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MPO Governing Board Bylaws 

NUMBER: 1.1 

ADOPTED: September 23, 2024 March 30, 2026 

REVIEW BY: March 20267 

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. and in an 

interlocal agreement authorized under s. 163.01, F.S.  The MPO shall perform all acts required by 

federal or state laws or rules, now and subsequently applicable, which are necessary to qualify for 

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 §§5303, 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 

https://www.govinfo.gov/content/pkg/CFR-2012-title49-vol7/xml/CFR-2012-title49-vol7-part613.xml
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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 

§§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.   §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.; 

§4.02 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. 

 

b. The position of Chair shall alternate annually between Sarasota and Manatee County, inclusive of 

municipalities within each county. 

  

c. The Vice Chair shall also alternate annually between Sarasota and Manatee County, inclusive of 

municipalities within each county. 

  

d. 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. 

  

e. 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. 

  

f. 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. 

  

g. 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. 

  

h. 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. 

  

i. 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, F.S.     

b. 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 MPO’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. 

c. 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 MPO’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 MPO’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. 

  

d. 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 illness, 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.   

  

e. 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: 

 

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)
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(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. 

  

f. 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.  

 

g.  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 MPO’s internet website of the location, 

date, and time to which the public meeting has been continued. 

 

h. 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 MPO’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. 

  

b.  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. 

  

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

and Citizen Advisory Committee (CAC). 

  

d.  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. 

 

e.  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. 

 

f.  With the exception of 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.   

 

b.  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, CAC, and other MPO committee meetings, boards, or 

workshops; be responsible for public noticing all MPO Governing Board, TAC, CAC, and other MPO 

committee meetings, boards, or workshops as provided by these bylaws 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. 

 

9.  Amendments to the MPO Bylaws or Policies 

 

a. These 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. 
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Technical Advisory Committee 

NUMBER: 1.2 

APPROVED: September 23, 2024 March 30, 2026 

REVIEW BY: March 20267  

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 (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), and 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; 

  

(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. 

 

 

 

https://www.flsenate.gov/Laws/Statutes/2023/339.175
https://www.flsenate.gov/Laws/Statutes/2023/339.175
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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). 

  

b. The TAC shall be composed of regular and alternate Members appointed from each of the MPO’s 

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). Regular Members shall be voting 

Members. Advisory agencies shall be non-voting, non-member agencies. 

  

c. 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. 

 

d. 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. 

  

e. The Agency Clerk, or an assistant clerk 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 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 once each calendar year and shall hold 

the offices until their successors are elected. 

 

b. The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, inclusive 

of municipalities and transportation authorities within each county. 

 

c. Any regular Member may nominate or be nominated as an officer. All elections shall be by the majority 

vote of Members present and voting. 

  

d. 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. 

 

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. 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 designee, who shall not vote.  



1.2-3 

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). The date or time may be changed by 

the Executive Director (or the Executive Director’s designee) 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. 

  

b. 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.  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 

§286.28, F.S. A notice shall be posted on the MPO’s website and 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 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.   

 

c. Each voting Member shall have one vote. 

  

d. 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. 

 

e. 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.  

 

f. 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. 

  

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 
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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.  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), 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 MPO’s website. 

 

i. If a quorum 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, F.S., must be given prior to the continued public 

meeting date, and notice must be promptly posted in a conspicuous location on the MPO’s internet 

website of the location, date, and time to which the public meeting has been continued. 

 

j. MPO 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); 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 using parliamentary procedures according to the latest version of Robert’s Rules of Order.  

 

l.  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. 

 

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 

 

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

 Public Works Department 

Regional 

 SeaPort Manatee 

Sarasota Manatee Airport Authority 
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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  

 District One Public Transportation Office 

Transportation Disadvantaged Commission Federal 

 Federal Highway Administration 

 Federal Transit Administration 
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Citizen Advisory Committee 

NUMBER: 1.3 

APPROVED: September 23, 2024 March 30, 2026 

REVIEW BY: March 20267 

1.  References 

 

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

 

2.  Name 

 

a. The name of this Committee shall be the Citizen Advisory Committee (CAC) of the 

Sarasota/Manatee Metropolitan Planning Organization (MPO). 

3.  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, 

the Executive Director, or the Executive Director’s designee.   

 

  4.  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 

Committee member agencies is set forth in Section 4.b. of this Policy (Policy 1.2) . The MPO 

Governing Board will appoint members from the Member agency nominations to serve on the 

Citizen Advisory Committee (CAC).  The membership of the committee must reflect a broad 

cross-section of residents with an interest in the development of an efficient, safe, and cost-

https://www.flsenate.gov/Laws/Statutes/2023/339.175
https://www.flsenate.gov/Laws/Statutes/2023/339.175
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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.    

b. 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. 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. 

 

c. 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. 

 

d. 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. 

 

e. 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.   

 

f. 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.  

 

g. 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. The CAC Chair and Vice Chair shall be elected once each calendar year and shall hold the 

offices until their successors are elected. 

 

b. 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. 

 

c. The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, 

inclusive of municipalities within each county. 

  

d. Newly appointed CAC officers shall be declared installed following their appointment by the 

MPO Governing Board. 

 

e.  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.   

f. 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. 

 

g. 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 MPO Staff designee, who 

shall not vote.   

 

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

by a majority vote of regular Members and 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. 

 

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). The date or time may 

be changed by the Executive Director (or the  Executive Director’s designee) 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.  

 

b. 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, 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. Agendas shall be prepared prior to all meetings.  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 §286.28, F.S. 

A notice shall be posted on the  MPO’s website and shall include a copy of the proposed agenda 

for the meeting.  Press releases to the media shall also be issued.  
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c.     Each voting Member shall have one vote.   

d.  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. 

 §§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 the 

 minutes.  

 

e.  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.  

 

f.  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. 

 

g.   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.  

 

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, 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.  

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

j.   Comments 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.  

 

8. Prior Agreement   

a.  This policy supersedes and replaces any and all bylaws, resolutions, or policies previously 

 adopted. 
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Transportation System Management and Operations Advisory Group 

NUMBER: 1.6 

APPROVED: September 23, 2024March 30, 2026 

REVIEW BY: March 20262027 

1. References 

a. Transportation Finance and Planning, F.S. Chapter 339.175 

 

2. Name 

 

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), 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&O; 

 

(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 

https://www.flsenate.gov/Laws/Statutes/2023/339.175


1.6-2 

Member agency of the nomination, removal, or replacement of a Member agency’s representative 

by the Member agency.  

  

b. 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 

  

c. An alternate representative for a Member agency’s voting representative may be 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 advisory 

agency.   The MPO shall be notified in writing by the Member or advisory agency of the nomination, 

removal, or replacement of the Member or advisory agency’s alternate representative.  

  

d. 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 once each calendar year and shall hold the 

offices until their successors are elected. 

 

b. The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, inclusive 

of municipalities within each county. 

 

c. Any regular Member may nominate or be nominated as an officer.  All elections shall be by the 

majority vote of Members present. 

  

d. 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. 

 

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. 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 designee, who shall not vote.   
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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 the 

Executive Director(or the Executive Director’s designee).  The date or time of a regular meeting 

may be changed by the Executive Director (or the Executive Director’s designee) if seven (7) 

calendar days’ notice 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 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.  Agendas should 

be e-mailed 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.   Any individual Member may request to place items on the tentative 

agenda by notification of the Executive Director or 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.  

c. 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.  

 

f. As an Advisory Group of the MPO, TSM&O 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 

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&O members, 

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



1.6-4 

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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Destination Zero Advisory Group 

NUMBER: 1.7 

APPROVED: March 31, 2025March 30, 2026 

REVIEW BY: March 20267 

1.  References 

 

a. Transportation Finance and Planning, FS Chapter 339.175 

 

2.  Name 

 

a. This group shall be known as the Sarasota/Manatee Metropolitan Planning Organization 

(MPO) Destination Zero Advisory Group (DZAG). 

3.  Purpose 

 

a.  The 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 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, track process, and outcome 

metrics outlined in the Sarasota/Manatee MPO Destination Zero Action Plan and 

make recommendations to the Technical Advisory Committee for consideration and 

further action. 

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

 

a. Membership of the group may include, but not be limited to: 

(1) 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.  

 

https://www.flsenate.gov/Laws/Statutes/2023/339.175
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(2) Non-Member agency representatives who are representatives of community 

organizations, advocacy groups, or other advisory agencies and that have been 

approved by the MPO Board.  Non-Member agency representatives shall express 

interest to participate in the Destination Zero Advisory Group by submitting a Member 

Interest Form to the Advisory Group for consideration and approval by consensus vote 

at a regularly scheduled meeting. All non-Member agency representatives, if approved 

by the Advisory Group, must be approved by the MPO. The MPO shall be notified in 

writing by the non-Member agency representative of their removal or replacement.  

b. The Destination Zero Advisory Group (DZAG) shall be composed of Voting Members who are 

appointed from each of the MPO’s Member agencies, as well as representatives of various 

non-Member community organizations, advocacy groups, or other advisory agencies who are 

approved by the MPO Board.  Voting Members may include representatives from: 

 

1. Anna Maria Island  

2. City of Bradenton  

3. City of Bradenton Beach  

4. City of Holmes Beach  

5. City of North Port   

6. City of Palmetto   

7. City of Sarasota   

8. City of Venice 

9. Manatee County 

10. Sarasota County 

 

11. Town of Longboat Key 

12. Transit Agencies (Breeze & MCAT) 

13. Representatives of: 

a. Law Enforcement 

b. Emergency Services 

c. District Attorneys 

d. School Boards 

e. Public Health; and,  

f. Other agencies or organizations, 

identified by the DZAG members 

and approved by the MPO Board, 

(not including FDOT who may 

serve as Non-Voting Members)

c. An Alternate Voting Member should be appointed for each Voting Member as follows:  

(1) Member Agency Representatives: A Member agency’s Alternate Voting Member may 

be appointed by the Member agency to act on behalf of the Member agency’s Voting 

Member, in the case that the Voting Member is absent, with all of the privileges 

accorded thereto, with the exception of serving as an officer of the Group.  All Alternate 

Voting Member representatives must be at all times an employee of the Member 

agency. The MPO shall be notified in writing by the Member agency of the nomination, 

removal, or replacement of the Alternate Voting Member.  

 

(2) Non-Member Representatives: A Non-Member representative’s Alternate Voting 

Member should be identified on the Member Interest Form described in subsection 

4.a.(2) and approved by the Group and MPO Board before earning voting privileges. 

The Alternative Voting Member may act on behalf of the absent Voting Member with 

the exception of serving as an officer of the Group. The MPO shall be notified in writing 

by the Voting Member of the removal or replacement of the Alternate Voting Member.   

d. Voting Members may choose to include non-voting member representatives to serve in an 

advisory capacity to the DZAG. Non-voting members will serve in an advisory capacity.  

 

e. The MPO Executive Director or the Executive Director’s designee will be responsible for 

maintaining a current list of the names of Voting Members, Alternate Voting Members, and 

their affiliated MPO Member agencies and Non-Member agencies.  
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5.  Officers and Duties 

 

a. A Chair and a Vice Chair of the group shall be elected once each calendar year and shall hold 

the offices until their successors are elected.  

 

b. The Chair and Vice Chair shall alternate annually between Sarasota and Manatee County, 

inclusive of municipalities within each county. 

 

c. Any Voting Member may nominate or be nominated as an officer.  All elections shall be by 

consensus of the Voting Members present. 

  

d. 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 Voting Member of the group. 

 

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

exercise all duties and powers of the Chair.  The Vice Chair shall also perform such other 

duties as may be assigned by the Chair. 

 

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 designee, who shall 

not vote.  Any vacancy in office created by resignation or replacement of an Officer shall be 

filled by a consensus vote of Voting Members.   

 

6. Meetings 

  

a. The Group should meet at a date, time, and place acceptable to the Executive Director or the 

Executive Director’s designee. The date or time of a regular meeting may be changed by the 

Executive Director (or the Executive Director’s designee) if seven (7) calendar days’ notice 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.  

Agendas should be e-mailed 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.   Any individual Member may request to 

place items on the tentative agenda by notification of the Executive Director or 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. 

 

c.  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. 

  

 d. Each Voting Member shall have one vote. 
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e.   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.  

 

f.   As an Advisory Group of the MPO, DZAG 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 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 consensus 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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Executive Director 

 

NUMBER: 2.1 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Transportation Administration, FS Chapter 334.044 

 

b. Transportation Finance and Planning, FS Chapter 339.175 

 

2. Purpose 

 

a. The MPO Executive Director, under the general policy direction of the Sarasota/Manatee 

Metropolitan Planning Organization Board and within its adopted guidelines, has the authority to 

perform the highest-level leadership, managerial and administrative functions related to the MPO. 

The MPO Executive Director is responsible for the general administration of the MPO Personnel 

Policies. 

 

b. The MPO Executive Director shall adhere to rules, regulations, and general operating procedures 

which are consistent with and in compliance with applicable State, Federal, and Local Laws and which 

generally provide for those elements associated with sound personnel administration. Such rules, 

regulations, and procedures shall provide for but not be limited to: 

 

(1)  A Classification and Pay Plan which encompasses and addresses all positions as 

authorized by the MPO Sarasota/Manatee Metropolitan Planning Organization Board. 

 

(2)  Methods for determining the fitness and merit of candidates for appointment, promotion, 

and retention. 

 

(3)  Policies and procedures regulating reduction in workforce and disciplinary actions. 

 

(4)  Rules, regulations, and provisions regarding personal leave and other types of absences. 

 

(5)  Policies and procedures relating to permanent, provisional, temporary, and contractual 

employees. 

 

(6)  Coordination of in‐service training programs and professional development opportunities. 

 

(7)  The policies and procedures regarding employee grievances and disciplinary hearings. 

 

(8)  Pay for Performance Evaluation System which encompasses and addresses performance 

reviews, merit increases, Cost of Living Adjustments (CoLA), other salary adjustments, one-

time payments and corrective actions. 

 

(9)  Other procedures, practices, and interpretations of policy necessary for the administration 

of the MPO’s Personnel Policies. 

 

(10) Coordination of the MPO’s Equal Opportunity Employment/Affirmative Action, Workers' 

Compensation, and Safety programs. 

http://www.flsenate.gov/Laws/Statutes/2011/334.044
http://www.flsenate.gov/Laws/Statutes/2012/339.175
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(11) Establishment and maintenance of a centralized personnel records system for all MPO 

employees.  

 

(12) Directing and supervising the administration of all personnel. 
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Personnel Files 

NUMBER: 2.2 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Discrimination, 42 USC § 126.12112 

b. Public Records, FS Chapter 119 

c. Worker’s Compensation, FS Chapter 440.102(8) 

d. Discrimination in the Treatment of Persons; Minority Representation, FS Chapter 760.50 

e. Health Insurance Portability Act of 1996, Public Law 104‐191 

f. See also: Alternative Work Schedule, Telework Schedule, Pay Administration, and  

 Classification System and Pay Plans 

2.  The MPO’s official records of present and past employees’ personnel file are maintained in the 

Fiscal/Administrative Manager’s office.  The Fiscal/Administrative Manager is the official custodian all 

personnel records. 

3.  Pursuant to the provision of the Florida Public Records Act, and except as limited by Florida Statutes, the 

personnel records are considered to be Public Records open for inspection by any person provided that 

such inspection is conducted in the physical presence of the custodian or designee during MPO regular 

operating hours. In addition, personnel records are subject to copying and provided to any requestor.  

4.  Documents that may be placed in the personnel file include application and hiring records, performance 

evaluations, classification changes, pay status changes, advancement in education completed, 

disciplinary action, commendation, adjustment in vacation or sick leave, suspension, layoff, termination, 

reinstatement, retirement program changes and other documents that reflect upon the employee’s 

service to the MPO.  Employee medical records will be maintained in a separate medical file. 

5.  Under no circumstances will any personnel records be removed from the storage area without the express 

authorization of the custodian, or alternate custodian, of the records.  Under no circumstances will any 

personnel file documents be removed from the record, nor will any document be altered in any manner, 

except at the direction of the MPO Executive Director, or an employee’s direct supervisor. 

6. Interested persons may review official personnel files, except as limited in Florida Statutes, during normal 

business hours.  The Executive Director or Fiscal/Administrative Manager will assist and supervise during 

the review. 

7.  Certain aspects of the personnel files are exempt from public inspection, and/or are confidential, as 

identified in Florida Statutes Chapter 119, or in other provisions of Florida Statutes or Federal law. 

8.  Certain other personnel‐related records and documents of a medical nature such as employment‐related 

medical records, workers' compensation medical information, and employee medical insurance records 

may not be open for inspection pursuant to the Florida Public Records Act. See, e.g., §119.071(4)(b)1; 

§440.102(8); §760.50, Florida Statutes; see also 42 U.S.C §12112; Federal Health Insurance Portability 

Act of 1996, Pub.L. 104‐191, Aug. 21, 1996, 110 Stat. 1936.   

9.  Medical and personal information generally considered to be of a confidential nature will be handled by 

management and administrative staff on a "need to know" basis within the MPO. 

10.Employees holding certain positions are entitled under Florida law to request that certain personally 

identifying information such as contact information (e.g., home addresses), not be released by other 

governmental agencies which may be in possession of this information.  It is the responsibility of each 

employee holding such a position to make these requests to other governmental agencies. 

https://www.govinfo.gov/content/pkg/USCODE-2017-title42/html/USCODE-2017-title42-chap126-subchapI-sec12112.htm
http://www.flsenate.gov/Laws/Statutes/2018/Chapter119/All
http://www.flsenate.gov/Laws/Statutes/2018/440.102
http://www.flsenate.gov/Laws/Statutes/2018/760.50
https://www.congress.gov/104/plaws/publ191/PLAW-104publ191.htm
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11.Collection of Social Security Numbers 

a. Pursuant to Section 119.071(5), Florida Statutes (2007) the MPO shall collect and use Social 

Security numbers only for the following purposes: payroll eligibility verification, processing 

employment benefits including Florida Retirement System (FRS), Workers' Compensation and 

insurance, applicant and employee background checks, and income reporting. 

b. The MPO will provide a copy of the Social Security Collection Policy whenever the MPO collects an 

individual's Social Security number. The written statement provided shall read as follows: 

(1) Your Social Security number is requested and used for the purpose of payroll eligibility 

verification, processing employment benefits including Florida Retirement System (FRS), 

Workers' Compensation and insurance, applicant and employee background checks, and 

income reporting. Numerical Social Security data will be used solely for those purposes. 

(2) According to Florida Statutes, agencies are required to adopt a written Social Security 

number collection policy and provide it to individuals when the agency collects Social 

Security numbers. 

c. The MPO shall review annually whether its collection of Social Security numbers is in compliance with 

Section 119.071(5), Florida Statues. 
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Equal Employment Opportunity 

NUMBER: 2.3 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Title VI of the Civil Rights Act of 1964, 76 FR 73985 

b. Americans with Disabilities Act of 1990, PL Chapter 101‐336 

2. It is the continuing policy of the MPO to promote the concepts of equal employment opportunity in its 

employment function and to comply with all federal, state and local laws, rules and regulations pertaining 

to fair and merit-based employment practices. 

3.  In order to provide equal employment and advancement opportunities to all individuals, employment 

decisions at the Sarasota/Manatee Metropolitan Planning Organization (MPO) will be based on merit, 

qualifications, and abilities. The MPO does not discriminate in employment opportunities or practices on 

the basis of race, color, religion, sex, sexual preference, national origin, age, disability, or any other 

characteristic protected by law (except where such factor is a bona fide occupational qualification or 

required by state and/or federal law). 

4.  Any employees or job applicants with questions or concerns about any type of discrimination in the 

workplace are encouraged to bring these issues to the attention of their direct supervisor or the MPO 

Executive Director. Employees may raise concerns and make reports without the fear of reprisal. 

5. Any report of discrimination shall be promptly forwarded to the MPO Executive Director for investigation.  

The MPO Executive Director (or the MPO Executive Director’s designee) shall be responsible for the 

investigation in accordance with this policy. 

6. If the employee reports the incident(s) in writing, the report shall be deemed confidential in accordance 

with the law.  If the employee orally reports the incident, the MPO shall summarize the provided statement 

in a report unless the employee opts to provide their own written summary.  The following information 

should be included in the report: the date(s) of the incident(s), identity of the person taking the action, 

identity of any witnesses and details about the incident(s).  The MPO may request an employee who 

submitted a complaint to attend an in-person meeting to provide additional details and information 

concerning the incident(s).  

7. The MPO will investigate reports of discrimination promptly and take prompt remedial action based on 

the circumstances to address any violation of this policy, including corrective action against any employee, 

which may include a warning, suspension or termination from employment.  An employee who feels that 

his/her complaint was not appropriately addressed or that he or she is still being subject to discriminatory 

conduct should immediately notify the MPO Executive Director. 

8.  The MPO prohibits and will not tolerate retaliation against employees who in good faith bring alleged 

discriminatory conduct to the MPO’s attention.  There will be no retaliation for reporting discrimination or 

for cooperating in the MPO’s investigation of the report.  An employee responsible for retaliatory conduct 

will be subject to corrective action, up to and including termination from employment.  If an employee 

believes that he or she is being retaliated against in violation of this policy, the employee is encouraged 

to report the retaliation by using the same procedures discussed above for reporting discrimination. 

9. 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. 

 

https://www.govinfo.gov/app/details/FR-2011-11-29/2011-30756
https://www.congress.gov/bill/101st-congress/senate-bill/933
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10. Any employee with a disability who believes that he or she needs a reasonable accommodation to perform 

the essential functions of the job should contact the MPO Executive Director.  The MPO prohibits and will 

not tolerate retaliation against any employee who requests a reasonable accommodation or makes a 

good faith complaint under this policy.  

 

11. Where an employee or applicant has requested a reasonable accommodation consistent with this Manual 

or law and is denied, a complaint may be made.  The employee or applicant has the option to proceed 

directly to Step 3 of the process, whereupon the Executive Director (or the Executive Director’s designee) 

shall meet with the employee or applicant and any pertinent employees to evaluate the eligibility or 

reasonableness of the request.  

 

12. If the employee cannot perform the essential functions of their current position due to permanent 

restrictions from a disability, and if a reasonable accommodation cannot be made which would allow the 

employee to perform the essential functions, the MPO shall search all position openings for which the 

employee may be qualified.  If the employee is qualified for any open position that is a lateral or lower 

position, the employee shall be offered that position if it does not violate any seniority rights of other 

employees.  If the vacancy is a higher position, the employee must apply and compete through the normal 

MPO application process.  

 

13. If the disability was due to an injury compensable under worker’s compensation and no vacant position 

is available when the employee reaches maximum medical improvement, the employee may be 

terminated or subject to other employment action.  

 

14. The MPO is also committed to not discriminating against any person who is related to or associated with 

a person with a disability.  This policy is neither exhaustive nor exclusive.  The MPO will take all other 

actions necessary, to ensure equal opportunity for persons with disabilities in accordance with the 

applicable provisions of the ADA and all other applicable federal, state, and local laws. 

 

15. Any employee or job applicant who has questions regarding this policy or believes that he/she has been 

discriminated against based on a disability may notify the Executive Director.  All such inquiries or 

complaints will be treated as confidential and will only be disclosed on a need-to-know basis to the extent 

permitted by law.   
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Outside Employment/Enterprise/Business 

NUMBER: 2.4 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Code of Ethics, Chapter 112 

b. Public Officers and Employees; Chapter 112 

2. Purpose 

a. No employee shall work in any enterprise or business, or accept outside employment, or render 

services for private or public interests, whether paid or unpaid, when the employment or service 

conflicts with the employee’s official duties or has the appearance of a continuing or frequently 

recurring conflict or impairment of judgment without prior acknowledgement of the MPO. 

b. No employee shall either directly or indirectly purchase, rent, or lease any realty, goods, or services 

for the MPO from any enterprise or business entity of which the employee or the employee’s spouse 

or child is an officer, partner, director, or proprietor, or in which such employee or employee’s spouse 

or child, or any combination of them, has or could have a material interest.  

c. Prior to engaging in any enterprise or business, or accepting outside employment, or rendering 

services for private or public interests, whether paid or unpaid, all MPO employees must request 

approval from the Executive Director (or the Executive Director’s designee).  Failure of the employee 

to notify the Executive Director or designee an obtain approval as outlined is a violation of Policy 

subject to disciplinary action, including dismissal. 

d. No MPO employee shall have an interest, financial or otherwise, direct or indirect, or engaging in any 

business or activity or incurring any obligation that is in substantial conflict with the proper discharge 

of duties. 

e. Secondary employment or contractual relationships are permitted to the extent that such 

employment or contractual relationships do not constitute a conflict of interest and do not interfere 

with the employee’s job performance with the MPO. 

 



2.5-1  

Classification System and Pay Plans 

NUMBER: 2.5 

APPROVED: September 23, 

2024March 30, 2026 

REVIEW BY:  March 20267 

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. 

c. The pay plan is adopted as part of the MPO’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 

temporary assignment period. 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter119/All
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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. 

l.  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). 

o. 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. 

q. 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 

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

(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. 

b.  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 the appraisal. 

c.  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. 

d.  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 employee’s rating performance is still classified 

as "Needs Improvement," the direct supervisor may work with the Executive 

Director to recommend removal from work duties 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 

to bring the performance up to an "Achieves" level. 

(7) 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 plan’s corrective actions. The PIP should be completed at the end of the first 30 
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days. 

(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. 

c.  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 

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. 
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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. 

6. 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. 

c.  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 - 60 days. 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 plan’s 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 

what actions/goals still need to be accomplished. 

