
d. g—The Chair shall preside at all meetings and shall be responsible for the conduct of all meetings.«

The Chair shall also serve as a liaison between the Bieyele/Pedestrian/Tralls—Advisory
GCommitteeBPTAC and the Sarasota/Manatee MPO Governing Board whenever the need arises. In

the absence of the Chair, the Chair’s alternate may sit as a Member of the Committee.

1.4-2

{ Formatted: Font: Franklin Gothic Book

Formatted: List Paragraph, Add space between
paragraphs of the same style, Numbered + Level: 1 +
Numbering Style: a, b, ¢, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.44" + Indent at: 0.69"

) { Formatted: Font: Franklin Gothic Book

Formatted: Font: Franklin Gothic Book

Formatted: Font: Franklin Gothic Book

)
)
)
J

Formatted: List Paragraph, Add space between
paragraphs of the same style, Numbered + Level: 1 +
Numbering Style: a, b, ¢, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.44" + Indent at: 0.69"

{Formatted: Font: Franklin Gothic Book

Formatted: List Paragraph, Add space between
paragraphs of the same style, Numbered + Level: 1 +
Numbering Style: a, b, ¢, ... + Start at: 1 + Alignment:

\ Left + Aligned at: 0.44" + Indent at: 0.69"

{Formatted: Indent: First line: 0"

Formatted: Font: Franklin Gothic Book

Formatted: List Paragraph, Add space between
paragraphs of the same style, Numbered + Level: 1 +
Numbering Style: a, b, ¢, ... + Start at: 1 + Alignment:
Left + Aligned at: 0.44" + Indent at: 0.69"




e. e—The Vice Chair shall, during the absence of the Chair or the Chair’s inability to serve, have and+._—

exercise all of the duties and powers of the Chair. The Vice Chair shall also perform such other
duties as may be assigned by the Chair.

f. F#—1If both the Chair and Vice Chair are absent from a meeting or are otherwise unable to preside,
the meeting shall be chaired by the MPO Executive Director; or the MPO staff-Staff, designee, who

shall not vote.
g_Any vacancy created by resignation;-or by replacement of an Officer by-the Officer'sMember+
ageney;—shatt-be-filled-shall be nominated by a majority vote of regular Members presert-ane

voting—The Officerso-electedand shall be from the same County as the departing member. The \

Officer so appointed, shall fill the remainder of the unexpired term of the vacant office. If, at any
time, the Committee desires to elect a new Officer during that Officer’s service year, it may do so
with a two-third vote of the Members present.

6. Meetings

a.

The Committee shall meet in advance of MPO Governing Board Meetings at a date, time, and place
acceptable to the Executive Director; (or the Executive Director’s designee)-in-consultation-with-the
GCommittee—Chair. The date or time may be changed by the Executive Director (or the Executive
Director’s designee) inconsultation-with-the Committee- Chairwhen-if seven (7) calendar days’ notice
is given to the regular Members. All meetings will be open to the public, held at publicly accessible
locations, and properly noticed by MPO Staff.

A seven (7) calendar day notice shall be given for regular meetings. Special meetings may be called
by the Chair with a minimum of three (3) calendar days’ notice, indicating the reason for the meeting
and notifying all Member agenmes Notice of regular meetmgs and |f possible, notice of speC|aI
meetings, shall be giv
Gounties;made as defined in Section 50. 031 FS adver‘usmg the time, place and date of the
meeting, providing a disclaimer pursuant to Section 286.0105, F.S., and advising that the public may
attend and be heard. The notice should advise persons who require special accommodations under
the Americans with Disabilities Act or persons who require translation services for a meeting (free of
charge) should contact the Title VI Coordinator at 941-359-5772 at least seven (7) days in advance
between 8:00 AM and 5:00 PM, Monday through Friday. See §286.28, F.S. A similar-notice shall be
posted on the MPQ’s website and saigd-netice-shall include a copy of the proposed agenda for the
meeting. Press releases to the media shall also be issued. Members may request to place items on
the tentative agenda by notification of the-ChairMPO Staff. Any item requiring Committee action may
be brought before the committee by any Member, even though it is not on the agenda. The
Committee shall decide if action is to be taken at that meeting or at a subsequent meeting.

Each voting Member shall have one vote.

A quorum shall consist of a majority of Members appointed at the time of the meeting (or alternates)
and shall be required to vote to approve or otherwise act on any action item, unless a Member has a
voting conflict of interest, or in the case of quasi-judicial items, is biased or prejudiced. §§112.3143
and 286.012, F.S.

Under extraordinary circumstances or a Declared State of Emergency, a quorum shall consist of
seven (7) Members (or alternates) who shall vote to approve action items as aforementioned in 6.d.

The Chair or presiding officer shall, pursuant to Florida Statutes § 286.0114, ensure that prior to
voting on any action item (other than the approval of minutes, the election of officers, or other purely
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ministerial items) the floor shall be opened for public comment by any person in attendance. Unless
the Committee adopts different time frames, the time limits for speakers used by the MPO governing
board shall be the time limits used by the Committee for such presentations.

The Chair, or presiding officer, may maintain good order and manage the agenda, and in so doing
may ask persons in attendance to comply with speaking time limits, to refrain from personal attacks,
and to speak to the topic under discussion, and may in furtherance of this authority request non-
compliant persons to leave the room and to summon assistance from law enforcement in exceptional
circumstances, every effort should be made to permit citizen participation.

Reseheduled-meetingdates—Prior to the advertised public meeting, if the Executive Director; (or the
Executive Director’'s designee) determines that a quorum physically present at the meeting site
cannot be obtained, the Executive Director (or the Executive Director’s designee);-afterconsultation
with-the-Chatr,-may direct that the meeting will be continued to a specific location, date, and time
certain. Prior to the continued meeting, notice must be posted in a conspicuous location at the
entrance to the meeting room where the meeting was scheduled to take place of the location, date,
and time to which the meeting was continued, and prior to the meeting, notice must be conspicuously
posted on the MPQO’s website.

If a quorum physically present at the advertised public meeting location is not obtained at the time
of the advertised public meeting, the Chair, the Executive Director, (or the Executive Director’'s
designee) may publicly announce the continuance of the meeting and all items on the agenda
without further notice; provided, that the location, date and time of the continuance or deferral is
announced at the originally scheduled meeting. In addition, notice in compliance with Florida’s
Government-in-the-Sunshine Law, s. 286.011, Flerida—StatutesF.S., must be given prior to the
continued public meeting date, and notice must be promptly posted in a conspicuous location on
the MPQ’s website of the location, date, and time to which the public meeting has been continued.

MPO staff-Staff will be responsible for maintaining a current list of the names of Members, advisory
agencies, and alternates;; for keeping all BPTAC public records;; preparing, and issuing notices of
meetings; in consultation with the Executive Director; (or the Executive Director’'s designee)-and-the
BPTAC—Chair;; preparing agendas and agenda packages;; distributing agenda packages, and
preparing minutes of all BPTAC meetings and workshop meetings.

Except as otherwise provided in these policies, the Bicycle/Pedestrian/Trails Advisory Committee will
conduct business using parliamentary procedures according to the latest version of Robert’s Rules

of Order—mest—current-edition—shal-befollowed—atall-meetings—of-the Bicyele/Pedestrian/Tra

7. Amendments

a. This policy may be recommended for amendment by a majority vote of the BPFTAC members, present

and voting, and approved by the MPO Governing Board, provided a copy of the proposed amendment
shall have been sent electronically to every member at least seven (7) calendar days before it is to
be voted on.

8. Prior Agreement

a.

This policy supersedes and replaces any and all bylaws, resolutions, or policies previously adopted.
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JTransportation Disadvantaged Local Coordinating Board

NUMBER: 1.5.a(Sarasota LCB) & 1.6.b(Manatee LCB)

APPROVED: January-10,2024September 23, 2024

REVIEW BY: January of Every Year

1. References

a.

Coordinating Boards; Powers and Duties, F.S. Section 427.0157

ab. Coordinating Board Structure and Duties, Rule 41-2.012, F.A.C.

2. Purpose

a.

According to Section 427.0157, Florida Statutes, the purpose of the Local Coordinating Board (LCB)
is to give the Community Transportation Coordinators (CTCs) direction on the coordinating the
transportation disadvantaged services provided within each LCB designated service areas. The
Commission for the Transportation Disadvantaged (CTD) established Rule #41 which provides for the
MPO Board to appoint one elected official to serve as the official chairperson for each of the LCBs
within the MPOQ's service boundaries.

3. Membership

a.

Members of the LCB may be appointed by each County, agencies within each County, or by the MPO.
In making these appointments, the MPO shall attempt to appoint individuals who have positions of
responsibility within the agency at a level high enough to allow them to adequately represent their
agency during Board discussions and when votes are being taken. As provided in Rule 41-2.012,
F.A.C., the following agencies or groups may be represented on the LCBs as voting members:

(1) An elected official to serve as the Chair from the designated service area, serving as the
Chair, as appointed by the MPO Governing Board—Rue-44-2.042(1),-FAG;

(2) A'local representative of the Florida Department of Transportation (FDOT);

(3) Alocal representative of the Florida Department of Children and Family Services;

(4) A local representative of the Public Education Community which could include, but not be
limited to, a representative of the District School Board, School Board Transportation

Office, or Headstart Program in areas where the School District is responsible;

(5) In areas where they exist, a local representative of the Florida Division of Vocational
Rehabilitation or the Division of Blind Services, representing the Department of Education;

(6) A person recommended by the local Veterans Service Office representing the veterans of
the county;

(7) A person who is recognized by the Florida Association for Community Action, representing
the economically disadvantaged in the county;

(8) A person over the age of sixty representing the elderly in the county;

1-5.1
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b.

(9) A person with a disability representing the disabled in the county;

(10) Two citizen advocate representatives from Sarasota or Manatee Counties; one who must
be a person who uses the transportation service(s) of the system as their primary means
of transportation;

(11) A local representative for children at risk;

(12) In areas where they exist, the Chair or designee of the local Mass Transit or Public Transit
System’s Board, except in cases where they are also the Community Transportation
Coordinator;

(13) A local representative of the Florida Department of Elderly Affairs;

(14) An experienced representative of the local private for-profit transportation industry. In
areas where such a representative is not available, a local private non-profit
representative will be appointed, except where a said representative is also the Community
Transportation Coordinator;

(15) A local representative of the Florida Agency for Health Care Administration;
(16) A local representative of the Agency for Persons with Disabilities;

(17)A representative of the Regional Workforce Development Board established in Chapter
445, Flerida-StatutesF.S.; and

(18) A representative of the local medical community, which may include, but not be limited to,
kidney dialysis centers, long-term care facilities, assisted living facilities, hospitals, local
health departments or other home and community-based services, etc.

The board is to consist of individuals who represent the appropriate governmental agencies or groups
of people as defined above, and also represent, to the maximum degree possible, a cross-section of
the local community.

No employee of the CTC shall serve as a voting member of the Board. However, an elected official
serving as Chair of the Board, or other government employees that are not employed for the purpose
of making provisions for transportation and are not directly supervised by the Community
Transportation Coordinator, are eligible to serve as voting members of the Board.

Voting Alternate Members
(1) Agency alternates are to be appointed in writing by an agency representative.

(2) Each alternate may vote only in the absence of the primary member on a one-vote-per-
member basis.

(3) Alternates for an LCB member who cannot attend a meeting must be a representative of
the same interest as the primary member.

Non-voting Members and Technical Advisors. Additional non-voting members may be recommended
by the LCB members and appointed by the MPO Board. Upon a majority vote of a quorum of the LCB,
non-voting technical advisors may be approved for the purpose of providing the LCB with technical
advice as necessary.
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4. Officers

a. Chair. The MPO Board shall appoint an elected official from the County to serve as the official Chair
for all LCB meetings. The Chair shall serve until their elected term of office has expired or otherwise

replaced by the MPO Board.-Rule-44-2.042(4) Rule 41-2.012(1), F.A.C.

b. Vice Chair. The Board shall hold an organizational meeting each year for the purpose of electing a
Vice Chair. The Vice Chair shall be a regular member elected by a majority vote of a quorum of the
LCB. The Vice Chair shall serve a term of one year starting with the first meeting after the election.
Rule 41-2.012(2), F.A.C. In the event of the Chair's absence, the Vice Chair will assume the duties of
the Chair and conduct the meeting. The Vice Chair may serve more than one term. If both the Chair
and the Vice Chair are absent from a meeting, the meeting shall be chaired by the MPO staffStaff,
who shall not vote.

5. Terms of Appointment

a. Exceptforthe Chairperson, non-agency members shall serve a three (3) year term. Each LCB Member
shall be eligible for reappointment at the end of their term. Rule 41-2.012(4), F.A.C.

6. Attendance

a. The MPO shall consider rescinding the appointment of any member of the Board who fails to attend
three consecutive meetings or is recommended by the Board, to the MPO, that their membership be
rescinded.

7. Administration

a. MPO Staff Support. The MPO shall provide the LCB with sufficient staff support and resources to
enable the LCB to fulfill its responsibilities as set forth in Section 427.0157, Flerida-StatutesF.S. The
MPO shall provide sufficient staff to manage and oversee the responsibilities of the Board as provided
for by the Contract. This includes butis not limited to assisting in the scheduling of meetings;; training
of the beard-Board members; evaluating cost-effectiveness; reviewing the local Transportation
Disadvantaged Service Plan; preparing, duplicating, and distributing meeting packets; and other
necessary administrative duties and costs, as appropriate.

b. Meeting and Notices. The Board shall meet as often as necessary to meet its responsibilities.However,
the Board shall meet at least quarterly with a quorum of its membership. Rule 41-2.012(5),F.A.C. A
quorum of the Board members is the physical presence at the meeting location of five (5) members.
Once a physical quorum has been established, participation in LCB meetings using virtual
communication technology by Board members is allowed in extraordinary circumstances. A physical
quorum is not required during a declared state of emergency; provided that the requirements of
Section 120.54(5)(b)2., Herida-StatutesE.S., have first been complied with. All meetings, including
committee meetings, will function under the "Government in the Sunshine Law". All meetings will
provide an opportunity for public comments on their agenda. All Members shall be required to vote
to approve or otherwise act on any action item unless a Member has a voting conflict of interest or in
the event of a quasi-judicial item, is biased or prejudiced. §8§112.3143 and 286.012, F.S.

(1) Full Board Meeting Notices. MPO staff-Staff shall give all beard—Board members,
Commission for the Transportation Disadvantaged Area Five-5 Project Manager, other
interested parties, and the newsmedia, at least seven (7) days’ written notice of the date,
time, and place for all regular LCB meetings. Members may request to place items on the
agenda by notifying the MPO staffStaff who will then place that request on the next
tentative agenda.
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(2) Emergency Meeting Notices and Committee Meeting Notices. MPO staff shall give LCB
members and others seven_(7) days’ notice, if possible, of the date, time, location, and
proposed agenda for Committee meetings and emergency meetings. Meeting materials
shall be provided as early as possible.

Rescheduled meeting dates. Prior to the advertised public meeting, if the Executive Director (or the
Executive Director’'s designee) determines that a quorum physically present at the meeting site
cannot be obtained, the Executive Director; (or the Executive Director’s designee)-afterconsultation
with-the-LCB-Chair, may direct that the meeting will be continued to a specific location, date, and time
certain. Prior to the continued meeting, a notice must be posted in a conspicuous location at the
entrance to the meeting room wherethe meeting was scheduled to take place of the location, date,
and time to which the meeting was continued, and prior to the meeting, notice must be conspicuously
posted on the MPQ’s internet-website.

If a quorum physically present at the advertised public meeting location is not obtained at the time
of the advertised public meeting, the LCB Chair or the Executive Director may publicly announce the
continuance of the meeting and all items on the agenda without further notice; provided, that the
location, date and time of the continuance or deferral is announced at the originally scheduled
meeting. In addition, notice in compliance with Florida’s Government-in-the-Sunshine Law, s.
286.011, Herida-StatutesF.S., must be given prior to the continued public meeting date, and notice
must be promptly posted in a conspicuous location on the MPQ'’s internet-website of the location,
date, and time to which the public meeting has been continued.

Minutes. MPO staff-Staff is responsible for maintaining an official set of minutes for each LCB
meeting.The minutes shall be prepared in a reasonable time following the meeting and shall include
an up-to-date attendance roster indicating what agency, organization, or position each member
represents and shall reflect a summary of official actions taken by the LCB. The record of official
actions shall include who made and seconded motions, as well as the number of members who voted
for or against motions. Copies of all LCB minutes shall be sent electronically to the Commission for
the Transportation Disadvantaged (CTD) and-the-Chair-of the-MPO-Beard-aftereach-meetingor-as
part of the quarterly report. Draft minutes of the full LCB meeting shall be emailed to the County
Transportation Disadvantaged Local Coordinating Board, and its advisory members seven (7) days
prior to the next regularly scheduled beard-meeting. Committee meeting minutes may be in the form
of a brief summary of basic points, discussions, decisions, and recommendations to the full board.

All coordinating board members should be trained on and comply with the requirements of section
112.3143, F.S., concerning voting conflicts of interest. Rule 41-2.012(5)(kd), F.A.C.

8. Duties. According to Chapter 427.0157, Florida Statutes, the LCB has the following duties:

a.

Review and approve the Community Transportation Coordinator's (CTC) Transportation
Disadvantaged Service Plan (TDSP), including the Memorandum of Agreement (MOA), prior to
submittal to the Commission for the Transportation Disadvantaged. §427.0157(1), F.S.

Provide the Commission for the Transportation Disadvantaged (CTD) with an annual performance
evaluation of the Community Transportation Coordinator in general and with reference to any local
standards and the performance results of the most recent TDSP. As part of the Coordinator’s
performance evaluation, the LCB shall also set an annual percentage goal increase for the number
of trips provided within the system for ridership on public transit, where applicable. This evaluation
shall be conducted using evaluation criteria developed by the CTD, as well as any other evaluation
criteria approved by the LCB. Rule 41-2.012(5)(b), FAC. The results of the annual evaluation and
recommendations relative to performance and renewal ofthe Memorandum of Agreement or
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Service Plan shall be forwarded to the MPO for its consideration as it develops its
recommendations concerning the re-designation of the CTC.

In cooperation with the CTC, review and provide recommendations to the CTD on all funding «—— {Formatted:Justified

applications for local government, state, or federal funds relating to the transportation disadvantaged
within The County to ensure that any expenditures withinthe designated service area are provided in
the most cost-effective and efficient manner. §427.0157(3), F.S.

. [ Formatted: Font: 12 pt

Review the coordination of strategies or service provision to the transportation disadvantaged in
Sarasota and Manatee Counties to seek innovative ways to improve cost-effectiveness, efficiency,
safety, working hours, and types of service in an effort to increase ridership to a broader population.
8§427.0157(5),F.S. Such strategies should include:

{ Formatted: Font: 12 pt

(1) Supporting inter and intra county agreements to improve coordination as a way to reduce
costs for service delivery, maintenance, insurance, or other identified strategies; and

(2) Seeking the involvement of the private and public sector, volunteers, public transit, school
districts, elected officials, and others in any plan for improved service delivery.

Appoint a Grievance Committee to serve as a mediator to hear and investigate complaints from
agencies, users, transportation operators, potential users, Community Transportation Coordinators,
subcontractors, or other interested parties, all in the designated service area, and make
recommendations for improvement of service from the suggestions made from agencies, users,
potential users of the system, and the Community Transportation Coordinator in the designated
service area. Rule 41-2.012(5)(c), F.A.C.

Establish procedures to provide regular opportunities for issues to be brought before the Grievance
Committee and to address them in a timely manner. Rider brochures or other documents provided to
users or potential users of the system shall provide information about the complaint and grievance
process, including the publishing of the Commission’s TD Helpline service when a local resolution has
not occurred. All materials shall be made available in an accessible format, upon request by the
citizen. Members appointed to the committee shall be voting members of the Coordinating Board. Rule
41-2.012(5)(cy-F.A.C. The LCB process should complement the Community Transportation
Coordinator's grievance process. Members appointed to the committee shall be voting members of
the Board.

In coordination with the CTC, jointly develop applications from funds that may become available.

Annually review coordination contracts to advise the CTC whetherthe continuation of said contract
provides the most cost-effective and efficient transportation available.

Annually hold a public meeting or workshop for the purpose of training LCB Members in addition to
receiving input on unmet needs or any other areas that relate to the local transportation services.
LCB public meetings and public workshops shall be open to the public and minutes from each
meeting or workshop shall be available to the public upon request.

Evaluate services provided in meeting the approved plan. §427.0157(2), F.S.
Assist the CTC in establishing eligibility guidelines and priorities with regard to the recipients of non-

sponsored transportation disadvantaged services that are purchased with Transportation
Disadvantaged Trust Fund money. §427.0157(4), F.S.
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I. Review the coordination strategies of service provision to the transportation disadvantaged in the
designated service area;

m. Evaluate multicounty or regional transportation opportunities. §427.0157(6), F.S.; and

n. Work cooperatively with local workforce development boards established in chapter 445 to provide
assistance in the development of innovative transportation services for participants in the welfare
transition program. §427.0157(7), F.S.

9. Amendments

a. This policy may be recommended for amendment by a majority vote of the members, present and
voting, and approved by the MPO Governing Board, provided a copy of the proposed amendment shall
have been sent electronically to every member at least seven (7) calendar days before it is to be voted
on.

10. Parliamentary Procedures

a. Except when inconsistent with these policies, the LCB will conduct business using parliamentary
procedures according to the latest version of Robert's Rules of Order.

“ { Formatted: Justified
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Transportation System Management and Operations Advisory Group
NUMBER: 1.6

| APPROVED: September18,2023September 23, 2024
REVIEW BY: March 2026

1. References

| a. Transportation Finance and Planning, F.S, Chapter 339.175 _,r—""{Formatted: Font color: Blue
{ Formatted: Font color: Blue
2. Name
Formatted: Font color: Blue
a. This group shall be known as the Sarasota/Manatee Metropolitan Planning Organization (MPO)

Transportation System Management and Operations (TSM&O) Advisory Group.
3. Purpose

a. The group shall serve the Sarasota/Manatee MPO in an advisory capacity on technical matters
related to Transportation System Management and Operations (TSM&O) or the group.

b. The functions of this group shall include, but not be limited to, the following:

(1) To promote communication among Members of the Sarasota/Manatee Metropolitan
Planning Organization (MPO) Board, Technical Advisory Committee (TAC), Bicycle/
Pedestrian/—Trails Advisory Committee (BPTAC), Public—TFranspeortation—Task—Ferce
{PFFH)-and Citizens Advisory Committee (CAC) , in the identification and resolution of
common transportation problems;

(2) To assist in developing proposed transportation work programs related to TSM&O0;
(3) To promote the coordination of TSM&O transportation planning and programming;

(4) To review the sufficiency, accuracy and completeness of appropriate studies, plans,
programs or public information documents and advise the Sarasota/Manatee MPO
thereof;

(5) To make priority recommendations to the Sarasota/Manatee MPO for TSM&O
transportation plans and program implementation based upon the needs as
determined by technical studies;

(6) To review and make appropriate technical responses to requests from the MPO Board;
and-

| (7) Provide continuing liaison with local, state, and federal agencies involved in the
TSM&O transportation planning process.

| 4. Membership, Composition, Appointment, Qualifications, and Terms

a. Membership of the group shall include, but not be limited to, operating departments and agencies
with responsibility for the planning, control, development or improvement of TSM&O transportation
within the Sarasota/Manatee Counties area, as defined by adopted policies of the MPO Governing
Board. All Member agency representatives must at all times be employees of the Member agency.
Each Member agency representative shall be duly appointed nominated by the Member agency
and shall serve at the pleasure of the Member agency. The MPO shall be notified in writing by the
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Member agency of the nomination, removal, or replacement of a Member agency’s representative
by the Member agency.

The TSM&O Advisory Group shall be composed of Members appointed from each of the MPO’s
Member agencies and various advisory agencies. Regular Members shall be voting Members.
Advisory agencies shall be non-voting agencies. Members may include:

(1) Anna Maria Island _(8) -City of Venice

(2) City of Bradenton (9) -FDOT

(3) -City of Bradenton Beach (10) Manatee County

(4) City of Holmes Beach (11) RTMC Operations Contractor
(5) City of North Port (12) -Sarasota County

(6) City of Palmetto (13) -Town of Longboat Key

(7) City of Sarasota

An alternate representative for a Member agency’s voting representative may be reminated
appointed by the Member agency to act on behalf of the Member agency’s absent voting
representative with all of the privileges accorded thereto, with the exception of serving as an officer
of the Group. All alternate Member representatives must be at all times an employee of the
Member or adviseradvisory agency. The MPO shall be notified in writing by the Member or
adviseradvisory agency of the nomination, removal, or replacement of the Member or advisory
agency’s alternate representative.

The MPO Executive Director or the Executive Director's designee; will be responsible for
maintaining a current list of the names of Members, advisory agencies, and alternates.

5. Officers and Duties

a.

A Chair and a Vice Chair of the group shall be elected atthefirstregularly-seheduled-meeting

ofonce each calendar year and shall hold the offices until their successors are elected.

The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, inclusive
of municipalities within each county.

Any regular Member may nominate or be nominated as an officer. All elections shall be by the
majority vote of Members present.

The Chair shall preside at all meetings and shall be responsible for the conduct of all meetings.
The Chair shall also serve as a liaison between the TSM&O Advisory Group and the
Sarasota/Manatee MPO Board whenever the need arises. In the absence of the Chair, the Chair’s
alternate may sit as a Member of the group.

The Vice Chair shall, during the absence of the Chair or the Chair’s inability to serve, have and

exercise all of the duties and powers of the Chair. The Vice Chair shall also perform such other
duties as may be assigned by the Chair.
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f. If both the Chair and Vice Chair are absent from a meeting or are otherwise unable to preside, the
meeting shall be chaired by the MPO Executive Director, or MPO staff-Staff designee, who shall
not vote.

g. Any vacancy created by resignation or replacement of an Officer by the Officer's Member agency
shall be filled by a majority vote of regular Members.

6. Meetings

a. The Group should meet in advance of the MPO TAC at a date, time, and place acceptable to &
majerity—ofthe—regularmembership—and-the Executive Director—(or the Executive Director’s
designee). —in-consutation—vith-the-Chat— With-the—approval-of-the-EBweeutiveDirector—theThe
date or time of a regular meeting may be changed by a—majorityvote—oftherepresentatives
votingthe Executive Director (or the Executive Director’s designee); if seven (7) calendar days’
notice ef-the—new-date-is given to the regular Members, Member agencies, and advisors. All
meetings will be open to the public unless otherwise permitted by Florida law, held virtually or at
a publicly accessible location, and properly noticed by MPO Staff. All meetings shall have minutes
prepared by the-MPO Staff.

b. A seven (7) calendar day notice shall be given for regular meetings. With the approval of the
Executive Director, special meetings may be called by the Chair with a minimum of three (3)
calendar days’ notice, indicating the reason for the meeting and notifying all Member agencies,
representatives, and advisors. Agendas shall be prepared prior to all meetings. Fentative
aAgendas should be mailed—and—e-mailed with meeting notices and, whenever—reasenably
pOSSIble tege%heewmﬂkmlnutes of the prewous meetln&4eﬂ%a%ﬂf&a§endas—mee%m%ﬂeﬁee&

y led-at least seven (7) calendar
days prlor to any regular meeting and at Ieast three (3) calendar days prior to any special meeting.

Any individual Member may request to place items on the tentative agenda by notification of the

GChatr-and-the Executive Director or said-the Executive Director’s designee. Any item requiring

Group action may be brought before the group by any Member, even though it is not on the agenda.

The Group shall decide if action is to be taken at that meeting or at a subsequent meeting.

[ Whenever reports are to be given, copies will be distributed to each Member of the group. When
possible, said copies should be emailed with meeting notices or agendas.

d. Each Member shall have one vote.

e. Except as otherwise provided in this policy, the Transportation System Management and
Operations Advisory Group will conduct business using the parliamentary procedures according to
the latest version of Robert’s Rules of Order. ;mestecurrent—edition,—shal-befollowed—atah

meetings:

f. As an Advisory Group of the MPO, TSM&0O Members shall vote by consensus.

g. The Chair or presiding officer shall, pursuant to Florida Statutes § 286.0114, ensure that prior to
voting on any action item (other than the approval of minutes, the election of officers, or other
purely ministerial items) the floor shall be opened for public comment by any person in attendance.
Unless the group adopts different time frames, the time limits for speakers used by the MPO
governing board shall be the time limits used by the group for such presentations.

h. The Chair or presiding officer may maintain good order and manage the agenda, and in so doing
may ask persons in attendance to comply with speaking time limits, to refrain from personal
attacks, and to speak to the topic under discussion, and may in furtherance of this authority
request non-compliant persons to leave the room and to summon assistance from law
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enforcement in exceptional circumstances. Every reasonable effort should be made to permit
citizen participation.

7. Amendments

a. This policy may be recommended for amendment by a majority vote of the TSM&0 members,

present and voting, and approved by the MPO Governing Board, provided a copy of the proposed

amendment shall have been sent electronically to every member at least seven (7) calendar days
before it is to be voted on.
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NUMBER:

Destination Zero Advisory Group

1.7

APPROVED: September18,2023September 23, 2024
REVIEW BY: March 2026

1. References-
a. Transportation Finance and Planning, FS Chapter 339.175{(64¢h
2. Name-
a. This group shall be known as the Sarasota/Manatee Metropolitan Planning Organization
(MPO) Destination Zero Advisory Group (DZAG-erthe“Group”).
3. Purpose:
a. The Group-group shall serve the Sarasota/Manatee MPO in an advisory capacity on matters
related to transportation safety and the reduction of traffic-related deaths and serious injuries
b. The functions of this Greup-group shall include, but not be limited to, the following:

(1) Promote safe, healthy, and equitable mobility for all road users by providing a holistic
approach to roadway safety, from infrastructure to policies:;

(2) Review and use reliable data to understand traffic safety issues and prioritize
resources based on evidence of the greatest needs and impact:;

(3) Encourage local counties and municipalities to consider developing and adopting
action plans aimed at reducing fatal and serious injury crashes for their respective
jurisdictions:;

(4) Engage community stakeholders and the public to promote the safety message of
Destination Zero-; and

(5) Monitor progress toward the Destination Zero goals, tracking process, and outcome
metrics outlined in the Sarasota/Manatee MPO Destination Zero Action Plan and
report annually to the MPO Governing Board and Committees.

4. Membership, Composition, Appointment, Qualifications, and Terms

a.

Membership of the group may include, but not be limited to, a representative of operating
departments and agencies with responsibility for the planning, control, development, or
improvement of transportation safety within the Sarasota/Manatee Counties area, as defined
by adopted policies of the MPO Governing Board. All Member agency representatives must
at all times be employees of the Member agency. Each Member agency representative shall
be duly nominated by the Member agency and shall serve at the pleasure of the Member
agency. The MPO shall be notified in writing by the Member agency of the nomination,
removal, or replacement of a Member agency’s representative by the Member agency.

The Destination Zero Advisory Group (DZAG) shall be composed of Members appointed from

each of the MPO’s Member agencies and various advisory agencies. Regular Members shall
be voting Members. Members may include:
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1. Anna Maria Island 11. Town of Longboat Key

2. City of Bradenton 12. Representatives of:

3. City of Bradenton Beach a. Law Enforcement

4. City of Holmes Beach b. Emergency Services

5. City of North Port c. District Attorneys

6. City of Palmetto d. School Boards

7. City of Sarasota e. Public Health

8. City of Venice 13. Other agencies or organizations

9 Manatee Count identified by the DZAG members and
’ y approved by the MPO Board

10.  Sarasota County

An alternate representative for a Member agency’s voting representative may be reminated
appointed by the Member agency to act on behalf of the Member agency’s absent voting
representative with all of the privileges accorded thereto, with the exception of serving as an
officer of the Group. All alternate Member representatives must be at all times an employee
of the Member or agviseradvisory agency. The MPO shall be notified in writing by the Member
or adviser-advisory agency of the nomination, removal, or replacement of the Member or
advisor agency'’s alternate representative.

The MPO Executive Director;—er—his/her—or the Executive Director’'s designee; will be
responsible for maintaining a current list of the names of Members, advisory agencies, and
alternates.

5. Officers and Duties

a.

A Chair and a Vice Chair of the group shall be elected atthefirstregularly-scheduled-meeting

of-once each calendar year and shall hold the offices until their successors are elected.

The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County,
inclusive of municipalities within each county.

Any regular Member may nominate or be nominated as an officer. All elections shall be by
the majority vote of Members present.

The Chair shall preside at all meetings and shall be responsible for the conduct of all meetings.
The Chair shall also serve as a liaison between the Group and the Sarasota/Manatee MPO
Board whenever the need arises. In the absence of the Chair, the Chair’s alternate may sit as
a Member of the group.

The Vice Chair shall, during the absence of the Chair or the Chair’s inability to serve, have and
exercise all of the duties and powers of the Chair. The Vice Chair shall also perform such other
duties as may be assigned by the Chair.

If both the Chair and Vice Chair are absent from a meeting or are otherwise unable to preside,
the meeting shall be chaired by the MPO Executive Director, or MPO staff-Staff designee, who
shall not vote. Any vacancy in office created by resignation or replacement of an Officer by
the Officer's Member agency shall be filled by a majority vote of regular Members.
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6. Meetings

a.

The Group should meet at a date, time, and place acceptable to a—majority-of-theregular
membership-and-the Executive Director; or the Executive Director’s designee. -in-consultation
with-the-Chair—With-the-approval-of the-Executive Director,theThe date or time of a regular
meeting may be changed by a—majority—vote—of-therepresentatives—veoting;the Executive

Director (or the Executive Director’'s designee) if seven (7) calendar days’ notice ef-the-new
date-is given to the regular Members, Member agencies, and advisors. All meetings will be
open to the public unless otherwise permitted by Florida law, held virtually or at a publicly
accessible location, and properly noticed by MPO Staff. All meetings shall have minutes
prepared by the MPO Staff.

A seven (7) calendar day notice shall be given for regular meetings. With the approval of the
Executive Director, special meetings may be called by the Chair with a minimum of three (3)
calendar days’ notice, indicating the reason for the meeting and notifying all Member
agencies, representatives, and advisors. Agendas shall be prepared prior to all meetings.
Fentative—aAgendas should be mailed—and-e-mailed with meeting notices and, whenever
reaseﬂabl%possmle tege%her—w%#mmutes of the prewous meetlng,_—Ien%aH#&agendas
Hed;-at least
seven (7) calendar days pr|0rto any regular meeting and at Ieast three (3) calendar days prior
to any special meeting. Any individual Member may request to place items on the tentative
agenda by notification of the Chairand-the-Executive Director or the Executivesaid Director’'s
designee. Any item requiring Group action may be brought before the group by any Member,
even though it is not on the agenda. The Group shall decide if action is to be taken at that
meeting or at a subsequent meeting.

Whenever reports are to be given, copies will be prepared for distribution to each Member of
the group. When possible, said copies should be mailed or emailed with meeting notices or
agendas.

Each Member shall have one vote.

Except as otherwise provided in this policy, the Destination Zero Advisory Group will conduct
business using the parliamentary procedures according to the latest version of Robert’s Rules

of Order. —moestewrrenteditior—shalt-befollowed-atallbmeetings:

As an Advisory Group of the MPO, DZAG members shall vote by consensus.

The Chair or presiding officer shall, pursuant to Florida Statutes § 286.0114, ensure that prior
to voting on any action item (other than the approval of minutes, the election of officers, or
other purely ministerial items) the floor shall be opened for public comment by any person in
attendance. Unless the Group adopts different time frames, the time limits for speakers used
by the MPO Governing Board shall be the time limits used by the Group for such presentations.

The Chair or presiding officer may maintain good order and manage the agenda, and in so
doing may ask persons in attendance to comply with speaking time limits, to refrain from
personal attacks, and to speak to the topic under discussion, and may in furtherance of this
authority request non-compliant persons to leave the room and to summon assistance from
law enforcement in exceptional circumstances. Every reasonable effort should be made to
permit citizen participation.

7. Amendments-
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This policy may be recommended for amendment by a majority vote of the DZAG members,
present and voting, and approved by the MPO Governing Board, provided a copy of the

proposed amendment shall have been sent electronically to every member at least seven (7)
calendar days before it is to be voted on.
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Classification System and Pay Plans
NUMBER: 25
APPROVED: September 23, 2024

Mareh27,-2023-REVIEW BY:
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March 2026
1. References

a. Public Records, FS Chapter 119
b. The Fair Labor Standards Act, 29 U.S.C. 201 - 219.

c. See also: Alternative Work Schedule, Telework Schedule, Pay Administration, and Professional
Development

2. Pay Plan

The MPO Board employs and sets the compensation of the Executive Director, who is subject to these
policies.

a. The Executive Director determines the terms and conditions of employment of professional, technical,
and clerical staff as may be necessary to carry out the purposes of the Board.

b. To further the Executive Director’s mission to employ personnel to fulfill the Board’s goals, the pay and
classification scale shall be reviewed annually as part of the budget process. The pay and classification
plan constitutes a framework by which the Executive Director may efficiently determine what kind of
jobs are needed to perform the mission and work of the MPO; to provide a framework for staff planning;
to set a minimum and maximum pay rate and pay ranges for various jobs; to help keep the MPO
competitive in today’s job market; and to provide a means for maintaining equity in work and pay
relationships.

¢. The pay plan is adopted as part of the MPQO’s annual budget.

d. The plan sets maximum and minimum rates for groups of jobs based on their relative duties and
responsibilities. The plan’s inherent flexibility is designed to encourage individual achievement and to
provide for appropriate recognition of that achievement. The plan is applicable to all regular employees
of the MPO.

e. The pay plan will also continue to assist management in making other employment related decisions
and overall administrative salary adjustments. However, because a salary or job description plan must
be flexible over a period of time, the pay plan will be reviewed, and adjustments may be made at the
Executive Director’s discretion.

f. New hires will be paid the minimum of the assigned pay grade, unless otherwise approved by the
Executive Director up to 80% of the grade for extenuating circumstances such as exceptional
qualifications.

g. Employees promoted to a classification in a higher pay grade may receive a pay increase up to 20%
over his/her current pay rate but at least to the minimum of the new pay grade. Employees whose
positions are upgraded may receive a pay rate increase of up to 5% or at least to the entry level of the
new/upgrade position. All increases are subject to current fiscal conditions.

h. Employees demoted to a classification in a lower pay grade shall be reduced as determined by the MPO
Executive Director. If demoted to a previously held position, the employee shall not be paid less than
the employee would have received had he remained in the lower pay grade prior to promotion.

i. Employees temporarily assigned to perform the duties of a higher-level position may receive a five (5%)
percent increase or the minimum pay rate of the higher pay grade, whichever is greater, during the
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temporary assignment period.

j. To ensure compliance with the federal Affordable Care Act, except for Seasonal OPS staff, all persons
employed in temporary/OPS positions who are not offered health care coverage shall not be scheduled
or permitted to work more than 27 hours per week.

k. No employee’s pay rate can be increased above the maximum pay rate of the pay range, excluding
temporary assignment increases and one-time pay adjustments.

I. To recognize the dedication, loyalty and value of employees with several years’ service who have
reached the maximum of his/her pay range, a Longevity Award for Merit Program (LAMP) may be used
for merit increases.

m.Employees may become eligible for a LAMP award after five (5) continuous years of service, have
reached or exceeded the maximum of his/her pay range and attained a “satisfactory” or higher rating
on his/her most recent review. LAMP payments are lump sum payments calculated by multiplying the
maximum hourly pay rate times the percentage merit increase times the number of hours paid during
the preceding twelve (12) months. Applicable taxes, social security payments and other authorized
deductions apply.

n. If pay adjustments are delayed through no fault of the employee, for a reason other than a wage freeze
administered by the Executive Director for all MPO staff, retroactive adjustments are made as follows:
Hourly rate times the percentage increases times the number of hours paid retroactively (including
overtime).

0. Administrative pay adjustments may be authorized by the Executive Director following a performance
appraisal for circumstances not normally covered by the Classification and Pay Plan. These
adjustments are to maintain fair and equal treatment of employees.

p. The pay plan shall indicate classifications which are not eligible for overtime pay (i.e., exempt
employees). Employees in such classifications are expected to work the necessary number of hours to
complete their job assignments and provide competent supervision and may adjust their schedules
with permission of the Executive Director.

g. Overtime pay for non-exempt employees may be given only for authorized or directed overtime subject
to budget limitations and approval of the Executive Director. Authorized and approved overtime shall
be at the rate of one- and one-half times the employee’s regular wage rate.

r. All pay will be based on the existing work week in accordance with the Fair Labor Standards Act. The
Executive Director shall establish the MPO business hours, and the workdays of employees shall be
governed by departmental rules and regulations implementing such business hours. Employee pay
represents the full amount of earnings each pay period, minus the appropriate required federal
deductions, such as federal withholding (income tax), social security, and Medicare taxes.

3. Performance and Review

a. In general, performance reviews shall be accomplished for all regular full-time and regular part-time
employees on an annual basis in the second quarter of the calendar year. Requests to extend an
employee’s performance review date beyond an annual occurrence shall be permitted only upon
written mutual agreement between the employee being rated, and the MPO Executive Director,
outlining the specific reason(s) for the extension and the date of the agreed upon subsequent
performance review. (Normally this extension should not exceed six (6) months). This mutual
agreement must be submitted to the MPO Executive Director, or the Executive Director’s designee, no
later than June 30. If mutual agreement cannot be attained as specified above, then the
performance review must be accomplished as scheduled previously.

4. Performance Management Program
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a.

b.

o

Appraisal System. The performance appraisal system is to be used as follows:
1) As a basis for career development;

2) As a competency tool in selecting employees for promotion;

4) As a factor in determining the order of layoff; and

5) As a basis for determining whether an employee's performance is below expectation,
warranting corrective action, up to and including separation from employment.

(
(
(3) As a guide for determining merit pay increases;
(
(

)
)
)
)

Appraisal Review. When a performance appraisal has been completed by the direct supervisor, it
is recommended that it be reviewed with the next higher-level or peer supervisor prior to being
discussed with the employee. The employee will be asked to sign the appraisal acknowledging
receipt and allowed to add or attach any comments the employee wishes to make. Written
comments added or attached to a performance appraisal by the employee shall become a part
of that appraisal. The employee may refuse to sign the appraisal but signing the appraisal does
not necessarily mean that the employee agrees with the final appraisal. The employee may note
on the appraisal that they do not agree with theappraisal.

. Annual Appraisals. The performance of each employee shall be appraised annually in the

second quarter of the calendar year for the work performed in the previous calendar year. Use
of an annual review schedule allows direct supervisors the opportunity to set goals and
expectations in a consistent manner for the work team. All employees in the first quarter of the
calendar year, who have completed their first year of employment will be reviewed on the annual
review schedule, and based on performance, may be eligible for a merit increase. The following
are guidelines for new employees and employees who have been promoted within the year.

. Probationary Appraisals. Each employee shall be informed of their job goals and expectations

upon appointment and provided regular feedback on job performance while serving the
probationary period by the direct supervisor.

(1) New employees must receive one, probationary review prior to moving to the annual
review schedule.

(2) The performance of each employee shall be appraised before completion of the
probationary period for each class to which the employee is appointed unless the
probationary period is waived with the approval of the Executive Director.

(3) The initial probationary period is considered to be the working test portion of the
employment process. As such, employees in the initial probationary period are
considered to be at will employees and the employment relationship may be
terminated any time, at the will of either party.

(4) Any employee whose job performance, while serving the probationary period
established for a class, is determined by written appraisal to be "Needs
Improvement" shall not attain regular status in that class, unless the probationary
period is extended.

(5) At the end of 60 days, and if the_ employees rating performance is still classified
as "Needs Improvement," the direct supervisor may work with with-the Executive

Director to recommend removal from work duties elassforthe-employee,which

and may lead to a recommendation of separation of employment.