(4) At any time during the 60-day period of time (but not less than 30 days) the 

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

completed Performance Improvement Plan form, the Performance Improvement 
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Plan will be concluded. 

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

received a probationary review may be eligible, based on performance, to receive a 

pro-rated merit increase. 

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

eligible for the annual review merit increase until successful completion of the 

probationary period. 

(7) 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: September 23, 2024March 30, 2026 

REVIEW BY: March 20267 

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 ½) 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 number 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. 

http://www.flsenate.gov/Laws/Statutes/2010/215.85
https://www.govinfo.gov/content/pkg/USCODE-2017-title29/html/USCODE-2017-title29-chap8.htm
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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 

§201 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 causes 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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Recruitment and Selection 

NUMBER: 2.7 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Title VI of the Civil Rights Act of 1964, 76 FR 73985 

b. Americans with Disabilities Act of 1990, PL Chapter 101‐336 

2. Recruitment and Selection 

a. Applicants for MPO positions will be recruited, interviewed, and selected based on job related 

qualifications without regard to age, race, color, sex, religion, national origin, political affiliations, 

marital status, disability, sexual orientation, veteran’s status, or other protected status.   

 

b. The recruitment and selection process are coordinated through the Fiscal/Administrative Manager 

for all employment vacancies within the MPO.  Announcements shall specify the classification title, 

salary range, the time, place, and manner of making application, basic qualifications, including those 

required for admission to the written and/or oral tests and any other pertinent information. 

c. All applicants for appointment or promotion shall file a written or online application. Applications are 

accepted for announced openings during the published advertising period. 

 

d. The position(s) will be advertised in one or both of the following methods. 

(1) Internal Advertisement – To the extent deemed appropriate by the Executive Director, the 

position may be filled by a qualified MPO employee without external advertisement. 

 

(2) External Advertisement – To the extent the Executive Director deems appropriate, 

advertisements will be placed on the MPO website or out of state media depending on the 

position to be filled.  All positions shall remain open for applications for a minimum of ten 

(10) working days following advertisement. 

e. The Fiscal/Administrative Manager will review applications to determine the initial qualifications of 

the applicants. 

 

f. The Executive Director shall be responsible for all hiring decisions but may utilize as deemed 

appropriate, the direct supervisor of the vacant position and/or the Fiscal/Administrative Manager, 

or the subject matter experts, for interviewing and recommendations. 

 

The MPO may reject an application if deemed the applicant Failed to meet minimum qualifications 

as stated on the job advertisement, failed to complete the application form or for other cause, as 

soon as the application is filed and reviewed.  Falsification or omission of information requested on 

the application and/or any supporting documents may result in disqualification or termination (if 

discovered post-hire). Applicants who omit or falsify information will also be disqualified from applying 

for other MPO positions for a one (1) year period. 

 

g. 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. 

 

https://www.govinfo.gov/app/details/FR-2011-11-29/2011-30756
https://www.congress.gov/bill/101st-congress/senate-bill/933
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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 

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. 

h. Once a position has been filled, the position is closed. Should one or more of the same positions 

come open again within ninety (90) days after first being filled, the MPO may make an offer to the 

next most qualified candidate from among the original applications. Alternatively, or if the vacancy 

arises more than ninety days later, the position will, absent an exception approved by the Executive 

Director, be re-advertised and new applications sought.  

i. Following interview(s), the Fiscal/Administrative Manager will verify employment references, verify 

academic credentials, and perform a criminal history check of the finalist. 

 

j. Only the Executive Director, or designee, can establish compensation rates in accordance with the 

MPO pay plan and budget and extend a job offer to the selected applicant. 

 

k. Each applicant for employment must consent to a physical examination, including but not limited to 

the collection of blood, urine, or breath sample to be submitted for an alcohol, drug and controlled 

substance or any combination thereof, abuse screening test.  The applicant further consents to the 

release of the test results to the Fiscal/Administrative Manager.   If such exams are requested by the 

MPO, the MPO will bear the expense of such exams and/or tests.  Positive results from such tests, 

like other pre-employment investigations, which indicate inability to satisfactorily perform the job 

function, will preclude employment of the applicant. 

l. No employee may begin activities associated with working for the MPO, including engaging in post-

offer screening activities, until the candidate signs, electronically or otherwise, a conditional offer of 

employment. No term or condition of employment, including matters of pay, bonuses, expense 

reimbursement, or other similar matters, shall be effective unless included within a conditional offer 

of employment.  

 

m. To ensure compliance with the Affordable Care Act, when an employee formerly eligible for health 

benefits leaves the MPO’s employ for any reason, he/she shall be ineligible for rehire until the former 

employee has been separated from the MPO for a minimum of thirteen (13) weeks. 

 

Except for special employment programs like the MPO’s intern program, no person under eighteen 

(18) years of age shall be employed in any regular, full-time position.  The requirement stated above 

is subject to change only when in conflict with state and federal laws governing age discrimination. 

3.  Temporary Employment  

 

a. Positions established for short-term purposes of less than six (6) months duration are considered 

temporary.  Temporary employees do not receive sick, vacation, holiday pay, medical or retirement 

benefits and are not entitled to utilize the grievance procedure set out in this Manual. 

 

4.  Employment of Relatives    

 

a. Relatives, as that term is defined in the Florida Ethics Code, of MPO employees may not be employed 

by the MPO. 

 

5.  Probationary Period  

 

a. The first twelve (12) months of employment serve as a probationary period for employees filling 

regular full-time and part-time positions and are used to: 
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(1) Provide an adjustment period for an employee to become familiar with his/her job 

position. 

 

(2) Provide on-the job instruction, guidance and counseling. 

 

(3) Observe and evaluate employee job performance. 

 

(4) Remove/discharge an employee whose job performance fails to meet required work 

standards.  Probationary employees are not entitled to utilize the grievance procedure set 

out in this Manual. 

Vacation and sick pay will be accrued during the probationary period for regular employees and 

compensatory time may be earned.  If employment is terminated during the probationary period, 

accrued vacation leave shall be paid. 

 

Employees reassigned to a different classification shall serve a six (6) month probationary period 

unless he/she have not completed their original 12-month probation in which case the longer period 

shall apply.  Employees must satisfactorily complete his/her probationary period to remain in the 

position. 

6. Regular Employees 

 

a. Employees who successfully complete his/her probationary period will be considered as regular 

employees. 
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Internship 

NUMBER: 2.8 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1.  References 

 a. U.S. Equal Employment Opportunity 

2.  Interns 

a.  The Metropolitan Planning Organization (MPO) provides internship opportunities for students to 

experience work in MPO government that is relevant to their educational goals and objectives or 

personal career interests, and to non-students seeking to experience working in an MPO position.  

b.  Recruitment of interns shall be conducted through the MPO's regular recruiting procedures, outlined 

in the Recruitment and Selection section, unless otherwise approved by the Executive Director.  

c. Interns shall not be recruited to fill regularly authorized position vacancies or displace regular 

employees. Interns are considered temporary employees and are not eligible for benefits provided to 

regular employees. Internship appointments shall not exceed 12 months, non-student internship 

appointments shall not exceed six (6) months.  

d.   For a student to be eligible for employment as an intern, an individual must be a student in good 

standing, enrolled in, or on school-approved break from, an accredited secondary or post-secondary 

school, junior college, college or university, or a vocational-technical school.  

e.  Student Interns are required to notify the MPO in writing of any change in their academic or 

disciplinary standing at the institution.  

f. Interns will be paid at the minimum pay rate of the assigned pay grades. A change from the minimum 

pay rate may be approved by the Executive Director upon request and proper justification from the 

relevant direct supervisor. 

 

g.  Students in the workplace who are participating in any related academic program, are considered to 

be “job shadowing” and are not considered to be volunteers, or employees, of the MPO. Any “job 

shadowing” must have prior authorization by the direct supervisor and must be under the supervision 

of an employee-mentor.  Additionally, they must not perform any work duties for the MPO,  

h.  Students who are present in the workplace and who may perform work for the MPO but who are not 

compensated shall meet the requirements of the federal Department of Labor concerning the 

acceptance of work by student internship. Non-student Interns must be compensated at a minimum 

the prevailing minimum wage for the applicable position under the approved MPO pay scale.  

i.  The Planning Manager is responsible for the development, coordination and promotion of intern 

recruitment activities and is responsible for ensuring that all interested persons have an equal 

opportunity to apply and be considered for internship opportunities.  

j.  Notwithstanding the foregoing, the MPO may, from time to time, enter into agreements with 

educational institutions whereby student interns will be identified, assigned, and compensated 

pursuant to the terms of the executed agreements. In such cases, the Fiscal/Administrative Manager 

shall assist in hiring individuals as needed to implement the terms of the agreements, even where 

same may vary from the provisions of this Policy.  

 

k. Student interns must have an active internship agreement with the MPO. 

 

https://www.eeoc.gov/
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3.  Employment of temporary personnel shall be subject to the equal employment opportunity provisions for 

purposes of this Policy.  

4.  To ensure compliance with the federal Affordable Care Act, except for Seasonal Other Personal Services 

(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.  

5.  Unless otherwise required by law, individuals performing work for the MPO through temporary 

employment agencies shall not be considered “employees” for purposes of this Policy.  
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Code of Conduct 

NUMBER: 2.9 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Public Officers and Employees: General Provisions, FS Chapter 112 

b. Public Business: Miscellaneous Provisions, FS Chapter 286.011  

c. Public Business: Miscellaneous Provisions, FS Chapter 286.0113 

d. Particular Conditions Affecting Public Health, FS Chapter 386.201  

2. Purpose and Intent 

a. This code of conduct establishes policies regarding conflicts of interest which may result from 

soliciting or accepting Gifts, gratuities, or unauthorized compensation; the appropriateness of outside 

employment; the use of one’s position; personal contractual relationships; using or giving information 

for gain; or procuring and delivering contractual services for work; and related or associated matters. 

The MPO Code of Conduct Policy applies to all MPO employees. All MPO employees should seek to 

avoid even the appearance of improprieties to maintain public confidence in the Sarasota/Manatee 

Metropolitan Planning Organization. 

b. All MPO employees shall pledge to subscribe to the following values to advance the interests of the 

customers and citizens the MPO serves, to foster good working relationships with colleagues, and to 

contribute to professional development. Each employee shall perform the duties of their position to 

the best of their abilities and the standards set forth in their job description or otherwise established 

and when needed, request additional instruction. 

c. To ensure that quality service and a professional environment is provided to customers, the public, 

and ourselves, MPO staff pledge to subscribe to each and all of the following values: 

(1) To be reliable, consistent, and dependable professionals. 

(2)  To recognize the importance of our work to the community. 

(3)  To be committed and loyal to both our work and our families. 

(4)  To impart a friendly attitude, which impels all MPO employees to listen and treat others 

with respect, consideration, and courtesy. 

(5)  To be accountable for our collective actions and consequences by being results-oriented. 

(6)  Being open‐minded and team‐oriented, which improves flexibility and effectiveness. 

(7)  To acknowledge the importance of remaining current in MPO employee knowledge and 

use of tools. 

(8)  To be honest, which attribute is an integral component of MPO work ethic. 

(9)  To have professional integrity, which gains the MPO respect from all. 

(10)  To provide superior service to our community. 

All employees are expected to honor and adhere to the ethical obligations inherent in public service. 

d. Article II, Section 8 of the Florida Constitution states, “a public office (or position) is a public trust.” 

As stewards of the public trust, all MPO employees must use the powers and resources of the MPO 

entrusted to them by the public to further the public interest and not for any personal gain or financial 

benefit. Therefore, the MPO employees: 

 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter112/All
http://www.flsenate.gov/Laws/Statutes/2018/286.011
http://www.flsenate.gov/Laws/Statutes/2018/286.0113
http://www.flsenate.gov/Laws/Statutes/2018/386.201
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(1)  Shall not accept benefits of any sort under any circumstances which could be inferred by 

a reasonable observer that the benefit was intended to influence a pending or future 

decision of such employee;  

(2)  Shall not engage in outside employment or financial transactions of any kind with any 

person, entity, firm, or corporation doing business with the MPO when such transactions 

constitute a conflict of interest; and 

(3)  Should seek guidance for their own protection by submitting the details of questionable 

situations, in writing, to the MPO Executive Director before engaging in such questionable 

activity. 

e. Many issues pertaining to conflicts of interest may require a legal opinion in that such issues are 

broadly addressed by provisions of the State Constitution, State Statutes, and/or Rules and decisions 

of the Florida Commission on Ethics. The Executive Director, or MPO legal counsel, shall be 

responsible for rendering a final determination regarding all issues pertaining to conflicts of interest. 

f. Ethical violations, as described above, shall be considered as cause for disciplinary action up to and 

including dismissal from employment with the MPO. 

3. Conflicts in Employment/Contractual Relationship 

a. Secondary employment or contractual relationships are permitted to the extent that such 

employment or contractual relationships do not constitute a conflict of interest and do not interfere 

with the employee’s job performance with the MPO. 

b. The MPO employees who participate in deciding, approving, recommending or preparing purchase or 

procurement requests, or influence the content of any specification or procurement standard, or 

render advice in the procurement or purchase of a contractual service, may not work for a person or 

entity attempting to engage in or engaging in contractual services with the MPO. 

c. The MPO employees acting in their official capacities, shall not directly or indirectly procure or 

substantially participate in the procurement of contractual services for the MPO from any business 

entity when a relative is an officer, partner, director, or owner or when such employee, spouse, or 

child has a material interest.  

4.  Conflict of Interest Regarding Contracted MPO Work and/or Purchase of Property, Materials, or Supplies 

a. The MPO employees shall not bid on or have a material interest in any entity, firm, company, or 

corporation, bidding on: 

(1)  The furnishing of any materials, supplies, or services to be used in the work of the MPO; 

(2)  A contract for the construction of or improvements to any MPO facility; or 

(3)  The sale of any property to the MPO or the purchase of any property from the MPO, unless 

said property is offered to the general public at auction or by competitive bid. 

b. Prohibited Interests. Neither the MPO nor any of its contractors or their subcontractors shall enter 

into any contract or arrangement in connection with a project, or any property included or planned to 

be included in a project, in which any member, officer, or employee of the MPO during his or her 

tenure or for two (2) years thereafter has any interest, direct or indirect. 

5.  Disclosure of Information 

a. Sarasota/Manatee Metropolitan Planning Organization employees shall not use for personal advantage 

to themselves or others or furnish information which was obtained as a result of employment to anyone, 

which is not available to the general public. This does not limit, hinder, or prevent disclosure of such 

information in performing official duties by those employees specifically charged with such responsibilities 

or so designated. 
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6.  Personal Appearance  

a. Dress, grooming, and personal cleanliness standards contribute to the morale of all employees and 

affect the business image that the MPO presents to the public. During business hours, employees 

are expected to present a clean and neat appearance and to dress according to the requirements of 

their positions. MPO employees should consult their direct supervisor, or the MPO Executive Director, 

if the employee has questions as to what constitutes appropriate attire. 

7. Use of Sarasota/Manatee Metropolitan Planning Organization Equipment/Property 

a. The personal use of MPO owned equipment, materials, tools, supplies, and other property is 

prohibited. MPO assets are to be maintained for MPO business‐related purposes. Any use of 

resources for charity or community purposes must be approved in advance by an employee’s 

supervisor. Any use of resources for political activity or personal financial gain is prohibited. 

Employees shall not perform any nonwork activities during working hours or use MPO equipment, 

personnel or facilities for private gain, either monetary or other.  MPO employees shall limit personal 

activities during working hours.  This includes but is not limited to personal use of copiers, phones, 

and computers, access to the internet or other personal activities during MPO work hours. Although 

certainly insignificant when taken individually, personal activities during work hours or use of MPO 

materials or property amount to a significant cost cumulatively.  Anyone found to have used resources 

inappropriately will be subject to appropriate disciplinary action, up to and including termination. 

8. Personal Mail/Deliveries/Calls/Visitors 

a. The MPO discourages its employees from receiving mail or deliveries of a personal nature at the 

property occupied, owned, or leased by the MPO. All employees should advise correspondents, 

businesses, and others, that personal mail is to be delivered to their home address and not to their 

place of work. 

b. No employee shall use MPO stationery or postage for personal business. 

c. The receiving and making of personal phone calls and the receiving of personal visitors on MPO time 

is strongly discouraged. The extent to which these are permitted is at the discretion of the MPO 

Executive Director but should not disrupt the work environment. Employees may be required to 

reimburse the MPO for any charges resulting from their personal use of the telephone. 

d. To ensure effective telephone communications, employees should always use the approved greeting 

and speak in a courteous and professional manner. Please confirm information received from the 

caller and hang up only after the caller has done so. 

e. Ensure caller is not operating a vehicle during call.  If so, ask them to call back when stationary. 

9. Cooperation with Job-Related Investigations 

a. It is a condition of MPO employment that employees are required to cooperate with respect to any 

job‐related hearing, inquiry, or investigation. 

10.Criminal Charges and Related Matters  

a. Employees shall be responsible for immediately notifying their supervisor whenever information has 

been filed by a prosecuting official against them for any offense or violation of law (including traffic 

violations while on MPO business), or who have been indicted by a grand jury or when an information 

has been filed against the employee. 

b. Employees under indictment or who are the subject of an information for any offense or violation of 

law shall have such situation reviewed by the Executive Director to determine if it is in the best 

interests of the MPO and the work program of the department to: 

(1)  Retain the affected employee in said employee’s regular position. 

(2)  Assign the affected employee to other duties until such time as the charge(s) are disposed 

of by trial, acquittal, dismissal, conviction, or other judicial action. 
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(3)  Suspend or terminate the affected employee. 

c. Employees are also required to notify their supervisor of the outcome of all criminal charges no later 

than five days after any change in status, including the notification of a conviction, a plea of guilty, 

an adjudication of guilt, a plea of nolo contendere, an adjudication withheld, an acquittal or a 

dismissal of the charges.  A failure to report within the applicable time period may result in disciplinary 

action, unless good cause exists for the employee's failure to report. 

 

11. Incarceration 

 

a. It is the sole responsibility of the affected employee to notify said employee’s supervisor, no later 

than the first scheduled workday following the incident of the fact that the employee has been 

incarcerated. Employees who have been incarcerated may be permitted to request available leave 

as appropriate and/or be subject to action such as described in section 10, above. 

12. Computer E-mail Usage, Internet, Voicemail and Cellphones 

a. Computers, computer files, the e‐mail system, Internet access, pagers, cell phones and software 

furnished to employees are MPO property intended for business use. Employees should back up their 

computer files on a regular basis. The use of e‐mail or Internet access for any non‐business purpose 

is strongly discouraged.  To ensure compliance with this policy, computer and e‐mail usage may be 

monitored, including but not limited to e‐mail, internet use, website history, call and text message 

history and history of materials, data and files downloaded or uploaded. Employees have no 

reasonable expectation of privacy with respect to any computer hardware, software, electronic mail, 

text or instant message, voicemail or other computer or electronic means of communication or 

storage, whether or not employees have private access or an entry code into the computer or 

voicemail system. Employees have no right to privacy in any matter, whether personal or business‐
related, stored in, created, received or sent through the MPO’s email, internet, computer or voicemail 

systems. 

b. All MPO employees should use the e‐mail system in a lawful and ethical manner for business‐related 

purposes only, in compliance with Federal and State law and the policies and procedures of the MPO. 

All employees are expected to conduct themselves in a manner that reflects respect for the rights of 

others and protects the integrity of data, equipment, software licenses and other contractual 

agreements governing technological resources. 

c. Transmission of copyrighted software or other copyrighted materials, and the transmission, receipt 

or storage of abusive, harassing, obscene, libelous or slanderous materials, is prohibited. The MPO 

strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. 

Therefore, the MPO prohibits the use of computers and the e‐mail system in ways that are disruptive, 

offensive to others, or harmful to morale. For example, the display or transmission of sexually explicit 

images, messages, and cartoons is not allowed. Other misuse includes but is not limited to ethnic 

slurs, racial comments, or jokes. MPO E‐mail resources may not be used to solicit others for 

commercial ventures, religious or political causes, donations to outside organizations, or other non‐
business matters. 

d. The e‐mail system is the property of the MPO as are all e‐mail messages communicated through the 

system. Access to the e‐mail system is a privilege, not a right. Users should respect the 

communications of others by not accessing (“eavesdropping”) or altering them without authorization. 

However, messages sent by e‐mail should not be considered private. They should all be considered 

public property.  Management will, in the normal course of maintenance and review of the system 

operations, monitor, intercept, read and disclose any and all e‐mail messages. Management reserves 

the right to delete or remove any and all non‐business-related materials to preserve the integrity of 

and space on all electronic equipment. Management reserves the right to review the use of emails 

for breaches of security, violations of MPO policy, or violations of employees’ duties and 
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responsibilities. Use of passwords, encryption or PIN number’s does not ensure confidentiality and 

may be overridden by MPO management. 

e. Any e‐mail sent or received by employees which constitutes a Public Record is open for public 

inspection and copying, much in the same manner as all documents, papers, letters and other 

materials used officially by state agencies. If an e‐mail message falls within the definition of a Public 

Record, it is subject to the policy on Public Records and Records Management and may not be 

deleted except as provided for in the state record retention schedule. 

f. Use of the e‐mail system for commercial purposes or personal profit is prohibited.  Distribution of 

unwanted e‐mail or other messages or use of any scheme (broadcast messages, chain letters, junk 

mail, and “spamming”) that may cause excessive network traffic or computing loads is prohibited. 

The e‐mail system shall not be used to endorse, promote, lobby, or raise money for any political 

candidate or political organization. 

g. Violations of the policies and procedures of the MPO, or of federal or state law may subject the 

violator to penalties, including criminal prosecution. The MPO reserves the right to suspend or rescind 

the access of any user found to have violated these policies or applicable laws and to take 

appropriate disciplinary action. Use of the e‐mail system is governed by this policy of the Personnel 

System, and federal and state law. 

13. Computer Software 

a. The MPO purchases and licenses the use of computer software for business purposes and does not 

own the copyright to this software or its related documentation. Unless authorized by the software 

developer, the MPO does not have the right to reproduce such software for use on more than one 

computer. Employees may only use software on local area networks or on multiple machines 

according to the software license agreement. The MPO prohibits the illegal duplication of software 

and its related documentation. Employees shall not load any software not purchased by the MPO on 

any MPO‐owned computer without permission. This is not intended to prohibit the use of data files 

supplied by consultants hired by the MPO. All computer disks shall be scanned for viruses before 

loading on any of the MPO’s organization’s computers. 

14.Telephone and Cellphone Use 

a. During work time, employees should limit the use of their personal cell phones for calls and text 

messages in the same way they must limit other non‐work-related conduct. Employees that have 

excessive telephone or cell usage for personal calls or text messages will be subject to disciplinary 

action, up to and including termination. 

15.Smoking  

a. In keeping with the MPO’s intent to provide a healthy and safe work environment and consistent with 

s. 386.201 et seq., Florida Statutes, the “Florida Clean Indoor Air Act”, smoking shall be strictly 

prohibited throughout the entire workplace environment. This policy applies equally to all employees 

and visitors.  However, the MPO may designate outdoor areas where smoking is permitted on MPO 

property.   

 

b. The MPO does not provide “smoke breaks” so all employees who choose to smoke in the designated 

areas must do so in their regularly scheduled breaks or meal periods.  Smoking, as referenced herein, 

is defined as the act of inhaling, exhaling, burning, carrying or possessing any lighted cigarette, 

electronic cigarette, cigar, pipe, smokeless pouch, any other form of loose-leaf smokeless tobacco, 

pipe tobacco, chewing tobacco, snuff or other smoke producing products or products intended to 

simulate smoking.  Smoking is also prohibited in any vehicle owned, leased, or rented by the MPO or 

where prohibited by law. 
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Political Activity 

NUMBER: 2.10 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Hatch Act, 5 USC § 7321-7326 

b. Election Code: Violations; Penalties, FS Section 104.081 

2. Purpose 

a. All employees have the right to be politically aware and active, to participate in political activities and 

to exercise his/her rights to vote according to his/her individual convictions; however, no employee 

shall use his/her official authority or influence for the purpose of interfering with an election or a 

nomination for office or influencing another person’s vote or affecting the result thereof.   

b. No employee shall be appointed to, demoted, or terminated from any MPO position, or in any way 

favored or discriminated against with respect to employment with the MPO, because of political 

opinion or affiliations. 

c. No employee may solicit contributions or services for any political party or candidate during working 

hours.  Further, no employee may lobby or attempt to influence a Federal or State elected or 

appointed official or employee in connection with the awarding of any federal contract, grant or loan, 

unless such activity is a part of the employee’s job duties. 

d. No employee shall display on their person (while on duty), or while at their workplace, any button, 

sign, decal or other symbol of support for any elected official, political party, issue or candidate for 

public office. 

e. No employee shall appear in any print, television, radio or other form of advertisement for any elected 

official, political party, issue of candidate while wearing an MPO logo, or while identifying oneself as 

an employee of the MPO. 

f. This policy does not restrict the right of an employee to hold membership in and support a political 

party, to vote as he/she wishes, to express opinions on all political subjects and candidates, to 

maintain political neutrality, to attend political meetings or campaign actively during off-duty hours in 

all areas of political activity. 

g. The use or threatened use of political influence in securing promotion, leave of absence, transfer, or 

change of class, pay, or character of work is prohibited. 

 

https://www.govinfo.gov/content/pkg/USCODE-2011-title5/html/USCODE-2011-title5-partIII-subpartF.htm
http://www.flsenate.gov/Laws/Statutes/2018/104.081
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Violence in the Workplace 

NUMBER: 2.11 

APPROVED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a. Weapons and Firearms, FS Chapter 790 

b. Worker’s Compensation, FS Chapter 440.101 - 440.102 

c. Drug-Free Workplace Standards, Florida Administrative Code, Chapter 59A‐24 

2.  Purpose 

a. Acts or threats of physical violence, including intimidation, harassment and/or coercion that involve 

or affect the MPO, or that occur on its property, are not permitted, and will not be tolerated. This 

prohibition against threats and acts of violence applies to all persons employed by the MPO, visiting 

the MPO, or otherwise involved in MPO operations. Specific examples of conduct that may constitute 

threats or acts of violence under this policy include, but are not limited to, the following: 

(1)  Verbal Harassment. Verbal threats toward persons or property, the use of vulgar or profane 

language toward others, disparaging or derogatory comments or slurs, verbal intimidation, 

exaggerated criticism, name calling or belittling behavior. 

(2)  Physical Harassment. Acts of physical harm directed towards an individual such as hitting, 

pushing, kicking, holding, impeding, or blocking the movement of another person or using, 

threatening, or implying the use of any offensive weapon or any article or object that could 

be used as such. 

(3)  Visual Harassment. Derogatory or offensive posters, cartoons, publications, drawings, 

images, pictures, or items. 

(4)  Property Damage. The intentional destruction or threat of destruction of MPO property or 

another employee’s property. 

b. Reporting of Violence. Any employee who becomes aware of an incident of violent behavior, whether 

the incident is committed by another employee or an external individual such as a customer, vendor 

or citizen must report it to the Executive Director or designee. In the cases of critical incidents in 

which serious threats or injury occurs with internal or external customers, call 911 immediately to 

obtain emergency responders. 

c. Retaliation Protection. Employees who are aware of a workplace violence incident, threat of violence, 

or an incident that is about to take place, have an obligation to report that information to a supervisor 

or the Executive Director. Any employee who acts in good faith in reporting threats or acts of violence 

under this policy will not be subjected to harassment or retaliation as a result of such a report. Any 

retaliation or harassment must be reported immediately to the Executive Director or designee. An 

investigation will be conducted and completed in a prompt manner. Immediate action will be taken. 

d. Weapons at the Workplace. Possession, use, or threat to use a deadly weapon, including but not 

limited to all firearms and explosive devices, by an employee is forbidden on MPO owned, leased or 

rented property or in an MPO vehicle.  

(1)  As allowed in 790.33(4)(c), F.S., MPO employees are prohibited from carrying firearms 

during and during official MPO duties. 

(2)  Furthermore, to the extent permitted under Florida Statutes, the possession or use of or 

threat to use as a weapon any other item or device is prohibited. 

http://www.flsenate.gov/Laws/Statutes/2012/Chapter790/All
http://www.flsenate.gov/Laws/Statutes/2012/440.101
https://www.flrules.org/gateway/ChapterHome.asp?Chapter=59A-24
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(3) This policy is not intended to prohibit possession of any legally owned and/or licensed 

firearm inside a private motor vehicle in a parking lot when properly stored in accordance 

with Florida law. 

e. Restraining Orders and Injunction. Cases of employees involved in personal disputes with internal or 

external individuals at times can escalate to the point where the issuance of injunctions, restraining 

orders, and other Court Orders are sought. In order to maintain the safest possible work environment, 

employees should include their work locations upon the issuance of any restricting Court Order. 

Employees are encouraged to inform the Executive Director as well as their supervisor immediately 

in these cases and provide a copy to their supervisor. Even in the case where an employee has not 

yet secured a Court Order but has reason to fear for his/her personal safety, reporting of these 

concerns is of great importance. 

f. Consequences for Violence. Engaging in such conduct may result in criminal charges and, in any case 

shall be cause for disciplinary action up to and including dismissal. 

g. Maintaining a safe and secure workplace is the responsibility of all MPO employees.  External doors 

shall be secured against unauthorized entry at all times except when public meetings are being held 

or an employee is in the immediate vicinity.  Failure to maintain security may result in disciplinary 

action. 

h. Post incident response involves taking care of injured and/or affected employees and providing 

treatment for victims and employees who may be traumatized by involvement or by witnessing a 

violent incident. Supervisors are responsible for ensuring that the injured employees receive prompt 

medical attention if needed. Counseling shall be made available to victimized employees through an 

employee assistance program or medical professionals as is deemed appropriate.   
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Holidays 

NUMBER: 2.12 

APPROVED: November 25, 2024March 30, 2026 

REVIEW BY: March 20267 

1.  References 

 a. State Employment, FS Chapter 110 

 b. See Also: Leaves of Absences 

2.  Holidays occurring while an employee is on MPO personal leave are to be counted as holidays, not annual 

leave. In case of death of an employee or permanent long-term disability, payment for unused annual/sick 

leave shall be made to the employee or to the employee’s beneficiary, estate, or as provided by law. It 

shall be the Fiscal/Administrative Manager’s responsibility to keep accurate and up‐to‐date annual/sick 

leave records on each employee. Annotations for annual/sick leave used must be made by the 

employee’s direct supervisor, or the Executive Director, on every employee’s respective payroll timesheet 

as the time is used. 

3.  Holiday hours are paid according to an employee’s regular work schedule. The actual number of hours 

granted is determined by the employee’s work schedule and must be approved by their direct supervisor. 

4. Holiday pay will be at an 8-hour workday for employees scheduled for 40-hour work week. All other 

employees that work less than 8-hours a day (40-hour week) will receive a prorated compensation equal 

to the number of hours they would have worked in a normal workday schedule. 

5. Employees are not entitled to be compensated for a holiday that falls outside of the employee's normal 

work schedule. 

6.Paid holidays are an MPO employee benefit. They may not be accrued for future use, and holiday hours 

taken shall not count as hours worked for overtime, compensatory time or any purpose other than FMLA 

eligibility.  

7.Employees are assigned by work schedule to either the ACTUAL Holiday Calendar or the OBSERVED Holiday 

Calendar.  

8.A holiday must be taken in one (1) normally scheduled workday.  

 

8.When an MPO observed holiday occurs during an approved leave of absence with pay (i. e., vacation, sick, 

compensatory, military, bereavement, etc.), and the appropriate leave is identified on the timecard, the 

employee will be paid for the holiday. (The holiday should be coded as "holiday" on the timecard.) If 

applicable accrued leave balances (i. e., vacation, sick, etc.) are charged on the timecard for the period 

in which the holiday occurs and the holiday is not coded as "Holiday," if eligible, the employee will be 

credited for the appropriate accrued leave upon written request.  

 

10.An employee who is not on an approved leave of absence and is absent from work on the day preceding 

or the day following an observed holiday is required by Executive Director or direct supervisor to explain 

the absence. If the absence is approved, appropriate accrued balances will be charged on the timecard. 

If the absence is not approved, or if the employee has no appropriate accrued balances to be charged, 

the employee is not paid for the unapproved absence, nor for the holiday, and may also be subject to 

discipline.  

 

11.In the event an employee is scheduled to work on an MPO observed holiday and fails to report for duty, 

the employee shall not be paid for the holiday and may be subject to discipline.  

 

12.When an MPO observed holiday occurs during a leave of absence without pay, i.e., FMLA, suspension, 

sick/vacation with no accrued leave balances, etc., the employee will not be paid for the holiday.  

 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter110/All


2.12-2 

13.When an MPO observed holiday occurs within a period of Workers' Compensation benefit pay, holiday 

hours shall be paid to bring the employee's pay to 100 percent pay status for that day.  

14.When a holiday falls on a Saturday, it is observed on the preceding Friday. When a holiday falls on a 

Sunday, it is observed on the following Monday, except as may be determined otherwise by the Executive 

Director.  

15.The days listed below are designated as official MPO holidays, based on observing federal and state 

holidays, other holidays may be observed by Sarasota County or Manatee County, and additional non-

permanent days off which may be designated by the federal government or State of Florida could be 

added at the director’s discretion: 

 

First Day of January New Year’s Day 

Third Monday in January Martin Luther King’s Birthday 

Third Monday in February President’s Day 

Last Monday in May Memorial Day 

The Nineteenth of June Juneteenth 

Fourth day of July Independence Day 

First Monday in September Labor Day 

Second Monday in October Columbus Day 

The Eleventh Day in November Veterans Day 

The Thursday in November proclaimed as Thanksgiving Day 

The Day following Thanksgiving Day Thanksgiving Holiday 

The twenty‐fifth day of December Christmas Day and either Christmas Eve and/or the day after Christmas. 

16.Each eligible employee will receive three (3) Personal Holidays.  Advance approval for use must be 

obtained from the direct supervisor.  A newly hired/rehired employee is ineligible to use the personal 

holiday until after completion of three months of the probationary period. Failure to use available personal 

holidays by the end of the calendar year will result in those days being lost. OPS (temporary) employees 

are not eligible for personal holidays. 

17.Since daily scheduled work hours can vary depending on an employee's status and job assignment, the 

number of hours to be paid as a personal holiday must be equal to the number of regular work hours 

scheduled for that day. Personal holiday hours used do not count as hours worked for any purpose.  

 

18.While on unpaid leaves of absence employees are ineligible to use a personal holiday.  

 

19.Employees who separate from MPO employment and are rehired within the same calendar year are 

ineligible to use a personal holiday if it was used prior to separation.  
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Leaves of Absence 

 

NUMBER: 2.13 

 

APPROVED:  September 23, 2024March 30, 2026 

 

REVIEW BY: March 20267 

 

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. Full-time 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 

Period of Continuous 

Employment 

*Hours of leave Earned                      

Bi-Weekly/Annually 

Maximum Hours Accruable 

0 to End of 5 Years 5 Hours/130 Hours 400 Hours 

6th to End of 10 Years 6 Hours/156 Hours 400 Hours 

11th 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 

number of scheduled work hours per pay period. 

 

b. The exception to the above Section would be employees electing to join the Florida Retirement 

System’s DROP (Deferred Retirement Option Program).  Payout of vacation balances would be in 

accordance with rules set by the Florida Retirement System, which are separate from this policy. 

 

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.   

 

 

https://www.govinfo.gov/content/pkg/USCODE-2017-title29/html/USCODE-2017-title29-chap28.htm
https://www.govinfo.gov/content/pkg/USCODE-2017-title38/html/USCODE-2017-title38-partIII.htm
http://www.flsenate.gov/Laws/Statutes/2018/Chapter115/All
http://www.flsenate.gov/Laws/Statutes/2018/Chapter440/All
http://www.flsenate.gov/Laws/Statutes/2018/627.6692
http://www.flsenate.gov/Laws/Statutes/2018/741.313
https://www.ssa.gov/OP_Home/comp2/F099-272.html
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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.). 

 

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

approved sick leave is taken. 

 

c. During leaves of absence with pay, employees continue to earn sick leave credits (with the exception 

of employees drawing hours from Long Term Disability). 

 

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

 

e. 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. 

 

f. 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. 

 

g. 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. 

 

h. 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:  For the 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. 

 

i. 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). 
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(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. 

 

j. 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. 

 

k. 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. 

 

l. 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. 

 

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 
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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: 

 

 

 

 

 

 

 

 

 

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. 

 

d. Ineligibility: In accordance with Florida Statutes, employees shall forfeit all rights and benefits under 

this section if employment terminates because the employee: 

 

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% 
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(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. 

 

b. Up to 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 
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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 §§2601‐2654. 

  

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. 

 

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

 

a. 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. 

 

b. 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. 

 

c. 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. 

 

d. 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 

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 
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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 MPO’s inquiry is limited 

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 
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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: 

 

(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. 
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(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 illness 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 

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. 
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b. 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. 

 

c. Employees working other than during normal business hours may have their schedule changed at 

the MPO’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 non‐household parents, brothers, or sisters. 

 

b. 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. 

 

c. 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.  

 

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 
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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. 

 

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

 

c. 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. 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.  

 

b. 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 

sufficient balances in his or her relevant leave account. Otherwise, the leave shall be coded as no 

pay.  

 

c. 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 
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confidential and exempt from public records disclosure, pursuant to Florida Statute § 

741.313(4)(c)(2).  

 

d. 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. 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. 

 

b. 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. 

 

c. 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. 

 

d. Notification  

 

(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 
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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 MPO’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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Health Plan and Privacy Practices 

 

NUMBER: 2.14 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Administrative Services Interlocal Agreement with Manatee County Government 

 

2. Group Health Plan 

 

a. The Sarasota/Manatee Metropolitan Planning Organization may purchase, for its employees and 

participate in the Manatee County’s employee benefits programs on the same basis that Manatee 

County offers such benefits to the employees and retirees of the Board of County Commissioners. 

Such benefits currently include health insurance plan(s), health reimbursement accounts (HRA’s), 

health flex spending accounts, wellness programs, employee assistance program (EAP), pharmacy 

plan, dental insurance plan, vision plan, life insurance, supplemental life insurance, long term 

disability insurance, short term disability insurance, and any other similar available benefits. 

Employee benefits programs which Manatee County may offer change from time to time. Benefits 

can be withdrawn at any time that Manatee County similarly withdraws such benefits for employees 

of the Board of County Commissioners. If programs are added or removed, MPO employees will be 

advised when changes are contemplated at the same time Manatee County employees are advised. 

All full‐time permanent employees of the MPO are eligible to participate. Part‐time permanent, and 

part‐time temporary, employees who work less than 30 hours per week are not eligible for benefits. 

 

b. All eligible newly hired employees can participate on the first day of the month following 30 days of 

continuous employment, if they complete their benefit enrollment by the due date.  Upon becoming 

eligible to participate in these plans, employees will receive summary plan descriptions (SPDs) 

describing the benefits in greater detail. New hires my begin participating in all wellness programs 

(such as the YourChoice fitness center, group fitness classes, and educational workshops) prior to 

their Benefits Effective Date except for programs that require a co-pay for an outside provider such 

as: Registered Dietitian, Bariatric Surgery, Health Coaching, etc.  

 

c. Upon retirement, eligible employees may continue to participate in the health plan as a retiree.  The 

benefits under retiree coverage include the same coverage received as an active participant, but 

monthly premiums may be increased up to the full rate which is modified each plan year.  

 

3. Notice of Privacy Practices 

 

 a. The MPO respects the privacy of personal information and understands the importance of keeping 

this information confidential and secure. The MPO protects the confidentiality of the personal 

information we receive in accordance with Federal and State laws.   
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b. The MPO’s practices apply to current and former employees and complies with the “Protected Health 

Information” (PHI) HIPAA disclosure requirements.  The term “Protected Health Information” (PHI) 

includes all individually identifiable health information transmitted or maintained by the Plan, 

regardless of form (oral, written, electronic). Non-authorized disclosure of PHI will be subject to 

disciplinary action up to and including dismissal. The MPO is committed to maintaining compliance 

with HIPAA regulations and all related provisions of federal and state law, as it may be amended from 

time to time, shall apply. 

 

c. The MPO’s group health Plan is required by law to take reasonable steps to ensure the privacy of the 

personally identifiable health information of employees, retirees, and dependents covered by the 

MPO’s group health plan, and to provide information about:   

 

(1) The Plan’s uses and disclosures of Protected Health Information (PHI);   

 

(2) Privacy rights with respect to PHI;   

 

(3) The Plan’s duties with respect to PHI; 

 

(4) The right to file a complaint with the Plan and the Secretary of the U.S. Department of 

Health and Human Services; and   

 

(5) The person or office to contact for further information about the Plan’s privacy practices.  
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Telework Schedule 

 

NUMBER: 2.15 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

  

a. Telework Schedule, FHWA Order 3620.1 

 

b. Department of Transportation (DOT) and Related Agencies Appropriates Act for Fiscal Year 2001, P.L. 

106-346, § 359 

 

c. See also: Alternative Work Schedule, Pay Administration, and Classification System and Pay Plans 

 

2. Definitions of Key Terms 

 

a. Telework. A supervisor approved work arrangement in which an eligible employee performs work at 

an alternative worksite, such as a residence or telecenter. 

 

b. Regular telework. A form of telework that occurs at least once a month (for all or part of a day). It is 

best suited for jobs in which the work is easily portable, and contacts can be effectively handled while 

in a telework status. Less frequent telework may occur on an ad hoc/as needed basis. 

 

c. Alternative worksite. A supervisor-approved worksite, other than the official duty station, specifically 

designated as a place where an employee may work for the purpose of telework. 

 

d. Eligible employee. A satisfactorily performing exempt employee whose position has tasks that can 

be performed while in a telework status. 

 

3. Telework Schedule Responsibilities 

 

a. Executive Director responsibilities. The Executive Director is responsible for implementing and 

administering the Telework Program within the organization. Their primary role is to: 

 

(1)  Implement telework in support of MPO telework goals. 

 

(2)  Promote and encourage employees to telework as a way to acquire experience with 

working remotely. 

 

(3)  Establish core hours when the MPO office will be the designated work location of all 

employees. 

 

b. Supervisor responsibilities. It is the responsibility of the supervisor to administer the day-to-day 

Telework Schedule consistent with this directive. Key responsibilities include: 

 

(1)  Support MPO telework goals. 

 

(2)  Determine position and employee eligibility. 

 

(3)  Notify employees of telework eligibility. 

https://www.fhwa.dot.gov/legsregs/directives/orders/36201.cfm
https://www.opm.gov/faqs/topic/telework/index.aspx
https://www.opm.gov/faqs/topic/telework/index.aspx
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(4)  Set clear communication and work expectations for telework. 

 

(5)  Measure performance/ensure results. 

 

(6)  Evaluate telework arrangements and make adjustments as needed. 

 

c. Employee Responsibilities.  It is the responsibility of the teleworker to: 

 

(1)  Be familiar with the MPO telework requirements, provisions, and resources. 

 

(2)  Satisfactorily complete assigned work and meet supervisory expectations. 

 

(3)  Ensure accessibility to customers, supervisors, and co-workers. 

 

(4)  Provide documentation of work accomplished when requested by the supervisor. 

 

(5)  Ensure a safe and productive telework environment that is free from distractions. 

 

(6)  Not engage in personal activities, such as home repairs or dependent care while in an 

official duty status at the alternative worksite. Supervisors cannot authorize telework 

arrangements that involve employees providing care to an individual while working. An 

employee may telework while dependents are home, if those dependents are 

independently pursuing their own activities, or are under the supervised care of an 

individual other than the teleworking employee. 

 

(7)  Work in the MPO office on scheduled telework days when requested by the supervisor and 

during core hours established by the Executive Director. 

 

(8)  Maintain ability to meet employee eligibility criteria in section 5 below. 

 

4. Telework Schedule Program Policies 

 

a. The MPO supports telework. Telework supports the MPO goals of environmental stewardship, 

congestion reduction, safety, and mobility. It enhances MPO as an employer of choice by providing 

employees with greater flexibility to balance work and home life. Telework supports productivity by 

giving managers and employees a work arrangement option that can be used to increase the amount 

of productive work time. It is also an effective and efficient way for continuing critical functions when 

staff cannot travel to a central office due to local or national incidents. 

 

b. Employee participation is voluntary. Participation in the program is voluntary, and eligible 

employees may terminate their participation at any time or may decide not to telework. 

 

c. All exempt positions are eligible for telework unless designated otherwise by management. The 

Supervisors will determine individual eligibility for telework based upon the eligibility criteria in 

section 5 below. 

 

d. All positions may be considered for temporary telework. MPO management may require exempt and 

non-exempt employees to telework in extended emergency circumstances in order to support 

continued operations. 

 

e. Accountability is essential. Supervisors and eligible teleworkers share responsibility for ensuring 

that the telework program does not adversely impact the organization’s mission or threaten the 
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security of MPO data, information, or equipment. Supervisors may require employees to provide 

evidence of completed tasks. 

 

f. Telework is a privilege, not a right. The fact that an employee is eligible to telework does not 

guarantee the right to telework. Supervisors have the authority to approve, modify, terminate, or 

suspend telework arrangements based on business reasons or employee performance. 

 

g. Sensitive information must be protected while teleworking. Employees and supervisors must 

ensure that classified information, personally identifiable information, proprietary information and/or 

other sensitive data are handled and protected in accordance with applicable laws, regulations and 

policies. Employees who telework are to use the required security protections, such as encryption, 

for all classified and sensitive information and follow this and/or other MPO policies as they pertain 

to the protection of information system resources. 

 

5. Telework Eligibility.  Supervisors determine who is eligible to telework by using a three step-process that 

involves evaluating position eligibility, employee eligibility, and business needs. 

 

a. Position eligibility criteria. Positions that meet the following criteria are appropriate for telework: 

 

(1)  Work activities (some or all) are portable. 

 

(2)  Work can be accomplished without daily, in-person supervision. 

 

(3)  Necessary interaction with co-workers, subordinates, supervisors, and customers can be 

effectively maintained on telework days. 

 

(4)  Adequate technology for off-site work is available, as needed. 

 

b. Employee eligibility criteria. supervisors must determine if the employee is eligible. An employee is 

eligible if they meet the following requirements. 

 

(1)  Completes the twelve-month probationary period or as determined by the Executive 

Director. 

 

(2)  Maintains a performance rating of at least “Meets or Exceeds Requirements” with no 

documented need to improve performance. 

 

(3)  Complies with the terms of the MPO telework policy. 

 

(4)  Exhibits the competencies and discipline necessary to function effectively in a non-

structured environment. For example, employees should be self-starters, results oriented, 

and display the ability to work independently. Employees who regularly require in-person 

guidance or the daily structure of an office environment to maintain work discipline are 

not suitable candidates for telework. 

 

c. Business need. The fact that an employee is eligible to telework does not guarantee that his/her 

request to telework will be approved. Supervisors have the responsibility to suspend, delay, alter, or 

terminate arrangements, when necessary to meet mission needs. In approving requests, the 

supervisor takes into account many factors, to include: 

 

(1)  Peak workload periods. 

 

(2)  Staffing shortages and coverage needs. 
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(3)  The need for developmental oversight of junior staff. 

 

(4)  Ability to meet stakeholder  expectations for reliability and service. 

 

(5)  Whether the employee’s alternative environment is conducive to effectively performing 

telework assignments. 

 

d. Local incidents and extended emergencies. Under certain circumstances, the Executive Director 

may determine that it is in the MPO’s interest to allow some or all otherwise ineligible employees to 

telework.  

 

6. Process for Reconsideration if Telework Eligibility is Denied 

 

a. An employee should make an effort to resolve telework eligibility issues with their supervisor(s) and 

may submit a request for reconsideration in the following quarter.  

 

7. Process for Terminating a Telework Agreement 

 

a. An employee may choose to terminate a telework arrangement at any time by notifying his or her 

supervisor in writing or through e-mail.  

 

b. A supervisor has the authority to cancel a telework agreement at any time by notifying the employee 

in writing or through e-mail. The notice must include the reasons for terminating the agreement and 

the effective date of the terminated agreement. Supervisors may terminate or modify an agreement 

at anytime, but it is expected that sufficient notice will be given in cases in which the circumstances 

may entail a reasonable period of time for the employee to make the adjustment. Specific reasons 

for a supervisor terminating the agreement may be based on business needs as discussed in Section 

5c above or on a pattern of employee failing to meet performance expectations, including employee: 

 

(1)  Lack of accessibility. 

 

(2)  Not being attentive to e-mail and phone calls. 

 

(3)  Failing to provide evidence of completed work when requested. 

 

(4)  Not showing expected progress in work completed. 

 

(5)  Not returning to the office upon supervisory request. 

 

(6)  Failing to continue to meet telework eligibility requirements. 

 

c. Supervisors have responsibility to ensure that the Executive Director is notified of changes in telework 

eligibility designations. 

 

8. Telework Suitability 

 

a. Any work activities agreed upon by the supervisor and employee, including the employee’s everyday 

work, may be performed while teleworking.  

 

9. Telework Flexibility.   Supervisors can choose to implement a variety of flexibilities. Examples include: 

 

a.  Allow partial or whole telework days. 
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b.  Permit telework on short notice with e-mail approval. 

 

c.  Establish telework schedules based on hours (e.g., employees can use 8 telework hours per pay 

period). 

 

d.  Approve employees varying their work schedule on a telework day, subject to meeting requirements 

under Alternative Work Schedules (AWS). 

 

e.  Approve a temporary telework location other than an employee residence. 

 

f.  Allow employees to reschedule their telework day on short notice. 

 

g.  Permit arrangements that combine telework with flexible and alternative work schedules (e.g., permit 

an employee to have a telework day and a Regular Day Off (RDO) in the same week). 

 

10.  Telework Security Requirements 

 

a. Each teleworker is responsible for safeguarding digital files and equipment as follows:  

 

(1)  Protect sensitive files being transported from unauthorized viewing and theft. 

 

(2)  Log-off and secure all connections when work is done or when away from your computer. 

 

(3)  Protect the privacy and security of all MPO data and equipment in the same manner as 

required when working at the office. 

 

(4)  Obtain supervisory approval prior to transporting sensitive work materials stored on 

moveable media (e.g.USB flash drives). 

 

(5)  Notify supervisor immediately if sensitive materials are lost, stolen, or otherwise 

compromised. 

 

b. Employees should seek further clarification from the Information Technology (IT) specialist before 

teleworking if they are not sure how to apply the above guidance. 

 

11. Telework Arrangements in Emergencies and/or Hazardous Weather 

 

a. Office closures. If the MPO is closed at the start of a business day, teleworkers who are scheduled to 

telework in the affected geographic area are expected to complete their normal workday. In the event 

the emergency or hazardous weather poses a personal hardship (e.g., lack of electricity, evacuation, 

etc.) that prevents the teleworker from effectively accomplishing his or her duties, the teleworker may 

request and be approved for excused absence by his/her supervisor. 