(6) Follow Up PIP - 30 days. An employee having successfully completed the
Performance Improvement Plan as described in 3(a) (1-4) above, and whose current
performance is rated as "Needs Improvement" within two years from the successful
completion date of the prior Performance Improvement Plan, shall be given 30 days
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to bring the performance up to an "Achieves" level.

{A-Feedback shall be given to the employee during this 30-day period. The supervisor
needs to monitor the progress of the employee in order to assess the success of the
plans corrective actions. The PIP should be completed at the end of the first 30 days.

(1),

(8) At the end of the 30 days, and if the rating is still "Needs Improvement," the direct
supervisor may work with the Executive Director to recommend removal from class
for the employee, which may lead to a recommendation of separation of
employment.

(9) "Achieves" rating for two years following a PIP. An employee whose performance has
recently declined and who successfully completed the Performance Improvement
Plan as outlined above with their performance being rated at the "Achieves" level for
more than two years will begin the entire PIP again as outlined in 3(a) above.

(10) Declining performance within two years of 30-day PIP. An employee whose
performance has recently declined and receives a "Needs Improvement" within two
years of the successful completion date of the Performance Improvement Plan as
outlined in 3(b) above, will not have the opportunity for another special appraisal
process and the direct supervisor may work with the Executive Director to
recommend removal from class for the employee, which may lead to a
recommendation of separation of employment.

(11) Exception. An employee who has previously been on a PIP as outlined in section
3(a)-(d) above and changes job classification or has a significant change in job
duties, is not exempt from the PIP as outlined above. Under extenuating
circumstances and as recommended by the Manager and approved by the Chief
Officer, Human Resources, the employee may be required to repeat the PIP again as
outlined in either 3(a) or (b) above, as deemed appropriate.

5. Merit Increase

a. The MPO pay plan consists of a salary minimum/maximum range per position with a performance-
based system for pay progression. The positions may be updated periodically to reflect current
positions, market rates, and other budget and economic factors.

b. Progression within the range is based upon performance and such movement is not to be considered
automatic. Direct supervisors are responsible for conducting annual performance appraisals for their
subordinates in an impartial, objective manner that is substantiated by cited examples of
performance.

¢. Special performance evaluations may be conducted at any time during the year to support and
document significant aspects or changes in an employee’s performance of job duties. Reviews of this
nature will normally be reflective of either meritorious performance or adverse performance. Special
performance evaluations require prior approval of the MPO Executive Director or the Executive
Director’s designee. As is the case with routine performance reviews, special performance evaluations
must be discussed with the employee, documented on the appropriate form, and kept for recording
and holding in the personnel files.

d. Any employee in the initial probationary period who receives a "Needs Improvement" shall be
separated from employment prior to the six-month anniversary date, unless the probationary
period is extended.

e. An employee appointed with probationary status shall serve the prescribed probationary period
of not less than six months; however, this period may be extended for three additional months by
the direct supervisor, with the recommendation of the applicable Executive Director, provided the
employee has been given a performance appraisal where the overall performance has been
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appraised as not meeting expectations, or for approved extenuating circumstances.

f. Any employee who does not receive a written performance appraisal by the time the employee
has completed the probationary period prescribed for the class shall be deemed to have met the
performance expectations for the class, and shall attain regular status in that class.

g. When an employee in their initial probationary period is granted time off with or without pay
(including military reserve and administrative leave), the time spent on such leave shall not
count toward completion of the employee's probationary period. The employee's probationary
period shall be advanced day for day for the time of the employee's absence. The use of accrued
compensatory time during the initial probationary period shall not be used in advancing the
employee's anniversary date.

h. An employee who changes jobs (demotion, promotion, etc.) before completion of the prescribed
probationary period will be required to serve the prescribed probationary period in the new
classification.

. Performance Pay

a. All salary increases shall be in accordance with compensation guidelines established each fiscal
year during the development of the MPO annual budget.

b. A salary increase, typically awarded at the beginning of the next fiscal year following the
performance evaluation, is based on the performance of the employee, with consideration to the
employee's rate in relation to the midpoint and the effect of the projected increase on the overall
budget.

¢. Salary increases may be in the form of an increase in base pay, a lump sum payment, or
additional time off, or a combination of any of the three options.

d. At the discretion of the Executive Director, an employee may receive a performance pay increase
upon successful completion of either an original or promotional probationary period, provided the
employee's base rate is below midpoint.

e. An overall “Successful” rating is necessary whenever an employee is given a special performance

review with the intent of triggering a base salary rate increase other than at the time of the established
performance review date.

f. Performance Improvement Plan (PIP). A Performance Improvement Plan appraisal may be
conducted at any time at the discretion of the direct supervisor. Moreover, when an employee's
performance is observed as needing improvement, the supervisor should conduct a performance
appraisal for the employee as soon as practicable.

(1) When the performance of any employee serving with regular status in a class is
appraised as "Needs Improvement," the direct supervisor shall assist the employee in
overcoming identified performance deficiencies. The employee's performance shall
be appraised as follows:

(2) Initial PIP - 60days. The supervisor will complete the Performance Improvement Plan
with the goals, expectations and deficiencies which need to be corrected within the
60 days. The plan should set realistic goals that when met can achieve the desired
results. Timetables and/or deadlines should be included.

(3) The employee will be given 60 days to bring the performance up to an "Achieves"
level. Feedback shall be given to the employee during this period of time. The
supervisor needs to monitor the progress of the employee in order to assess the
success of the plans corrective actions. The Performance Improvement Plan should
be completed at the end of the first 30 days. If the overall performance is not at an
"Achieves" level, the supervisor should identify the continued deficiencies and specify
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(4)

what actions/goals still need to be accomplished.,
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At any time during the 60-day period, of time (but not less than 30 days) the,

_

Formatted

(5)

employee brings the performance to the "Achieves" level, as indicated on the

completed Performance Improvement Plan form, the Performance mprovement

Plan will be concluded.,

At the time of the annual review schedule, new employees who have already

(6)

received a probationary review may be eligible, based on performance, to receive a
pro-rated merit increase,

/{ Formatted: Character scale: 100%

Employees who are serving a probationary period due to a promotion will not be

(N

eligible for the annual review merit increase until successful completion of the
probationary period.,,

/{ Formatted: Character scale: 100%

The policies specified herein are guidelines only and shall not be interpreted as

creating a condition precedent to the issuing of justified disciplinary action or any
particular level of discipline. Furthermore, all MPO personnel are designated as at
will employees and may be terminated at any time without regard to cause. To the
extent the MPO adopts official forms for the purpose of issuing counseling, warnings

or discipline, the Executive Director will make use of such official forms to
communicate these actions to employees.
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Pay Administration
NUMBER: 2.6
APPROVED: March 27,2023
REVIEW BY: March 2026
1. References
a. Financial Matters: General Provisions, FS Chapter 215.85 (4)(b)
b. Fair Labor Standards, 29 USC 201

c. See also: Alternative Work Schedule, Telework Schedule, Classification System and Pay Plans and
Personnel Files

2. Definitions of Key Terms

a. Non-Exempt Employees. (hourly, overtime eligible) For purposes of this Policy, all employees not
designated exempt will be considered non-exempt, and therefore subject to the minimum wage and
maximum hour provisions of the Fair Labor Standards Act (FLSA). Non-exempt employees are eligible
to earn overtime or compensatory time at one and one-half (1 %2) times their hourly rate.

Non-exempt employees’ accrual of compensatory time in lieu of overtime is subject to approval by
the direct supervisor or the Executive Director. Payouts of compensatory time shall occur at
separation or prior to a change in pay rate, whichever comes first.

b. Exempt Employees. (salaried) For purposes of this Policy, exempt employees are expected to work
whatever hours are necessary to accomplish assigned duties and responsibilities. However, it is
recognized that because exempt employees are often required to work irregular and/or extended
hours, it is appropriate that they be provided a certain latitude in occasionally being away from their
place of work during normal work hours. It is the responsibility of the direct supervisor or the
Executive Director to determine if the absences are appropriate.

Exempt employees may be considered for compensatory time (not overtime pay). This time must be
approved by the direct supervisor or the Executive Director. The compensatory time would be earned
at one hour of compensatory time for one hour of work.

c. Flextime. Flextime is a method whereby some deviation may be permitted within the same work week.

3. The Sarasota/Manatee Metropolitan Planning Organization “work week” is from Monday through Friday.
Employees are paid bi-weekly on every other Friday. There are twenty-six (26) pay periods in each year. In
compliance with Section 215.85(4)(b), Florida Statutes, upon written approval by an employee, all payrolls
after an employee’s first payroll shall be made by direct deposit. The humber of direct deposits per
employee shall be limited to three. In the event that a regularly scheduled pay day falls on a legal holiday
when banks are closed, employees will receive pay on the last day of work before the regularly scheduled
pay day. For new hires, direct deposit shall be considered a term and condition of employment and,
therefore, mandatory.

4. All attendance and absence hours worked by each employee shall be kept on the biweekly payroll sheet.
The individual employee shall be responsible for turning in their payroll sheets through an online
accounting-based software system, on designated payroll dates. Failure to do so could result in a delay
of pay.

5. Non-Exempt employee timesheets should be kept on a timely basis. Failure to keep timesheets- up to
date may result in disciplinary action. Employees are responsible for correct and accurate notations on
their timesheet, which reflect hours worked, personal leave absences, tardiness, and other factors
consistent with these rules. Timesheet records shall be maintained for at least three (3) years’ time from
the generation of the payroll sheet record.
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6. The MPO will take all reasonable steps to ensure that employees receive the correct amount of pay in
each paycheck and that employees are paid promptly on the scheduled payday. In the unlikely event that
there is an error in the amount of pay, the employee should promptly bring the discrepancy to the attention
of the appropriate staff member so that corrections can be made as quickly as possible.

7. It is the policy of the MPO not to make advancements on employee pay.

8. The MPO offices are generally open from 8:00 a.m. to 5:00 p.m., Monday through Friday, excluding
approved holidays. The MPO staff will strive to provide sufficient coverage of the office during the regular
office hours. The normal work schedule for all full time regular and full-time hourly employees is at least
40.0 hours per full work week of five (5) working days; provided, that all regular, full time hourly employees
usually will work at least 8.0 hours a day (exclusive of time off for meals) to be classified as full time
employees. Due to the small staff at the MPO it is expected that there will be occasions when the office
is not staffed.

9. An employee that has been designated as “exempt” is not entitled to overtime or the accrual of
compensation hours, regardless of the number of hours worked over and above said employee’s normal
work week. Exempt employees shall be authorized to “flex” such hours. However, this does not mean
that exempt employees cannot be required to use accrued leave to supplement pay for partial or whole
day absences for personal, vacation, or illness reasons.

10.In general, “hours worked” includes all time an employee is:
(1) Required to be on duty or in a prescribed work area for the employer; and
(2) Actual time during which the employee is working for the employer.

Paid leave shall not be considered hours worked for the purposes of computing overtime but may be
considered when computing compensatory time pursuant to Section 15.

11.All full-time permanent employees working eighty (80) hours a pay period, whether exempt or non-exempt,
are provided with one unpaid meal period of thirty (30) minutes in length each workday. All full-time
permanent employees_working eighty (80) hours a pay period shall be entitled to two (2) fifteen (15)
minute breaks, one in the morning period and one in the afternoon. All other employees who do not work
eighty (80) hours a pay period shall be entitled to a break of thirty (30) minutes in length each workday.

12.Responsibility for monitoring work hours begins at the supervisory level. Precautions will be taken to see
that the employees are knowledgeable of the Fair Labor Standards Act of 1938, as amended, 29 USC
8201 et seq. and its effect on the day-to-day work hours. If an employee remains in the work area
assisting a citizen, taking a business phone call, or assisting another employee with business, that time
will be considered to be work time and will be compensated. There is no such concept as voluntary
overtime.

13.In those unavoidable circumstances when an employee is required to complete a task or attend a function
that runs beyond their normal work schedule, they shall be compensated by either overtime or
compensatory time, for non-salaried staff, or flex time for salaried staff.

14.All full-time permanent non-salaried employees who are required to work in excess of the total hours
normally worked within the week, shall accrue compensatory time, in lieu of cash payment for overtime
at a rate of one and one-half times the amount of hours worked over their standard work hours. Direct
supervisors or the MPO Executive Director must authorize all compensatory time work in advance. The
maximum accumulation of compensatory time may not exceed eighty (80) hours.

15.For the purposes of computing compensatory time, jury duty, annual leave, sick leave, emergency leave,
and holidays, are counted as hours worked; provided, that the employee completes the regular workweek.

16.Each staff member’s direct supervisor shall be responsible for monitoring their employees work schedule
to see that they are not routinely working excessive hours over their assigned duties.

17.Education of employees in this matter of work hours is the responsibility of the supervisor. Failure to
adhere to supervisory direction may cause the employee to be subject to disciplinary action.
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18.Employees occupying certain managerial, administrative, and professional salaried positions are exempt
from the overtime provisions of the Fair Labor Standards Act of 1938, as amended, 29 USC §201 et seq.,
and do not normally receive overtime pay. However, a salaried employee may be granted flex-time
compensation under special circumstances, such as attending meetings outside their normal working
hours.

19.Flextime is a method whereby some deviation may be permitted within the same work week. For example:
an employee works a 40-hour standard work week from Monday through Friday but for some reason
needs to leave work two (2) hours early on Friday and does not have an adequate amount of appropriate
accrued leave to cover the absence. The Executive Director, or the direct supervisor, may wish to
accommodate the employee by utilizing the flextime concept as long as it can be done within the same
pay period. In this example, the Executive Director, or the direct supervisor, may allow that employee to
work two (2) additional hours during that same pay period. It is emphasized that the decision to allow
flextime is solely at the discretion of the Executive Director or the direct supervisor and is not to be
construed as an employee “right." Care is to be taken that the concept of flextime is to be applied fairly
and with consideration given to a smooth, uninterrupted workflow.

20.Any deviations from the standard hours worked must be approved by the MPO Executive Director or the
direct supervisor. The MPO Executive Director shall have the authority to adjust regular scheduled office
hours for unusual circumstances on a temporary basis (i.e. - MPO furloughs, building closures, and staff
workshops). Any changes in work hours for unusual circumstances shall not entitle employees to overtime
pay.

21.At times, emergencies such as severe weather, fires, or power failures, can disrupt operations of the MPO.
In extreme cases, these circumstances may require the closing of the work facility. When operations are
officially closed due to emergency conditions, the time off from scheduled work will be paid without
requiring use of accrued leave. However, employees already on sick leave, vacation or planned accrued
leave, prior to the emergency closing shall be charged their accrued leave. Employees in essential
operations may be asked to work on a day when operations are officially closed. In these circumstances,
employees who work will receive regular pay.

22.Breastfeeding mothers will be provided with a reasonable break time to express breast milk for her
nursing child for up to one (1) year after the child’s birth, unless such break wil-causecauses an undue
hardship. For non-exempt employees, this break time is unpaid, but employees may elect to use their two
(2) fifteen (15) minute break periods. Employees must schedule any break time to express breast milk
with their supervisor. The employee will be provided with a private area for the purpose of expressing
breast milk.
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Leaves of Absence
NUMBER: 2.13
APPROVED: March 25,2024
REVIEW BY: March 2026
1. References
a. Family and Medical Leave, 29 USC § 2601-2654
b. Veterans’ Benefits, 38 USC § 4301-4335
c. Leaves of Absence to Officials and Employees, FS Chapter 115
d. Paid Parental Leave, 5 U.S.C. 6382(d)
d. Workers’ Compensation, FS Chapter 440
e. Insurance Rates and Contracts, FS Chapter 627.6692
f.  Domestic Relations, FS Chapter 741.313
g. Compilation of the Social Security Laws, Public Law, Chapter 99-272
2. Annual Leave
a. Fulltime employees who fill established positions earn annual leave credits. Tracking of annual
accruals is by the payroll calendar year (begins the pay period with the first pay date in January and
generally runs for 26 consecutive pay periods). If an employee’s annual leave balance reaches its

maximum, excess hours will be transferred to his/her sick leave account unless otherwise approved
for good cause by the Executive Director. Employees earn annual leave according to the following

tables:
Based on*80 Scheduled Work Hours Per Pay Period “ { Formatted Table
Period of Continuous *Hours of leave Earned Maximum Hours Accruable *{ Formatted: Centered
Employment Bi-Weekly/Annually
0 to End of 5 Years 5 Hours/130 Hours 400 Hours B {Formatted: Centered
6t to End of 10 Years 6 Hours/156 Hours 400 Hours «{ Formatted: Centered
11t to Separation 7 Hours/182 Hours 400 Hours —

£ Employees with less than 80 scheduled work hours per pay period will accrue leave at a prorated rate based on the Formatted: Centered

number, of scheduled work hours per pay period.
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System’s DROP (Deferred Retirement Option Program). Payout of vacation balances would be in \\ Formatted: Font: 9 pt, ltalic
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b. The exception to the above Section would be employees electing to join the Florida Retirement . [Formatted: Font: 9 pt, Italic

\
accordance with rules set by the Florida Retirement System, which are separate from this policy. Formatted: Indent: Left: 0.69", Right: 0.56"
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c. An employee appointed to a full-time position who has been credited with (10) or more years of
service in the Florida Retirement System or with a federally funded MPO, may, at the option of the
Executive Director, be recognized for their time in service for the purpose of annual leave accrual,
going forward from the time of recognition.
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3. Sick Leave

a.

Full-time employees who fill established positions earn Sick Leave credits. Tracking of sick leave
accruals is by the payroll calendar year (begins the pay period with the first pay date in January and
generally runs for 26 consecutive pay periods.) This payment rate if five hundredths (.05) of an hour
for each hour paid up to a maximum of 80 hours (Example: 80 paid hours x .05=4 hours sick Leave,
or 60 paid hours x.03=3 hours Sick Leave, etc.).

Employees on approved sick leave are compensated at the hourly rate in effect at the time the
approved sick leave is taken.

During leaves of absence with pay, employees continue to earn sick leave credits (with the exception
of employees drawing hours from Long Term Disability).

Full-time employees who fill established positions may accumulate unlimited sick leave credits.

Sick leave earned during any pay period is credited to the employee on the last day of that pay period.
In the case of termination, it is credited on the last day the employee is on the payroll.

If accumulated sick leave is exhausted, the employee may request through the direct supervisor or
Executive Director to use vacation, personal holiday and/or compensatory time leave to cover the
remainder of absence.

If all accrued leaves of absence are exhausted, the employee may request, from the Executive
Director to be considered for a leave of absence without pay.

Sick leave can be used for an employee’s illness, injury or exposure to a contagious disease which
could endanger other employees. For purposes of this Policy, personal illness includes family illness
or professional medical appointments for the employee or his/her immediate family, disability
caused or contributed to by pregnancy, miscarriage, childbirth, and recovery from these; the inability
to work.

(1) Immediate Family: Forthe purpose of administering this type of leave, “Immediate Family”
is defined as child, step-child, foster child, grandchild, parent, step-parent, grandparent,
step-grandparent, brother, sister, half-brother, half-sister, step-brother, step-sister, or
legal guardian of the employee or of the employee’s spouse; employee’s spouse;
individual for whom employee is legal guardian; any family member of the employee or of
the employee’s spouse who is a full-time resident in the employee’s household.

The employee has the responsibility of notifying his/her supervisor when sick leave absence is
necessary. This notification should be given prior to the absence, if possible, or as soon as possible
on the first day of absence. Upon request, an employee may use sick leave credits if the following
procedures are followed:

(1) Prior to authorizing an employee to use sick leave credits, the supervisor may require the
employee to certify that the absence is for reasons outlined in this Policy.

(2) After three (3) consecutive workdays (regardless of number of scheduled hours in any
workday) of sick leave absence due to the employee’s own illness, the employee may be
required to provide medical certification from a certified health care provider before being
authorized to use additional sick leave credits, unless deemed unnecessary by the
supervisor (because of personal knowledge).

2.13-2



(3) Employees may be required to report periodically (no more often than (7) calendar day
intervals) on the status of his/her sick leave and intent to return to work.

(4) Employees may be required to submit (no more often that (30) day intervals) medical
certification/re-certification from a certified health care provider if his/her sick leave
continues.

(5) Upon returning to work following a long-term (absence of 30 consecutive calendar days or
more) illness or injury, an employee may be required to provide medical certification from
a certified health care provider showing he/she is able to perform the essential functions
of his/her job with or without reasonable accommodation.

(6) The Fiscal/Administrative Manager and/or direct supervisor are authorized to investigate
and verify the validity of any medical certification including requiring the employee to be
examined by a healthcare provider paid by the MPO.

An employee who refuses to comply with the above stated requirements is not eligible to use sick
leave credits. Any unapproved absence from work will be considered unauthorized and may subject
the employee to disciplinary action in accordance with the provisions of this Policy.

If the illness results in a permanent disability, with the approval of the Executive Director, the
employee may be considered for placement in a vacant position for which he/she is qualified. If
there is not a vacant position for which the employee is qualified, and no other reasonable
accommodation will enable him/her to perform the essential functions of the job, the employee may
be terminated.

Employees who are not on suspension (with or without pay) or other leaves of absence without pay
and take no sick leave during specified qualifying periods are awarded additional hours of vacation
leave as follows:

(1) If a regular full-time employee takes no sick leave during thirteen (13) consecutive pay
periods, that employee will receive an additional eight (8) hours of vacation leave time.
The next qualifying period will begin at the end of the pay period for which the award was
given or at the beginning of the next pay period following use of sick leave.

(2) Award of additional vacation leave for regular part-time employees is on a pro-rated basis
of regular scheduled hours.

(3) The initial qualified period for regular full-time and part-time new-hour/rehire employees
is the first thirteen (13) complete bi-weekly pay periods paid. Vacation leave of eight (8)
hours for full-time employees, or a pro-rated share for part-time employees, is awarded at
the end of the initial qualifying period of twenty six (26) weeks. Thereafter, the qualifying
periods and awards are administered under the provisions of paragraphs a. and b. above.

4. Parental Leave

a.