 

b. Delayed arrival/early dismissal. The ability to conduct work and the nature of the impediments, 

determines when an employee may be excused from work. For example, in cases of inclement 

weather, the teleworker would continue to work unless unable to do so because of disruption of 

electricity, personal hardship, or other factors. In these cases, the supervisor can approve leave or 

authorize an excused absence. 

 

c. Emergency impacting telework site only. When an emergency affects only the alternative worksite, 

the supervisor can require the teleworking employee to report to the regular office or approve annual 
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leave or leave without pay. Employees must notify their supervisors if they know in advance of a 

situation that will prevent them from working at the telework site. 

 

d. Emergency affecting official worksite only. When an emergency affects only the official worksite 

leading to delayed arrival, early dismissal, or closure, the teleworking employee is expected to work 

as scheduled. 

 

e. Extended emergencies and national security situations. For situations that involve closures due to 

national security, extended emergencies, or other unique situations, the Executive Director or 

Supervisor will issue specific instructions to all affected employees. 

 

12. Telework Arrangements Affected by Alternate Work Schedules 

 

a. There is no limitation on how often eligible employees can telework, regardless of whether they are 

on a regular, flexible, or compressed (9/5/4 RDO) schedule. These decisions are between the 

employee and their supervisor, based on the ability to meet the business needs of the office. 

 

13. Home-based Teleworking Operating Costs Responsibilities 

 

a. The teleworking employee is responsible for operating costs associated with using a residence as an 

alternative worksite, including maintenance, insurance, equipment, and utilities. Standard supplies, 

such as paper, pens, and folders are available to teleworkers for use at the alternative worksite in 

the same way they are at the traditional worksite.  

 

14. Rules for Teleworking or In the Office 

 

a. Employees are subject to the same office rules and practices as applies to, for example, requesting 

leave, working overtime, adhering to standards of conduct, or submitting claims when injured or 

suffering from work-related illnesses. In addition, all pay, leave, and travel entitlement is based on 

the employee’s official duty station. As mentioned in section 9 above, supervisors may approve 

variations in work schedules, as appropriate. The MPO is not liable for damages to the employee’s 

personal or real property while the employee is working at the approved alternative worksite. 

 

15. This policy does not interfere with or apply to situations in which supervisors allow employees to 

occasionally work at home. 
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Abolishment of Positions and Reductions in Work Force 

 

NUMBER: 2.16 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20262027 

 

1. References 

 

a. Insurance Rate and Contracts, FS Chapter 627 

 

b. Compilation of The Social Security Laws, Public Law Chapter 99–272 

 

2. Purpose 

 

a. Positions may be abolished when they are no longer needed or as business conditions change. 

Positions may also be abolished or reduced for economic reasons when there is not a sufficient 

appropriation in the budget. 

 

b. Employees who have been terminated as a result of a position being abolished, or a reduction in 

force, shall be considered as eligible for the following special considerations: 

 

(1)  Upon the effective date of termination, the employee will be paid for accrued personal 

leave, including any floating holidays on the books. 

 

(2)  All employer paid insurance coverage will cease as of the last day of the month during 

which the actual termination occurred. Employees will have the option to continue 

coverage in accordance with then existing Consolidated Omnibus Budget Reconciliation 

Act of 1985, Public Law 99–272, 100 Stat. 82 (COBRA) Law, or Florida Health Insurance 

Coverage Continuation Act, s. 627.6692, Florida Statutes, all as applicable. 

 

(3)  All monies owed by or to the MPO for tuition reimbursement shall be waived. 

 

c. Employees who are veteran preference-eligible, as determined by Florida Statutes, shall receive a 

retention preference. 
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Discipline and Discharge 

 

NUMBER: 2.17 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Laws relating to Veterans: General Provisions, FS Chapter 295 

 

b. Labor Organizations, FS Chapter 447.505 

 

2. Discharge 

 

a. Generally, a discharge is an action initiated by the employer intended to terminate the employer‐
employee relationship between the MPO and a specific employee. An employment offer is not 

intended to represent an employment contract, either expressed or implied. The MPO retains all 

“employment‐at‐will” rights and can terminate the employment relationship at any time for any legal 

reason without prior notice. A discharge action initiated by the MPO during the probationary period 

of employment may be accomplished with or without cause and without prior notice. 

 

3. Discipline and Discharge 

 

a. The level of discipline an employee will receive for a given offense varies in each case depending on 

the employee's past work and discipline record, and the severity of the offense.  

 

b. Employees may be disciplined by written notice (with or without other action or conditions), 

suspension, probation, demotion, discharge, or combinations of these for an action or failure to act 

which adversely affects job performance or the efficient operation of the MPO or the work unit.  

 

c. Probationary and temporary employees, employees of the MPO and other employees designated as 

serving at the will of the MPO, do not possess a property interest in their positions and therefore may 

be discharged without cause and are not entitled to any recourse in the event of discipline or 

discharge, except as provided in this paragraph. Further, employees who have waived their appeal 

rights by virtue of having entered into a last chance agreement or voluntary separation agreement 

are not entitled to appeal any subsequent discharge to the extent set forth in such agreements. If 

any such employee believes he/she has been disciplined or discharged as a result of illegal 

discrimination, the employee must follow the procedures outlined in this Policy.  

 

4. Grounds for Discipline or Discharge. Employees may be disciplined or discharged for any of the following 

reasons, or for any other cause determined to warrant MPO action:  

 

a. Incompetency or inefficiency in the performance of assigned duties.  

 

b. Possession, use, sale, purchase, or attempt to sell or purchase, any illegal controlled substance, on 

or off duty; misuse of prescription drugs while on duty.  

 

c. Consumption or possession of any alcoholic beverage on duty or while operating or riding in or on 

MPO vehicles or equipment or immediately prior to driving an MPO vehicle or operating MPO 

equipment.  

c.  
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d. Reporting to work, or working with, the presence of alcohol or illegal drugs in one’s body; or failure to 

inform your direct supervisor of use of prescription or non-prescription medication which may affect 

the employee's ability to safely and effectively perform job functions, or otherwise reporting to work 

while either mentally or physically unfit to perform duty.  

 

e. Refusal to submit to drug or alcohol testing as provided for in this policy or as may be required by 

law; attempting to contaminate test specimens or otherwise interfering with drug or alcohol testing 

procedures.  

 

f. Insubordination including refusing to perform work when assigned, or to comply with written or verbal 

instructions of the supervisory force, including the use of abusive or threatening language or behavior 

directed toward a supervisor.  

 

g. Refusal to fully and truthfully cooperate in an investigation conducted by or at the direction of the 

MPO or to testify at any hearing or proceeding when directed to do so.  

 

h. Interference with the work of another employee.  

 

i. Excessive conducting of personal business or conducting a business or work related to outside 

employment during duty hours.  

 

j. Unexcused absenteeism or tardiness, including failure to report to duty at any reasonable time.  

 

k. Political campaigning in writing, orally, or by telephone while on the job or during work hours.  

 

l. Carelessness or negligence in handling or control of MPO property or the improper appropriation of 

MPO property.  

 

m. Willful or negligent failure to follow safety rules or procedures.  

 

n. Discourteous, insulting, abusive, or inflammatory language or conduct toward any person, which 

disrupts the workplace or serves to offend any citizen, vendor or other person with whom the 

employee comes into contact during the performance of duties.  

 

o. Inability to perform the essential functions of the employee's position with or without reasonable 

accommodation, including the inability to maintain regular attendance.  

 

p. Failure to comply with ethical requirements in law or these Policies, including the acceptance of a gift 

under circumstances from which it could reasonably be inferred that the giver expects preferred 

treatment in an MPO-related matter.  

 

q. On or off the job conduct which adversely affects the ability of the employee to perform his/her duties 

or the ability of another employee to perform his/her duties. This includes conduct that adversely 

affects the efficient operation of the MPO.  

 

r. Lying, falsifying an official document including employment applications, medical examination forms, 

accident records, insurance records, leave or payroll records, purchase orders, or any other 

dishonesty connected with the employee's job or the operation of the MPO.  

 

s. Unlawful or unauthorized possession, use, or threat of use, of a deadly weapon, including a firearm, 

ammunition, explosive device, illegal knife, or other weapon, while on duty, on MPO property, or in an 

MPO vehicle or at any other time.  
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t. Horseplay, fighting, unsafe conduct, or other disorderly misconduct, while on duty or on MPO property.  

 

u. Violation of an MPO procedure, order or regulation, any statute or ordinance related to MPO 

employment, or any provision of this Policy.  

 

v. Unlawful or improper conduct, either on or off the job, which would tend to affect the employee’s 

relationship to his or her job, his or her fellow workers, or the MPO’s reputation or goodwill in the 

community.  

 

w. Engaging in discriminatory or harassing behavior of a verbal or physical nature which includes, but is 

not limited to, slurs, epithets, jokes, negative stereotyping, or other acts that relate to race, religion, 

gender, national origin, marital status, age or disability; or any display or written or graphic material 

such as photographs or cartoons that denigrates or shows hostility or aversion toward any individual 

or group because of same. 

 

x. Violation of Florida Statute 447.505, prohibiting public employees from participating in any strike 

against a public employer.  

 

y. Conviction or guilt of a felony or a misdemeanor of the first or second degree as defined by Florida 

statutes or federal criminal law, without regard to or status of any criminal proceeding, or any violation 

of an MPO or municipal ordinance involving moral turpitude, while either on or off the job.  

 

z. Failure to obtain, maintain, or report suspension or revocation of a state, federal or other 

license/certificate required or essential to the performance of the employee's job.  

 

aa. Unacceptable driving record as determined by the MPO, or the loss, suspension, or revocation, of a 

driver's license, when driving duties and/or possession of a valid driver's license are requirements 

for the employee's job.  

 

bb. Two or more related or unrelated disciplinary actions.  

 

cc. A less than satisfactory employee performance evaluation.  

 

dd. Failure to use seat belts while driving or riding in MPO rental vehicles, or any other violation of the 

policies on the use of vehicles for MPO business.  

 

ee. Failure to notify the Executive Director  in writing of any criminal arrest, charge or conviction within 

three (3) business days of such arrest, charge or conviction.  

 

ff. Operating, using, or possessing tools, equipment or machines to which the employee has not been 

assigned, or performing other than assigned work.  

 

gg. Productivity or workmanship not up to required standards of performance.  

 

hh. For non-exempt employees, habitually taking more than specified time for meals and rest periods.  

 

ii. Failure to properly and timely complete record of time worked.  

 

jj. Knowingly making any unauthorized marks or amendments to time records of oneself or of another 

or requesting or soliciting another employee to make such marks or amendments.  

 

kk. Failure to obtain and keep current the required authorization for outside employment.  
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ll. Failure to pay just debts due, including debts to the MPO, or failure to make reasonable provision for 

the future payment of such debts, thereby causing annoyance or embarrassment to the MPO or its 

employees.  

 

mm. Failure to report immediately to the direct supervisor the loss of an MPO identification card or access 

keys.  

 

nn. Knowingly permitting another person to use your MPO identification card, or using another person’s 

identification card, or altering an MPO identification card.  

 

oo. Failure to keep the Executive Director or Designee r notified of current address and telephone 

number.  

 

pp. Unauthorized posting or removal of any matter on or from any MPO bulletin boards or MPO property.  

 

qq. Provoking or instigating a fight, or actively participating in a fight during the workday, including breaks 

and meal periods, or at any time while on MPO property.  

 

rr. Sleeping during work hours unless otherwise provided as in the Emergency Medical Service.  

 

ss. Unauthorized distribution of written or printed matter of any description on MPO premises.  

 

tt. Failure to report to the MPO General Counsel a request for information, or receipt of a subpoena from 

an attorney, law firm, or court of law in connection with MPO related litigation.  

 

uu. Unauthorized vending, soliciting, or collecting contributions at any time on MPO premises.  

 

vv. Disregarding job duties by loafing or neglecting work during working hours or stopping work, wasting 

time, or loitering, or temporarily leaving assigned work area during working hours without permission.  

 

ww. Abuse of vacation or other leave privileges, including failure to follow leave request procedures or 

giving false information to access leave.  

 

xx. Being absent without permission or leave.  

 

yy. Deliberately misusing, destroying, damaging, or causing to be destroyed or damaged, any MPO 

property or property of a co-worker or citizen.  

 

zz. Making false claims or misrepresentations in an attempt to obtain accident benefits, workers’ 

compensation benefits, health insurance payments, or other benefits.  

 

aaa. Knowingly harboring without proper treatment, a communicable disease, which may endanger the 

health of other employees.  

 

bbb. Concerted curtailment or restriction of production or interference with work in or about the MPO’s 

workstations including, but not limited to, instigating, leading or participating in any walkout, sit-down, 

stand-in, slowdown, sick-out, refusal to return to work at the assigned time for the scheduled shift, 

or participation in a strike or any concerted activity against the MPO as defined in Florida Statutes.  

 

ccc. Threatening, intimidating, coercing or interfering with fellow employees, supervision or the public at 

any time, including the use of abusive, foul or obscene language.  

ddd.Making or publishing false, vicious or malicious statements concerning any employee, supervisor, 

the MPO or its operations.  
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eee. Failure to report a work-related accident, illness or injury to the Executive Director or Direct 

Supervisor.  

 

fff. Theft or misappropriation of MPO funds or other assets.  

 

5. Progressive Discipline  

 

a. Progressive discipline is a series of steps which provide a systematic approach to address and correct 

performance or behavior that fails to meet standards established by the MPO.  

 

b. The Executive Director and the direct supervisor may utilize this process when discipline becomes 

necessary in an attempt to maintain fairness and consistency. However, the step at which progressive 

discipline begins may vary depending on a number of factors, such as the nature and severity of the 

conduct, the employee’s past discipline and performance record. The Fiscal/Administrative Manager 

or designee may be consulted at any step in the Progressive Discipline procedure.  

 

c. The following steps apply to progressive discipline (Note-counseling and warnings alone are not 

considered disciplinary action for purposes of appeal but are available tools to use in appropriate 

circumstances prior to issuing discipline. However, where conduct so warrants, counseling and/or 

warnings may be skipped in favor of disciplinary action):  

 

(1) Step 1 - Oral Counseling or Warning  

 

(2) Step 2 - Written Counseling or Warning  

 

(3) Step 3 - Written Discipline Notice, Suspension Without Pay, Probation, Demotion  

 

(4) Step 4 - Discharge  

 

d. When a supervisor determines that an employee’s behavior or performance fails to meet standards 

established by the MPO or violates any provision of this policy, the direct supervisor should discuss 

such concerns with the employee and recommend a course of action for improvement. The 

discussion should include the following interactive process:  

 

(1)  Clearly outline the behavioral problem or performance deficiency.  

 

(2)  Allow the employee to respond to the concerns.  

 

(3)  After considering the employee response, explain expected conduct or performance 

changes.  

 

(4)  Establish a reasonable time frame in which improvement can be noted. In some cases, it 

is reasonable to expect quick improvement; other times, months may be more 

appropriate.  

 

(5) Tell the employee what the consequences will be if performance does not improve.  

 

(6)  Ask the employee for a commitment to improve performance and correct the problems 

and follow up with the employee, providing feedback where appropriate. 

  

(7)  Document this process on official Counseling/Warning or Discipline forms as appropriate.  
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e. Step 1 - Oral Counseling or Warning. Progressive discipline may begin with an informal discussion 

between the supervisor and the employee.  

 

f. Step 2 - Written Counseling or Warning. Absent an improvement in performance, or upon recurrence 

of a minor violation, the supervisor issues a written warning or counseling to the employee on 

appropriate MPO form. A copy of the counseling/warning, together with a copy of the employee’s 

response (if any) will be given to the Fiscal/Administrative Manager for inclusion in the employee’s 

official personnel file.  

 

g. Step 3 - Written Discipline Notice, Suspension without Pay, Probation, Demotion. Absent an 

improvement in performance following a written counseling/warning, or upon the occurrence or 

recurrence of a serious violation, the Executive Director may discipline with written notice, suspend 

without pay, place on probation, or demote, the employee. These measures are coordinated with the 

Fiscal/Administrative Manager. Discipline actions shall be taken through issuance of the MPO’s 

official Notice of Employee Discipline form and will be given to the Fiscal/Administrative Manager for 

inclusion in the employee’s official personnel file.  

 

h. Step 4 - Discharge. Absent an improvement in performance following suspension without pay, 

probation, or demotion, or upon the occurrence or recurrence of a serious violation, the Executive 

Director may decide to discharge the employee. Documentation associated with discharge will be 

included in the employee’s official personnel file.  The Executive Director may grant a pre-

determination meeting prior to the imposition of discharge.  In such case, the employee is provided 

advance notice of the charges and afforded the ability to offer a defense.  However, no employee 

shall have the right to grieve or appeal a disciplinary action after a predetermination meeting is held 

and/or the final decision is made. 

 

i. The progressive discipline 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. 

 

6. Non-Disciplinary Separations for MPO Employment 

 

a.   Resignation  

 

(1) Resignation is the separation of an employee from MPO employment through submission 

of a written or verbal notice of intent to resign. An employee’s resignation shall be deemed 

as accepted by the MPO the moment it is tendered regardless of any stated effective date, 

and no direct supervisor, manager or director has the authority to reject or permit an 

employee to rescind a resignation without the express prior authorization of the MPO 

Executive Director.  

 

(2) An employee who wants to leave MPO employment in good standing must notify his/her 

direct supervisor at least two (2) weeks prior to leaving. The direct supervisor, in turn, will 

notify the Executive Director. The Executive Director may allow the employee, under 

extenuating circumstances, to give less than two (2) weeks' notice and still resign in good 

standing. In the event the Executive Director, in consultation with the Fiscal/Administrative 

Manager, determines that it would be in the MPO's best interest to deem a resignation 

notice an immediate resignation or shorten the resigning employee's notice, he/she may 

do so.  
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(3) Upon an employee's resignation notice, any interest in continued employment ceases.  

 

(4) Employees who resign from MPO employment without two (2) weeks' notice (unless 

otherwise approved by the Executive Director), may not be recommended for rehire, nor 

be eligible for re-employment, with the MPO for one (1) year following their date of 

termination unless approved by the Executive Director.  

 

(5) Each MPO employee separating from MPO employment is requested to complete an 

Employee Separation Survey. The purpose of this survey form is to provide management 

with input the employee may have about his/her job and the MPO. The completed form is 

maintained by the Fiscal/Administrative Manager.  

 

(6) An employee who fails to report to work for two (2) consecutive workdays/shifts without 

approval of competent authority is considered to have abandoned their position and may 

be considered to have resigned without notice.  

 

(7) An employee who takes any step to run any elected public office in Manatee or Sarasota 

County, including opening a campaign account for that purpose, filing qualifying paperwork 

with the Supervisor of Elections, or conducting a press conference or issuing a press 

release confirming his or her candidacy, shall be deemed to have resigned his or her 

position with the MPO as of the close of business of the date any of these actions are first 

taken. Nothing herein shall be read or interpreted as preventing an employee from 

applying for appointment to any appointive public office.  

 

b.  Retirement  

 

(1) None of the provisions of this Policy can be construed or interpreted to alter or impair the 

MPO's retirement plan, which is governed by law.  

 

(2) There is no mandatory retirement age for employees of the MPO unless otherwise provided 

by Florida Statute or pension plan provision. Continued employment is determined by the 

employee's ability to perform satisfactorily in the job classification assigned.  

 

(3) Employee assistance and retirement information is available from the 

Fiscal/Administrative Manager, or designee, as needed. Direct supervisors should urge 

their employees to contact the Fiscal/Administrative Manager at least ninety (90) days in 

advance of the anticipated retirement date, to allow time to process retirement benefits.  

 

(4) Employees who have retired from MPO employment may be re-hired by the MPO in any 

position and under such terms and conditions as the MPO may offer, consistent with 

policies or procedures applicable at the time of application. Retired applicants seeking 

rehire with the MPO must comply with any applicable hiring procedures and FRS 

requirements.  

 

c. Death  

 

(1) Separation is effective on the date the death occurs.  

 

(2) All compensation due the employee at separation is paid to the beneficiary, surviving 

spouse, or to the estate of the employee, as determined by law or by executed forms in 

the employee's official personnel file.  
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(3) The Executive Director must immediately report an employee's death, regardless of cause, 

to the Fiscal/Administrative Manager and initiate the appropriate separation paperwork 

forthwith. The Fiscal/Administrative Manager, or designee, will verify whether the 

employee’s beneficiary is eligible for benefits under the Florida Retirement System.  

 

(4) Survivor benefit inquiries should be addressed to Employee Health Benefits.  

 

d.  Layoff  

 

(1) It is the intent of the MPO Executive Director to provide stable employment to staff of the 

MPO. However, there may be occasions which necessitate a reduction in the MPO work 

force.  

 

(2) A reduction of work force may be instituted in cases of bona fide budget reduction, lack of 

work, lack of funds, program or grant discontinuation, technological replacement, or any 

other significant organizational change or condition of serious financial distress that may 

occur. When such conditions exist, the direct supervisor may, after coordination with the 

Fiscal/Administrative Manager and approval by the MPO Executive Director, proceed to 

lay off an employee or employees. To the extent a reduction in force is necessitated by the 

MPO’s proposed budget, layoff decisions shall be consistent with the programs, services 

or operations to be reduced or eliminated by such budget.  

 

(3) A reduction in work force may be made by work site assignment and/or specific function 

performed and/or unique skills or qualifications held and/or by general job classification 

and/or by pay grade, or division or operation thereof. Layoffs which are targeted solely at 

reduction of salary costs must fairly target the foregoing employee classifications in a 

roughly uniform way so as not to cause the layoff of a more senior worker where a more 

junior employee performing the exact same duties and working at the same location is 

earning more.  

 

(4) The duties previously performed by a laid-off employee may be reassigned to other 

employees already working in positions in appropriate job classifications.  

 

(5) The Executive Director and the MPO General Counsel shall review any reduction in force 

proposals prior to their implementation so as to review such proposals to minimize 

negative impacts on prior equal employment gains in impacted work units and advise the 

MPO Executive Director on any labor law implications.  

 

e.  Layoff Priority  

 

(1) In the event of layoff, primary consideration will be on the factors set out in Section 6.d.3. 

Thereafter, the order of layoff shall begin with temporary, then probationary employees.  

 

(2) In accordance with prevailing veteran laws, including Chapter 295, Florida Statutes, 

certain veterans and spouses of certain veterans may be eligible for preference in 

retention when layoffs are necessitated. The Executive Director shall review layoff 

proposals to ensure compliance with such laws.  

 

(3) MPO employees who are scheduled for layoff shall not have "bumping rights" to other 

positions of any MPO employee. However, where the MPO is able to forecast a layoff in 

advance, the MPO may establish a time period wherein employees subject to a pending 

layoff will be permitted to apply for open positions. During this period, such employees 

shall, when being considered by interviewing direct supervisors, receive preference in 
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hiring where they are otherwise equally qualified with other candidates. Nothing herein, 

however, is intended to require the hiring of any such employee by a direct supervisor 

where another candidate is clearly more qualified for the position.  

 

(4) Employees scheduled for layoff may, if offered by the MPO, elect to accept transfer to 

vacant MPO positions for which they are qualified. Such transfer offers may be made at 

the discretion of the MPO and must be accepted by the employee within 3 days of receipt 

of the written offer. The employee's pay rate would be adjusted in accordance with Policy 

for any other MPO employee changing positions within the MPO. Employees who accept a 

transfer offer under this paragraph shall not be further entitled to any reinstatement to 

their prior position.  

 

(5) However, employees on layoff status with no offer of transfer, may for a period of twelve 

(12) months from the date of layoff apply and receive preference in interviewing for any 

job for which they are minimally qualified.  

 

(6) The Fiscal/Administrative Manager shall ensure Employee Health Benefits is made aware 

of any layoffs to ensure proper COBRA notices are provided.  

 

f. Reinstatement  

 

(1) Laid-off employees, who have not accepted an offer of transfer to a different MPO position, 

have priority for reinstatement, in jobs within their classifications at the time of separation 

for twelve (12) months following the effective date of layoff. Laid-off employees reinstated 

to those classifications within the twelve (12) month period shall have their previous dates 

of hire restored (including vacation and sick leave accrual rates and any unpaid sick leave 

balances in effect at the time of layoff). However, recalled employees may not be offered 

the rate of pay they had prior to their layoff, where fiscal conditions require a reduced rate 

for the position. At the end of the twelve (12) month period, all laid-off employees' rights 

associated with reinstatement are concluded. The MPO offers reinstatement to laid-off 

employees by certified mail to the last known address. (Note: It is the laid-off employee's 

responsibility to keep the Fiscal/Administrative Manager notified of any change of 

address, if he/she is interested in reinstatement.) 

 

(2) Reinstatement is offered to laid-off employees provided they are qualified (medical 

certification may be required) to perform the essential duties of the job and are in 

compliance with current pre-employment requirements including the MPO's Drug Free 

Workplace Program. A laid-off employee, who is temporarily unable to accept an offer of 

reinstatement due to medical certification, may request a delay in starting work, not to 

exceed thirty (30) calendar days.  

 

(3) The return to work date for a laid-off employee, who is qualified to return to work and 

compliant with all pre-employment requirements, is determined by the MPO's 

requirements, but the employee must be available for work no later than two (2) weeks 

following notice or will be forfeited and he/she is no longer considered eligible for 

reinstatement under the Layoff procedures.  

 

(4) If the employee fails to report to the Executive Director  within three (3) business days after 

receipt of the certified notice or if the employee does not meet all current preemployment 

requirements, and he/she is no longer considered eligible for reinstatement under the 

Layoff procedures.  
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(5) Employees who are scheduled for layoff do not have the right to submit appeals or 

complaints in regard to layoff actions, except for reasons of alleged violation of these 

policies and procedures governing such reduction of work force, or for alleged acts of 

illegal discrimination. The MPO Executive Director may elect to offer separation 

agreements to employees’ subject to layoff providing such as agreement is an allowable, 

reimbursable cost. In such cases, no agreement may be offered prior to legal review by 

the MPO Attorney’s Office.  

 

(6) Employees who are scheduled for layoff should contact Employee Health Benefits to 

discuss their medical coverage and other health benefits.  

 

(7) Executive Director shall make all reasonable efforts to provide outplacement assistance 

and services to laid-off employees.  

 

g.  Disability Separation/Reasonable Accommodation  

 

(1) All employees of the MPO are expected to be able to perform the essential functions of 

the positions they hold. At times, a physical or mental impairment may cause an employee 

to become unable to perform one or more job functions. In such circumstance, it will be 

the responsibility of the employee’s direct supervisor, in consultation with the 

Fiscal/Administrative Manager, to work with the employee to identify reasonable 

accommodations which will permit the employee to perform all essential job functions. 

This process may take more than one try, depending on the specific facts of the case.  

 

(2) Though the employee’s input on accommodations should be given weight, an employee is 

not entitled to demand a particular accommodation if the direct supervisor wishes to 

provide a different accommodation, so long as the accommodation will permit the 

employee to perform his or her job functions. The Fiscal/Administrative Manager and the 

MPO Executive Director should be consulted where any questions arise over the 

identification of accommodations.  

 

(3) If no reasonable accommodation can be identified, or if attempts at accommodations fail, 

or if the employee declines to accept reasonable accommodations offered by the direct 

supervisor, then the Executive Director, prior to separation, may refer the employee to the 

Alternate Employment Program (AEP). Such referrals shall be in writing and shall review 

the accommodations attempts made by the direct supervisor.  

 

(4) An employee may be terminated when he/she is unable to perform the essential functions 

of the job because of a physical or mental impairment and where no reasonable 

accommodation has been identified or accepted. Separations based on the employee’s 

inability to perform the essential functions of the job under the provisions of this section 

will not be considered disciplinary terminations.  

 

(5) If the inability to perform the job occurs due to an on-the-job injury, the employee should 

be given a reasonable opportunity to reach maximum medical improvement (MMI) as 

stated by the Workers’ Compensation doctor before being evaluated for mandatory 

participation in the Alternate Employment Program (AEP) unless such inability has existed 

for more than 12 weeks in the immediate prior 12 month period. The point in time at which 

an employee is considered for discharge for an illness or off-duty injury will be dependent 

upon the needs of the direct supervisor in conjunction with the availability of a definitive 

recovery prognosis. Nothing herein prohibits discharge for inability to perform duties, 

regardless of the source of illness or injury, where the continued non-performance of 
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essential job functions by the employee results in an extreme hardship for the MPO or 

operation involved.  

 

h.  Alternate Employment Program (AEP)  

 

(1) When the MPO receives information an employee has medical restrictions/limitations that 

appear to prevent the employee from performing the essential functions of the job and the 

direct supervisor cannot provide or the employee does not accept reasonable 

accommodation(s) which would allow the performance of the essential job functions, the 

Executive Director shall submit the appropriate referral form to the Fiscal/Administrative 

Manager indicating the information received regarding the restrictions and how those 

restrictions prevent the employee from performing the essential job functions. The 

Executive Director shall also indicate what efforts were made to identify reasonable 

accommodations; what accommodations were suggested by the employee; and why any 

potential accommodations were rejected by the direct supervisor as an undue hardship. 

The Fiscal/Administrative Manager will determine if the rationale is sufficient. If not, an 

independent medical and/or vocational evaluation may be arranged to further explore the 

potential for an accommodation.  

 

(2) After the Fiscal/Administrative Manager receives sufficient notice from a physician and/or 

vocational rehabilitation counselor that the employee is restricted in such a manner that 

he/she can no longer perform essential job functions, the Fiscal/Administrative Manager 

will meet with the employee and over a 90 day period assist him/her in searching for 

suitable alternate employment. The 90 day period shall be consecutive calendar days from 

the time the employee is notified in writing of acceptance into the AEP. Where deemed 

necessary by the Fiscal/Administrative Manager, a vocational rehabilitation counselor may 

be utilized in the search for alternate employment.  

 

(3) The Fiscal/Administrative Manager shall maintain a list of all vacancies which occur during 

the 90 day period and evaluate the requirements for each vacant position vis-a-vis the 

individual’s qualifications and capabilities. Employees in the AEP can be considered for 

any currently vacant budgeted position which he/she would be otherwise qualified for, 

either with or without an accommodation. The Fiscal/Administrative Manager will refer the 

employee to the direct supervisor where an opening exists for an interview provided the 

employee executes an application, meets the qualifications for the position and satisfies 

all requirements with respect to testing, licensing and certification.  

 

(4) If suitable alternate employment has not been arranged within the 90 day period following 

the employee’s entrance into the AEP, the Fiscal/Administrative Manager will notify the 

Executive Director that no suitable alternate position was identified or accepted. The 

Fiscal/Administrative Manager will notify the employee’s direct supervisor that the 

employee may be discharged after an exit interview, if possible, with the 

Fiscal/Administrative Manager and the Executive Director.  

 

(5) The Fiscal/Administrative Manager, if at all possible, shall schedule an exit interview with 

the employee in order to inform the employee that the discharge is not a disciplinary 

termination, that all vacancies in the MPO have been examined and there is no suitable 

alternate employment available at that time. If the employee should recuperate to the 

extent that he/she can perform the essential functions of the job within nine (9) months 

of termination under this policy, he/she may contact the Fiscal/Administrative Manager 

and the employee’s former Executive Director may authorize reinstatement upon receipt 

of acceptable evidence that the employee can satisfactorily perform the job, providing 

there is a vacancy. The individual may continue to check the MPO job postings and may 
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apply for other positions within the MPO as they occur. Nothing in this policy should be 

construed as creating a right to transfer to a different position, a right to reinstatement 

after termination under this policy, nor a right to any particular wage rate upon 

reinstatement.  

 

7. Employee Complaint Procedure  

 

a.  The purpose of the Complaint Procedure is to establish a process for resolving employee work-related 

problems and complaints at the lowest administrative level possible and to ensure the fair, 

expeditious and orderly resolution of employee problems and complaints. The Complaint Procedure 

shall NOT be used to address allegations of illegal harassment or discrimination. Complaints 

regarding such matters must be processed under the provisions of this policy.  

 

b.  Coverage  

 

(1)  The Employee Complaint Procedure is applicable to all regular employees.  

 

(2)  Employees, including probationary and temporary employees, who wish to lodge a 

complaint concerning illegal discrimination must utilize the formal procedures established 

in this Policy.  

 

c.  Time Limits  

 

(1)  The time limits set forth in this Procedure are strictly adhered to unless waived by both 

parties concerned or the designee.  

 

(2)  Failure on the part of the direct supervisor, or the Fiscal/Administrative Manager to comply 

with the time limits enables the employee to proceed to the next step.  

 

(3)  If an employee fails to comply with the time limits, his or her problem shall be deemed 

resolved, and any pending complaint shall be dismissed.  

 

d.  Responsibilities of The Director 

 

(1)  The director is responsible for ensuring that Direct Supervisors promptly handle employee 

problems and that each employee is made aware of this Procedure.  

 

(2)  The director is encouraged to call upon the Fiscal/Administrative Manager for an 

interpretation of any MPO Personnel Policy or Procedure or for guidance regarding the 

application of MPO Personnel Policies, Rules and Procedures. The director is also 

encouraged to consult with the Fiscal/Administrative Manager or designee concerning 

employee relations matters.  

 

e.  Available Complaint Procedures. Employees have the following procedures available to them:  

 

(1)  Opportunity to file a complaint with the Fiscal/Administrative Manager. 

  

(2)  Opportunity for an informal resolution of the complaint. An effort will be made within the 

affected direct supervisor to resolve the problem informally through the 

Fiscal/Administrative Manager, as necessary.  

 

(3)  Opportunity to bring witnesses and documentary evidence at any step in this Procedure.  
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(4)  Opportunity to have copies of relevant records or documents provided by the 

Fiscal/Administrative Manager when such records or documents are kept by or for the 

MPO in the ordinary course of business.  

 

f. Procedural Steps. The following steps are available to employees for the orderly and expeditious 

processing of non-disciplinary, work-related problems or complaints.  

 

(1)  STEP 1: Direct Supervisor  

 

(a)  When an employee has a work-related complaint, the employee should consult with 

his/her immediate supervisor within ten (10) calendar days of the occurrence. Either 

or both parties may request Human Resources' assistance in resolving the complaint. 

However, employees are encouraged to work in good faith with their respective 

supervisors for speedy resolutions of their problems or concerns.  

 

(b) If a satisfactory resolution is not reached within two (2) of the direct supervisor’s 

working days following the employee's initial consultation with the direct supervisor, 

the employee has two additional work days to put the problem in writing on an official 

form and to present it to his/her direct supervisor.  

 

(c)  The direct supervisor has two (2) working days (direct supervisor’s working days) 

from the day the employee presented the written complaint to give the employee a 

written decision on an official form, with forwarding copies.  

 

(2)  STEP 2: Fiscal/Administrative Manager  

 

(a) In the event the complaint remains unsettled, the employee may refer the matter to 

the Fiscal/Administrative Manager within five (5) working days of receipt of the 

Director's decision. The Fiscal/Administrative Manager or designee attempts to 

resolve complaints within his/her area of responsibility. In the event the complaint is 

not resolved within ten (10) working days of receiving the complaint or if it is beyond 

the scope of the Fiscal/Administrative Manager's responsibility, the 

Fiscal/Administrative Manager will prepare a report to the Executive Director.  

 

(3)  STEP 3: Executive Director  

 

(a) If the matter is not satisfactorily resolved in Step 2, the employee may present the 

written statement of the problem or concern to the Director. This step must be 

taken within five (5) working days of receipt of the direct supervisor's written 

decision. The Director shall render a written decision to the employee within five (5) 

working days after receipt of the employee's written statement, with forwarding 

copies.  

 

g. Prohibition Against Retaliation  

 

(1) The MPO prohibits retaliation against any employee for using the Employee Complaint 

Procedure or for participating or cooperating in any way in connection with this 

Procedure.  

 

(2)  An employee who believes that he/she has been harassed or retaliated against for 

having used this complaint procedure may, within ten (10) calendar days of the 

occurrence, file such allegation with the Fiscal/Administrative Manager for further 

investigation. After completion of its investigation, the Fiscal/Administrative Manager will 
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submit a report of its investigation to the Executive Director, who will take appropriate 

action.  

 

(3) Violation of this section is subject to disciplinary action up to and/or including discharge.  
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Non-Discrimination/Harassment 

 

NUMBER: 2.18 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Family and Medical Leave, 29 USC § 2601‐2654 

 

b. Rehabilitation Act of 1973, 27 USC § 701 

 

c. Discrimination in the Treatment of Persons; Minority Representation, FS Chapter 760 

 

2. Non-Discrimination 

 

a. It is the policy of the MPO that they recognize that no person shall, on the basis of race, color, national 

origin, sex, sexual preference, age, disability, religion, or any protected status, be excluded from 

participation in, be denied the benefits of, or be subjected to discrimination in employment or 

promotion. Regarding non‐discrimination policy, the Title VI Coordinator shall be the contact person 

to coordinate efforts to comply with these regulations. 

 

b. Any employee shall have the right to address their concerns either verbally or in writing to the Title VI 

Coordinator whenever he or she has reason to believe that the intent of this policy has been violated. 

 

c. Any report of discrimination shall be promptly forwarded to the MPO Executive Director. The 

complainant may elect to have the complaint and its disposition handled in accordance with the 

provisions outlined in Section 3.g 

 

d. The MPO will investigate reports of discrimination promptly and take prompt remedial action based 

on the circumstances to address any violation of this policy, including disciplinary action against any 

employee, which may include a warning, suspension or termination from employment. 

 

e. The MPO prohibits and will not tolerate retaliation against employees who in good faith bring 

discriminatory conduct to its attention. There will be no retaliation for reporting discrimination or for 

cooperating in the investigation of the report. An employee responsible for retaliatory conduct will be 

subject to disciplinary action, up to and including termination from employment. If an employee 

believes that he or she is being retaliated against in violation of this policy, the employee is 

encouraged to report the retaliation by using the same procedures discussed above for reporting 

discrimination. 

 

3. Harassment 

 

a. It is the policy of the MPO that all employees should be able to enjoy a work atmosphere free from 

any and all forms of discrimination or harassment, including but not limited to race, national origin, 

age, disability, sexual harassment, and religion. Harassment of employees by other persons (such as 

vendors, clients, contractors or subcontractors, or other similar categories of individuals working with 

the MPO) will not be tolerated and should be reported as provided in sub‐section 3.g. 

 

b. There shall be no retaliation taken against any employee who reports harassment or who participates 

in an investigation. Anyone who violates this will be subject to disciplinary action. 

https://www.govinfo.gov/content/pkg/USCODE-2017-title29/html/USCODE-2017-title29-chap28.htm
https://www.govinfo.gov/content/pkg/USCODE-2017-title29/html/USCODE-2017-title29-chap16.htm
http://www.flsenate.gov/Laws/Statutes/2018/Chapter760/All
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c. Harassment infringes on an employee’s right to a comfortable work environment and is a form of 

misconduct that undermines the integrity of the employment relationship. No employee (male or 

female) should be subjected to unsolicited and unwelcome overtures or conduct, either verbal or 

physical, from supervisors or coworkers. 

 

d. Harassment refers to conduct that is offensive to the individual, harms morale, and interferes with 

the effectiveness of operations. Such conduct is prohibited and includes offensive sexual flirtations, 

advances, patting, pinching, touching, leering, obscene gestures or propositions, verbal abuse of a 

sexual nature, explicit or degrading verbal comments about another individual or his or her 

appearance, race, national origin, age, disability, the telling of sexual jokes, the display of sexually 

suggestive pictures or objects, or any offensive or abusive physical conduct. 

 

e. Other impermissible conduct includes the taking of any personnel actions on the basis of an 

employee’s submission to or refusal of sexual overtures or reporting of other harassing behavior. No 

employee should so much as imply that an individual’s “cooperation” will have any effect on the 

individual’s employment, compensation, advancement, career development, or any other condition 

of employment. 

 

f. The MPO will take immediate disciplinary action against any employee engaging in harassment. Such 

action may include, depending on the circumstances, a warning, suspension, or termination. 

 

g. Allegations of harassment involving any employee of the MPO shall be processed and handled in 

accordance with the following procedure. 

 

(1)  INFORMAL PROCEDURE: The complainant may elect to have the complaint and its 

disposition handled according to the following procedure: 

 

STEP 1 ‐ The individual alleging harassment will report the incident to the MPO Executive 

Director and will be interviewed to discuss the allegations. If allegations are made to 

any other person, the matter must be directed immediately to the MPO Executive 

Director by that other person. In the absence of the MPO Executive Director or in the 

event the MPO Executive Director is the alleged harasser, the incident shall be 

reported to the MPO Chair. In such event that the Executive Director is the alleged 

harasser, the steps set forth below in this informal procedure will be accomplished 

by the MPO Chair. 

 

STEP 2 ‐ The MPO Executive Director shall make the accused aware of the specific 

nature of the complaint, interview the accused, and interview any other persons the 

accused may suggest to obtain additional information of the facts surrounding the 

complaint. 

 

STEP 3 ‐ The MPO Executive Director will inquire of the complainant and the accused as 

to any mutual resolution of the problem, which may be acceptable between the 

parties at that point. If the parties agree upon an acceptable resolution of the 

complaint, the matter shall be closed. 

 

STEP 4 ‐ If the parties do not agree on an acceptable resolution of the problem, the 

complainant shall be advised that further processing of the complaint will require 

that the complainant file a written complaint and the following formal procedure will 

be used. 

 

 

 



2.1918-3 

(2)  FORMAL PROCEDURE: 

 

STEP 1 ‐ Any employee who believes that he or she is or has been the subject of 

harassment or any employee who is aware of harassment against a fellow employee 

and who is unable to reach agreement concerning the resolution of the problem 

through the informal procedure or who does not elect to utilize the informal 

procedure may file a written complaint with the MPO Executive Director. In the 

absence of the, MPO Executive Director or in the event the MPO Executive Director 

is the alleged harasser, the incident shall be reported to the MPO Chair.  In such 

event that the Executive Director is the alleged harasser, the steps set forth below 

will be accomplished by the MPO Chair. Upon receipt of the written complaint, the 

MPO Executive Director shall interview the complainant for the purpose of obtaining 

any additional facts that may be needed to supplement the complaint. 

 

STEP 2 ‐ Within two (2) working days after receiving the signed written statement, the 

alleged harasser will be interviewed by the, MPO Executive Director be given a copy 

of the signed written statement and informed of the seriousness of the allegations. 

The MPO Executive Director will review with the alleged harasser the MPO policy and 

indicate that a formal charge of harassment has been made. The alleged harasser 

will then have the opportunity to refute the allegations by responding verbally and in 

a written statement, if he or she has not already done so as part of the informal 

procedure. 

 

STEP 3 ‐ The MPO Executive Director will meet with the alleged harasser’s direct 

supervisor, and a designated witness to discuss the seriousness of the allegations. 

If the evidence warrants, the alleged harasser will be disciplined according to the 

procedures as outlined in the Personnel Rules and Regulations with all due 

opportunity afforded through the Disciplinary Hearing and Appeal process. 

 

STEP 4 ‐ If the allegations prove not to constitute harassment, the alleged harasser will 

be advised of the decision in writing. 

 

h. An employee who is found to have knowingly filed a false harassment complaint will be subject not 

only to disciplinary action by the MPO up to and including discharge but may also be held personally 

liable for his or her misconduct through civil action by the injured employee and may be criminally 

prosecuted under Florida Statutes. 

 

i. Should it be confirmed that the allegations of harassment are valid; the employee found to have 

harassed another employee will be subject to any of the disciplinary steps up to and including 

termination. 

 

4. Bullying and Non-Discriminatory Harassment 

 

a. Some acts or remarks may violate this Manual even if they are not so severe that they violate federal 

or state discrimination laws. The MPO discourages verbal confrontations between employees due to 

an employee’s reasonable belief that he/she was subjected to bullying behavior.   

 

b. Bullying or Non-Discriminatory Harassing conduct includes repeated behavior occurring in the course 

of work that impairs the ability of an employee to perform work duties or is reasonably perceived as 

being so severe and/or objectively offensive so as to have that effect.  This includes but is not 

necessarily limited to acts that are reasonably perceived as being humiliating, dehumanizing, hostile, 

intimidating, or physically aggressive.  
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c. The legitimate and reasonable exercise of management rights should not be construed to constitute 

bullying or harassment.  These actions may include: 

 

(1) Evaluating an employee’s work performance.  Though the information may be troubling 

and critical, conveying said information does not constitute bullying or harassment. 

 

(2) Issuing directives about work duties. 

 

(3) Making justifiable decisions related to recruitment, selection and other employment 

opportunities. 

 

(4) Enforcing implemented workplace policies or collective bargaining provisions, if 

applicable. 

 

(5) Addressing allegations of misconduct and imposing disciplinary actions, where 

appropriate. 

 

d. Any acts of bullying should be reported using the complaint procedure that is detailed in sub‐section 

3.g, above. 

 

5. HIV/AIDS 

 

a. It is the policy of the MPO that employees with acquired immune deficiency syndrome (“AIDS”), aids 

related complex (ARC), or human immunodeficiency virus (“HIV”) shall not be excluded from attending 

to their customary employment as long as such employees are able to perform the essential 

requirements of the job, with or without a reasonable accommodation, and as long as said 

employment does not create a substantial risk of harm to the employee or to others. 

 

b. Any person with AIDS, ARC, or HIV shall have every protection made available to handicapped persons 

under Section 504, Public Law No. 93‐112, Sept. 26, 1973, 87 Stat. 355 of the Rehabilitation Act of 

1973, 29 U.S.C. §§701, 794, and 794a, and s. 760.50(2), Florida Statutes. 

 

c. No person may require an individual to take an HIV‐related test as a condition of hiring, promotion, 

or continued employment, unless the absence of HIV infection is a bona fide occupational 

qualification for the job. 
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Drug Free Workplace 

 

NUMBER: 2.19 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Worker’s Compensation, FS Chapter 440.101‐440.102   

 

b. Drug Abuse Prevention and Control, FS Chapter 893 

 

c. Drug-Free Workplace Standards, Florida Administrative Code, Chapter 59A‐24 

 

2. Purpose 

 

a. It is the purpose of this policy to establish and proclaim the MPO intent to maintain a “DRUG FREE” 

workplace.  MPO receives Worker’s Compensation through Manatee County via Administrative 

Services Agreement.  MPO will follow and implement Manatee County’s Drug Free Workplace policy 

and procedures. 

b. Misuse of controlled substances and reporting for work or duty under the influence of any substance 

as defined in Chapter 893, Florida Statutes.  Employees are subject to substance testing per the 

following: 

 

(1) When an employee is directly involved, while on the job, in any serious vehicular or 

equipment accident. 

 

(2) Upon reasonable suspicion when a supervisory employee has reasonable suspicion that 

an employee is under the influence of alcoholic beverages, using illegal controlled 

substances, or misusing any other controlled substance on the job. 

 

If, in the opinion of the Executive Director, or Direct Supervisor, the employee involved is considered 

impaired, the employee should be sent to a medical or testing facility by safe transportation and 

accompanied by his/her direct supervisor or another employee, or medical personnel if necessary.  

The employee should not be permitted to drive on his/her own. 
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Solicitation 

 

NUMBER: 2.20 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Torts, Florida Statutes, Chapter 768.095 

 

2. Purpose 

 

a. In an effort to assure a productive and harmonious work environment, people not employed by the 

MPO may not solicit or distribute literature in the workplace at any time for any purpose unless 

approved by the Executive Director. 

 

b. The MPO recognizes that employees may have interests in events and organizations outside the 

workplace. However, employees may not solicit or distribute literature concerning these activities 

during work hours. Examples of impermissible forms of solicitation include: 

 

(1)  The collection of money, goods, or gifts for religious or political groups. 

 

(2)  The sale of goods, services, or subscriptions outside the scope of official MPO business. 

 

(3)  The circulation of petitions. 

 

(4)  The distribution of literature not approved by the employer. 

 

(5) The solicitation of memberships, fees, or dues. 

 

c. In addition, the positing of written solicitations on company bulletin boards is restricted. These 

bulletin boards display important information, and employees should consult them frequently for: 

 

(1)  Affirmative Action Statements. 

 

(2)  Employee Announcements. 

 

(3)  MPO Announcements. 

  

(4)  Workers’ Compensation Insurance Information. 

 

(5)  State Disability Insurance/Unemployment. 

 

(6)  Insurance Information. 

 

If employees have a message of interest to the workplace, they may submit it for approval. The MPO 

Executive Director will post all approved messages. 
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Professional Development 

 

NUMBER: 2.21 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Tuition and Reimbursement, FS Chapter 943.16 

 

b. See also: Alternative Work Schedule, Telework Schedule, Pay Administration, and Classification 

System and Pay Plans 

 

2. Purpose 

 

a. The Sarasota/Manatee MPO seeks to encourage employees to take part in the Professional 

Development Tuition reimbursement funds.  These funds may be available only to employees in full-

time established positions. Eligible employees will be reimbursed up to 100% of the tuition or training 

fees and may receive a pay adjustment for professional organization memberships. 

 

3. Tuition Payment Program 

 

a. Regular employees of the MPO may be reimbursed for one course per school session that is beneficial 

to the MPO and the individual in the performance of his/her job. 

 

(1)  To be considered “beneficial” to the MPO under this policy, the course work must maintain 

or improve skills required in the employee’s job. 

 

(2)  The Executive Director must pre-approve any course work to qualify for reimbursement. 

 

b. The MPO will reimburse up to 100% of the tuition fees, excluding books and supplies, following 

completion of an undergraduate or graduate level course with a grade of “B” or better, or “passed” 

on a pass-fail system. 

 

c. Travel time and/or course time are not counted as hours of actual work. 

 

d. An employee is expected to complete one full year of employment following MPO’s payment of tuition 

fees. If the employee does not complete one full year, he/she must repay the tuition or training course 

fees. 

 

4. Memberships and Training 

a. The MPO may provide a pay adjustment for institutional memberships in technical and professional 

associations.  The MPO may adjust pay for individual memberships when the association does not 

accept institutional membership or when individual membership provides economic advantage. 

 

b. The MPO may pay fees required to complete review courses taken in preparation for professional 

certification and continuing certification.  The MPO may pay fees for professional certification and 

continuing education. 

 

http://m.flsenate.gov/Statutes/943.16
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c. The Executive Director may require any employee to provide a summary report or briefing on any 

activity the employee has attended that was paid for by the MPO. 

 

d. The Executive Director has final approval for all employee training and development applications. 

5. Application Procedures 

a. Applicants must complete a Tuition, Training, and Membership Request and Reimbursement/Pay 

Adjustment Form for each course, training or membership and submit it to the 

Fiscal/Administrative Manager for approval prior to commencement of the course. The 

Fiscal/Administrative Manager and Executive Director will approve or disapprove the request and 

return the completed form directly to the requesting employee. If approval is given, the employee is 

responsible for retaining the approved Tuition Request and Reimbursement/Pay Adjustment Form 

and resubmitting it along with the required documents noted below. 

6. Reimbursement Procedures.   Within 60 days of completion of the course, the applicant must submit the 

following documents to the Fiscal/Administrative Manager for the request for tuition reimbursement to 

be processed: 

 

a. Completed and pre-approved Tuition, Training, and Membership Request and Reimbursement/Pay 

Adjustment Form. 