Employees are eligible for 12 weeks of paid parental leave under FEPLA as stated in 5 U.S.C 6382
and must meet FMLA eligibility requirements. Paid parental leave under FEPLA is limited to 12 work
weeks and may be used only during the 12-month period beginning on the date of birth, adoption or
fostering of a child.

2.13-3



b. Under FEPLA, an employee may not use any paid parental leave unless the employee agrees in writing
(PPL Request Form), before commencement of the leave, to subsequently work for the applicable
employing agency for at least 12 weeks. This 12-week work obligation begins on the employee’s first
scheduled workday after such paid parental leave concludes.

5. Payment of Unused Sick Leave

a. An employee who leaves MPO employment may receive payment for certain unused sick leave if the

employee:

(1) Has completed five (5) or more years (need not be consecutive) of creditable service with

the MPO; or

(2) Has been credited with ten (10) or more years of service in the Florida Retirement System;

or

(3) Has become disabled while employed by the MPO and is eligible for payment of a standard

disability benefit from the Florida Retirement System; or

(4) Has died and been removed from MPO payroll and the designated beneficiary has
entitlement to monthly benefits with the Florida Retirement System from retirement

credits of the deceased.

Note: Payment of unused sick leave balances for contracted employees will be in accordance with

the contract in effect at the time of separation.

b. Employees with continuous service who leave MPO employment, and qualify to receive payment of
unused sick leave credits, may be paid a percentage of their existing sick leave balance in accordance

with the table shown below:

Less than 5 Years of Service 0% 10 Years of Service 40%
5 Years of Service 30% 11 Years of Service 42%
6 Years of Service 32% 12 Years of Service 44%
7 Years of Service 34% 13 Years of Service 46%
8 Years of Service 36% 14 Years of Service 48%
9 Years of Service 38% 15 Years of Service or More 50%

c. Employees who are rehired by the MPO after having previously worked for the MPO  will receive
credit upon rehire for the period of prior employment unless:

(1) The employee had previously received a sick leave payout in any amount under any past

payout policy; or

(2) The employee had left the MPO for a reason which would result in a payout forfeiture under

Section VI.14.c. of this Policy.

(3) Payment of unused sick leave credit is paid in lump sum at the regular hourly rate in effect
at the time of separation. This payment is not considered as salary in determining the
average final compensation of an employee in the State administered retirement system.
There is a lifetime maximum payout of 500 sick leave hours for all eligible employees.
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d. Ineligibility: In accordance with Florida Statutes, employees shall forfeit all rights and benefits under
this section if employment terminates because the employee:

(1) Has been found guilty in a court of competent jurisdiction of committing, aiding, or abetting
any embezzlement or theft from the employee’s employer or bribery in connection with the
employment, committed prior to retirement or 10-year normal creditable termination; or

(2) Has been terminated by reason of the employee having admitted to committing, aiding, or
abetting an embezzlement or theft from his or her employer or by reason of bribery; or

(3) Has been found guilty by a court of competent jurisdiction of violating any state law
prohibiting strikes by public employees.

5. Family/Medical Leave

a. Eligible employees who have worked for the MPO for at least 12 months and have worked at least
1,250 hours during the past year shall be able to request up to twelve (12) work weeks of job
protected un-paid leave during any 12 month period, per year for the following reasons:

(1) The birth of the employee’s son or daughter in order to care for the son or daughter; *

(2) Placement of a son or daughter with the employee for adoption or foster care and to care
for the newly placed child within one year of placement.* (Includes preplacement
necessity) ;

(3) In order to care for the employee’s spouse, son, daughter, or parent, if the employee’s
spouse, son, daughter, or parent has a serious health condition. Leave may be taken
intermittently or on a reduced leave schedule when medically necessary, subject to proper
certification;

(4) Employee has a serious health condition that makes them unable to perform the functions
of their position. Leave may be taken intermittently or on a reduced leave schedule when
medically necessary, subject to proper certification;

(5) Any qualifying exigency arising out of the fact that the employee’s spouse, son, daughter,
or parent is a covered military member on “covered active duty”; or

(6) Twenty-six (26) work weeks of leave during a single 12 month period to care for a covered
service member with a serious injury or illness if the eligible employee is the service
member’s spouse, son, daughter, parent, or next of kin (military caregiver leave).

* The employee’s entitlement to leave for the birth, adoption or foster care placement of a
child expires at the end of the 12-month period after the child’s birth or placement with
the employee. Interpretation and definition of "son and daughter" makes clear, an uncle
who is caring for his young niece and nephew when their single parent has been called to
active military duty may exercise his right to family leave. Likewise, a grandmother who
assumes responsibility for her sick grandchild when her own child is debilitated will be
able to seek family and medical leave from her employer. An employee who intends to
share in the parenting of a child with his or her same sex partner will be able to exercise
the right to Family Medical Leave Act, 29 USC §§2601-2654, (FMLA) leave to bond with
that child.
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b. Upto twenty-six (26) weeks of Military Caregiver Leave in a 12 month period is available to employees
who need time off to care for a spouse, child, parent or next of kin of a covered military service
member. This single 12-month period is measured forward from the date of the employee’s first use
of FMLA leave to care for a covered service member and ends 12 months after that date. This leave
is applied on a per covered service member, per injury basis, except that no more than 26 workweeks
of leave may be taken within any single 12-month period.

c.  When you return from this leave you have the right to be returned to the job position you held when
you went on leave or be placed in an equivalent position with equivalent pay, benefits and other
terms and conditions of employment. A full time permanent employee’s health insurance will be
maintained at MPO expense for insurance periods which fall within periods of FMLA protected leave.

d. If the leave is due to your own serious health condition or that of an eligible family member, and the
departure is foreseeable based on planned medical treatment you must:
(1) Make a reasonable effort to schedule the treatment so as not to unduly disrupt work
operations;

(2) Provide your appointing authority with thirty (30) calendar days’ notice or, if treatment is
to begin in less than thirty (30) days, provide as much notice as is practicable; and

(3) Provide certification of the health care provider stating the date on which the serious
health condition commenced, the probable duration of the condition and the appropriate
medical facts with the knowledge of the health care provider regarding the condition.

e. |If the leave is to be taken for the birth or placement of a child, the employee must provide the
Executive Director with thirty (30) calendar days’ notice or, if the circumstances of the birth or
placement requires leave to begin in less than thirty (30) days, the employee must provide as much
notice as is practicable. This type of leave may not be taken intermittently or on a reduced leave
schedule, unless the employee and appointing authority agree otherwise or unless certified as
medically necessary.

f.  For more details on employee’s rights and responsibilities please see full Family Medical Leave Act,
29 USC §82601-2654.

6. Bereavement Leave

a. Paid leave may be authorized for probationary and regular employees who have a death in his/her
“immediate” families. The following procedures apply:

(1) Bereavement leave may be authorized for up to five (5) scheduled workdays per request
(includes Holidays, if scheduled to work).

(2) Bereavement leave is separate and distinct from other types of leave and is not
chargeable to any accrued leave balance (i.e., sick, vacation, etc.).

(3) In the event a family death occurs during an employee’s approved sick, vacation, or
compensatory time leave, the time missed due to the death may be designated as
bereavement leave, if eligible.

The approval of Bereavement Leave may only apply to “Immediate Family” defined as Spouse or
Domestic Partner, Parent or In-Laws (adoptive, foster or biological), Siblings, Children or Legal
Guardians (step, adopted or foster), Grandparents. The Executive Director may grant leave for other

family members not listed on a case by case basis.Ferthepurpose-ofadministering thistype-ofleave;
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b.

a.

Validation of the request is left to the discretion of the Executive Director.
7. Military Leave

In accordance with s. 115.07, F.S., employees on all days during which they are engaged in training
ordered under the provisions of the United States military or naval training regulations will be granted
up to 240 working hours in any one annual period. A copy of the employee’s military orders should
be attached to the appropriate timesheet. Other military leave will be granted to employees in
compliance with current State and Federal laws. See Uniformed Service Employment and
Reemployment Rights Act, 38 USC §§4301-4335; Chapter 115, F.S.

(1) An employee’s right to military leave for recurring military Reserve or National Guard
training shall be governed by s. 115.07, F.S. Such employees shall not be required to work
or use accrued leave on any day during which they are engaged in training or under official
orders. Likewise, such employees shall not suffer loss of pay up to 240 hours, time,
seniority, promotional status, retirement pay, or efficiency rating. s. 115.12, F.S.

(2) It is the employee’s responsibility to provide a copy of all official orders to the employee’s
supervisor immediately upon receipt of same. A copy of the order must be forwarded to
MPO Executive Director, or the direct supervisor, for inclusion in the employee’s personnel
file.

Whether continuous or intermittent, an employee ordered to active military service shall be granted
leave with pay. Such leave with pay shall not exceed thirty (30) calendar days in any one (1) annual
period beginning on July 1 and ending on June 30 of the following year. Since it is possible that such
leave can, in unusual circumstances, be ordered for periods in excess of thirty (30) calendar days,
an employee may request to use accrued personal leave for any active military service time in excess
of 30 calendar days in an amount necessary to bring the employee’s total salary, inclusive of his or
her base military pay, to the level the employee earned at the time called to active duty. If the
employee does not request to use personal leave, the excess working days shall be approved as
leave without pay. However, the employee shall not suffer any loss of time or efficiency rating.

An employee who is a member of the Florida National Guard shall be granted military leave during
periods in which the employee is ordered to active State service by the Governor of Florida pursuant
to Chapter 250, F.S. As provided in ss. 115.14 and 250.48, F.S., such leave without loss of pay shall
not exceed thirty (30) calendar days at any one (1) time. As provided in s. 115.14, F.S., the MPO may
supplement the military pay of employees who are reservists called to active duty in an amount
necessary to bring their total salary, inclusive of their base military pay, to the level gained at the MPO
at the time they were called to active duty.

Preference in hiring, promotional opportunities and layoff retention shall be given to veterans in
accordance with the provisions of Chapter 295, Florida Statutes. If the selection process is based on
a numerically based formula, veteran preference eligible employees who passed the initial screening
shall receive an augmented score. If the selection process is not based on a numerical based
formula, special consideration shall be given in accordance with law.

Employees must submit current documentation substantiating Veterans’ Preference status to receive
a preference. A DD-214 or comparable document which serves as a certificate of release or
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discharge claim must be furnished. If an employee wishes to appeal any decision, he/she may file a
complaint with the Florida Department of Veterans’ Affairs.

8. Jury Duty

a. All MPO employees in a permanent position called upon to serve as a juror, shall receive regular pay
for the time they are absent from their regular work schedule. In addition, the employee may keep
any fees received from the court for jury service. Employees must present a copy of their jury
summons to their direct supervisor to be eligible for pay. When released from jury duty during work
hours, employees shall return to work, unless otherwise instructed by their direct supervisor.

9. Voter Leave

a. In order to encourage employees to vote, they will be allowed up to one (1) hour of paid Voter Leave
for that activity. Anything over one (1) hour shall be charged on the timecard as Annual Leave,
Compensatory Time, or No-Pay. No employee can receive Voter Leave with pay to work at the polls
during elections.

10. Disability Leave
a. Workers’ Compensation

(1) An MPO employee who suffers accidental injury arising out of work performed in the course
and scope of MPO employment may qualify for benefits during periods in which the
employee is unable to work, as provided in the Workers’ Compensation Law, Chapter 440,
Florida Statutes.

(2) The Executive Director or Desginee administers all Workers’ Compensation claims and
benefits.

(3) An employee who is receiving Workers’ Compensation disability benefits may use accrued
sick, vacation, or compensatory time leave credits to supplement Workers’ Compensation
benefits. The supplemental payments plus Workers’ Compensation benefits cannot
exceed the employee’s regular salary.

(4) An employee who is released to light duty by the Workers’ Compensation primary care
provider may be assigned to perform other than his/her regular duties during
recuperation. An employee who refuses to accept a light duty assignment will be ineligible
for other disability leave, may lose Workers’ Compensation benefits, and could be subject
to disciplinary action under the policy.

(5) An employee who refuses to return to work after being released to full duty by the Workers’
Compensation primary care provider could be subject to discipline, including discharge, or
may be deemed to have abandoned his/her job and resigned.

(6) Nothing in the sub-section eliminates or reduces an employee’s rights, under Florida
Statutes, to grieve or appeal Workers’ Compensation decisions.

b. Short-Term Disability Leave
(1) When the Executive Director believes that an employee is unable to perform the functions
of his/her job due to illness or injury, the employee may be required to a medical

examination by a physician named and paid for by the MPO. The MPQ’s inquiry is limited
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to whether the employee is able to perform job-related functions. If the medical
examination confirms that the employee is unable to perform the essential functions of
his/her job with or without reasonable accommodation, the Executive Director may place
the employee on short-term disability leave for up to thirty (30) calendar days.

(2) At the outset of short-term disability leave, the Executive Director informs the employee in
writing of the maximum duration of the leave and that, at the conclusion of that time
period, the employee is expected to return to work, if he/she is able to perform the
essential functions of the job with or without reasonable accommodation.

(3) An employee placed on short-term disability leave is required to use sick and vacation
credits already earned. If the employee uses all sick and vacation leave or does not have
enough leave credits to cover the duration of the short-term disability leave period, the
Executive Director may place the employee on leave without pay for the balance of the
short-term disability leave period.

(4) If, at the conclusion of the short-term disability leave, the Executive Director or employee
believes the employee is still unable to perform the essential functions of his/her job with
or without reasonable accommodation, the following options are available:

(a) The Executive Director may require the employee to submit to another medical
examination. If the examination reveals that the employee is able to perform the
essential functions of the job with or without reasonable accommodation, the
employee must return to work or face discipline and/or discharge or be deemed to
have abandoned his/her position and resigned.

(b) The employee may request an extension of short-term disability leave for another
thirty (30) day calendar period up to a total of three (3) consecutive months. The
Executive Director may require the employee to produce medical certification that
he/she is unable to perform the essential functions of the job. Such requests may
be granted under exceptional circumstances, depending on the operational needs of
the department.

(c) The Executive Director may offer the employee reassignment to a different position
(if a vacant position is available).

(d) The Executive Director may accept the employee’s resignation for reason of inability
to perform assigned duties.

(e)The Executive Director may dismiss the employee for cause based on inability to
perform assigned duties with or without reasonable accommodation.

(5) While under short-term disability leave without pay, it is the employee’s responsibility to
pay any group health and life insurance premiums that are normally paid by the employee.
Such monthly premiums must be paid by the employee at the beginning of the delinquent
period.
c. Long-Term Disability (LTD)

(1) Long-Term Disability Insurance is a benefit option regular, full-time MPO employees may
elect to choose and is administered by the applicable entity providing coverage.

(2) When an employee is approved for LTD under the terms of the insurance policy, the
employee will have the following options:
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(a) The employee may submit a resignation and be separated from MPO employment.

(b) The employee may request to remain in his/her current position for a period not to
exceed three (3) consecutive months from the effective date of LTD approval. The
request is subject to approval by the Executive Director.

(c) If the employee remains in his/her position for the maximum three-month period and
is still unable to perform the essential functions of his/her job with or without
reasonable accommodation, the employee will be separated from MPO employment
for inability to perform assigned duties with or without reasonable accommodation.

(d) If a vacant position is available for which the employee qualifies and can perform the
job functions, the employee may be considered for that position.

(3) While on LTD, it is the employee’s responsibility to pay any group health and life insurance
premiums that are normally paid by the employee.

Such monthly premiums must be paid by the MPO employee to the applicable entity
providing coverage prior to the effective month of coverage; otherwise, coverage will be
canceled at the beginning of the delinquent period.

d. Retirement Disability Leave (Florida Retirement System)

(1) Regular Disability Benefits: Employees are eligible for regular retirement disability benefits
upon vesting in the Florida Retirement System. The disability must be total and
permanent. The injury or iliness must have occurred before termination of employment.

(2) In-Line-of-Duty Disability Benefits: Employees are covered for in-line-of-duty disability
beginning on the first day of employment. In-line-of-duty disability must be total and
permanent. The disability must have been caused by an injury or illness that occurred in,
or arose from, the actual performance of duties required by the employee’s job.

(3) If the employee is a retiree with renewed membership, he/she is not eligible for retirement
disability benefits.

(4) Retirement disability requests are handled through the Fiscal/Administrative Manager, in
coordination with the applicable entity providing coverage.

11.Leaves of Absence Without Pay
a. Leaves of absence without pay will only be allowed upon depletion of applicable accrued leave
balances. The exception to this would be an employee who requests a leave of absence without pay

to supplement military leave.

b. The decision to grant leaves of absence without pay is a matter of administrative discretion and must
be approved by the Executive Director.

c. Leaves of absence without pay may be approved up to a maximum of three (3) months.
d. While under a leave of absence without pay, any group health and life insurance premiums that are
normally paid by the employee must continue to be paid by the employee. Applicable monthly

premiums must be paid by the MPO employee to the applicable entity providing coverage prior to the
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effective month of coverage; otherwise, coverage will be canceled at the beginning of the delinquent
period.

12.Court Appearances

a.

An employee, who is summoned to appear as a witness in any action in connection with the
employee’s job, or concerning a town, city, county, district, state, or federal government, shall be
granted leave with pay upon presentation of any summons.

The MPO General Counsel will review the subpoena or summons and contact the employee involved
and advise them of the required response. No response to the summons or subpoena should be
made until the MPO Legal Counsel has reviewed it and advised the employee accordingly. This
procedure applies to all subpoenas and summons received by an employee concerning a legal matter
involving the MPO.

Employees working other than during normal business hours may have their schedule changed at
the MPOQ'’s discretion to coincide with the judicial proceeding’s hours of attendance during the Civil
Leave period.

Court appearances for civil actions not involving public bodies will not receive leave with pay;
however, personal leave time may be requested.

13.Absence Without Authority

a.

None of the provisions of this Policy shall be interpreted or construed to circumvent or mitigate the
rule that: Any MPO employee absent from his/her position of employment without approval of his/her
direct supervisor or the Executive Director or notification to the direct supervisor or Executive Director
in the case of sick leave; for a period of two (2) consecutive workdays is considered to have resigned
and abandoned his/her position.

14.Meetings and Conferences

a.

An employee may request, and will be paid regular time, to attend job-related conferences or and/or
training seminars that are budgeted by the MPO for and considered in the best interest of the
employee’s service to the MPO. These requests must be approved by the MPO Executive Director, or
the direct supervisor, in advance. An employee requesting to attend unbudgeted job-related
conferences or meetings may request time off from said employee’s job with pay but conference fees
and per diem will be at the employee’s own expense. Requests for unpaid absences must be
approved by the MPO Executive Director.

15.Emergency Leave

a.

If the event of a death or critical illness of a member of an employee’s, or an employee’s spouse’s,
immediate family, an employee may be granted emergency leave upon request, in accordance with
the following guidelines. : “Immediate family”, as that term us used in this Section includes only
members of an employee’s household and natural or adopted children of non-custodial parents or
an employee’s or spouse’s hon-household parents, brothers, or sisters.

Employees whose workday normally consists of shifts of twelve (12) hours or less may be granted up
to (3) working days paid emergency leave. In the case of the death of the employee’s spouse, parent,
grandparent or child up to five (5) days emergency leave may be granted or five (5) calendar days to
attend to the immediate family member’s critical illness.

Use of emergency leave or sick leave for emergency leave purposes is not a matter of right. An
appointing authority may deny leave or grant less than the maximums.
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16.Personal Absences

a.

In cases of absences without pay (other than that leave taken as Family Medical Leave as discussed)
in excess of thirty (30) days, the MPO does not provide paid health or life insurance coverage during
the period of absence, nor does the employee earn any vacation or sick leave. Upon return to work
from this status, the employee will begin earning personal leave along with the appropriate insurance
coverage. Employees in an absence without pay status are responsible for making prearrangement
with the MPO Executive Director to provide insurance coverage during the absence. Employees will
be notified of their rights to this coverage under Consolidated Omnibus Budget Reconciliation Act of
1985, Public Law 99-272, 100 Stat. 82, as amended from time to time (COBRA) or the Florida Health
Insurance Coverage Continuation Act, s. 627.6692, Florida Statutes, as amended from time to time,
all as applicable.

17.Breaks in Service

a.

Termination of employment for more than seven (7) calendar days for any reason shall be considered
a break in service and will not be counted in determining an employee’s total length of service. In
computing total length of service, part-time work shall be counted as the percentage of part-time
work in relation to normal full-time work for the position and classification in question at the time
work was performed.

Paid personal leave absences shall be counted in computing the total length of service.

Temporary leaves of absences may be counted toward the total length of service provided the
absences do not exceed thirty (30) days. Except as provided in section referencing unpaid leaves of
absence which exceed thirty (30) days shall be considered breaks in service, and time after the
thirtieth (30th) day will not be counted in computing total length of service. Except as provided in
section referencing unpaid leaves of absence, the first thirty (30) days of a temporary leave of
absence may be counted as service, no benefits shall accrue during an unpaid leave of absence.

18.Domestic Violence Leave

a.

b.

Pursuant to Florida Statute § 741.313, an employee who has been employed for 3 or more months
is permitted to request up to 3 working days of paid or unpaid leave during any rolling 12 month
period if the employee, or a family or household member of the employee is the victim of domestic
violence, where such leave is taken to:

(1) Seek an injunction for protection against domestic violence or an injunction for protection
in cases of repeat violence, dating violence, or sexual violence;

(2) Obtain medical or mental health care for the employee or family or household member to
address injuries resulting from an act of domestic violence;

(3) Make the employee’s home secure from the perpetrator of domestic violence or to seek
new housing to escape the perpetrator; or

(4) Seek legal assistance or attend court proceedings arising from an act of domestic
violence.

Domestic violence leave shall be coded as paid vacation or sick leave (depending on whether the
reason for taking the leave is to seek medical treatment or not) to the extent the employee has
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sufficient balances in his or her relevant leave account. Otherwise, the leave shall be coded as no
pay.

Except in cases of imminent danger to the health or safety of the employee or family or household
member, an employee seeking domestic violence leave must provide appropriate advanced notice
of the leave request and may be required to produce sufficient documentation to support the
requested leave. To the extent an employee provides personal identifying information related to a
request for domestic violence leave, such information shall be maintained by the department as
confidential and exempt from public records disclosure, pursuant to Florida Statute §
741.313(4)(c)(2).

Employees who feel they are not being granted domestic violence leave should contact the
Fiscal/Administrative Manager to determine eligibility and obtain a suitable resolution to the matter.

19.Inclement Weather

a.

d.

The MPO recognizes the fact that inclement weather and other emergencies can affect the MPO’s
ability to open for business and the employee’s ability to get to work. The safety of our employees is
paramount in an emergency. No policy can cover every potential emergency, so this policy covers the
most common. Fortunately, emergencies and inclement weather days are infrequent, but these are
the guidelines for when they occur.

MPO Closure. When an emergency such as these examples occur, the MPO is closed:
(1) Electricity is out,
(2) Flooding affects transportation, or

(3) The governor declares a weather emergency and asks people to stay off the roads. We
will keep the MPO closed for the briefest period of time possible.

Pay for Employees

(1) During the time when the MPO is closed, exempt employees will receive their full salary
for their normal hours worked for up to one work week.

(2) Nonexempt employees and interns will not receive their hourly pay for their normally
scheduled hours. Unless, there is a way they can work from home or at another location.

(4) In return for this pay during the paid work week while the MPO is closed, employees are
expected to work at home, if feasible. Exempt employees will likely have the opportunity
to catch up on paperwork, work online (if power is available) or schedule remote meetings,
if other needed participants have access to a computer or portable devise with internet
service.

(5) Employees who's jobs usually require their physical presence at work can do such tasks
as developing an up-to-date job description or improving their workflow.

(6) Employees who had taken the day off will have the day subtracted from their allotted
vacation as would have occurred if the MPO did not close.

Notification
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(1) In an emergency, the Executive Director or direct supervisor will make every effort to notify
employees by phone of the closure through a call tree system. This assumes that all or
some employees have access to electricity and phones.

(2) When the employer is unable to notify employees of the closure, employees are asked to
use common sense and make their best assessment of the safety and practicality of the
situation. In a regional power outage, for example, employees will know that the MPO is
likely to have no power. No pressure is extended from this employer, at any time, that
would encourage employees to take unsafe chances to attend work.

e. Extending Employee Leave

(1) When the MPO closure ends, all employees are expected to report to work whether the
closure ends on day two or after that. Payment of salary or hourly wages ends on the day
the MPO reopens if the employee does not show up for work.

(2) Certain jobs can be completed from home if inclement weather continues in the region,
teleworking for exempt employees can be arranged, on an individual basis, with the
employee’s direct supervisor. Teleworking may also be available as an option for
nonexempt employees.

(3) Employees who cannot return to work at the end of the MPO closure must coordinate with
their direct supervisor. The MPO recognizes that some employees may need additional
time to repair extensive home damage, for mass transit to be available for transportation
to work, and a variety of other emergencies. These will be assessed on a case-by-case
basis.

f.  Part-Day Closure

(1) If an emergency event such as inclement weather or a power outage occurs, the Executive
Director may determine that the MPO will close mid-day. When the MPO closes mid-day,
employees are encouraged to leave immediately so that the conditions do not further
deteriorate and affect their ability to safely travel.

(2) Exempt employees who were, working at home with prior permission, or at the office on
the day of the partial day closure, will be paid their normal salary. Nonexempt employees
and interns will be paid for their scheduled hours of work, if able to telework as well. No
overtime will be paid.

(3) Employees who had taken the day off will have the day subtracted from their allotted
vacation time as would have occurred if the MPO did not close.

g. The Employee Needs Time for Repairs

(1) The MPO is aware that in emergencies or inclement weather emergencies, employees may
lose family members. They may lose their home and all regular activities such as school
and daycare. In any circumstances, all pay, leave, and attendance policies included here
will apply, regardless of the circumstances of the absenteeism.

(2) The MPQ’s bereavement policy will apply in the case of the death of a family member.

Extended unpaid leaves of absence are available, depending on the need. Employees
should communicate with their direct supervisor to make arrangements.
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Budget & Finance

NUMBER: 3.1

APPROVED: September 23, 2024March 272023

REVIEW BY: February2024-Every two years that before-the UPWP is due.

1. References

Interlocal Agreement for Administrative Services by and Between Manatee County and the
Sarasota/Manatee Metropolitan Planning Organization

State of Florida Department of Transportation MPO Agreement for PL Funds
23 CFR 450, Code of Federal Regulations

Section 339.175, Florida Statutes - Metropolitan Planning Organizations

2. Purpose and Scope

a.

The purpose and scope of this section is to provide a financial procedure document for the
expenditure of the Sarasota/Manatee Metropolitan Planning Organization (MPO) grant funds and
document the internal operating process for handling MPO funds and vendor payments.

3. Budget

a.

General Policies. The Unified Planning Work Program (UPWP) is a statement of work identifying the
planning priorities and activities to be carried out within the Sarasota/Manatee metropolitan
planning area. At a minimum, the UPWP includes a description of the planning work and resulting
products, who will perform the work, time frames for completing the work, the cost of the work, and
the source(s) of funds. 23 CFR §450.104. The MPO Governing Board shall have total review,
approval and adoption authority of the MPQO’s Unified Planning Work Program and operating budgets.
23 CFR §8§450.308(b) and 450.314(e); §339.175(9), F.S. The MPO Governing Board shall also have
full control over the use, programming and expenditure of MPO funds.

Unified Planning Work Program. The UPWP shall be developed and approved by the MPO bi-annually.
The fiscal year of the UPWP shall be from July 1st to June 30th. MPO staff shall be tasked to provide
a UPWP budget document bi-annually that will detail the expenditure of the department grant funds
by tasks and submit it for approval by the MPO Governing Board. A draft UPWP should be submitted
to the MPO Governing Board for review at its March or April meeting in the year of adoption. A final
UPWP should be approved by May 15t in the year of adoption.

Operating Budget. The MPO Operating Budget shall be developed in accordance with the UPWP
approved by the MPO annually. The fiscal year of the Operating Budget shall be from October 1st to
September 30th. MPO staff shall prepare a detailed expenditure and revenue (operating budget)
which is provided to the MPO’s Budget Analyst in the Manatee County Financial Management
Department to enter in the County’s format. A copy is also provided to the Manatee Clerk of the Court
(Finance Department) and is maintained within the County’s software program. A draft operating
budget shall be submitted for review by the Financial Management Department in mid-May of each
year. Afinal operating budget is approved at a Manatee County Board of County Commission meeting
every September. Manatee County includes MPO revenues and expenditures in the County budget
and pays MPO expenses from appropriated funds. Manatee County includes the MPO in the Annual
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County audit as is stated in the Interlocal Agreement for Administrative Services by and between
Manatee County and the MPO.

Modifications. Modifications to the UPWP that do not change the total budgeted amount- and do not
change the scope of the funded work task(s) do not require MPO Governing Board approval and shall
be processed by MPO staff with approval by the MPO Executive Director. The FDOT District Liaison
and FHWA are advised via a UPWP Revision form. The MPO Governing Board is notified via the update
UPWP.

The process of closing out UPWP will also be considered a Modification as long as it does not

gf.

ik

incorporate an increase in the bottom line of funding previously approved by the MPO Governing
Board. The process of closeout is considered a clerical process in which no new funding is added to
the budget. A final closeout revision to the UPWP will be provided to the MPO Governing Board at the
September meeting or as rescheduled. The same shall be processed by the MPO fiscal staff and
approved by the MPO Executive Director.

Amendments. Changes to the approved UPWP in which the scope of work task(s) is added to or
deleted are considered amendments. Any change in the total grant funding shall also be considered
an amendment. All amendments must be approved by the MPO Governing Board and by the FHWA.

Any changes to the MPO operating budget within the County’s finance software shall be processed
through a Line Item Transfer (LIT). All LITs shall be approved by the MPO Executive Director with the
exception that if the change is a result of a UPWP amendment, the MPO Governing Board shall
approve the LIT when approving the UPWP amendment. This shall be the only action needed for the
County Financial Management office to process the request. The Board of County Commissioners or
its staff shall have no authority over approving changes to the MPO operating budget.

MPO staff shall monitor the approved budgets and prepare invoices to the State of Florida so that
reimbursement is made back to the Manatee County Board of County Commissioners. The invoices
shall be prepared and, reviewed by assigned MPO Staff under the direction and ultimately approved
by the MPO Executive Director or designee.

MPO staff shall ensure that purchase order requisitions and vendor invoices are processed in a timely
manner utilizing Manatee County’s software program.

Local funds. As provided for in Sections 163.01(4), (5)(m) and 339.175(6)(g), Florida Statutes, and
in the Interlocal Agreement for the Creation of the MPO, the MPO may enter into contracts for the
performance of service functions of public agencies and may accept funds, grants, assistance, gifts
or bequests from local, state and federal sources. Local funds may be used as described in an
adopted UPWP for purposes, including lobbying, refreshments, travel, decorative furnishings,
employee moral programs, and other reasonable expenses including expenses not eligible for
reimbursement from state or federal funds.

4. Purchasing

a.

The purpose and scope of this section is to specify requirements for the establishment, use,
accountability, legal liability, and control of procurements and purchasing cards.

For procurements involving Federal Transit Administration (FTA) funds, the FTA Best Practices
Procurement Manual (most current version) will be utilized.

ltems or services to be purchased shall be researched and selection made based upon qualifications;

or lowest and/or most responsible price found, supported by competitive price quotes, except in the

case where the item or service is considered to be sole source or purchased under a state contract
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or other local Florida governmental contract, commonly referred to as “piggy-back” contract;
provided, that such contract meets relevant State of Florida and federal procurement requirements.
Purchasing practices described in this policy may be modified or updated to address written
requirements provided by FDOT, FHWA or FTA. Engineering, architecture, landscape architecture,
and surveying and mapping will be selected using the applicable methodology set forth in Section
287.055, Florida Statutes, as amended from time to time. Accounting professional services will be
selected using the methodology set forth in Section 218.391, Florida Statutes, as amended from
time to time. Professional services, not subject to the foregoing, shall be based primarily on
qualifications of the provider and types of service needed.

d. General purchases less than $10,000. Purchases required for the day to day general operating needs
of the office such as routine office supplies, minor office equipment and/or furniture costing less
than $10,000 (per item) may be authorized by the MPO Executive Director. If an item costs $2,500
or more, it shall be supported by at least 2 price quotes, except in the case where the item is
considered to be a sole/single source or included in a state contract.

e. Capital Purchases over $5,000. See generally 2 CFR §§200.319 and 200.320. Capital purchase
shall be defined as office equipment and/or office equipment in excess of $5,000 per item. 2 CFR
§8§200.12, 200.13, and 200.33. Capital purchases using federal funds, in whole or in part, shall
need the review and approval of the FHWA. 2 CFR §§200.363 and 200.407(f). Capital purchases
may be included as part of the UPWP. Once a UPWP is approved and adopted, no further Governing
Board approval shall be needed as such item is considered approved as part of the UPWP adoption
process. ltems to be purchased shall be researched and selection made based upon the lowest and
most responsible price found, supported by at least three (3) price quotes, except in the case where
the item is considered to be a sole source item or purchased under a state contract or other local
Florida governmental contract, commonly referred to as “piggy-back” contract. To qualify as sole
source vendor, documentation must be shown of attempts to locate-the item by searching the world
wide web, or other reasonable method, and confirming that the sole source provider is in fact the
only vendor having the capital item meeting the precise description of the item to be purchased. A
“sole source provider” shall be defined as one who is the only such provider in the State of Florida.
A capital purchase may be made with the Manatee County Purchasing Card (PCard) up to $52,5000.
If the purchase amount is over $52,0500, a “purchase order” must be generated. The purchase
order will then be sent to the vendor to order the item. A vendor must be able to provide a W-9 form,
to establish them as a vendor. Upon receipt of the vendor’s invoice, the MPO staff shall process and
submit the invoice to the Manatee County Finance Department for payment within five (5) MPO
workdays from receipt of the invoice.

f.  Purchasing Card. The MPO Executive Director shall be responsible for determining the need to assign
an MPO staff member a purchasing card. Purchasing Card procedures are detailed in the most

current Purchase Card Procedures approved by Manatee County-{eurrenths-asrevisedJuly-4,-2049),
Current spending limitations include a standard single transaction limit (STL) of $25.5000. MPO

employees shall receive Purchase Card training before issuance of a Purchase Card. Including the
exemptions stated in these Policies and Procedures, the MPO shall abide by the following applicable
Manatee County Board of County Commissioner’s policies related to:

(1) Purchasing Card Policy;

(2) Procurement via Purchase Card;

(3) Blanket Purchase Orders including Purchase Cards; and

4) Prompt Payment of Invoices.

5. Payroll and Check Distribution
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The purpose of this section is to standardize the collection of payroll information for entry into the
County payroll system, and for the distribution of payroll checks and U.S. Internal Revenue Service
W-2 forms.

All MPO staff members shall be required to submit a completed payroll timecard for entry in the
County s payroll system based on the County S payroII prooessmg schedule. AH—HmeearelsshaH—lee

; Fa|Iure of the employee to
submlt a completed t|meoard for processmg may result ina delay of payment to the employee. With
the exception of the payroll for the MPO Executive Director, designated Managers shall be solely
responsible for reviewing and signing off on staff’s timecard prior to authorization of payment. The
MPO Executive Director’s payroll shall be reviewed and approved by use of electronic signature, or
email communication received from the MPO Chair, or the Chair’s designee, who is a member of the

MPO Governing Board;—priorto—authorizationforpayment. The MPO Executive Director shall be

responsible for ensuring that staff is in compliance with this procedure.

6. Tangible Property/Assets

a.

The purpose of this section is to provide a documented inventory of the MPQ’s property obtained
through the expenditure of MPO grant funds.

MPO property shall be determined as all materials purchased through the expenditure of MPO grant
funds for the operation of the MPO office. All property obtained through the expenditure of MPO grant
funds shall be considered and are the property of the MPO. Expenditure of MPO grant funds for office
supplies, upgrades and/or replacement of computer hardware and software that are included as part
of the MPQO’s UPWP shall be considered authorized with the adoption of the UPWP budget. Such
purchases may be approved by the MPO Executive Director. The MPO shall continue to use the
Manatee County Board of County Commissioners’ Asset Management Department to monitor the
removal and disposal of MPO property, but at no time shall this property be considered the property
of the Manatee County Board of County Commissioners_including disposal. The MPO shall have the
autonomy to purchase its materials as deemed necessary for the proper function of the MPO and
shall at all times make purchases with the authorization of the MPO Governing Board (noted in the
UPWP) or Executive Director as appropriate.

Tangible Property Procedure. A detailed description of any capital purchases to be made shall be
included in the UPWP and operating budgets and shall be submitted for approval by the MPO
Governing Board. The MPO Executive Director shall have the authority to approve in writing the
purchase of day to day operating expenses. The MPO shall maintain an inventory list of capital
equipment or property for physical review once a year by the Manatee County Asset Management
Department and by FDOT upon request.

7. MPO Executive Director Approval Authority

a.

Purpose. The MPO is required to execute governmental documents related to administrative
operations. In the interest of efficiency, this policy is being established to allow the MPO Governing
Board to delegate the administrative functions of executing progress reports, fiscal tracking,
reimbursement requests and general operating contracts for services to the MPO Executive Director

or designee.

Types of Documents

(1) Fiscal. The MPO, which is funded by Federal and State grants, submits invoices and
progress reports on a quarterly basis for reimbursement of expenses incurred by the MPO.
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The MPO Executive Director or designee shall be authorized to approve all forms and fiscal
documents related to the administrative of these grants.

(2) Personnel. The MPO Executive Director shall maintain appropriate staff to support and
carry out the work products of the MPO. The MPO Executive Director shall be authorized
to approve all forms and administrative documents related to maintaining the MPO staff.

(3) Contracts

(@) Joint Participation Agreements (JPAs). All JPAs shall be approved by the MPO
Governing Board. In the event that a JPA requires minor, non-material modification,
after the MPO Governing Board has approved the original, the MPO Executive
Director shall be authorized to approve amendments that do not significantly alter
the intent or scope of the original JPA. The most common JPAs entered into by the
MPO are for the Federal Highway Administration (FHWA) Grant, the Federal Transit
Administration (FTA) Grant and other financial related grants or authorization of
funds such as the Long Range Transportation Plan or FDOT supplemental Funds. The
MPO Governing Board shall be notified of any significant changes made to approved
JPAs at its next scheduled meeting.

(b) Operating Contracts. The MPO outsources services to both enhance productivity and
to provide services that cannot be performed by staff. These contracts typically
include printing services, copier contracts and other contracts necessary to perform
the day to day operations of the MPO office. The MPO Executive Director shall be
authorized to approve and execute all of these types of contracts.

(c) Special Service Contracts. The MPO Governing Board shall approve the selection of
vendors and contracts for special services that include general planning consultants,
legal services, or other service contracts of significance to the MPO. The MPO
Executive Director shall be authorized to approve minor changes to these contracts
as long as they do not change the scope or intent of the original contract. The
Executive Director is authorized to approve minor budget changes and work orders
as necessary; provided, that the total amount of the contract as amended shall not
exceed by more than five percent (5%) (the amount of the originally approved
contract.)

c. Emergency Circumstances. Emergency situations may arise from time to time that require immediate
action and may not be postponed until the next scheduled MPO Board meeting. This policy addresses
two types of emergency situations:

(1) Time Deadlines. Due to unforeseen circumstances, time constraints may dictate
action on an item prior to the next MPO meeting. Under such circumstances, the MPO
Executive Director shall confer with the MPO Chair, or in the Chair’s absence or unavailability,
the Vice Chair on appropriate action to be taken. If the Chair or Vice Chair is not available,
the MPO Executive Director, using the Director's best judgment and in keeping with
established MPO policies, shall be granted authority to make said decision up to $10,000.
The MPO Executive Director shall report on the item at the next scheduled MPO meeting. This
authority is limited to operational situations only, and under no circumstances is the MPO
Executive Director authorized to approve any item that is related to establishing a policy or
making a statement of position for the MPO Governing Board without approval from the MPO
Governing Board.

(2) Natural/Man-made Disasters. The MPO Executive Director shall be granted
authorization to execute general governmental documents that are in the best interest of the
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MPO in the event of a natural or man-made disaster. The procedures followed under this type
of emergency shall adhere to the guidelines established in the MPQO’s Continuity of Operations
Plan (COOP).
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Title VI and Civil Rights

NUMBER: 4.1

APPROVED: Mareh27,2023September 23, 2024

REVIEW BY: March 2026

1. References

a. The Public Health and Welfare, 42 USC § 21.2000d
b. National Environmental Policy Act, 43 USC § 4321
c. Civil Rights Restoration Act of 1987, Public Law No. 100-259
d. MPO Joint Certification and Assurances, Title VI/Non-Discrimination Assurance dated April 23, 2018
e. Rehabilitation Act of 1973, 29 USC §701
f. Age Discrimination in Employment Act, 29 USC §621 and 6101 et seq.
g. Florida Civil Rights Act, §760.01 et seq.
h. Americans with Disabilities Act of 1990, PL Chapter 101-336
2. Purpose
a. Title VI of the Civil Rights Act of 1964 as amended, and related laws including the Civil Rights
Restoration Act of 1987, Public Law No. 100-259, Rehabilitation Act of 1973, 29 USC §701, Age
Discrimination in Employment Act, 29 USC §621 and 6101 et seq., and the Florida Civil Rights Act,
8§760.01 et seq., prohibit discrimination on the basis of race, color, sex, age, disability, religion,
pregnancy, marital status, familial status, retaliation, and national origin in programs and activities
receivingfederalfinancial assistance. Asasub-recipientofthe Florida Department of Transportation, the
Sarasota/Manatee Metropolitan Planning Organization (MPO) has in place a Title VI complaint
procedure.
3. Complaints
a. Any person who believes that said person, or any specific class of persons, has been subjected to

discrimination orretaliation, by any MPO programs or activities, as prohibited by Title VI of the Civil Rights
Act of 1964, and related statutes, may file a written complaint. All written complaints received by the
MPO shall be referred immediately by the MPO Title VI Coordinator, to the District One Title VI
Coordinator, for processing in accordance with approved State procedures. Written complaints may be
sent to:

Ryan Brown, Deputy Director/Planning ManagerGrace-Seigousky;Public-tvolvement-Coordinator

b.

Sarasota/Manatee Metropolitan Planning Organization
8100 15th Street East

Sarasota, Aorida 34243- / Ryan@mympo.org/-grace@mympo-org

F*“{ Formatted: Left, Right: 0.82", Space Before: 0.1 pt

Verbalandnon-written complaints received by the MPO shall be resolved informally by the MPO’s Title
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https://www.govinfo.gov/content/pkg/USCODE-2011-title42/html/USCODE-2011-title42-chap21.htm
https://www.faa.gov/about/office_org/headquarters_offices/ast/licenses_permits/htm/nepa/
https://www.govtrack.us/congress/bills/100/s557/summary#libraryofcongress
https://www.congress.gov/bill/101st-congress/senate-bill/933
mailto:Ryan@mympo.org

VI Coordinator. If the issue has not been satisfactorily resolved through informal means, or if at any
time the complainant(s) requests to file a formal written complaint, the Complainant shall be referred
immediately by the MPO Title VI Coordinator to the FDOT’s District One Title VI Coordinator for
processinginaccordance with approved State procedures. If the complaint refers to a partner agency

the complaint will be forwarded to the appropriate person to initiate their Title VI process, //{ Formatted: Condensed by 1.15 pt

c. The MPO TitleVICoordinatorwilladvisethe FDOT’sDistrictOneTitle VICoordinatorwithinfive (5)calendar
days of receipt of the verbal and non-written allegations. The following information will be included in
every notification to the FDOT’s District One Title VI Coordinator:

(1) Name, address, and phone number of the Complainant.

(2) Name(s) and address(es) of the Respondent.

(3) Basisof complaint(i.e., race, color, national origin, sex, age, disability, religion, familial
status, marital status, pregnancy, or retaliation).