 

b. Proof of payment showing the course title(s) and payment indicating course(s) was paid in full. 

 

c. Final grade of “B” or better or proof of “passed” status (computer-generated unofficial transcripts are 

acceptable). 

 

7. Mandatory Training and Organizational Memberships 

 

a. The MPO will pay for any mandatory and/or may pay for various other training and professional 

development opportunities and organizational memberships that are MPO related.   
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SARASOTA/MANATEE METROPOLITAN PLANNING ORGANIZATION 

TUITION, TRAINING AND MEMERSHIP REIMBURMENT/PAY ADJUSTMENT PROGRAM 

PROFESSIONAL DEVELOPMENT AGREEMENT 

Pursuant to Sarasota/Manatee MPO Personnel Policy Manual Part IV, Professional Development, tuition 

reimbursement funds may be available only to employees in full-time established positions. Eligible 

employees will be reimbursed up to 100% of the tuition or training fees and may receive a pay 

adjustment for professional organizational memberships.  

Tuition Payment Program: 

1. Regular employees of the MPO may be reimbursed for one course per school session that is beneficial 

to the MPO and the individual in the performance of his/her job. 

a. To be considered “beneficial” to the MPO under this policy, the course work must maintain or 

improve skills required in the employee’s job. 

b. The Executive Director must pre-approve any course work to qualify for reimbursement. 

2. The MPO will reimburse up to 100% of the tuition fees, excluding books and supplies, following 

completion of an undergraduate or graduate level course with a grade of “B” or better, or “passed” on a 

pass-fail system. 

3. Travel time and/or course time are not counted as hours of actual work. 

4. An employee is expected to complete one full year of employment following MPO’s payment of tuition 

fees. If the employee does not complete one full year, he/she must repay the tuition or training course 

fees. 

Memberships and Training: 

1. The MPO may provide a pay adjustment for institutional memberships in technical and professional 

associations.  The MPO may adjust pay for individual memberships when the association does not 

accept institutional membership or when individual membership provides economic advantage. 

2. The MPO may pay fees required to complete review courses taken in preparation for professional 

certification and continuing certification.  The MPO may pay fees for professional certification and 

continuing education. 

3. The Executive Director may require any employee to provide a summary report or briefing on any activity 

the employee has attended that was paid for by the MPO. 

4. The Executive Director has final approval for all employee training and development applications. 

Application Procedures: 

1. Applicants must complete a Tuition, Training, and Membership Request and Reimbursement/Pay 

Adjustment Form for each course, training or membership and submit it to the Fiscal/Administrative 

Manager for approval prior to commencement of the course. The Fiscal/Administrative Manager and 

Executive Director will approve or disapprove the request and return the completed form directly to the 

requesting employee. If approval is given, the employee is responsible for retaining the approved 

Tuition Request and Reimbursement/Pay Adjustment Form and resubmitting it along with the required 

documents noted below. 

Reimbursement Procedures: Within 60 days of completion of the course, the applicant must submit the 

following documents to the Fiscal/Administrative Manager for the request for tuition reimbursement to be 

processed: 

1. Completed and pre-approved Tuition, Training, and Membership Request and Reimbursement/Pay 

Adjustment Form. 

2. Proof of payment showing the course title(s) and payment indicating course(s) was paid in full. 

3. Final grade of “B” or better or proof of “passed” status (computer-generated unofficial transcripts are 
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acceptable). 

  Pay Adjustments: Typically, pay adjustment is an increase in the pay rate, such as when an employee 

earns a raise. A wage adjustment can also be a decrease in pay, such as a wage decrease when 

demoting an employee or changing their duties: 

1.  You promote an employee 

2.   You give the employee a raise for merit or experience 

3.   You give an employee a cost of living increase 

4.   You increase wages as a market adjustment or to keep up with competitors 

5.   You are trying to equal out wages among your employees 

6. The employee works more or fewer hours 

7. The employee’s shift changes, resulting in a loss or addition of premium wages 

8. The employee transfers to a different location 

9. You increase or reduce an employee’s responsibilities 

10. You demote the employee 

11. You need to reduce wages to prevent layoffs 

 

** Pursuant to MPO Personnel Policy Part IV, Section A, Item 4, an employee is expected to complete one 

full year of employment following MPO’s payment of tuition fees.  If the employee does not complete one 

full year, he/she must repay the tuition fees unless exempted pursuant to section 2.18. 

 

My signature below certifies that I understand and agree to the terms of conditions outlined above 

and, in the Sarasota/Manatee MPO Personnel Policy for tuition reimbursement. I agree to reimburse 

the Sarasota/Manatee MPO for tuition reimbursements received if I do not complete one full year of 

employment with the Sarasota/Manatee MPO. 

 

 

Employee Print Name: Signature Date 
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Cellular Phone Stipends 

 

NUMBER: 2.22 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Public Officers and Employees: General Provisions, FS Chapter 112 

 

2. Purpose  

 

a. The purpose of this provision to establish uniform practices for use of cellular telephones for the 

Metropolitan Planning Organization (MPO).  While carrying out job responsibilities, there may be a 

need for work related communications while away from the office or primary work location. This policy 

applies to any device that makes or receives phone calls, leaves or receives voicemail messages, 

sends text messages, surfs the Internet, or downloads, and allows for the reading of and responding 

to e‐mail. 

 

3. Responsibility 

 

a. The MPO Executive Director shall be responsible for the approval of cellular telephone stipends to 

staff. 

 

(1)  Unless utilizing hands‐free or Bluetooth devices, an individual who receives an MPO 

cellphone stipend is prohibited from using a cell phone or similar device while driving, 

whether the business conducted is personal or MPO related. This prohibition includes 

receiving or placing calls, text messaging, surfing the Internet, receiving, or responding to 

e‐mail, checking for phone messages, using push to talk, or any other purpose. Employees 

are required to stop the vehicle in a safe manner and location so that a cell phone or 

similar device may safely be used.  This restriction may be relaxed during emergencies. 

 

(2) Employees are advised that by receipt of a stipend for said cellular telephone or electronic 

device, all bills, invoices for service, or other documents, e‐mails, voicemail messages, or 

texts relating to service, or information relating to or from whom calls are made, as well as 

the duration of a call, are likely classified as a Public Record pursuant to Florida law.  

Therefore, such information is open to the public and to the MPO, unless classified as 

exempt or confidential under federal or Florida law, and it is illegal to destroy such 

documents, e‐mails, voicemail messages, or texts relating to service, or information 

relating to calls, without permission of the MPO Executive Director.  See also Policy 5.2 

 

4. Stipends 

 

a. A monthly stipend may be authorized by the MPO Executive Director to an MPO staff member. 

Positions authorized for cellular phone usage are determined by the following: Safety requirements 

indicate having a cellular phone is an integral part of performing duties of job description; More than 

25% of work is conducted in the field or away from desk phone; Required to be contacted on a regular 

basis while outside of the office; Required to be on‐call; or Critical decision maker. 

 

 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter112/All
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b. An employee receiving a cell phone stipend shall be responsible for choosing and paying for all 

cellular phone equipment and services. The MPO shall be responsible only for the stipend when 

authorized. 

c. The following positions are eligible for the cellular phone monthly stipend: 

 

(1) MPO Executive Director; and 

 

(2) MPO staff as authorized by the MPO Executive Director. 

 

d. The monthly stipend is taxable income; therefore, the individual will be taxed according to the 

regulations of the IRS code. 

 

5. Stipend Rates 

a. The MPO monthly stipend payment rate is $45.00 for exempt employees and $25.00 for non-exempt 

employees. This stipend is intended for the individual that requires a data plan in order to access 

MPO data, email, or applications required for their specific duties and works outside the office more 

than fifty percent (50%) of the time or requires access to these services during both business and 

non‐business hours. 

 

b. The MPO Executive Director may authorize a different stipend for MPO staff (lower or higher) in special 

circumstances, on a case-by-case basis. 

 

c. The MPO Governing Board may authorize a different stipend for the MPO Executive Director.  

 

d. Stipend rates will be reviewed periodically to ensure consistency with current market rates. 

 

6. Cell Phone Stipend Procedures. 

a. MPO individuals who are eligible for a cell phone stipend will be required to place their request 

through the MPO Executive Director. 

 

b. When an individual has been authorized a stipend, such payment will be made to the individual in 

the form of a payroll stipend. 

 

c. Because cell phone service is a contractual agreement between the cell phone service provider and 

the individual, the MPO does not recommend or prefer any particular vendor. The choice of service 

providers is strictly up to the individual. 

 

d. Any stipend agreement will be immediately cancelled, and payroll payments immediately terminated, 

whenever an individual receiving a cell phone stipend terminates employment with the MPO. 

Additionally, such stipend may also be cancelled if an employee changes job position. In such case 

of a change in job positions, a new request must be approved by the MPO Executive Director to 

establish the continued business need for a cell phone. 

 

e. Bills for exceptional usage or special services required may be submitted once approved by the MPO 

Executive Director. An example would be when an individual who is already receiving a cellular 

stipend of $50, travels out of town to a conference. If during the conference, an issue critical to the 

MPO operations occurs, and the employee must use the cellular phone extensively to respond to the 

situation, the employee will most likely incur costs exceeding the $50 in business usage time for that 

month. The employee should submit copies of the employee’s bill within not more than thirty (30) 

days of receipt of the bill for reimbursement of related charges. 

f. All costs related to the purchase and usage of cell phones is the responsibility of the individual. 
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Exempt Employee – Safe Harbor 

 

NUMBER: 2.23 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. State Employment, FS Chapter 110 

 

2. Purpose 

 

a. Employees classified as exempt employees will receive a salary which is intended to compensate 

them for all hours they may work. This salary will be established at the time of hire or when the 

employee becomes classified as exempt. The salary will be a predetermined amount that will not be 

subject to deductions for variations in the quantity or quality of the work the exempt employee 

performs. 

 

b. To qualify for exemption, employees generally must be paid at not less than the salary threshold set 

by federal rule on a salary basis. Being paid on a “salary basis” means an employee regularly receives 

a predetermined amount of compensation each pay period on a weekly, or less frequent, basis. 

 

c. Subject to exceptions listed below, an exempt employee must receive the full salary for any workweek 

in which the employee performs any work, regardless of the number of days or hours worked. Exempt 

employees do not need to be paid for any workweek in which they perform no work. 

 

d. Exceptions: unless state law requires otherwise, an exempt employee’s salary can be reduced for the 

following reasons: 

 

(1)  Full‐day absences for personal reasons; 

 

(2)  Full‐day absences for sickness or disability; 

 

(3)  Full‐day disciplinary suspensions for infractions of the Manual; 

 

(4)  FMLA absences; 

 

(5)  To offset amounts received as payment for jury and witness fees or military pay; 

 

(6)  The first or last week of employment if the employee works less than a full week; or, 

 

(7)  Any full workweek in which the employee does not perform any work.   

 

However, an exempt employee’s leave bank may be deducted when such employee is absent for 

reasons justifying the use of accrued vacation or sick leave in accordance with these Personnel Rules. 

 

e. If an employee believes that an improper deduction has been made to their salary, the employee 

should immediately report this information to their direct supervisor. Reports of improper deductions 

will be promptly investigated. If it is determined that an improper deduction has occurred, the 

employee will be reimbursed for any improper deduction made. 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter110/All
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Succession Planning 

 

NUMBER: 2.24 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. State Employment, FS Chapter 110 

 

2. Purpose  

 

a. A change in leadership is inevitable for all organizations and can be a very challenging time.  

Therefore, it is the policy of the MPO to be prepared for an eventual permanent change in 

leadership – either planned or unplanned – to ensure the stability and accountability of the 

organization until such time as new permanent leadership is identified.   

 

3. Process 

 

a. At the MPO, we pursue Succession Planning as:   

 

(1) A proactive and future focused process, which enables the company to assess, evaluate 

and develop a talent pool of individuals who are willing and able to learn and occupy 

higher positions when needed.  

 

(2) A method, which helps the organization in preserving its information and knowledge that 

will be lost due to retirement, promotion, and attrition.   

 

(3) A tool to meet the necessary manpower requirements of the MPO in terms of quality and 

quantity, by addressing competency and skill gaps.  

 

(4) A developmental tool whereby high performing associates at various levels act as an 

understudy for the next position and take up the responsibility whenever necessary. 

 

4. Key Components 

 

a.  Position Description and Responsibilities, Competencies, and Skills.  Required skills are ranked in 

importance, and specific problem-solving attributes and behavioral traits will also be addressed. 

This first step is completed independent of any considerations of candidates (unbiased approach).     

 

b. Individual Assessment and Skills, Competencies, and Development Needs.  We aim to fill majority 

of positions created by senior management vacancies or changes in organizational responsibilities 

from within the organization by making the appropriate competency match between the position 

and the individual. We accordingly address the need to nurture existing personnel so that the 

associates can be readied in a short period of time to competently assume new responsibilities.   

   

For associates covered in succession plan, senior management will strive to provide additional 

development activities to enhance essential skills and address competency gaps or levels of 

experience. The Management team will play an active role in developing opportunities for 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter110/All
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employees to be eligible for potential advancements, to reach the next level and assume more 

responsibilities. 

 

Participation provides no guarantee or promise of advancement. 

 

5. Nine (9) Steps to Execute Succession Planning 

 

a. Identify Key/critical positions in each Division/Department.  

 

b. Determine the required job competencies for selected key positions.  

  

c. Determine the likelihood of these positions becoming vacant in the future.  

  

d. List down competency profile of the selected employees (through competency mapping).  

  

e. Analyze and match the competencies between the selected position and employees who closely 

match the required competencies.  

  

f. Decide on two successors for the selected position, where practicable.  

  

g. The employee with the closest match to competency requirements of the position will be the first 

successor to the position.  

  

h. The second successor will be the one with the second closest competency match to the position 

requirements and so on.  

  

i. Track overall progress. 

 

6. Rollout Process 

 

a. Succession planning is carried out across different Divisions/Departments of the company.  

  

b. Confidentiality to be maintained as appropriate. 

  

c. In case of critical position not becoming vacant, associate must have alternative career plan.  

  

d. In case of a critical position becoming vacant and no internal successor is identified, recourse should 

be taken to hire external talent to ensure smooth functioning.  

  

e. The Fiscal/Administrative Manager may develop processes for automation and more effectiveness 

in succession considerations.  

  

f. Will also set stage for Employee Career planning simultaneously. 
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Safety and Health 

 

NUMBER: 2.25 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. State Employment, FS Chapter 110 

 

2. Purpose 

 

a. It is the policy of the MPO to provide a workplace free from serious recognized hazards and to comply 

with all State and Federal standards, rules, and regulations. 

 

b. Make sure employees have and use safe tools and equipment and properly maintain this equipment. 

 

c. Use color codes, posters, labels, or signs to warn employees of potential hazards. 

 

d. Provide safe, ergonomically sound office furnishings. 

 

e. Provide safety training in a language and vocabulary workers can understand. 

 

f. Post, at a prominent location within the workplace, the OSHA poster (or state-plan equivalent) 

informing employees of their rights and responsibilities. 

 

g. Investigate claims of unsafe, missing, or damaged equipment and issue an investigative report. The 

report shall include a complete description of the missing or damaged property and the estimated 

extent of loss, the time and circumstances under which the loss was discovered, the name(s) of the 

person(s) who discovered the loss, the known or suspected cause or circumstances involving the 

loss, name(s) of witness(es) to the loss, name(s) of person(s) known or suspected to be involved in 

the loss, and any other relevant information concerning the loss. Upon receipt of the report, the 

Executive Director shall recommend the fixing of or relief from personal liability for the loss. 

 

3. Employee Responsibilities 

 

a. Seat belts must be worn at all times while traveling in a vehicle on MPO business; their use is 

encouraged for all vehicular travel, regardless of purpose. 

 

b. Be alert to security and safety hazards. 

 

c. Maintaining a safe and secure workplace is the responsibility of all MPO employees.  External doors 

shall be secured against unauthorized entry at all times, except when public meetings are being held 

or an employee is in the immediate vicinity.  Failure to maintain security may result in disciplinary 

action. 

 

d. Employees who have use of, supervise the use of, or have control over MPO property are expected to 

exercise care and follow all operating instructions, safety standards and guidelines.  This 

responsibility may be personal in nature insofar as employees are issued or assigned property for 

his/her use.  Alternatively, this responsibility may be supervisory in nature in which the employee is 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter110/All
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responsible for establishing and enforcing certain measures to ensure proper preservation and use 

of all property. 

 

e. Employees must notify their supervisor if any equipment, machines, or tools appear to be damaged, 

defective, or in need of repair.  Prompt reporting of loss(es), damage(s), defect(s), and the need for 

repairs could prevent deterioration of equipment and possible injury to employees or others.   

 

f. Employees shall be disciplined or required to reimburse the MPO for lost or damaged property if it is 

determined that the employee, without justification or mitigation, violated pertinent established rules 

or policies, the observance of which would have prevented the loss or damage.  This would include 

improper, careless, negligent, destructive, unsafe, or unauthorized use and/or operation of MPO 

property.  

 

g. If any employee is held liable for reimbursement for loss or damage under this section, he/she will 

be held liable for the value of the property or the insured value of the package, whichever is least.  

Reimbursement schedules shall be reasonable and fair, based upon the circumstances of each 

situation. 
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Budget & Finance   

 

NUMBER: 3.1  

 

APPROVED:  September 23, 2024March 30, 2026 

 

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

 

1.  References  

 

a.  Interlocal Agreement for Administrative Services by and Between Manatee County and the 

Sarasota/Manatee Metropolitan Planning Organization 

 

b.  State of Florida Department of Transportation MPO Agreement for PL Funds  

 

c. 23 CFR 450, Code of Federal Regulations 

 

d. 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 MPO’s Unified Planning Work Program and operating budgets.  

23 CFR §§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.  

 

b.  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 15th in the year of adoption.  

 

c.  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. A final 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.  

 

d.  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. 

 

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

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. 

 

f.  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.  

 

g.  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.  

 

h.  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. 

  

i. MPO staff shall ensure that purchase order requisitions and vendor invoices are processed in a timely 

manner utilizing Manatee County’s software program.  

 

j. 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.  

 

b. For procurements involving Federal Transit Administration (FTA) funds, the FTA Best Practices 

Procurement Manual (most current version) will be utilized. 

 

c. Items 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 

§§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. Items 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 $5,000.  If 

the purchase amount is over $5,000, 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).  Current spending limitations 

include a standard single transaction limit (STL) of $5.000.  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.  
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5.  Payroll and Check Distribution  

 

a.  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.  

 

b.  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 payroll processing schedule. Failure of the employee 

to submit a completed timecard for processing may result in a 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. 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 MPO’s property obtained 

through the expenditure of MPO grant funds.  

 

b.  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 MPO’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.  

 

c.  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.  

 

b.  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  

 

(a) 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 MPO’s Continuity of Operations 

Plan (COOP).  
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Travel 

 

NUMBER: 3.2 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards,  

2 CFR Part 200 

 

b. Public Officers and Employees: General Provisions, FS Chapter 112.061  

 

c.  Federal Standard Mileage Rate for Business Miles Driven (IRS, US Department of the Treasury) 

 

d. U.S. General Services Administration (GSA) 

 

2. Definition of Key Terms  

 

a. Class A Travel.  Continuous travel of twenty‐four (24) hours or more away from headquarters. 

  

b. Class B Travel.  Continuous travel of less than twenty‐four (24) hours which requires overnight 

absence from official headquarters. 

 

c. Class C Travel.   Travel for short or day trips where the traveler is not away from his or her official 

headquarters overnight. 

 

d. Authorized Person. 

 

(1) A person who is elected by the people, who is authorized by the MPO Executive Director 

or Governing Board to incur travel expenses in the performance of official MPO duties. 

 

(2) A person who is called upon by an the MPO to contribute time and services as consultant 

or adviser. 

 

(3) A person who is a candidate for an executive or professional position with the MPO. 

 

e. Common Carrier. Train, bus, commercial airlines, operating scheduled flights or rental cars of an 

established rental firm. 

 

f. Finance. Office of the Clerk of Circuit Court, Finance Department, and Manatee County. 

 

g. Local Travel. Miles traveled within Sarasota and/or Manatee Counties to conduct MPO business. 

 

h. Official Headquarters. The Sarasota/Manatee MPO office location.  §112.061(4), F.S. 

 

i. Per Diem and Subsistence Allowance.   As defined in Florida Statute §112.061 and by the U.S. 

General Services Administration (GSA) for purposes of reimbursement rates and methods of 

calculation, per diem and subsistence allowances related to travel costs or expenses for 

transportation, lodging, subsistence, and related items incurred by employees or others who are in 

https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/xml/CFR-2014-title2-vol1-part200.xml
https://www.govinfo.gov/content/pkg/CFR-2014-title2-vol1/xml/CFR-2014-title2-vol1-part200.xml
https://www.flsenate.gov/Laws/Statutes/2011/112.061
https://www.ifebp.org/news/regulatoryupdates/Pages/2019-irs-mileage-rates.aspx
https://www.gsa.gov/travel-resources
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travel status on official MPO business and includes an allowance for meals and certain incidental 

expenses, and a separate per diem allowance for lodging that may be claimed in lieu of hotel or 

lodging expenses.  

 

j. Purchasing Card.  A credit card issued to designated MPO employees for the purpose of making 

authorized business-related purchases, also referred to as a P-Card. Also, may be a credit card issued 

to an elected official by their jurisdiction. 

 

k. Receipt.  A piece of paper or other proof of payment that lists each item or service purchased with 

the prices for each and the total amount paid, preferably showing the method of payment and to 

include the purchaser's signature. 

 

l. Traveler.   A public officer, public employee, or authorized person, when performing authorized travel. 

 

m. Travel Destination. The city or other location to which the Traveler intended to go for MPO business. 

 

n. Travel Expense. The usual, ordinary and incidental expenditures necessarily incurred by a Traveler. 

 

o. Travel Period. A period of time between departure and return. 

 

p.   Travel Day. A period of 24 hours consisting of four quarters of 6 hours each. 

 

q Vicinity Mileage. Miles traveled within the local area of a travel destination on official MPO business 

under Class A, B, or C travel. 

 

3. Travel Policy 

 

a. Objective. To establish uniform guidelines and instructions for travel authorization and 

reimbursement for employees, Board members, contractors and consultants or others working for or 

under the direction of the Sarasota/Manatee Metropolitan Planning Organization (MPO).   

 

b. Directives. 

 

(1)  The MPO Executive Director shall authorize all Class C travel made by MPO staff and MPO 

Governing Board members and shall ensure that all travel is for the business, and 

purposes of the MPO. The MPO Chair or Vice Chair shall authorize all Class C travel made 

by the Executive Director. 

 

(2)  The MPO Governing Board members and MPO staff Travel Class A and B must be approved 

by the Executive Director.  The MPO Chair or Vice Chair shall authorize all Class A and B 

travel made by the Executive Director.  In the event travel is of an emergency nature or 

when travel must be authorized on short notice to the MPO, any authorization may be 

made by the Executive Director (or the Executive Director’s designee). The MPO Executive 

Director shall ensure that all travel is for the business and purposes of the MPO. 

 

(3)  As allowed for in F.S. 112.061(14) It is resolved that rates for per diem and subsistence 

allowance for the Sarasota/Manatee MPO are set as follows for each day of travel at the 

option of the traveler:  

 

(a) Eighty dollars per diem or as specified in Florida Statute 112.061(5)(a). or,  

 

(b) If actual expenses exceed $80, the allowances for meals and incidental expenses 

(M&IE) Total rates as established and published by the GSA, for various travel 
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locations, plus actual expenses for lodging at a single-occupancy rate to be 

substantiated by paid bills, therefore. Any meals or lodging provided as part of a 

meeting or conference registration will be deducted from the traveler’s 

reimbursement at the GSA rate for the specific meals included or at the actual 

lodging cost. Computation of Travel Time for reimbursement shall be in accordance 

with Florida Statute 112.061(5)(a). 

 

(4)  All MPO staff and Governing Board members traveling on MPO business must advise the 

MPO Executive Director, (or the Executive Director’s designee), of all anticipated travel 

plans by providing supporting documentation for costs and arrangements for the required 

MPO Travel/Training Authorization Form and to be included in the UPWP and budget 

process.  

 

(5)  Adoption by the MPO Governing Board of the UPWP and the Annual Operating Budget shall 

authorize said trips for payment of registration, hotels, and airline costs provided that 

appropriate travel authorization is approved by the Executive Director and reimbursement 

paperwork is completed. 

 

(6)  MPO staff Class C and approved Class A and B travel reimbursements shall be signed and 

approved by the MPO Executive Director (or the Executive Director’s designee) and an 

employee’s direct supervisor. 

 

(7)  MPO Executive Director’s travel authorization and travel reimbursements shall be signed 

and approved by the MPO Chair or Vice Chair.  MPO Board member travel reimbursements 

shall be signed and approved by the Executive Director or (the Executive Director’s 

designee).  

 

4. Local Travel – Sarasota and/or Manatee Counties.  Local travel is defined as Class C travel within 

Sarasota and/or Manatee Counties and does not require the completion of the MPO Local Travel/Training 

Authorization Form prior to travel. 

 

a. Use of a personal vehicle must be approved in advance by the employee's Approval Authority.  If the 

Traveler uses the Traveler’s privately owned vehicle, the Traveler shall be entitled to a mileage 

allowance at the Federal mileage rate in effect at the time of travel. Mileage must be determined by 

use of an on-line mapping program such as MapQuest or Google Maps or as otherwise required by 

FDOT.  The Traveler shall include a copy of the method they used to determine their mileage.  The 

Traveler shall ensure that total individual miles, and the total miles reported for reimbursement, are 

not rounded up.  Travelers shall not be paid a mileage allowance for travel between their residence 

and their headquarters or regular work location. 