(4) Date of alleged discriminatory act(s).

(5) Date complaint received by the MPO.

(6) A statement of the complaint.

(7) Other agencies (state, local or Federal) where the complaint has been filed.

(8) An explanation of the actions the MPO has taken or proposed to take to resolve the
allegation(s)inthe complaint.

d. Withinten (10) calendar days,the MPO Title VI Coordinator will acknowledgereceiptoftheallegation(s),
inform the Complainant of action taken or proposed action to process the allegation(s), and advise the
Complainant of other avenues of redress available, such as the FDOT’s Equal Opportunity Office (EQO).

e. Within sixty (60) calendar days, the MPO Title VI Coordinator will conduct and complete a review of the
verbal or non-written allegation(s) and based on the information obtained, will render a
recommendation for action in a report of findings to the MPO Executive Director.

f.  Withinninety (90) calendar daysoftheverbalornon-writtenallegation(s) receipt, MPO Executive Director
will notify the Complainant in writing of the final decision reached, including the proposed disposition of
the matter. The notification will advise the Complainant of his/her right to file a formal written complaint
withthe FDOT’s EOO if they are dissatisfied with the final decision rendered by theMPO. The MPO'’s Title
VI Coordinator will also provide the FDOT’s District One Title VI Coordinatorwith a copy of this decision
and summary of findings.

4. Documentation

a. The MPO'’s Title VI Coordinator will maintain a log of all verbal and non-written complaints
received by the MPO. The log will include the following information:

(1) Name of Complainant.

(2) Name of Respondent.
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(3) Basis of Complaint (i.e., race, color, national origin, sex, age, disability, religion,
familialstatus, marital status, pregnancy, or retaliation).

(4) Date verbal or non-written complaint was received by the Title VI Coordinator.

(5) Date MPO notified the FDOT’s District One Title VI Coordinator of the verbal or
non-written complaint.

(6) Explanation of the actions the MPO has taken or proposed to take to resolve the
issue raised inthe complaint.

5. Americans With Disabilities Act

a. The Sarasota/Manatee Metropolitan Planning Organization will comply with the Americans
with Disabilities Act of 1990, Public Law 101-336, July 26, 1990, 104 State.327, as
amended. Reasonable accommodations will be made for qualified individuals with known
disabilities unless doing so would result in an undue hardship. This policy governs all
aspects of employment, including selection, job assignment, compensation, discipline,
termination, and access to benefits and training.

b. An employee, or applicant, requesting reasonable accommodation in their employment,
should contact the Executive Director. The Executive Director will assist that person in
determining the necessary accommodation.

c. Employees who are unable to perform the essential functions of their job even with
reasonable accommodations may be subject to non-disciplinary separation.

d. For more information see the attached Sarasota/Manatee MPQ'’s Title VI and Americans
with Disabilities Act (ADA) Plan.
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Sarasota/Manatee Metropolitan Planning Organizations (MPO)
Title VI and Americans with Disabilities Act (ADA) Plan

Introduction

As a recipient of Federal funds, the Sarasota/Manatee Metropolitan Planning Organization (MPO) is required
to issue a policy statement expressing a commitment to the non-discrimination provisions of Title VI of the
Civil Rights Act of 1964 and the Americans with Disabilities Act (ADA) of 1990 and related federal and state
nondiscrimination statutes and regulations. This document highlights the MPQ's efforts with regards to Title
VI, ADA and related federal and state statutes and regulations compliance.

Title VI of the Civil Rights Act, and related federal and state nondiscrimination statutes and regulations
prohibits discrimination based on race, color or national origin, sex, age, disability, family, or religious status,
in_programs, activities or services receiving federal financial assistance. To address these federal
requirements, the MPO has developed a Title VI and ADA Plan. The following sections provide a summary of
the MPQ's activities relating to those requirements.

Nondiscrimination Commitment
This Title VI and Americans with Disabilities Act (ADA) Plan is our commitment to serving the public without
discrimination and includes:

e How we will comply with federal and state requirements associated with nondiscrimination and the
transportation planning process.

e Community characteristics data for Manatee and Sarasota counties to ensure that planning
products analyze, mitigate, minimize, or avoid disproportionate and adverse impacts on
communities traditionally underserved in the planning process.

o A self-assessment with information on frequency of contact with limited English proficiency
persons, vital programs or services, and cost of resources.

e Alanguage assistance plan using results from the organization’s self-assessment to identify
potential needs in the three-county area and resources available to provide meaningful access to
the organization’s programs, services, and activities.

e A processing procedure for discrimination complaints.

This plan works in concert with the organization’s Public Participation Plan, which identifies specific tactics
for outreach and involvement.

Civil Right/Derechos Civils

Your Civil Rights

What are Civil Rights?

Civil rights laws and regulations protect individuals from unfair treatment, or discrimination.

Did you know?

If you believe you have experienced discrimination based on race, color, national origin, age, sex, religion,
disability, or family status, you have the right to file a written or verbal complaint with Sarasota/Manatee
MPO. See Appendix A for instructions on how to file a complaint.

Sus Derechos Civiles
2 Qué Son Los Derechos Civiles?
Las leyes y regulaciones de derechos civiles protegen a las personas de trato injusto o discriminacién.

;Sabias?
Si cree que ha sufrido discriminacion por motivos de raza, color, nacionalidad, edad, sexo, religion,
discapacidad o estado familiar, tiene derecho a presentar una queja por escrito o verbal con
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Sarasota/Mantee MPO. Consulte el “Appendix B” para obtener instrucciones sobre cémo presentar una
queja.

Title VI/ADA Coordinator
Sarasota/Manatee MPO designates Ryan Brown, Deputy Director/Planning Manager, as the individual
responsible for oversight and implementation of the Title VI Program. Ryan Brown can be reached at 941-
359-5772 or Ryan@mympo.org. Hearing impaired persons can call the Florida Relay System at #711.
Ryan Brown, Deputy Director/Planning Manager
Sarasota/Manatee MPO
8100 15t Street East
Sarasota, FL 34243
Email : Ryan@mympo.org
Phone : 941-359-5772

The Title VI coordinator’s responsibilities include delivering related services, staff training on the plan’s
policies and procedures, and ongoing monitoring and assessment of the plan’s effectiveness. The Title VI
coordinator has direct access to Sarasota/Manatee MPO Executive Director to quickly resolve any Title VI
issues that may arise.

Title VI/ADA Training

This plan will be updated every three years to: (1) ensure compliance with federal and state law, (2) update
demographic statistics to accurately track the region’s population, (3) confirm the MPO Board’s commitment
to nondiscrimination, and (4) provide an assessment of the plan’s effectiveness in addressing Title VI
nondiscrimination objectives. The plan will be reviewed annually by staff to ensure effectiveness. MPO staff
receive annual training to ensure awareness of and sensitivity to the needs of underserved individuals.

Title VI Notices Locations
Sarasota/Manatee MPOQ Title VI nondiscrimination notice is posted in our office, on MyMPO.org in the Title
VI section, and at public meetings as needed.

Title VI and ADA Plan

The MPO has a goal not to discriminate against any person with respect to any MPO program, activity, or
service. To meet this goal, the MPO has developed a Title VI and ADA Plan pursuant to Title VI of the Civil
Rights Act of 1964 and the Americans with Disabilities Act of 1990 and related federal and state
nondiscrimination statutes and regulations. The MPQ's Title VI and ADA Plan defines Title VI and ADA and
includes a written process on how to file a Title VI or an ADA complaint should one arise and describes the
complaint investigation process.

The MPO will make every effort to ensure that its facilities, programs, services, and activities are accessible
to those with disabilities. The MPO encourages the public to report any facility, program, service, or activity
that appears inaccessible to those who are disabled.

Questions, concerns, comments, or requests for accommodation should be made to the MPQ'’s Title VI/ADA
Coordinator.

Public Notification Process

The MPQ'’s goal is not to discriminate against any person with respect to an MPO program, activity, or service.
This commitment is incorporated into all public outreach efforts to engage all segments of the population in
the MPQ'’s planning process. The MPO actively provides information regarding its Title VI and ADA obligations
to the public using a variety of methods.

Information (such as reference to Federal circulars and the MPQ’s Title VI and ADA Plan and complaint
procedure) is available, upon request at the MPQ’s office, on the MPQ’s website and is provided to staff,
citizens, consultants, subgrantees and contracted providers. The Notice of nondiscrimination policy is

4.1-5


mailto:Ryan@mympo.org
mailto:Ryan@mympo.org

included in all MPO contracts, public meetings and bid advertisements.

The MPO shall require itself and each subgrantee and service provider to certify each year that there have
been no Title VI or ADA complaints or lawsuits. As a policy, MPO staff are educated on the Title VI and ADA
requirements. The entire nondiscrimination clauses shall be included in all consultant contracts and
subgrantee agreements.

The following statement is posted at MPO facilities: “The MPO does not discriminate on the basis of race,
color, national origin, sex, age, disability, family or religious status in administration of its programs, activities
or services."

To find out more, visit: www.mympo.org
Contact: Ryan Brown, Deputy Director/Planning Manager
8100 15t Street East Sarasota, FL 34243
Email: Ryan@mympo.org
Phone: 941-359-5772

Inclusive Public Participation

The MPO shall seek out and consider viewpoints of low-income, minority, elderly, disabled, Limited English
Proficiency (LEP), ethnic and religious groups while conducting public outreach and involvement activities
regarding planning activities. These public outreach activities may include:

a) MPO website and Publications: The MPO includes information on its website regarding MPO
planning activities. Activities are also included in the MPO newsletter.

b) MPO meetings are regularly re-broadcasted on a local public television station. The MPO can
supply documents, upon request, in a variety of alternative formats. Vital documents and those
documents having a wide distribution may be translated into foreign languages, as appropriate,
based on federally mandated assessments.

¢) Public Meetings and Workshops: MPO staff hosts and participates in many public meetings and
workshops to share information about MPO programs, activities, and services and to collect
information from users of these programs. All MPO sponsored meetings or workshops are
conducted in ADA accessible locations and have readily available access to transit. Availability
of accessibility assistance is included in each meeting and workshop notice. Meetings are held
in facilities close to the target audience. When conducting public meetings and workshops, if
needed, staff shall make reasonable attempts to provide meaningful access including having
translators, hearing devices for persons with hearing difficulties, accessible facilities, and
suitable materials in alternative formats available.

d) Public Hearings: The MPO conducts formal public hearings and provides opportunities for
citizen input on MPO programs and planning activities. Public hearings are conducted
periodically and as required by law for a wide variety of topics. Public Hearing notices are
placed in the local newspapers of general circulation, are mailed and emailed to MPO mailing
list, and posted on the MPQ’s website.

e) Surveys: The MPO may utilize survey instruments on its website, distributed through e- mail and
direct mail and at various workshops to collect public input. Surveys are often tailored to
information from targeted populations, such as the elderly or minority persons, and will be
designed to include the collection of gender, ethnicity, and racial data. Staff consider the needs
of those who cannot read or write and will verbally read the survey and record the respondent's
comments upon request.
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All Public Participation materials may be made available in alternative formats such as large type.

Record of Title VI/ADA Activities and General Reporting Requirements
a) Alist of all-active lawsuits or complaints alleging discrimination based on race, color, national
origin, etc., with respect to service or other transit benefits:

The MPO has no active lawsuits, nor is aware of any complaints based on race, color or national
origin sex, age, disability, family, or religious status at this time.

b) A description of all pending applications for financial assistance currently provided by Federal
agencies to the grantee:

The MPO regularly receives pass through or direct funding from the Federal Aviation Administration,
Florida Department of Transportation, Federal Transit Administration, Federal Highway
Administration, the Office 5 of Housing and Urban Development, U.S. Department of Justice, Federal
Emergency Management Agency, and U.S. Department of Energy.

¢) A summary of all civil rights compliance reviews conducted by other local, state, or federal agencies
in the last three (3) years. None.

Record of Title VI/ADA Investigations, Complaints or Lawsuits

The MPO will maintain a file for active, as well as inactive or closed Title VI and ADA complaints,
investigations, and lawsuits for longer than three (3) years or the period required for retention of such
records set forth in the Florida Public Records Act Retention Schedule after the complaint, investigation, or
lawsuit becomes inactive or is resolved. To date, no complaints have been received.

Sub-Recipient Title VI/ADA Assistance and Guidance

If such agreements are entered into with either party, it will actively assist each subrecipients/subgrantees
in complying with the general Title VI/ADA reporting requirements and work closely the Florida Department
of Transportation, the Federal Highway Administration, Federal Transit Administration, Federal Aviation
Administration, the US Department of Energy, US Department of Justice, Office of Housing and Urban
Development or other appropriate agencies to ensure substantial compliance with nondiscrimination
regulations.

Title VI/ADA Complaint Process and Procedures
MPOQ Discrimination Complaint Procedure:

Title VI of the Civil Rights Act of 1964, the ADA of 1990 as amended and related Federal and state
nondiscrimination statutes and regulations, prohibit discrimination based on race, color, national origin sex,
age, disability, family or religious status for programs, activities and services receiving federal financial
assistance. As a recipient of federal financial assistance, the MPO has in place a Title VI and ADA complaint
procedure:

a) Any person who believes that they, or any specific class of persons, has been subjected to
discrimination or retaliation, by the MPO in administration of any program, activity, or service, as
prohibited by Title VI of the Civil Rights Act of 1964 or the Americans with Disabilities Act (ADA) or
related statutes, may file a complaint with the MPO designated ADA Coordinator. It is preferred that
complaints be submitted in written format, such as letter or email. However, if the complainant
cannot, due to a disability, submit a written complaint, the ADA Coordinator will explore alternative
means of filing grievances, such as recorded statements, personal interviews, or phone calls.
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All written complaints regarding Title VI or ADA received by MPO shall be referred immediately by the
Title VI/ADA Coordinator to FDOT's Title VI, ADA, or the appropriate agency Coordinator for processing
in accordance with approved State procedures.

Written complaints may be sent to:

Ryan Brown, Deputy Director/Planning Manager
8100 15t Street East Sarasota, FL 34243
Email: Ryvan@mympo.org
Phone: 941-359-5772

Complaints must include information about the individual filing the claim such as name, address,

c)

email, and phone number; the location, date, and description of the alleged violation; the name of
the program or staff member that failed to comply; and the efforts, if any, made by the complainant
to achieve voluntary compliance.

The complaint should be submitted by the complainant as soon as possible after the alleged

d)

noncompliance but not later than sixty (60) calendar days after the alleged violation.

Within thirty (30) calendar days after receipt of the complaint by the Title VI/ADA Coordinator, the

Title VI/ADA Coordinator or authorized designee will contact the complainant to review the
complaint for completeness and accuracy and obtain any additional needed information. Within
sixty (60) calendar days thereafter, the Title VI/ADA Coordinator will provide the complainant with a
written response. Where appropriate, the response will be provided in a format accessible to the
complainant. The response will explain the position of the MPO and offer options for substantive
resolution of the complaint. The MPQO’s desired outcome in these cases will always be to work as
much as possible arriving at a positive resolution of the subject of any ADA complaint. Therefore,
the initial response to any complaint will never foreclose additional resolution discussions or
suggestions from either the MPO or the complainant.

The MPQ’s Title VI/ADA Coordinator will advise the FDOT's Title VI, ADA, or other appropriate agency

f)

Coordinator, within thirty (30) calendar days of receipt of the allegations. The following information
will be included in every notification to the FDOT's Title VI, ADA, or other appropriate agency
Coordinator:

a. Name, address, and phone number of the Complainant.

b. Name and address of the MPO.

c. Basis of complaint (i.e., race, color, national origin, sex, age, disability, religion, familial
status, or retaliation).

d. Date of alleged discriminatory act(s).

e. Date complaint received by the MPO.

f. A statement of the complaint.

g. other agencies (state, local or Federal) where the complaint has been filed if known to the
MPO; and

h. An explanation of the actions the MPO has taken or proposed to resolve the allegation(s)
raised in the complaint.

Confidential information: Persons making complaints may, if needed to verify their disability, submit

medical information. However, any records submitted, unless exempt or confidential under Florida

or Federal Law, will be subject to inspection under the Florida Public Records Act.
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Records: All records made or received by the Title VI/ADA Coordinator associated with complaints of non-
compliance will be retained by the Title VI/ADA Coordinator’s office for the longer of three (3) years or the
period required for retention of such records set forth in the Florida Public Records Act Records Retention
Schedule.

Access for LEP Persons

To provide meaningful access to MPO programs, activities and services to persons who are Limited English
Proficient (LEP), the MPO has assessed LEP needs in the MPQ’s area of jurisdiction. This LEP Plan shall
serve as a training tool and guide for MPO staff on how to recognize a person who may need language
assistance and how to provide that assistance. The MPO has identified communities of Spanish speaking
residents within the MPQ’s area of jurisdiction. According to the U.S. Census Bureau, data on the population
speaking a language other than English is 15.5%. The MPO has had no requests for translation services
come in for public meetings, nor has it been an issue during meetings or workshops. The MPO has an
employee who may be available for translation service, or the MPO will use a low-cost multi-language
telephone service, such as Applied Language Solutions. LEP factors will be reviewed yearly to assess the
need for LEP offerings.

Recipient LEP Assistance and Guidance

If sub-agreements are entered into, the MPO will actively assist each recipient in complying with the general
LEP requirements and work closely the FHWA, FTA, FDOT or other appropriate agencies to ensure substantial
compliance with nondiscrimination regulations. If such agreements are entered into, the MPO shall assist
its recipient as follows:

a) Recipient will be provided with a copy of and/or the Internet link to the MPQO’s LEP plan. The LEP
plan shall also include information on informing beneficiaries of their rights under Title VI and ADA
and the procedures on how to file a complaint.

b) MPO recipient contracts or agreements shall include the Nondiscrimination Statutes and
Regulations Contract Clauses.

c) The MPQ’s Title VI/ADA Coordinator shall monitor the flow down of LEP requirements associated
with the recipient third party contracts.

Record of Language Assistance

The MPO shall maintain a file for language assistance requests. All records made or received by the Title
VI/ADA Coordinator associated with complaints of non-compliance will be retained by the Title VI/ADA
Coordinator’s office for longer than three (3) years or the period required for retention of such records set
forth in the Florida Public Records Act Records Retention Schedule.

Required Consultant and Subgrantee Title VI and ADA and Related Federal and State Nondiscrimination
Statutes and Regulations Contract Clauses

As a policy, the following civil rights clauses regarding non-discrimination shall be included in all MPO
contracts and subgrantee agreements:

CIVIL RIGHTS - The following requirements apply to this AGREEMENT:

a) Nondiscrimination- In accordance with Title VI of the Civil Rights Act of 1964, as amended, 42
U.S.C. § 2000d, section 303 of the Age Discrimination Act of 1975, as amended, 42 U.S.C. § 6102,
section 202 of the Americans with Disabilities Act of 1990,42 U.S.C. § 12132, and Federal transit
law at 49 U.S.C. § 5332:

1) The CONSULTANT or SUBGRANTEE shall not discriminate based on race, age, creed, disability,
marital status, color, national origin, or sex in the performance of this contract. The
CONSULTANT or SUBGRANTEE shall carry out applicable requirements of 49 CFR Part 26 in the
award and administration of (Florida Department of Transportation, the Federal Highway
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Administration, Federal Transit Administration, Federal Aviation Administration, the US
Department of Energy, US Department of Justice, or Office of Housing and Urban Development)
assisted contracts. Failure by the CONSULTANT or SUBGRANTEE to carry out these
requirements is a material breach of this AGREEMENT, which may result in the termination of
this AGREEMENT or such other remedy, as the MPO deems appropriate.

2) Each subcontract the CONSULTANT or SUBGRANTEE signs in regard to this federal aid PROJECT
must include the assurance in this paragraph (see 49 CFR 26. 13(b). The CONSULTANT or
SUBGRANTEE agrees to comply with all applicable federal implementing regulations and other
implementing requirements the Federal government may issue.

b) Equal Employment Opportunity - The following equal employment opportunity requirements apply to
this AGREEMENT:

1) Race, Color, Creed, National Origin, Sex - In accordance with Title VI of the Civil Rights Act of
1964, as amended, 42 U.S.C. § 2000e, and Federal transit laws at 49 U.S.C. § 5332, the
CONSULTANT or SUBGRANTEE agrees to comply with all applicable equal employment
opportunity requirements of U.S. Department of Labor (U.S. DOL) regulations, "Office of Federal
Contract Compliance Programs, Employment Opportunity, Department of Labor/1 41 C.F.R.
Parts 60 et seq., (which implement Executive Order No. 11246, "Equal Employment
Opportunity," as amended by Executive Order No. 11375, "Amending Executive Order 11246
Relating to Equal Employment Opportunity/' 42U.S.C. § 2000e note), and with any applicable
Federal statutes, executive orders, regulations, and Federal policies that may in the future
affect construction activities undertaken in the course of the PROJECT.

The CONSULTANT or SUBGRANTEE agrees to take all reasonable steps to ensure that applicants
are employed, and that employees are treated during employment, without regard to their race,
color, creed, national origin, sex, or age. Such action shall include, but not be limited to, the
following: Employment, upgrading, demotion or transfer, recruitment or recruitment advertising,
layoff, or termination; rates of payer other forms of compensation; and selection for training,
including apprenticeship. In addition, the CONSULTANT or SUBGRANTEE agrees to comply with
any implementing requirements the Federal government may issue.

2) Age- In accordance with Section 4 of the Age Discrimination in Employment Act of 1967, as
amended, 29 U.S.C. § 621 through 634 and Federal transit law at 49 U.S.C. § 5332, the
CONSULTANT or SUBGRANTEE agrees to refrain from discrimination against present and
prospective employees for reason of age. In addition, the CONSULTANT or SUBGRANTEE agrees
to comply with any implementing requirements the Federal government may issue.

Disabilities- In accordance with section 102 of the Americans with Disabilities Act, as amended,
42 U.S.C. § 12112, the CONSULTANT or SUBGRANTEE agrees that it will comply with the
requirements of U.S. Equal Employment Opportunity Commission, "Regulations to Implement
the Equal Employment Provisions of the Americans with Disabilities Act," 29 C.F.R. Part 1630,
pertaining to employment of persons with disabilities. In addition, the CONSULTANT or
SUBGRANTEE agrees to comply with any implementing requirements the Federal government
may Issue.

3

=

4) Access to Services for Persons with Limited English Proficiency- To the extent applicable and
except to the extent that the Federal agency determines otherwise in writing, the CONSULTANT
or SUBGRANTEE agrees to comply with the policies of Executive Order No. 13166, "Improving
Access to Services for Persons with Limited English Proficiency, u 42 U.S.C. 9 § 2000d-I note,
and with the provisions of U.S. DOT Notice, "DOT Guidance to Recipients on Special Language
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Services to Limited English Proficient (LEP) Beneficiaries:'66 Fed. Reg. 6733 et seq., January
22, 2001. The MPQ’s LEP Plan is available in the Title VI/ADA plan at MPO facilities or may be
viewed online at www.mympo.org.

5) Drug or Alcohol Abuse- Confidentiality and Other Civil Rights Protections- To the extent
applicable, the CONSULTANT or SUBGRANTEE agrees to comply with the confidentiality and
other civil rights protections of the Drug Abuse Office and Treatment Act of 1972, as amended,
21 U.S.C. 8§ 1101 et seq. with the Comprehensive Alcohol Abuse and Alcoholism Prevention,
Treatment and Rehabilitation Act of 1970, as amended, 42 U.S.C. §§ 4541 et seq. and with the
Public Health Service Act of 1912, as amended, 42 U.S.C. §§ 201 et seq. and any amendments
to these laws.

6) Other Nondiscrimination Laws- The CONSULTANT or SUBGRANTEE agrees to comply with all
applicable provisions of other federal laws, regulations, and directives pertaining to and
prohibiting discrimination, except to the extent the Federal Government determines otherwise
in writing. The CONSULTANT or SUBGRANTEE also agrees to include these requirements in each
subcontract financed in whole or in part with federal assistance, modified only, if necessary, to
identify the affected parties.

Titulo VI: Procedimiento de Queja

La Organizacién Metropolitana de Planificacion de Sarasota/Manatee (EI MPO) busca cumplir con las
necesidades de transportaciéon de su diversa y vibrante comunidades en los condados de Sarasota y
Manatee. El MPO estd comprometido con no tan solo considerar las necesidades de transportacién de
ambos condados, sino que también busca la participacion y opinién de la comunidad. De acuerdo con Titulo
VI del Acta de Derechos Civiles de 1964 y otras autoridades de no discriminacién federales y estatales, el
Sarasota/Manatee MPO nunca negara los beneficios de, excluir la participacion o discriminar en contra de
ninguna persona a base de raza, color, nacionalidad, sexo, edad, discapacidad, religién o estatus familiar.
La ley indica que los recipientes de fondos federales, como organizaciones de planificacion de
transportacion, deben de cumplir con Titulo VI del Acta de Derechos Civiles de 1964, Seccion 504 del Acta
de Rehabilitacion de 1973, el Acta de Americanos con Discapacidades de 1990 (ADA), y otras autoridades
de no discriminacion, asegura que ninguna persona sera sujeta a discriminacion a base de raza, color,
nacionalidad, sexo, edad, discapacidad, religién y estatus familiar en el trabajo y/o por proveer servicios del
gobierno.

El Titulo VI/Politica de No Discriminacion trabaja en conjunto con el Plan de Participacion Puablica y el Plan
de Ingles Limitado, el cual identifican tacticas de alcanzar e involucrar a la comunidad. La participacién del
publico es solicitada sin importar raza, color, origen nacional, edad, sexo, religion, discapacidad o estatus
familiar. Personas que necesiten algin acomodo razonable bajo el Acta de Americanos con Discapacidades
0 personas que deseen servicios de traduccion (libre de costo) debe de contactarse con David Machado al
941-359-5772 o enviar un correo electronico a Ryan@mympo.org por lo menos con siete (7) dias de

adelanto.
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Sarasota/Manatee Metropolitan Planning Organization
Title VI Program and Related Statutes Discrimination Complaint
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Complainant(s) Name:

Complainant(s) Address (Street No, P.O. Box, City, State, Zip Code):

Lomplainant(s) Phone Number:

/{ Formatted:

Font:

Franklin Gothic Book

/{ Formatted:

Font:

Franklin Gothic Book

Name of person(s) who allegedly discriminated against you, their position (if known), and name of agency:

/{ Formatted:

Font:

Franklin Gothic Book

Address (Street No, P.O. Box, Etc.) City, State, Zip Code:

/{ Formatted:

Font:

Franklin Gothic Book

Date of Alleged Incident:

/{ Formatted:

Font:

Franklin Gothic Book

Discrimination Because Of:

/{ Formatted:

Font:

Franklin Gothic Book

Race Retaliation /{ Formatted: Font: Franklin Gothic Book
Sex Familial Status /{ Formatted: Font: Franklin Gothic Book
Religion Color /{ Formatted: Font: Franklin Gothic Book
N \ Age /{ Formatted: Font: Franklin Gothic Book
Disability lncome Status /{ Formatted: Font: Franklin Gothic Book
Other /{ Formatted: Font: Franklin Gothic Book

Please list the name(s) and phone number(s) of any person, if known, that the Sarasota/Manatee MPO could contact for|

additional information to support or clarify you allegation(s).

/{ Formatted:

Font:

Franklin Gothic Book
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Please explain as clearly as possible how, why, when and where you believe you were discriminated against. Include as much
background information as possible about the alleged acts of discrimination. Additional Pages may be attached if needed.

/{ Formatted:

Font:

Franklin Gothic Book

Complainant(s) Signature:

Date of Signature:

/{ Formatted:

Font:

Franklin Gothic Book

Mail to: Ryan Brown, Deputy Director/Planning Manager, Sarasota/Manatee Metropolitan Planning Organization, 8100

15th Street East, Sarasota, Florida 34243
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Font:

Franklin Gothic Book

SARASOTA/MANATEE METROPOLITAN PLANNING ORGANIZATION'S PROGRAMA DE TiTULO VI Y OTROS

ESTATUTOS 3
QUEJAS DE DISCRIMINACION

4.1-20

Formatted:

Font:

Franklin Gothic Book

Formatted:

Font:

Franklin Gothic Book




NOMBRE TELEFONO

Direccioén Postal (No. Calle, P.O. Box, Etc.) Ciudad, Estado, Cédigo Postal

Nombre(s) de la(s) Persona(s) quien discriminé en tu contra, Posicioén (si conoces) y el
Nombre de la Agencia:

Direccion (No. Calle) Ciudad, Estado, Cédigo Postal

Fecha del incidente alegado:

Discriminacion por:
0 Raza

o Represalias

O Sexo

o Estatus Familial
o Religion

o Color

o Origen Nacional
o Edad

o Disabilidad

Explique lo sucedido y como discriminarén en su contra, en la parte de atras del
formulario. Por favor, sea lo méas breve posible. Recuerde explicar como otras
personas fueron tratadas diferente a ti. Puedes incluir cualquier material escrito
referente a ti caso.

Firma:

Fecha:

Envialo a: Ryan Brown, Deputy Director/Planning Manager, Sarasota/Manatee Metropolitan
Planning Organization, 8100 15 Street East, Sarasota, Florida 34243

Sarasota/Manatee MPO
Americans with Disabilities (ADA)

Complaint Form
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Complainant’s Name Date

Complainant’s Address

Telephone Number Cell (Not required)

Date of Alleged Incident/Issue

Location of Alleged Incident/Issue

Summary of Complaint (Attach additional sheets, if necessary.)

Complainant’s Signature Date
Received By (Print Name) Date
ADA Coordinator’s Signature Date

Adopted for use: February 26, 2007

Revised: October 7, 2021 Formatted: Indent: First line: 0.49"
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Limited English Proficiency Plan (LEPP)

NUMBER: 4.2

APPROVED: Mareh27-2023September 23, 2024

REVIEW BY: March 2026

1. References

a. The Public Health and Welfare, 42 USC § 21.2000d (Title VI)
b. Executive Order No. 13166
2. Purpose

a. Itisthe MPQ’s policy to provide meaningful access to all its programs and services to all individuals,
including those who are limited in English proficiency.

b. Individuals who do not speak English as their primary language and who have a limited ability to read,
speak, write, or understand English are considered limited English proficient, or “LEP.” The U.S.
Census Bureau does not define limited English proficiency or non-limited English proficient
populations. It collects and reports data based on the four categories of English-speaking ability: very
well, well, not well, and not at all.Mestindividualstiving-in-the-United-Statesread,-write, speakand

c. As a recipient of federal funding, the MPO is committed to taking reasonable efforts to assure that
individuals are not excluded from participating in programs simply because they face challenges
communicating in English.

d. FheThe purpose of the Limited English Proficiency Plan is to ensure access to the planning process

and information published by the MPO where it is determined that a substantial number of residents
in Sarasota and Manatee counties do not speak or read English proficiently. The production of
multilingual publications and documents and/or interpretation at meetings or events will be provided

e.

Determining the Need
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(1) As a recipient of federal funding, the MPO must take reasonable steps to ensure meaningful Formatted: Font: (Default) Franklin Gothic Book, Font

access to the information and services it provides. As noticed in the Federal Register/ Volume color: Auto

70, Number 239/ Wednesday, December 14, 2005/ Notices, there are four factors to consider

Formatted: List Paragraph, Numbered + Level: 1 +

in determining “reasonable steps”. Numbering Style: 1,2, 3, ... + Start at: 1 + Alignment:

Factor 1. The number and proportion of LEP Individuals in the eligible service area.

Left + Aligned at: 0.5" + Indent at: 0.75"

Formatted: Indent: Left: 0.5"

Factor 2. The frequency with which LEP Individuals encounter MPO programs.

Factor 3. The importance of the service provided by MPO programs:; and

Factor 4. The resources available and overall cost to the MPO.

(2) Factor 1. The number and proportion of LEP Individuals in the eligible service area

The first step towards understanding the profile of individuals that could participate in the
transportation planning process is a review of Census data.

For planning purposes, the MPO considers people that speak English ‘less than “very well” for the
top four language groups in the analysis.

Data derived from the 2021 ACS - 5 Year Estimate, shows the number and percent of individuals wh0<———[ Formatted: Indent: Left: 0.5"

are age five (5) and older, regarding their English language skills, for the counties within the MPO
area. Of the population that speaks a language other than English, 37.1% is not proficient in English
in Manatee County and 36.8% that is not proficient in English in Sarasota County.

The table below shows the different languages spoken in the Sarasota/Manatee MPO area and the
amount of LEP Individuals who speak English ‘less than “very well”’. Spanish is the most prevalent
of the non-English speaking tongues, as it is approximately 67.2% of the LEP population for the MPO
area. It shows that 20.4% of the LEP population in the area speak an Indo-European language, such
as Urdu, Hindi, Portuguese, Russian, French, or German. The remainder of the households where
English is spoken ‘less than “very well”” is 9.9% for those who speak Asian and Pacific Islander
languages, and 2.5% for those who speak “other” languages.

_W Formatted: Justified

Spanish Indo-European = Asian and Pacific Other TOTAL Formatted Table
Language Languages Islander Languages = Languages —

Totals Speakers

by Language 77,425 31,616 10,008 3,633 122,682

Percent 63.1% 25.8% 8.2% 2.9% 100%

LEP Individuals

by Lansuage 30,482 9,247 4,485 1,125 45,339

Percent 67.2% 20.4% 9.9% 2.5% 100%
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(2) £3rFactor 2. The frequency in which LEP Individuals encounter MPO programs.

As population in the region continues to grow, so does the LEP population, thus further increasing:

Language Number-of Citizens Perecentage
OtherIndo-European | 28,672 45,
Cihes 2o0e O

"__[ Formatted: Indent: Left: 1", Hanging: 0.25"

"4{ Formatted: Indent: Left: 0", First line: 0"

M Formatted: Font: Franklin Gothic Book

Formatted: Font: (Default) Franklin Gothic Book, Font

the probability of future contact with the MPO. While, to-date, no requests have been made by color: Auto

either individuals or groups directly to the MPO for Spanish or other language interpreters or

Formatted: List Paragraph, Numbered + Level: 1 +

publications, the MPO has taken steps to make its website content accessible to many individuals

Numbering Style: 1, 2, 3, ... + Start at: 1 + Alignment:

who speak languages other than English. The website is easily translatable. Additionally, the MPO

Left + Aligned at: 0.5" + Indent at: 0.75"

has provided public outreach materials and surveys in English and in Spanish and will continue

Formatted: Indent: Left: 0.75"

to provide these and other materials to LEP individuals as requested.

As the LEP program is expanded in the Sarasota/Manatee area, any requests for language

assistance will be monitored and used to gauge the effectiveness of the MPQ’s outreach to these

populations.

The MPO conducts regular board meetings, advisory committee meetings and public hearings

throughout the year. Community outreach and the MPQ’s website is the main source of potential

contact between the MPO and LEP Individuals. As a result, the frequency of contact is difficult to

anticipate. The MPQ’s Public Participation Plan highlights the need for outreach opportunities that

engage populations that have traditionally been underserved and lacked involvement in the
transportation planning process.

Factor 3. The importance of the service provided by the MPO program.

MPO programs use federal funds to plan for future transportation projects, and therefore do<———[ Formatted: Indent: Left: 1"

not include any direct service or program that requires vital, immediate, or emergency

assistance, such as medical treatment or services for basic needs (like food or shelter).

Further, the MPO does not conduct required activities such as applications, interviews, or

other activities prior to participation in its programs or events. Involvement by any citizen with

the MPO or its committees is voluntary.

However, the MPO is ensuring that all segments of the population, including LEP Individuals,

have been involved or have had the opportunity to be involved in the transportation planning

process to be consistent with the goal of the Federal Environmental Justice program and

policy.
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The impact of proposed transportation investments on underserved and underrepresented
population groups is part of the evaluation process in the use of federal funds in three major
areas for the MPO:

o _the biennial Unified Planning Work Program (UPWP), "——[Formatted: Indent: Left:

o the five-year Transportation Improvement Program (TIP),

"——[ Formatted: Indent: Left:

Formatted: Indent: Left:

Factor 4. The resources available and overall MPO cost
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o
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Given that the LEP population makes up less than fifteen (15) percent of the population in the<’4{ Formatted: Indent: Left: 1"

MPO area and current financial constraints, full multi-language translations of large
transportation plan _documents and maps is not considered as warranted at this time.
However, continued growth of the MPO area and its Spanish-speaking population makes
offering Spanish translations a sound community investment.

As a result, the MPO has the means to make the Executive Summaries for the Long-Range
Transportation Plan, the Transportation Improvement Program, the Public Participation Plan,
the citizens guide to Civil Rights, and other key documents available in Spanish upon request.
To accommodate the cost, these summaries may be adapted into an alternative format that
meets the community needs while working within a constrained budget while still faithfully
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conveying the key messages and content highlights of the full document. The MPO will
continue efforts to collaborate with education and cultural partners, as well as state and local

agencies to provide language translation and interpretation services when practical and in
consideration of the funding available. The translation of these documents may begin after
the final English version has been completed.

The MPO seeks input from all stakeholders, and every effort is made to ensure that the
planning process is as inclusive as possible. Continued public involvement and participation
is _encouraged throughout the process. Spanish language outreach materials from
organizations such as federal, state, and local transportation agencies will be used when
possible. In addition, the MPO has made available Spanish and other language translation of
the MPO website and will continually strive to improve by updating regularly the user-friendly
multi-lingual software applications compatible with the web content management system
currently used by the MPO.

“,‘( Formatted: Indent: Left: 1", Hanging: 0.25"
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(6) After analyzing the four factors, the MPO developed the LEP Plan. LEP Implementation Plan«’—[ Formatted: Indent: Left: 0.38"

Language Assistance Measures, as outlined below:
"——[ Formatted: Indent: Left: 0.38"

(a) The MPO has not received inquiries in a language other than English. Should someone call<\{ Formatted: Indent: Left: 0.75"

for assistance, staff should take the name and contact information of the person and work
with available services, as outlined below.

(b) As of 2022, the MPO has identified one (1) MPO employee who has volunteered their

translation services:
"——[ Formatted: Indent: Left: 0.38"

Spanish: Mr. David Machado, Fiscal Coordinator
Telephone: 941-359-5772 or direct 941-259-6044
Email: davidm@mympo.org

Bilingual staff can assist in meeting the requirements of Title VI and Executive Order No. 3166.*’——[ Formatted: Indent: Left: 1"

(c) Effective October of 2017, the MPO maintains a list of personnel who have volunteered to do
language translation from both Manatee and Sarasota Counties.\

<\[ Formatted: Indent: Left: 0.38"

Formatted: Indent: Left: 0.75"

\( Commented [GS1]: Can | delete this?

(D N

Monitoring and updating the LEP Plan
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(1) This plan is designed to be flexible and is one that can be updated easily. Updates will
examine all Plan components, including:

(a) How to identify persons who may need language assistance.
(b) Examine past records from past meetings and events for requests for language
assistance in order to anticipate possible need for assistance at upcoming meetings

(tracking system).

(c) Review to determine staff training needs.

(2) The MPO will post the LEP Plan on its website at www.mympo.org. ///[ Formatted: Font: Franklin Gothic Book

(3) Any person, including social service, non-profit, and law enforcement agencies and other
community partners with internet access will be able to access the Plan. Printed copies
will be made available, as requested.

(4) Any questions or comments regarding this Plan should be directed to:

Sarasota/Manatee Metropolitan Planning Organization
8100 15t Street East
Sarasota, FL 34243
Telephone: 941-359-5772

Email: mpo@mympo.org
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Continuity of Operations Policy (COOP)

NUMBER: 7.1

ADOPTED:  Mareh27-2023September 23, 2024

REVIEW BY: March 2026

1. References

a. Governor, FS Chapter 14.055-14.056

b. Emergency Continuity of Government, FS Chapter 22 and Section 23.127

c. Intergovernmental Programs, FS Section 163.01

e. Military Affairs, FS Chapter 252.365

f.  Emergency Management, FS Chapter 252.31-252.63

g. Medical Telecommunications and Transportation, FS Chapter 401.015

h. Affrays; Riots; Routs; Unlawful Assemblies, FS Chapter 870

2. Purpose

a. The Continuity of Operations Plan (COOP) provides guidance in the event of an interruption of services
due to an emergency. Emergencies are any unplanned event that can cause deaths or significant
injuries to employees, clients, or the public; or that can shut down an organization, disrupt operations,
or cause physical or environmental damage. The primary goal is to allow the MPO to resume its
normal operations and functions as quickly and completely as possible after the interruption.

b. The purpose of this COOP is to provide the conditions for continuous performance of essential

operations during a crisis, disaster, or other debilitating loss of resources; ensure the safety of the
staff; protect essential equipment, records, and other assets; reduce disruption of operations;
minimize damage and losses; achieve an orderly recovery from emergency operations; identify
relocation requirements; ensure operational and managerial requirements are met, and assure
maintenance of governance under the direction of the MPO Board.

3. Applicability and Scope

a.

The COOP Plan is applicable to situations requiring relocation and/or re-establishment of essential
functions of the MPO. It provides instructions and expectations concerning actions to be taken in
such situations. The plan addresses the full spectrum of potential threats, crises, and emergencies,
but does not apply to temporary disruptions of service during short-term building evacuations or other
situations where services are anticipated to be restored in the primary facility within a short term.

In case of emergencies, written notice of any meetings will be given to each MPO Board Member as
far in advance of the meeting as possible and by the most direct means of communications. If
Manatee County emergency operations center is activated, meeting notices will be provided through
the emergency communications system. In addition, notice of emergency meeting will be distributed
through social media channels and given to the public media. An emergency is considered an event
that is accidental, natural and/or caused by man, which necessitates immediate action, because it
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results or may result in substantial injury or harm to the population or the MPO or substantial damage
to or loss of property or public funds.

4. COOP Activation

a.

When an emergency or crisis is declared, the Executive Director (or next successor) will consult with
the MPO Chair, (or next successor) to discuss necessity of activation in order to perform essential
functions of the organization. After consultation, and reviewing the type of event that has occurred,
the Executive Director (or next successor) will have responsibility for implementation of the COOP.

Once the COOP is implemented in response to an incident, immediate notification should be made
to all MPO staff, the MPO Governing Board, MPO active committees, and FDOT District 1. The Clerk
to the Board will be responsible for maintaining accurate and current contact information for
emergency notifications.

5. Order of Succession

a.

b.

Succession is triggered by the absence or incapacitation of the person holding the previous position.
Succession should occur immediately upon notification. The order of succession may also be used
to delegate authority and for emergency notification.

Staff leadership succession will be (1) Executive Director, (2) Planning Manager, (3) Administrative
Manager, (4) Planning Team Members, and (5) Administrative Staff.

c. Board leadership succession will be (1) Board Chair, (2) Board Vice Chair, (3) Board Immediate Past

Chair, (4) Executive Committee Member, and (5) Board Member.

6. Essential Functions

a.

C.

The following products, activities associated with their development, and critical operations of the
organization have been identified as essential to the mission of providing a continuing, cooperative,
and coordinated transportation planning program for the Sarasota/Manatee region.

The MPO is required by law to produce and submit the following time-sensitive documents. In the
event the COOP is activated when one or more of these documents must be approved, the MPO will
follow the process described in section 7 of this document, ‘Approval of Essential Functions’'.

(1) Unified Planning Work Program (UPWP): The UPWP documents the programming of FHWA
and FTA planning and research funds to be used in the upcoming two fiscal years.

(2) Long Range Transportation Plan (LRTP): Every five years, the MPO must adopt a LRTP that
addresses a 20-year planning horizon including short- and long-range strategies for
implementation of a cost feasible plan.

(3) Project Priorities: The MPO is required to develop and adopt an annual list of project
priorities for submittal to FDOT for funding consideration.

(4) Transportation Improvement Program (TIP): Annually, the MPO is required to develop and
adopt a five-year plan for projects that will be implemented using State or Federal
transportation funds.