 

b. Tolls/parking fees may be reimbursed; however, parking fines will not be reimbursed.   

 

c. The MPO Local Travel Reimbursement Form may be utilized when the Traveler is requesting 

reimbursement only for mileage, parking, and tolls.  Backup documentation will not be required so 

long as the purpose and destination of travel are clearly documented on the form and signed by the 

Traveler and the Approval Authority.  Any other travel expense such as meals or a registration fee will 

require the use of the Travel/Training Authorization Form for prior approval, and the request for 

reimbursement shall be made on the State of Florida Travel Reimbursement Form. 

 

d. Breakfast, lunch, and dinner reimbursement rates shall conform to the rates established by the GSA, 

with the exception of Class C (non-overnight) travel; meals or per diem for Class C travel are not 

eligible for reimbursement in accordance with Florida Statute. 
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e. The MPO Local Travel Reimbursement Form is to be submitted on a monthly basis for reimbursement 

by an employee, the Executive Director, or a Governing Board Member. Requests for local travel 

reimbursement may be submitted within ten (10) business days following the end of the month in 

which travel occurred.  Notwithstanding the former, reimbursement requests for local travel within 

the month of September must be submitted within three (3) business days of the end of the fiscal 

year.      

 

5. Out of Sarasota/Manatee County Travel.  Travel destinations outside of Sarasota and Manatee Counties 

must be pre-authorized by the appropriate Approval Authority for Class A and B travel.  An estimate of 

travel expenses must be pre-authorized, and approval must be indicated by the signature of the Traveler 

and Approval Authority on the MPO Travel/Training Authorization Form.  The MPO Travel/Training 

Authorization Form must also be accompanied by agendas, brochures, letters, email, etc. which detail the 

time, place, and purpose of the travel.   

 

a. Prior to Out of County Travel: For MPO staff, the Traveler, direct supervisor, and the MPO Executive 

Director must sign the certification statement on the MPO Travel/Training Authorization Form. For 

the MPO Executive Director, the Director, and the MPO Chair must sign the certification statement 

on the MPO Travel/Training Authorization Form. For MPO Governing Board members and other 

authorized Travelers, the Traveler, MPO Executive Director and MPO Chair must sign the certification 

statement on the MPO Travel/Training Authorization Form.  The authorizing signature cannot be a 

subordinate of the Traveler.   

 

b. Mileage must be determined by use of an online mapping program such as MapQuest or Google 

Maps or as otherwise required by FDOT. Mileage traveled shall be shown in the "Map Mileage 

Claimed" column. Any mileage traveled in the vicinity of the out‐of‐County destination shall be shown 

in the "Vicinity Mileage Claimed" column. The Traveler must include a copy of the method they used 

to determine their mileage. The Traveler shall ensure that the individual miles, and the total miles 

reported for reimbursement, are not rounded up.  §112.061(14)(a)5., F.S. 

 

6. Incidental Expenses 

 

a. The following expenses shall be authorized for reimbursement separately from the Incidental allowance 

included in the GSA M&IE rate when incurred while on travel status and in conjunction with approved 

travel: 

 

(1) Taxi, rideshare (Uber, Lyft, etc.), valet parking, bus, shuttle services, and ferry fares: Tips 

not to exceed 20 percent of the fare, with documentation. 

 

(2)  Tolls: If the Traveler is using a Sun Pass device, a statement of the Traveler’s account 

showing the toll charges may be included with the travel reimbursement and considered 

as a receipt. 

 

(3)  Storage and parking fees: Storage fees shall not be allowed on a weekly or monthly basis 

for privately owned automobiles unless it can be established that such method results in 

savings to the MPO. 

 

(4)  Official communications expenses, including hotel internet charges: Receipts and a 

written statement that communication expenses were for MPO business.  Communication 

expenses to contact the Traveler’s family or other nonbusiness purposes are not eligible 

for reimbursement. 
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(5)  Portage for MPO materials may be reimbursed with documentation. Tips for personal 

luggage are not reimbursable except as covered in the GSA M&IE allowance. 

  

(6)  Mandatory valet parking: Travelers shall seek self-parking first; if self-parking is 

unavailable or if the Traveler feels unsafe, valet parking may be used.  The travel 

reimbursement must include a written justification for valet parking at a hotel or 

restaurant and must be incurred in the performance of public business.  

 

b. The amount and type of incidental expenses shall be listed on the report under the "Other Expenses" 

column. Substantiated paid signed receipts for expenses claimed separately from the GSA Incidental 

allowance must accompany the report for reimbursement. 

 

7. Transportation Requirements   

 

a. Travel shall be required to be accomplished by routes of travel and modes of travel as set forth 

herein. 

 

(1) Mode Determination. The most economical and efficient mode of travel shall be used for 

each trip. The type of travel (conference, meeting, training, or other type of travel), which 

shall determine the mode, include the nature of business, value of time of the Traveler, 

cost of transportation or subsistence required for the number of travelers, and the amount 

of equipment or material to be transported. 

 

(2) Routes of Travel. All travel must be by a usually traveled route. Any extra costs incurred by 

a Traveler using an indirect route for said Traveler’s own convenience shall be the 

responsibility of the Traveler. 

 

8. Allowable Methods    

 

a. Common Carrier. Airplane tickets for authorized travel shall be obtained for the Traveler following 

research to determine the lowest cost carrier based on coach class seating.  Any Traveler insisting 

on a higher-class seating will be required to pay for the difference in cost. Tickets may be purchased 

through the use of an MPO Purchase Card. Additional airline fees: 

 

(1)  Baggage fees and other mandatory fees charged by the airlines are reimbursable with 

paid receipt.  A second checked bag is permitted if:  

  

(a) The duration of the trip is longer than 4 days or  

 

(b) The Traveler is taking official presentation material. In both cases there needs to 

be written justification for the second or more bags.  In addition, any other fees 

associated with baggage, such as excess weight, will also require written 

justification by the Traveler. 

 

(2) Seating: Additional fees may be reimbursed if accommodations are needed by the Traveler 

or if the flight segment is more than 3 hours long.  Written justification will be required. 

 

(3) Overbooked flights:  If additional costs are incurred by a Traveler due to overbooking and 

the Traveler chooses to have such costs paid directly or indirectly by the MPO, then any 

compensation received by the Traveler from the airline for his inconvenience shall accrue 

to the benefit of the MPO. In such instances if the Traveler is allowed to elect the form of 

compensation, the decision shall be based on the best interests of the MPO. In 

determining whether additional costs have been incurred in such situations, the 
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compensation of the Traveler as well as travel costs must be taken into consideration. If 

no additional costs are incurred or the additional costs are borne by the Traveler, then 

such compensation for the Traveler's inconvenience shall accrue to the Traveler. It is the 

responsibility of the Traveler to disclose any compensation received to his or her Approval 

Authority. 

 

(4)  Online service fees, taxes and other mandatory airline fees are reimbursable expenses. 

 

(5) Penalties for cancelled or changed tickets:  See Section 13.d of this procedure. 

 

 b. Travel by Motor Vehicle 

 

(1) Rental Vehicle. Commercial rental cars may be used when it is more economical than taxi 

service and the use is preapproved by the Approval Authority. Employees should utilize the 

Florida State contract vendors for all rental vehicles for MPO business. 

 

(2) Do not use discount travel companies for rental cars.  These companies require full 

payment in advance for reservations at the time of booking.  Advance payments for rental 

cars may not be charged to the MPO’s Purchasing Card.   

  

(3) Rental vehicles shall be used when a demonstrated cost savings compared to use of a 

privately-owned vehicle or use of local transportation provider is demonstrated. 

Demonstrated savings as used in this provision shall include the cost of the rental, parking 

your vehicle at the rental facility or use of a taxi or similar service, mileage, gas, and rate 

of pay of the driver/Traveler. 

 

(4) When possible, the Traveler is encouraged to pick up and return their rental vehicle during 

their normal work schedule. When a rental vehicle requires the Traveler to go beyond their 

normal work schedule to pick up and return the vehicle, the Traveler is encouraged to flex 

their work schedule to reimburse themselves for their travel time. 

 

(5) Comprehensive/collision damage and liability insurance on rental cars is included in the 

state contract price for in state and out-of-state rentals.  No additional liability insurance 

or damage insurance is required for MPO business use. 

 

(6) Personal use.  If a vehicle is rented for leisure use, whether in-state or out-of-state, the 

liability and loss/damage insurance is not included, and insurance coverage may be 

purchased at personal expense.  

 

(7) Any claims issues arising from the use of rental cars for MPO business should be 

immediately reported to the Risk Management Division in the Manatee County Attorney’s 

Office. 

 

(8) Privately owned vehicles may be utilized for official business.   

 

9. Subsistence Approval 

 

a. Class A and B travel approved by the MPO Governing Board as part of the UPWP and/or annual 

operating budget process does not require subsequent MPO Governing Board approval. Class A and 

B travel, for MPO staff, the Executive Director and MPO Governing Board members not approved by 

the MPO Governing Board as part of the UPWP and/or annual operating budget process must be 

approved by the Executive Director prior to travel.  
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b. The Traveler shall advise, in writing or by email, the Approved Authority of their desire or business 

need to attend a function so that arrangements for the travel may be made in advance of the travel 

dates to take advantage of any special rates. A completed MPO Travel/Training Authorization Form 

with written supporting justification shall be provided for review and approval. 

 

c. Pre‐registration and registration for Class C travel for MPO staff shall be approved by the MPO 

Executive Director and must be approved as part of an MPO Travel/Training Authorization Form prior 

to the Traveler attending the event. 

 

10. Eligibility Criteria 

 

a. Class A and B travel shall include any assignment on official business away from the Traveler’s official 

headquarters when it is considered reasonable and necessary to stay overnight and for which travel 

expenses are approved. The time, for purposes of reimbursement, is calculated as follows: 

 

(1)  The travel day for Class A and B travel shall be a calendar day beginning at midnight.  

 

11. Rates of Reimbursement 

 

a.  Class A and B Travelers, when traveling within or outside the State to conduct official business shall 

receive the following reimbursement. Actual expenses for lodging at a single occupancy rate to be 

substantiated by paid bills (or the GSA lodging per diem rate if applicable) plus rates for authorized 

meals and incidental expenses (M&IE) will be reimbursed according to the current year GSA rates for 

location(s) involved. Hotel parking and other non-incidental parking charges, documentable tolls 

paid, and other necessary travel-related expenses may be submitted for reimbursement based on 

actual costs. 

 

b. That breakfast, lunch, and dinner reimbursement amounts shall conform to the rates established by 

the GSA, with the exception of Class C (non-overnight) travel; meals or per diem for Class C travel are 

not eligible for reimbursement using state or federal funds flowing through FDOT in accordance with 

Florida Statute. 

 

c. The MPO Executive Director will be responsible for ensuring that all employees comply with this 

procedure. 

 

12. Advance Payments 

 

a. If advance payment for a registration fee or lodging expenses is required, all pertinent information 

(i.e., required payment date, name, and address for submittal of advance payment and room rate) 

shall be entered into the MPO Travel/Training Authorization Form, and supporting documentation 

provided, including a copy of the hotel confirmation. 

 

b. All requests for advance payments must be received by the designated MPO staff member within 

twenty (20) working days prior to when the warrant (check) is required. The appropriate MPO staff 

member in charge of processing travel shall ensure that all advance payment requests are received 

by the Manatee County Finance Department within fifteen (15) working days prior to when the check 

is required. 

 

c. If the MPO Travel/Training Authorization Form is not submitted in time to take advantage of any early 

registration discounts, the late registration amount will be paid, unless the Traveler indicates on the 

MPO Travel/Training Authorization Form that the vendor will accept the lower amount. 
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d. It is the responsibility of the individual and the MPO to obtain a refund (from agents, airlines, or other 

vendor or supplier of services or conference holder) for all pre‐payments and advances for airline, 

registration, and similar types of charges, if the trip is canceled. All refunds must be made to Manatee 

County Board of County Commissioners and forwarded to Manatee County Treasury Management 

after receipt.  

 

e. If an advance payment is granted, the Traveler must submit the MPO Travel/Training Authorization 

Form to the MPO staff member in charge of processing travel within ten (10) working days of the 

return date. 

 

f. Purchasing Card. Individuals are required to have an approved MPO Travel/Training Authorization 

Form prior to using a Manatee County Purchase Card for travel expenses (registration, lodging, 

airline, rental car, and similar types of expenses). Meals are not allowed to be placed on the Purchase 

Card. 

 

13. Traveler’s Expense Reimbursement Requirements 

 

a. All requests for reimbursement of travel expenses must be itemized on the MPO Travel/Training 

Authorization Form. Class A and B travel reimbursement requests must also be submitted on a 

separate MPO Travel/Training Authorization Form (i.e., class A and B travel may not be combined 

with Class C travel on any report). All Class A and B travel must be pre‐approved by the MPO Executive 

Director and the Traveler’s supervisor. The MPO Chair or Vice-Chair will pre-approve Class A and B 

travel for the Executive Director. This form must accompany invoices submitted to the State for travel 

reimbursement. 

 

b. Specific instructions for completion of an MPO Travel/Training Authorization Form for reimbursement 

consideration are provided as follows: 

 

(1)  Mileage for Privately‐Owned Vehicle ‐ Allowable mileage 

 

(a)  Only the mileage determined to be for official MPO business is eligible for 

reimbursement. Travelers shall receive the current Federal Mileage rate. 

§112.061(14)(a)5., F.S. 

 

(b)  When an authorized person is required to report to an initial work location other than 

their Official Headquarters, mileage is allowed only in an amount equal to the 

difference between the distance from residence to initial work site and the distance 

from residence to the official work location. If the distance to initial work location is 

less than the official distance traveled to the authorized person’s Official 

Headquarters, then no mileage is allowed. 

 

(c)  Mileage for travel to a residence from the last work location other than the Official 

Headquarters is allowed only in an amount equal to the difference between the 

distance from the last work location to residence and the distance from the Official 

Headquarters to residence. If the distance from the last work location is less than 

the distance ordinarily traveled, then no reimbursement for mileage is allowable. 

 

(d)  Those employees working on an emergency basis or special work assignment, as 

defined and approved by the MPO Executive Director, shall be allowed mileage 

reimbursement when traveling from their residence to an assigned work location and 

when returning to their residence after completion of assignment. 
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(e)  An entry shall be listed for each point of origin to point of destination. Travelers shall 

indicate the city of origin/destination. Only complete words may be used when listing 

the city and destination, and the name of the event or conference. Under no 

circumstances shall abbreviations or ACRONYMS be used. The Traveler is to use as 

many spaces as needed to be able to completely write out the name of the event 

and destination. 

 

(f)   If a Traveler decides to use what is considered by the Executive Director, or in the 

case of the Executive Director, by the MPO Governing Board Chair or Vice-Chair, to 

be an unreasonable cost for hotel parking (valet), the use of a rental car instead of 

available ground transportation, or in the event that the hotel nightly fee is higher 

than $250 (unless at an official lodging provider for a conference or meeting), the 

Traveler must provide written justification explaining why they should be reimbursed 

the additional expense, or they may choose to pay the additional costs at their own 

expense and not seek reimbursement for the additional costs. Approval of excess 

expenses is at the discretion of the MPO Executive Director, or in the case of the 

Executive Director, by the MPO Governing Board Chair or Vice-Chair, based on a 

justification that the additional expense is in the public interest or otherwise 

reasonable and necessary. 

 

(g)  The specific purpose of every entry shall be stated. 

 

c. Class A and B Expenses 

 

(1) If the travel is complimentary, the abbreviation "Comp" shall be inserted in the "Map 

Mileage Claimed" column. 

 

(2) The Traveler shall ensure that the individual miles, the total miles reported, the calculated 

mileage costs, and the total costs for reimbursement are not rounded up. 

 

(3) If a private vehicle was used, the mileage must be shown on the report as specified for 

mileage for a privately-owned automobile. 

 

(4) If single occupancy lodging and per diem (meals & incidental) allowances are claimed, the 

amounts claimed shall be itemized in the " Lodging” & “Per Diem" columns. Per diem rates 

for M&IE or lodging should be shown in the Per Diem column. Itemized receipts for lodging 

(including expenses paid in advance) must accompany each report for any Class A or B 

travel reimbursement. 

 

d. Fraudulent Claims 

 

(1)  Any Traveler requesting reimbursement for false or fraudulent travel expenses is subject 

to legal prosecution for a second-degree misdemeanor or other offense and/or discipline 

in accordance with the MPO Personnel Policies and Procedures. 

 

(2)  All Travelers requesting reimbursement shall certify that the statement of travel expenses 

is materially true and correct and incurred in the conduct of MPO Governing Board 

business and for a public purpose authorized by law. 

 

(3)  Travel and/or reimbursement for the following is not authorized: 

 

(a)  Any meals or lodging included in a convention registration fee. 
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(b)  Transportation or mileage when gratuitously transported or when transported by 

another traveler who is entitled to mileage or transportation; §112.061(7)(h), F.S. 

 

(c)  Expenses incurred using an indirect route for convenience of the Traveler; 

§112.061(7)(a), F.S. 

 

(d)  Travel for the purpose of job placement activities. 

 

(e)  Travel Requests submitted after the fact will be submitted to the MPO Executive 

Director for approval. 

 

(f)  Hotel Accommodations not authorized by the MPO Executive Director. 

 

f. Hotel.  The hotel name and daily rate along with a copy of the confirmation will be submitted in 

advance on the MPO Travel/Training Authorization Form, for pre‐approval by the MPO Executive 

Director and direct supervisor. Hotel accommodations for the MPO Executive Director must be signed 

by the MPO Chair or Vice Chair.  

 

g. Rental Cars. Rental car requests, including car size, will be submitted in advance on the MPO 

Travel/Training Authorization Form, for pre‐approval by the MPO Executive Director and direct 

supervisor. Requests for the MPO Executive Director’s rental car fees must be signed and approved 

by the MPO Chair or Vice Chair. Rental car size will be dependent on the number of Travelers utilizing 

the vehicle as follows: 

 

(1)  One (1) to Two (2) Travelers ‐ up to the mid-size car rate is allowable or up to the full-

size rate if rates are within $2/day of the mid-size rate and justification such as trip 

distance/travel time of three hours or greater or safety reasons are provided. 

 

(2)  Three (3) or more Travelers ‐ full size SUV or passenger van rate is allowable.  

14. Sale Taxes   

 

a. Travel expenses incurred within the State of Florida and paid directly by the MPO either by check or 

with the Purchasing Card are sales tax exempt. If payment is made by the Purchasing Card, the 

cardholder is responsible for confirming that Florida sales tax has not been charged. It is the 

cardholder’s responsibility to obtain a credit directly from the vendor if sales tax is charged. For tax 

less than $6.00, a reasonable effort to obtain a credit shall be demonstrated and documented. 

Reasonable effort means contacting the vendor and documenting the date, time, and name of 

person spoken to.   

 

b.  Travelers should print the MPO’s Tax Exempt Certificate prior to travel. It is the responsibility of the 

traveler to provide a copy of the certificate to the lodging and transportation vendors to ensure tax is 

not applied. 
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Petty Cash 

NUMBER: 3.3 

ADOPTED: March 27, 2023March 30, 2026 

REVIEW BY: March 20267 

1. References 

a.  23 CFR 450, Code of Federal Regulations 

 

b. Section 339.175, Florida Statutes – Metropolitan Planning Organizations 

 

2. Imprest petty cash funds are established for the purpose of reimbursing employees for expenditures of 

a minor nature. This petty cash policy is applicable for those instances when employees have to make 

small purchases for supplies, gasoline, or minor travel expenses when a Purchasing card is unavailable 

or is not accepted by a vendor.  

 

3. Petty cash purchases shall not exceed $100 in a single transaction. An attempt to split a transaction 

totaling over $100 into two receipts will not be allowed.  

 

4. The only travel expenses that may be reimbursed through petty cash are tolls, parking fees, and 

emergency gasoline purchases when an employee is using a personal or a rental vehicle on official 

business. Receipts must be accompanied by the travel documentation required in the MPO’s travel 

procedure.  

 

5. Checks are not to be cashed from the petty cash fund. I.O.U.’s for future repayment by employees or the 

custodian are not authorized.  

 

6. Employees may not circumvent any of the MPO’s established purchasing or purchasing card policies or 

procedures with use of the petty cash fund.  

 

7. Only the person designated as the custodian or the alternate custodian should be permitted access to 

the fund. The fund must be kept in a separate cash box that can be locked or kept in a safe or other 

secure place.  

 

8. Change funds may be established for the purpose of making change where money is collected during 

transactions of MPO business. Change funds are never to be used for reimbursing petty cash 

purchases. During the course of regular business, change funds may become commingled with 

collections, but must be separated at the end of the business day. The amount of the change fund will 

not vary from the amount reflected in the custodian’s receipt.  Separate change and petty cash funds 

must be established if both are required at the same locations.  

 

9. Any money given out of the fund to an employee for purchase will be supported by a signed Petty Cash 

Voucher so that the full amount of the find is reflected at all times.  Unexpended funds and receipts 

should be returned to the custodian as soon as possible and a petty cash voucher prepared. 

 

10. To establish the petty cash fund, the Fiscal Technician submits a form to the governmental entity 

providing administrative services to establish and authorize the amount of the fund.  The fund 

designates who will be the custodian of the fund.  

 

11. One established, the Certificate and Receipt of Imprest Funds will remain valid until changes are made 

in the amount of the fund, purpose of fund, location of fund or custodian.  Changes in these areas will 

necessitate the execution of another form. 



3.43-2 

12. The governmental entity providing services retains the original and the custodian keeps the copy on 

file with other petty cash documents.  

 

13.  When the custodian decides to replenish the fund, all vouchers are totals and entered on an audit slip 

and placed into Sweep. 

  

(1)  All pertinent information on the audit slip will be filled in and the Petty Cash Vouchers 

with receipts attached will be attached to the audit slip. 

(2) The custodian will ensure the fund reconciles at this point.  A copy of the audit slip 

serves to reconcile the fund until the replenishment check is cashed. 

(3) The custodian signs off on the audit slip. 

(4) The governmental entity providing services will re-check the accuracy, validity of the 

vouchers’ account number and object codes of the vouchers prior to processing for 

payment. 

(5) The custodian cashes the check and replenishes the petty cash fund, removing all 

documents that pertained to this replenishment in order to prevent confusion in 

reconciling later vouchers. 

(6) All funds will be reconciled as needed or at least on a quarterly basis. 
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Title VI and Civil Rights 

 

NUMBER: 4.1 

 

APPROVED: September 23, 2024March 30, 2026 

 

REVIEW BY: March 20267 

 

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, 

§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 

receiving federal financial assistance. As a sub-recipient of the 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 or retaliation, 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 ManagerExecutive Director 

Sarasota/Manatee Metropolitan Planning Organization 

8100 15th Street East5460 63rd Street East, Suite A 

Sarasota, Florida 34243 Bradenton, Florida 34203/ Ryan@mympo.org 

 

b. Verbal and non-written  complaints  received  by  the  MPO  shall  be  resolved  informally  by  the  MPO’s  Title 

VI Coordinator.  If  the  issue  has not been satisfactorily resolved through informal means, or if at any time 

Formatted: Superscript

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
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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 

processing  in  accordance 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. 

 

c. The MPO Title VI Coordinator will advise the FDOT’s District One Title VI Coordinator within five (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) Basis of 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) in the complaint. 

 

d. Within ten  (10)  calendar  days, the  MPO  Title  VI  Coordinator  will  acknowledge receipt of the allegation(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 (EOO). 

 

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. Within ninety  (90)  calendar  days of the verbal or non-written allegation(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 

with  the  FDOT’s EOO   if  they  are  dissatisfied  with  the  final  decision  rendered  by  the MPO.  The  MPO’s  Title  

VI Coordinator  will also  provide  the  FDOT’s  District  One  Title  VI  Coordinator with  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. 

 

(3) Basis of Complaint (i.e., race,  color,  national origin,  sex,  age, disability, religion, familial 
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status, 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 in the 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 MPO’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 MPO'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 MPO'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: 

• How we will comply with federal and state requirements associated with nondiscrimination and the 

transportation planning process. 

• 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. 

• A self-assessment with information on frequency of contact with limited English proficiency 

persons, vital programs or services, and cost of resources. 

• A language 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. 

• 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 

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

¿Sabías? 
Si cree que ha sufrido discriminación por motivos de raza, color, nacionalidad, edad, sexo, religión, 

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 cómo 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 Executive Director 

Sarasota/Manatee MPO 

8100 15th Street East 

5460 63rd Street East, Suite ASarasota, FL 34243Bradenton, Florida 34203 

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 MPO 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 MPO'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 MPO’s Title VI/ADA 

Coordinator. 

Public Notification Process 

The MPO’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 MPO’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 MPO’s Title VI and ADA Plan and complaint 

procedure) is available, upon request at the MPO’s office, on the MPO’s website and is provided to staff, 

citizens, consultants, subgrantees and contracted providers. The Notice of nondiscrimination policy is 
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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 ManagerExecutive Director 

8100 15th Street East Sarasota, FL 34243 

5460 63rd Street East, Suite A, Bradenton, Florida 34203Email: 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.  

 

c) 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 MPO’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) A list 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.  

 

c) 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  

MPO 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 ManagerExecutive Director 

8100 15th Street East Sarasota, FL 342435460 63rd Street East, Suite A, Bradenton, Florida 34203 

Email: Ryan@mympo.org 

Phone: 941-359-5772 

 

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

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.  

 

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

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

 

d) 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 MPO’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. 

 

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

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.  