The following are those essential activities, in priority order, that should be performed by the
MPO, to the maximum extent feasible:
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(1) Ensure the integrity of data and records relating to internal and external mandates,
responsibilities, and administrative operations. Maintain and/or restore access to data
and other resources immediately.

(2) Restore communication with the Governing Board and all active committees of the
MPO; arranging, advertising, and holding regularly scheduled or emergency meetings
as soon as feasible.

(3) Maintain or reestablish contact with appropriate internal and external authorities and
agencies, including, but not limited to, Federal Highway Administration (FHWA), Federal
Transit Administration (FTA), Florida Department of Transportation (FDOT) District 1,
and MPO fiscal administrative agency Manatee County.

(4) Provide technical support to assist in planning and restoration of Manatee and Sarasota
transportation systems.

(5) Ensure that the integrity and compliance of the MPOQO's planning programs are
maintained and products and services are delivered.

(6) Continue commitments of MPO agreements and maintain grant invoicing and payroll.

It is also recognized that the MPO is a local government entity that supports Mission Essential
Functions in the Transportation Sector as defined by the U.S. Departments of Homeland Security
(DHS) and Transportation (DOT), and in support of the Florida Department of Transportation (FDOT).
The MPO performs essential planning functions required by federal and state laws in support of
Transportation and Logistics, Healthcare/Public Health (including state agencies and local providers
of life-sustaining services to economically disadvantaged or otherwise needy individuals), Public
Works, Public Safety, Emergency Management, and other community-based government operations
and essential functions. In the event of certain emergencies, the MPO will support local jurisdictions,
FDOT and other state agencies, and federal agencies as requested or may be necessary.

7. Approval of Essential Functions

a.

Once the COOP is activated, every attempt will be made to follow standard procedures or to offer
alternatives for committee and board approval, to continue community engagement, and to seek
public comment while protecting public safety. The MPO may implement emergency protocols
following guidance in the COOP or in a local, state, or federal declaration of a State of Emergency.

The process for approval of essential documents including the UPWP, LRTP, Project Priorities, and
TIP, may be modified following activation of the COOP to comply with statutory mandates and
timelines.

(1) The Executive Director, in consultation with the Chair (or their respective successors), may
request a deferral of approval depending on the emergency, the specific essential
document needing approval, and the projected date when the MPO board could meet
again.

(2) The Chair may convene a quorum of the Executive Committee for approval. All actions of
the Executive Committee will be presented to the MPO Governing Board at the next regular
meeting for review and ratification.



(3) If the quorum requirements for public meetings are suspended by Executive Order of the
Governor of the State of Florida, the MPO may hold a public meeting of the MPO Board
through the use of communications media technology, following rules pursuant to FS
Section 120.54(5)(b)2 and waiving official recommendations from MPO committees.

If any other document or essential function is required by Federal Law or State Statute or by FHWA,
FTA, or FDOT, the MPO Chair, in consultation with the Executive Director (or their respective
successors), shall be authorized to submit information, reports, or documents to continue operations
or to meet required deadlines.

(1) If any action is considered of significant importance by the MPO Chair or the Executive
Director (or their respective successors) they may consult General Counsel for direction.

(2) All actions of the Chair and Executive Director that would normally be brought before the
MPO Board will be presented at the next regular board meeting for review and ratification.

8. Responsibilities

a.

The MPO Executive Director shall appoint a COOP Leader whose name and contact information shall
be provided to FHWA, FTA, FDOT District 1, and the Emergency Management Agencies of both
Manatee and Sarasota Counties.

The MPO Executive Director and the COOP Leader shall be responsible for developing and
maintaining plans and procedures which provide the following:

(1) Identification of essential functions, programs, and personnel;

(2) Procedures to implement the plan and personnel notification and accountability;
(3) Delegations of authority and lines of succession;

(4) Provisions for alternative facilities and related infrastructure, including those for
interoperable communications;

(5) Identification and protection of vital records and databases;
(6) Notifying appropriate agencies upon activation of the agency’s COOP policy;

(7) Submitting an agency COOP policy for any review or approvals that may be required by
FHWA, FTA, and FDOT.

9. Employee Status

a.

Should there be an emergency which impacts the MPQO’s Office and/or government-wide operations
and/or involves the safety and security of government employees and/or citizens at large, the MPQO'’s
first priority is to account for and determine the health and wellbeing of each employee, their
family/dependents, as well as, notifying employees of the status of office operations and actions to
be taken.

An important component of this COOP plan is to make sure all employees are safe and secure,
whether working in the office, at an outside meeting with MPO member jurisdictions, FDOT, or other
regional agencies, on a training assignment, or on other travel status. Whenever any employee
leaves the MPO office for official work, it is imperative that the person(s) in charge of the office know
or be readily knowledgeable as to how to ascertain the whereabouts of the employee and to be able
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to reach the employee at any time. In order to assist in this employee status knowledge, each MPO
employee shall:

(1) Keep and maintain their workday schedule/personal itineraries of meetings, events, travel
status, leave status, etc., on the MPO electronic calendar.

(2) The MPO electronic calendar shall be made and kept fully accessible for viewing by all
other office personnel.

(3) During any status that is away from the office on official MPO business during normal
business hours, calendar information must show out-of-office locations, and most
importantly a ready means of contact by the MPO office (i.e. cell phone number, out of
office telephone number, hotel number, etc.)

If the emergency affected, or has the potential to affect, an employee’s immediate family the
employee needs to contact their supervisor or the Executive Director about their personal situation
and to determine what assistance the office can provide. Each employee’s first priority, without
exception, is to assure their immediate family is safe, secure, and has adequate means to deal with
the nature and effects of the “event” and its aftermath.

If an emergency occurs on a weekend or during non-work, non-business hours or an employee is on
leave or travel status, it is the employee’s responsibility to contact their direct supervisor, COOP
Coordinator, or Executive Director, as soon as is reasonably possible to advise of their safety, location
and contact information.

The MPO COOP Leader is delegated the primary lead responsibility for assessing/determining the
whereabouts of all employees, for obtaining information on the impact of the emergency on all
employees and their immediate families, and for reporting this information to the Executive Director.
The COOP Leader will take whatever steps are necessary to contact those employees who do not call
in, and/or whose whereabouts cannot be readily ascertained, including asking the proper authorities
for assistance.

It is the responsibility of each employee to have available, at home and while traveling, the official
business phone numbers, as well as the cellular and home phone numbers of all other MPO office
employees. These numbers are critical to accounting for the whereabouts of employees during any
emergency.

It will be the responsibility of the Executive Director (or their successor), to determine when it is safe
to return to the building and/or to determine when it is appropriate to send personnel home until
further notice. No one will be given permission to leave the area until all occupants have reached
the evacuation site, all employees are accounted for, and the situation has been accurately
evaluated.

10. Temporary Office Relocation

a.

If the emergency has severely damaged or even destroyed the MPO office, employees need to be
prepared to join co-workers in setting up a temporary office and possibly a new permanent office at
an alternate location. The Executive Director (or their successor) will contact employees and inform
them where to report for duty. Until a temporary office has been established, employees should
remain at home or at some other identifiable location and await receipt of official reporting
instructions. If employees have not heard from someone within the first 24 hours, they should start
initiating calls to their supervisor, the COOP Leader, or the Executive Director.
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b. When an emergency creates the situation where a short-term office relocation is needed, the
Executive Director (or their successor) will coordinate with the Board Chair, MPO member
jurisdictions, and FDOT to identify a suitable office location. The Executive Director will make
necessary emergency assignments as the relocation dictates.

c. Staff may be allowed to work at home or in an alternative location using the guidelines provided in
MPO Policy 2.16 ‘Telework’. Leave restrictions will remain applicable while the office is operating
under a state of emergency and during the relocation period. Leave approvals will be granted on a
case-by-case basis and may be limited to health and family reasons at the discretion of the Executive
Director (or their successor).

11. Short Term Office Evacuations and/or Closures

a. During regular MPO office hours or during afterhours evening meetings when an “event” (fire, bomb
threat, chemical/biological threat/attack, etc.) occurs:

(1)

As applicable, it will be the responsibility of the Executive Director or designee to first
contact emergency officials (911) and then contact the Building Manager about the
emergency situation.

Orders will be given to evacuate, by verbal orders of the Executive Director, or the
Executive Director’'s designee. Pull the fire alarm pull switches in the event of an
evacuation regardless of the reason for the evacuation. All office occupants will leave
the building immediately when hearing the evacuation announcement.

All MPO office occupants, once outside should move clear of the building and not block
the driveways or any of the entrances to the building. All office occupants are to go to
the farthest corner of the parking lot on the right side of the building. Once all persons
have evacuated to the farthest corner of the parking lot on the right side of the building,
attendance will be taken to make sure all persons are accounted for and present.

If the nature of the potential event is due to a “bomb threat” and if time allows,
employees should shut off all electrical equipment, including the computers. Employees
should turn on all lights and prop the doors open. These steps will reduce electrical
hazards, facilitate a search, and reduce the blast effect should an actual explosion
occur.

However, if the nature of the event is a “fire” or a possible
“chemical/biological/radiological agent,” then employees should keep all doors shut.
Do not open doors when there is a fire until one has felt the surface of the door for heat
first and only then open the door carefully and in such a manner that keeps all persons
away from the entry in the event of smoke or at worse an explosive back draft.

If you are sure that no fire hazard to your personal safety exists, use one of the fire
extinguishers to put out the fire. Fire extinguishers are located throughout the office.

It will be the responsibility of the Executive Director, or the Executive Director’s designee,
to determine when it is safe to return to the building and/or to determine when it is
appropriate to send personnel home until further notice. No one will be given permission
to leave the area until:

(@) All occupants have reached the evacuation site;
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(b) All employees are accounted for, and
(c) The situation has been accurately evaluated

b. Severe Weather Events: The course of action will be a function of the type of weather event and the
timeliness of notification. Possible action options could include the following:

(1) If notification is sufficiently timely about a pending severe weather event (i.e. a
hurricane) the course of action could be to simply close the office and send employees
home for the duration of the event. Provisions will be made to notify committee
members and presenters scheduled for a meeting during the office closure or event.

(2) If the severe weather event is more sudden in nature (severe thunderstorm or tornado
warning) the course of action could include:

(@) Move out and away from windows and doors in reception area.

(b) Seek shelter in the central core areas of the office. Stay in these core areas until
the event has passed before an assessment of the situation can be made to
determine further courses of action.

c. Prolonged Power Outage:

(1) Notify the Executive Director or person in charge of the office of the nature of the power
failure and contact the Building Manager.

(2) Because of the lack of light, except for emergency backup lighting and natural lighting
during daylight hours in the MPO reception area, flashlights are provided to each
employee.

d. Events After Hours: During the time frames when the “event” occurs after office hours (fire, bomb
threat, severe weather, etc.) employees will be notified of the status of office operations and actions
to be taken. Official closure of the office will be a decision by the Executive Director, or the Executive
Director’s designee. Employees’ personal safety is paramount and liberal leave policies will be in
effect.

12. Essential Office Functions

a. During any “event” that creates a long-term emergency, essential office functions that must continue
include but may not be limited to:

(1) Processing of fund authorizations for reimbursement;
(2) Payment of eligible invoices; and
(4) Payroll and personnel actions.

10. Essential Records

a. Essential records include any documentation or information associated with the preceding essential
functions. Essential records, which should be taken to the temporary office location would include:

(1) Essential Software;



(2) Personnel Records;

(3) Insurance documents;

(4) FDOT/FHWA/FTA contact information;

(5) Petty Cash; and

(6) Laptops and projectors.

b. Every effort will be made to locate, secure and move these essential records and all records of the
MPO. Destroyed or irretrievable records will be replaced as applicable with copies from FDOT, FHWA,
FTA, MPO Member jurisdictions and other MPOs.

11. Computer System Backup and Disaster Recovery.

a. This recovery plan section covers temporary emergency equipment, permanent replacement
equipment, software replacement, restoration of important computer/data system access, and safe
offsite storage and restoration of the server backup data.

(1) Essential Software: Important software connections and data system access that are
considered essential in order to maintain MPO operations, include but are not limited to
the following:

(a) Microsoft 365 Office Suite;
(b) Adobe Acrobat;

(c) Adobe Creative Cloud;

(d) ArcMap (2);

(e) ArcGIS Pro (2);

(f) Sweep;

(g) OneSolution; and

(h) OnBase

(2) Restoration of Temporary Computer Operations: If the “event” has severely damaged or
destroyed the MPQ’s office, or in some way prevents access, the COOP policy will be
activated, and a temporary office must be quickly established. In order to optimize the
speed and extent of recovery, each of the following steps need to be taken regardless of

the nature and time of the “event”:

(a) As previously stated, for all event scenarios the status of the health and wellbeing
of each employee and their immediate families will be determined.

(b) Once employee status is determined, the next step is to determine if employees
have in their possession any MPO office equipment, i.e., cell phones, laptops,
computers, etc.
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(c) An inventory of equipment that is available outside the office will be compiled at
the time of the “event,” and arrangements will be made for the equipment to be
delivered to the temporary office once the location has been established.

(d) Report the loss of computer or office equipment or services to the Executive
Director or COOP Coordinator.

(3) Removal of Equipment: If it is possible to regain access to the MPO office to remove
computer equipment from the building, the following equipment should be powered
down and removed:

(a) File Server;

(b) Printers;

(c) Laptops, Computers and Docking Stations;
(d) Copier; and

(e) Projector.

(4) Office Operations: The MPQO’s temporary office will most likely be at a member
jurisdiction’s facility. It is important that any of the member jurisdiction’s facilities either
have designated emergency office space and conference room space which has
sufficient telephone and internet connections to serve the MPO needs during the
recovery.

(5) Permanent Restoration of Office Computer Equipment and Services: The Executive
Director or the COOP Coordinator shall have the lead in the permanent restoration of
office computer equipment and services. The acquisition of computer equipment to fully
restore the MPQ’s office capabilities will be coordinated by the Executive Director, with
the COOP Coordinator, HR/Fiscal Manager and Office Manager and with the FDOT, FHWA
and FTA regarding needed funding and approvals. The following information will be kept
current and provided to assist in the recovery process:

(a) Current office computer inventory;

(b) Current office software license and vendor information; and

(c) Listing of special configurations or software on the staff computer workstations.
12. Homeland Security Threat Conditions and Corresponding Protective Measures

a. A domestic/terrorist threat is any threat or act of violence against the U.S., its citizens, territories, or
infrastructure. Reasonable and prudent measures to deter or prevent all foreseeable terrorist or
other criminal acts against ourselves, our families, our infrastructure, and our homeland, is the
overall goal. It is important that all personnel understand the MPO employees have a security role to
play in assuring adequate security for the MPO office, as well as its role, in assuring security for the
transportation system.

First and foremost, it is important for all employees to be vigilant and aware of their surroundings.
Please report suspicious activities to your Manager and to law enforcement officials. Secondly, be
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aware of one’s sources for information pertaining to homeland security and terrorist activities. The
best and perhaps the quickest source of information will be the daily television and radio news
broadcasts. It will be important that the MPO have a means to assure access to these broadcasts at
all times. Other sources will be phone calls and e-mails pertaining to events, incidents, and other
emergency information from the State, Manatee and Sarasota County Emergency Operations Centers
(EOCs), FDOT, FHWA, and FTA. It will be this link that will trigger any MPO involvement in
transportation emergency matters and system recovery, regardless of the nature of the “event” that
has created the emergency and its corresponding necessity for a response.

13. Telephone Lists

a. Telephone Roster of Employees. This is the office’s complete list of employee contact numbers; and
their respective-iretuding work—phonedirect line extensions.;-home-telephonenumbers—eell-phone
. and emergency points of contact.

numbers. ,
Executive Director Direct Line Cellphone
David Hutchinson;-Executive Director 941-259-6042 941-704-2525
Planning and Administrative Staff
Ryan Brown 941-259-6052 941-345-5591
Wenonah Venter 941-259-6048 944 356-2373
Prakrati-Shrivastava 9442596043 7326682695
Grace Scigousky 941-259-6049 e
Nanette Eubanks 941-259-6040 941-526-7826
Lindsay Heinrich 941-259-6041
Varshini Renikunta 941-259-6043
Fiscal Staff
David Machado 941-259-6044 LoeEmo ol
Rachel McClain 941-259-6045 941-725-0525

b. £33Emergency Call List. This list provides contact numbers to notify emergency officials,

and emergency service providers, during an emergency-situation.

—

Formatted: Left

Emergency 911
i Boca Aircraft Maintenance 843-484-6893561-347-3323 | C ted [LH2]: Confirm this is correct information;
FDOT 239-225-19741900 found online.

Manatee County Sheriff Office 941-747-3011

Sarasota County Sheriff Office 941-861-5800
Manatee County Emergency Management Agency 941-748-4504ext—35064749-3500
Sarasota County Emergency Management Agency 941-954861-5000

FBI 813-253-1000 or 941-955-3325
Office of Homeland Security 202-282-8000
Florida Diaster.org - Division of Emergency Management 850-815-4000

{4jc. Recovery/Restoration Telephone List - This list contains key phone numbers needed in
recovery and restoration efforts.
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Manatee County

941-748-4501

Sarasota County

941-861-5000

City of Sarasota

941-263-6000

City of Venice

941-486-2626

City of Bradenton

941-932-9400

Town of Longboat Key

941-316-1999

ITPO (Anna Maria Beach)

941-708-6130

City of Palmetto

941-723-4570

City of North Port

941-429-7000

Sarasota Bradenton Airport Authority

941-567-2600359-
2770

FDOT Central Office

In Tallahassee

850-414-4100

Federal Transit Administration

Regional - Atlanta

404-865-5600

Federal Highway Administration

Florida Division - Tallahassee

850-553-2200%

Florida Power and Light

Acct # 0253905293

941-917-0708

ted [LH3]: Need direct number for Ring Central }

Manatee County Property Management

941-749-3017

Manatee County Employee Health
Benefits

941-748-4501 ext.
35753865

Manatee County Fleet Services

941-748-4501

Manatee County Finance

941-749-1800

Apex Office Supplies

941-747-2995

I-Net

PC Maintenance

941-330-0028

RICOH Copier

C6503 ID #14379359

888-456-6457

Vanguard Cleaning Systems

941-423-7670

Ring CentralAttus Technology Telephone System 866-922-4001] e
Manatee County Insurance Risk 941-748-4504745-
Manager 3750

b-—Regardless of the nature of the “event,” if it requires evacuation of the building, the MPO Executive«—— { Formatted: Indent: Left: 0.31", First line: 0" }

Director, or the Executive Director’s designated alternate responsible for exercising their authorities, will
be responsible for notifying the MPO Board Chair as soon as practicable. This will be done during normal

working hours as well as after-hours.

14. Conclusion

a. Planning for an “emergency event” is not only Federal and State public policy and law, but also the

smart and right thing to do. The chaotic and traumatic atmosphere following an emergency event
can lead to decision paralysis which only compounds the impacts of the event and anxiety of the
unknown. This Sarasota/Manatee MPO Continuity of Operations Policy is intended to provide a
logical road map to the MPO, its Board, Executive Director, and employees, following an emergency
event. Because the dynamics of each emergency can vary widely, the provisions in this plan are a
guide, not a strict mandate. In that regard, sound, and reasonable decisions contrary to the guidance
in this policy can and will occur. This policy combined with prudent decision making will provide the
best assurance of personal safety for all individuals of the MPO, its clients, and the public, as well as
an efficient recovery and return of the Sarasota/Manatee MPO to its primary mission of
transportation system planning which supports sustainable, livable communities and economic
development.
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Rules for Virtual Meetings
NUMBER: 7.2
ADOPTED: Mareh24-2023September 23, 2024

REVIEW BY: March 2026

1. References
a. Governor, FS Chapter 14.055-14.056
b. Emergency Continuity of Government, FS Chapter 22 and Section 23.127
c. Public Meetings, Hearings, and Workshops, FS Section 120.54(5)(b)2
d. Intergovernmental Programs, FS Section 163.01
e. Emergency Management, FS Chapter 252.31-252.63

g. Public meetings and records; public inspection; FS Section 286.01

2. Purpose

a. Emergencies are any unplanned event that can cause deaths or significant injuries to employees,
clients, or the public; or that can shut down an organization, disrupt operations, or cause physical or
environmental damage. In the event an emergency prevents a quorum from being present in person
or from meeting in a specific public place, the following rules of procedure for public meetings utilizing
communications media technology may assure maintenance of governance under the direction of
the MPO Board.

b. The use of communications media technology to hold virtual meetings require an Executive Order
from the Governor of Florida waiving statutory requirements to convene a meeting in person or to
provide onsite public access to meetings.

3. As used in these rules, “communications media technology” means the electronic transmission of printed
matter, telephone, audio, computer, full-motion video, freeze-frame video, compressed video, and digital
video by any method available.

4. Prior to the commencement of aMPOan MPO public meeting using technology, the MPO will post notice
of the meeting in a manner consistent with Section 286.011, Florida Statutes. The notice wiwill include
instructions on how to access the public meeting by telephone, video conference, or other
communications media technology, as utilized by the MPO.

5. The public meeting will include the opportunity for public comment, and all comments, evidence,
testimony, or written submissions will be afforded equal consideration and made a part of the meeting
records. The notice of the public meeting will include instructions regarding how members of the public
may submit written documents, comments, or questions, either before the meeting or to be presented
during the public meeting.
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https://www.flsenate.gov/Laws/Statutes/2018/14.055
https://www.flsenate.gov/Laws/Statutes/2018/Chapter22/All
https://www.flsenate.gov/Laws/Statutes/2018/Chapter163/All
https://www.flsenate.gov/Laws/Statutes/2018/Chapter252/All

6. The public meeting notice will include instructions regarding how members of the public may attend the
public meeting virtually and will name locations, if any, where communications media technology, if any,
is available for use by the public.

7. The public notice will be posted atleast-10-days-in advance of the meeting on the Sarasota/Manatee
MPO website, at the MPO office, and otherwise publicly disseminated by press release to local media

oullelsteteen Bl radis mndpevenapers,

8. The MPO will ensure that the public meeting complies with all requirements of Section 286.011 Public
meetings and records; public inspection.
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