 

f) 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 MPO’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 MPO’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 MPO’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 MPO’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.  

 

3) 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.  

 

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-l 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 MPO’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. §§ 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. 

 

Título VI: Procedimiento de Queja 
La Organización Metropolitana de Planificación de Sarasota/Manatee (El MPO) busca cumplir con las 

necesidades de transportación de su diversa y vibrante comunidades en los condados de Sarasota y 

Manatee. El MPO está comprometido con no tan solo considerar las necesidades de transportación de 

ambos condados, sino que también busca la participación y opinión de la comunidad. De acuerdo con Título 

VI del Acta de Derechos Civiles de 1964 y otras autoridades de no discriminación federales y estatales, el 

Sarasota/Manatee MPO nunca negara los beneficios de, excluir la participación o discriminar en contra de 

ninguna persona a base de raza, color, nacionalidad, sexo, edad, discapacidad, religión o estatus familiar.  

La ley indica que los recipientes de fondos federales, como organizaciones de planificación de 

transportación, deben de cumplir con Título VI del Acta de Derechos Civiles de 1964, Sección 504 del Acta 

de Rehabilitación de 1973, el Acta de Americanos con Discapacidades de 1990 (ADA), y otras autoridades 

de no discriminación, asegura que ninguna persona será sujeta a discriminación a base de raza, color, 

nacionalidad, sexo, edad, discapacidad, religión y estatus familiar en el trabajo y/o por proveer servicios del 

gobierno. 

El Título VI/Política de No Discriminación trabaja en conjunto con el Plan de Participación Pública y el Plan 

de Ingles Limitado, el cual identifican tácticas de alcanzar e involucrar a la comunidad. La participación del 

publico es solicitada sin importar raza, color, origen nacional, edad, sexo, religión, discapacidad o estatus 

familiar. Personas que necesiten algún acomodo razonable bajo el Acta de Americanos con Discapacidades 

o personas que deseen servicios de traducción (libre de costo) debe de contactarse con David Machado al 

941-359-5772 o enviar un correo electrónico a Ryan@mympo.org por lo menos con siete (7) días de 

adelanto. 
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Sarasota/Manatee Metropolitan Planning Organization 

Title VI Program and Related Statutes Discrimination Complaint 

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

Complainant(s) Phone Number: 

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

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

Date of Alleged Incident: 

Discrimination Because Of: 

 Race  Retaliation 

 Sex  Familial Status 

 Religion  Color 

 National Origin  Age 

 Disability  Income Status 

 Other   

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). 

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. 

Complainant(s) Signature: Date of Signature: 

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

8100 

15th Street East, Sarasota, Florida 34243 5460 63rd Street East, Suite A, Bradenton, Florida 34203 
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SARASOTA/MANATEE METROPOLITAN PLANNING ORGANIZATION’S PROGRAMA DE TÍTULO VI Y OTROS 

ESTATUTOS 

QUEJAS DE DISCRIMINACIÓN 

 

NOMBRE 

 

TELÉFONO  

Dirección Postal (No. Calle, P.O. Box, Etc.)  

 

Ciudad, Estado, Código Postal 

Nombre(s) de la(s) Persona(s) quien discriminó en tu contra, Posición (si conoces) y el 

Nombre de la Agencia:  

 

Dirección (No. Calle)  

 

Ciudad, Estado, Código Postal 

Fecha del incidente alegado: 

Discriminación por: 

□ Raza  

□ Represalias  

□ Sexo  

□ Estatus Familial  

□ Religión  

□ Color  

□ Origen Nacional  

□ Edad  

□ Disabilidad  

Explique lo sucedido y como discriminarón en su contra, en la parte de atrás del 

formulario. Por favor, sea lo más breve posible. Recuerde explicar como otras 

personas fueron tratadas diferente a ti. Puedes incluir cualquier material escrito 

referente a tú caso.  

 

 

 

Firma: _____________________________________________ 

 

Fecha: __________________________ 

 

 

Envialo a: Ryan Brown, Deputy Director/Planning ManagerExecutive Director, Sarasota/Manatee 

Metropolitan Planning Organization, 8100 15th Street East, Sarasota, Florida 342435460 63rd 

Street East, Suite A, Bradenton, Florida 34203 
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Sarasota/Manatee MPO 

Americans with Disabilities (ADA) 

Complaint Form 

 

 
 

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 



4.2-1 
 

Limited English Proficiency Plan (LEPP) 

 

NUMBER: 4.2 

 

APPROVED: September 23, 2024March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. The Public Health and Welfare, 42 USC § 21.2000d (Title VI) 

 

b. Executive Order No. 13166 

 

2. Purpose 

 

a. It is the MPO’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. 

 

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. The 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 

to the degree that funding permits based on current laws and regulations. 

 

e. Determining the Need 

 

(1) As a recipient of federal funding, the MPO must take reasonable steps to ensure meaningful 

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

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

in determining “reasonable steps”. 

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

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 

https://www.govinfo.gov/content/pkg/USCODE-2011-title42/html/USCODE-2011-title42-chap21.htm
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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 who 

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. 
 

 Spanish 

Language 

Indo-European 

Languages 

Asian and Pacific 

Islander Languages 

Other 

Languages 
TOTAL 

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 Language 
30,482 9,247 4,485 1,125 45,339 

Percent  67.2% 20.4% 9.9% 2.5% 100% 

 

(3) Factor 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 

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

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

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

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

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

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 MPO’s outreach to these 

populations.  

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

throughout the year. Community outreach and the MPO’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 MPO’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. 

(4)  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 

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

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),  

o the five-year Transportation Improvement Program (TIP),  

the Long-Range Transportation Plan (LRTP), covering 25 years.  

 

(5)  Factor 4. The resources available and overall MPO cost 

Given that the LEP population makes up less than fifteen (15) percent of the population in the 

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 

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.  

(6)  After analyzing the four factors, the MPO developed the LEP Plan. LEP Implementation Plan 

Language Assistance Measures, as outlined below: 

 

(a)  The MPO has not received inquiries in a language other than English. Should someone call 

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: 
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Spanish: Mr. David Machado, Fiscal CoordinatorManager 

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. 

 

(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.  

 

f. Monitoring and updating the LEP Plan 

 

(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.  

 

(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 15th Street East 

5460 63rd Street East, Suite A, Sarasota, FL 34243Bradenton, Florida 34203 

Telephone: 941-359-5772 

Email: mpo@mympo.org 

 

http://www.mympo.org/
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Disadvantaged Business Enterprise (DBE) 

 

NUMBER: 4.3 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Transportation, e-CFR, Chapter 49, Part 26 

 

b. Florida Department of Transportation, Equal Opportunity Office 

 

2.  Purpose 

 

a. The purpose of the DBE program is to comply with 49 CFR part 26 when expending U. S. Department 

of Transportation FHWA and FTA funds. 

 

b. General Procedures 

 

(1)  The MPO has established a Disadvantaged Business Enterprise (DBE) program in 

accordance with regulations of the U. S. Department of Transportation (DOT), 49 CFR Part 

26. The MPO has received Federal financial assistance from the U.S. Department of 

Transportation, and as a condition of receiving this assistance, the MPO has signed an 

assurance that it will comply with 49 CFR Part 26. 

 

(2)  The FDOT Disadvantaged Business Enterprise Program Plan and the FDOT Methodology 

for Determining DBE Goal (49 CFR part 26.45), as adopted and amended from time to 

time, shall be the umbrella under which the MPO will function in the award of applicable 

contracts incurring the expenditure of federal transportation funds. The FDOT DBE 

program, is hereby included and made a part of this policy. Please refer to the FDOT 

website for the latest FDOT program documents.  

 

(3)  It is the policy of the MPO to ensure that DBEs, as defined in 49 CFR part 26, have an 

equal opportunity to receive and participate in USDOT‐assisted procurements and 

contracts. It is also the MPO’s policy: 

 

(a)  To ensure nondiscrimination in the award and administration of DOT‐ assisted 

procurements and contracts; 

 

(b)  To create a level playing field on which DBEs can compete fairly for DOT assisted 

procurement and contracts; 

 

(c)  To ensure that the DBE Program is narrowly tailored in accordance with applicable 

law; 

 

(d)  To ensure that only firms that fully meet 49 CFR part 26 eligibility standards are 

permitted to participate as DBEs; 

 

(e)  To help remove barriers to the participation of DBEs in US DOT‐assisted contracts; 

and, 

https://www.ecfr.gov/cgi-bin/text-idx?tpl=/ecfrbrowse/Title49/49cfr26_main_02.tpl
https://www.fdot.gov/equalopportunity/divisions.shtm
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(f)  To assist the development of firms so that they can compete successfully in the 

marketplace outside the DBE Program. 

 

(4)  The appropriate MPO staff shall act as the DBE liaison with FDOT to provide all appropriate 

materials and assistance necessary for the FDOT to carry out the provisions of the DBE 

program on behalf of the MPO. 

 

(5) The MPO does not certify any DBEs. All vendors wanting to be considered under the DBE 

program umbrella must be certified by the state prior to be considered as such in any 

procurement or contract whether it be as the primary contractor or subcontractor. 
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Social Media 

NUMBER: 5.1 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Public Records, FS Chapter 119 

 

b. Computer Related Crimes, FS Chapter 815 

 

2. Definitions of Key Terms 

 

a. Administrator. The person appointed or designated by the MPO Executive Director to have custody 

and control over any MPO official Social Media Site. 

 

b. Blog. A type of website usually maintained by an individual who posts regular entries such as social 

activities, comments on topics, hosting of videos or graphics. 

 

c.  Public Record.  All documents, papers, letters, maps, books, tapes, photographs, films, sound 

recordings, data processing software, or other material, regardless of the physical form, 

characteristics, or means of transmission, made or received pursuant to law or ordinance or in 

connection with the transaction of official business by any agency. 

 

d.  Social Media Site. Websites that provide exchange of information in digital words, sounds, videos, 

and pictures to other users of the website through blogs, social networking, or wiki. 

 

e.  Social Networking Sites. A website where users can join to interact and connect with other users and 

organizations. 

3. Objective 

a. The creation of social media network sites provides an ability to communicate and transmit 

information in a timely manner. The purpose of this policy shall be to establish guidelines for MPO 

staff, MPO Board members, and committees, to follow in the use of these sites. 

 

b. This policy applies to any and all “social media” sites through which communications are made for 

and about the MPO. It does not apply to personal social media accounts held by individual MPO staff, 

MPO Governing Board members, or MPO committee members.  Personal communications shall at 

all times be respectful of the communities that the communicator serves and the MPO.  Information 

provided on a communicator’s personal social media site may be viewed by the full MPO Governing 

Board and depending upon the nature of the communication may be considered to be a Public 

Record. Communications could also be, depending upon the content of the communication, libelous 

or defamatory subjecting the communicator to civil liability. 

 

c. Any MPO staff, MPO Governing Board member, or MPO committee members, found in violation of 

this policy may be subject to disciplinary action to include termination of position or appointment. 

 

 

 

http://www.flsenate.gov/Laws/Statutes/2018/Chapter119/All
http://www.flsenate.gov/Laws/Statutes/2018/Chapter815/All
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4. Directives 

 

a. The Sarasota/Manatee Metropolitan Planning Organization (MPO) website www.mympo.org shall be 

the official and predominant internet presence. 

 

b. All activities on MPO authorized social media sites shall restrict MPO staff, MPO Board members, 

TAC/CAC/BPTAC Committee members, or any other subcommittee from engaging in an exchange of 

information on items that will be brought before them for official action because of Government in 

the Sunshine laws. 

 

c. Social media sites, such as Facebook and Twitter, that have been specifically approved by either the 

Executive Director or (or the Executive Director’s designee) for MPO official business, shall be 

considered authorized for the purposes of communicating MPO project information, program 

updates, events, outreach events, and public involvement opportunities. Need to expand these sites 

shall be reviewed on an annual basis by the Executive Director. It is prohibited for any MPO staff, 

MPO Governing Board member, and committees or committee members, to use an MPO authorized 

media site for personal use. 

 

d. The MPO Executive Director, (or the Executive Director’s designee), shall have authority to remove or 

restrict any or all material posted on an MPO Social Media Site that is in violation of MPO policy.  All 

information removed shall be digitally retained, stored and disposed of, by the Agency Clerk as the 

custodian of Public Records, in the manner required to meet the requirements of applicable Public 

Records laws and to comply with Public Record retention schedules set by the Florida Secretary of 

State, regardless of whether a post is removed from an MPO Social Media Site. 

 

e. Postings on social media sites should not disclose any information that is confidential or exempt from 

the Public Records laws or federal law, or which is proprietary to the MPO, or to any third party or that 

is a Trade Secret pursuant to ss. 812.081 or 815.04(3), F.S., that has disclosed information to the 

MPO. 

 

f. If MPO staff, MPO Governing Board members, and committees, comment on any aspect of the 

organization's business posts, they must clearly identify themselves as an employee or as an official 

of the MPO (including their position), and include a disclaimer that the views expressed are their view 

and the view alone theirs and theirs alone. 

 

g. All postings shall adhere to all rules regarding copyright, privacy, fair use, financial disclosure, visual 

rights, patent, and any other applicable laws. 

 

h. The MPO further reserves the right to block or take down any posting which does not meet proper 

etiquette such as the use of expletives and defamatory comments. 

 

i. At no time shall the MPO’s logo or name be used when expressing any commentary or opinions, 

unless authorized in writing by the Executive Director or the MPO Governing Board. 

 

5. Administration 

 

a. The MPO Executive Director, or the Executive Director’s designee, shall review each request for 

authorization to use an MPO Social Media Site and assign an Administrator.  

 

b. Before the creation of an MPO Social Media Site, the assigned Administrator must complete and 

submit a proposal for review to the Executive Director, or the Executive Director’s designee. The 

Executive Director, or the Executive Director’s designee, shall keep a record of the proposals and 

http://www.mympo.org/
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must be notified promptly of any change in the Administrator, password, account information, or 

removal/deactivation of the site. 

 

c. The assigned Administrator of the MPO Social Media Site is responsible for the administration, 

updating and monitoring of the site. All materials posted must comply with MPO Policy. 

 

6. Computer, Email and Identification 

 

a. Profile/usernames must clearly identify the name of the agency/office/program. 

 

b. E‐mail addresses used for the account set up must be an MPO issued email address. No personal e‐
mail address may be registered with an account. 

 

c. MPO Social Media Sites must also clearly indicate that the content posted or submitted for posting 

is subject to public disclosure under Florida’s Public Records laws. 

 

d. Only the Executive Director, the Executive Director’s designee, the Governing Board, or the 

Administrator, may authorize use of the MPO Logo on any MPO Social Media Site. 

 

e. No copyrighted material or material subject to the Visual Rights Act, 17 USC §106A, shall be shared, 

posted, or uploaded on any MPO Social Media Site authorized under this Policy, unless the MPO has 

an active, legitimate license for such purpose or consent of the author. 

 

7. Records 

  

a. It shall be the responsibility of the Administrator to retain, store, and dispose of all content made or 

received relating to MPO business, to ensure compliance with Chapter 119, Florida Statutes, AGO 

2009‐19, and other materials referenced herein, and the disposal and retention schedule 

promulgated by the Florida Secretary of State.  See Rule 1B-24.003, FAC.  In particular the 

Administrator shall keep a record of all posts, direct messages, tweets, responses, and comments 

made on a Social Media Site, or replies made by the Administrator.  Twitter Analytics are downloaded 

at the end of each month and snip tool comments received.  The Administrator must configure the 

account settings or use a service which either delivers the content to an MPO email mailbox or to a 

database, as provided by the procedures established. 

 

b. To engage public participation, the Administrator shall set any privacy settings on the Social Media 

Site so the content on the site is as open to as many members of the general public as possible. No 

user shall be denied from viewing (i.e. ‐ being a fan, follower or similar) the site. 

 

c. Material posted on the MPO Social Media Sites and all responses to a user of those sites shall be 

factual, accurate, and in compliance with all MPO policies and procedures. The Administrator for the 

site shall seek assistance before offering advice, support or comment on any topic that falls outside 

the Administrator’s duties or responsibilities. 

 

8. Social Media Procedures 

 

a. Purpose.  

 

(1) The social media policy serves as the standard for the processes and applications of any 

Social Media tools and their associated technology used by the Sarasota/Manatee MPO.  

This policy applies to all MPO employees, and all users of any MPO social media site, who 



5.1-4 
 

distribute information related to the official business of the Sarasota/Manatee MPO 

through Social Media – using MPO issued or personal electronic devices. 

 

b. Procedure. 

 

(1) MPO staff using social media are responsible for complying with applicable federal, state, 

and county laws, regulations and policies.  This includes adherence to the Florida 

Sunshine Law and established laws and policies regarding copyright, patent, Visual Rights 

Act, records retention, First Amendment, privacy laws and information security policies 

established by the Sarasota/Manatee MPO. 

 

(2) Wherever possible, links should direct users back to the MPO’s official website for more 

information, forms or documents. 

 

(3) The Administrator will monitor content on each social media network on at least a daily 

basis on each MPO business day to ensure adherence to the Social Media Procedure for 

appropriate use, message and representation consistent with the goals of the 

Sarasota/Manatee MPO.  Violation of MPO standards may result in the removal of content 

or pages from social media outlets.   

 

(4)  Records Retention. To remain compliant with Florida’s Government in the Sunshine Law 

(F. S. Ch. 119), regular records must be kept of all MPO-maintained social media sites. 

The MPO will maintain its own storage of all social network posts and user comments.  The 

MPO staff will be responsible for these records by updating spreadsheet at the end of each 

month. 

 

(5)  Offensive remarks should be dealt with immediately in one of three ways: 

 

(a) Comments should be immediately stored for the record then removed from the public 

site if they contain vulgar language, personal attacks of any kind, or comments that 

are offensive to a person with reasonable sensitivity or that disparage age, race, 

color, religion, national origin or ancestry, sexual preference, handicapped or 

disabled, genetic information, or status as a veteran or disabled veteran of the United 

States armed forces. 

 

(b) If comments are erroneous or critical of the MPO and its policies in nature, the 

subject matter expert maintaining the site should provide an appropriate response 

on the social network site within 24 hours. 

 

(c) Given the legal issues involved in responding to citizens’ speech and whether to 

retain records or not, the MPO General Counsel should be consulted when issues 

arise. 

 

c. External Guidelines.   

 

(1) The MPO’s social media websites should display public comment guidelines that state: 

Thank you for visiting the Sarasota/Manatee MPO {social media website}.  The purpose of 

this website is to share photos, videos and information of public interest with residents, 

businesses and visitors in Manatee and Sarasota Counties.  The MPO’s intent is not to 

create a public forum, but to maintain a limited forum moderated online discussion 

directly relating to topics posted by the MPO that is appropriate for people of all ages and 

abilities to read. Twitter does not allow more than 1,000 characters. ? 



5.1-5 
 

(2) Please note if you post a comment, Sarasota/Manatee MPO reserves the right to delete 

submissions that contain vulgar language, personal attacks of any kind, or comments that 

are offensive to a person with reasonable sensitivity or disparage against age, race, color, 

religion, national origin or ancestry, sexual preference, handicapped or disabled, genetic 

information, or status as a veteran or disabled veteran of the United States Armed Forces. 

 

(3) Further, the Sarasota/Manatee MPO reserves the rights to delete comments that: 

 

(a) Are spam or include links to other sites. 

 

(b) Are clearly off topic. 

 

(c) Advocate illegal activity. 

 

(d) Promote or oppose services, products, or political organizations and candidates. 

 

(e) Would be offensive to community standards of decency. 

(4)  The comments expressed on this site, other than those posted by Sarasota/Manatee 

MPO, do not reflect the opinions and position of the MPO.  If you have any questions 

concerning the operation of this online moderated discussion site, contact the 

Sarasota/Manatee MPO Public Involvement Coordinator at 941-359-5772 or email 

grace@mympo.org. 
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Voice Mail and Texts 

 

NUMBER: 5.2 

 

APPROVED: March 25, 2024March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Public Records, FS, Chapter 119 

 

2. Definition of Key Terms 

 

The following terms as used in this policy shall have the meaning provided below unless the context of 

usage affirmatively indicates to the contrary: 

 

a. MPO-owned cell phone or device. A cell phone or other device capable of sending or receiving text 

messages that is provided to an employee by the MPO for the purposes of performing the employee’s 

job duties.  A “MPO-owned cell phone or device” includes any cell phone or device owned by MPO 

but for which an employee receives a periodic stipend. 

 

b. MPO business. In relation to text messages means a text message sent or received by an MPO 

employee relating to the work of the employee or the business of the MPO.  MPO business text 

messages include, but are not limited to: 

 

(a) Texts between employees discussing the employees' work or the business of the MPO. 

Examples include a text acknowledging an employee will be late for work; a text asking 

another employee to call to discuss MPO business; a text by a supervisor asking another 

employee to respond to a specific location; a text notifying a coworker that someone would 

like to talk; a text notifying a coworker of a workplace injury, etc. 

 

(b) Texts between an employee and a non-employee discussing a matter related to the 

employee's work or the business of the MPO. Examples include a text with a vendor asking 

it to increase an order of supplies; a text with a service provider advising it that its 

assistance is needed to fix equipment; a text between an employee and an outside 

attorney discussing an issue of MPO business; a text to a citizen or vendor setting a 

meeting, etc. 

 

c. MPO employee.  An employee of the MPO and also means, for purposes of this policy only, an elected 

official, intern, or appointee of the MPO, or a person hired by the MPO through a temporary placement 

agency to perform work that otherwise would be performed by the employee, or a MPO contractor. 

 

d. Message. For purposes of this policy, shall mean collectively voice messages and text messages. 

 

e. Personal text message. A text message sent or received by an MPO employee that does not discuss 

a matter of MPO business. 

 

f. Personally owned cell device. A cell phone or other device that is used by the employee in part to 

send or receive text messages related to MPO business but is not owned by the MPO  
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g. Public Record. All documents, papers, letters, maps, books, tapes, photographs, films, sound 

recordings, data processing software, or other material, regardless of the physical form, 

characteristics, or means of transmission, made, or received pursuant to law or ordinance or in 

connection with the transaction of official business by any agency. 

 

h. Text or text message. A brief message that is composed and sent between two mobile phones or 

portable devices, such as a computer or tablet. 

 

i. Transitory text. A text message that only documents information of temporary, short-term value, and 

that is not needed as evidence of a business transaction. Examples of transitory texts includes, but 

are not limited to: 

 

(1) Texts that set work meetings or request job-related phone calls. 

 

(2) Texts that are akin to transitory voicemail messages. 

 

(3) Texts noting the sender has completed tasks. 

 

(4) Texts informing a coworker/supervisor that the sender will be late to work, late to a 

meeting, is taking the day off, or another similar message. 

 

(5) Texts that ask another employee to take some sort of action. 

 

j. Voicemail or voice message. A brief message left on a telephone answering machine. 

 

3. Purpose    

 

a. In accordance with Chapter 119, Florida Statutes ("Public Records Law"), some MPO business related 

text and voice messages must be retained by the MPO. The purpose of this policy is to address the 

use of text messaging and voice mail for MPO business and the retention requirements of these 

messages relating to MPO business received or transmitted on MPO-owned or personally owned cell 

phones and devices. This policy is intended to assure the MPO's compliance with records retention 

and disclosure requirements. The failure to follow this policy may expose the MPO to damages and 

attorney's fees under the Public Records Law. Failure to follow this policy may subject the employee 

to disciplinary action and could result in criminal prosecution for egregious misconduct. 

 

4. Messages Regarding MPO Business Are Public Records 

 

a.    Text and voice messages received on MPO owned devices  constitute Public Records under the Public 

Records Law. §119.011(12), F.S. Whether a text must be retained depends on whether it is transitory 

or non-transitory.  Similarly, voicemail messages with short-lived or no administrative value do not 

have to be retained.  Retained text messages, or messages that exist on a cell phone at the time a 

Public Records request is received, may be subject to disclosure under the Public Records Law. This 

applies to messages regarding MPO business sent or received on MPO-owned device. 

b.   MPO-Owned Cell Phone or Device. There is an expectation that MPO employees will use MPO-issued 

phones or devices for MPO business. All MPO-owned phones or devices, including the messages 

transmitted or stored by them, are the property of the MPO, and the MPO reserves the right to access, 

read, use, monitor, and disclose employee communications, files, and other use without prior notice, 

as the MPO considers appropriate. Moreover, employees have no right to privacy regarding the 

information stored, sent, or received on MPO-owned phones or devices.  After receipt of a Public 

Records request, and upon request of the MPO, an employee may be required to provide said 
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employee’s MPO-owned cell phone or device to the MPO for inspection, and all information on the 

cell phone or device is subject to MPO review, including personal text and voice messages. 

c.    Personally Owned Cell Device.  Personal cell phones and devices are the private property of MPO 

employees. Personal texts and voice messages unrelated to MPO business, are not Public Records, 

and need not be retained on a personally owned cell phone or device. It is strongly encouraged that 

messages regarding MPO business are not sent or received on personally owned cell phones or 

devices.  

MPO employees are expected to cooperate with the MPO and provide assistance in fulfilling the MPO's 

duties and obligations under the Public Records Law.5. Transitory Messages vs. Non-Transitory Messages 

 

a.   Text and voice messages regarding MPO business are of two types:  

(1) Transitory and;  

(2) Non-transitory.  

In accordance with this policy, the user may delete transitory messages once the message has served 

its purpose. Non-transitory messages may not be deleted from a cell phone or device until they have 

been archived in some manner and must be retained according to the appropriate retention 

schedule. 

b.   Texting Should be Limited to Transitory Texts. An employee should limit said employee’s texting 

regarding MPO business to transitory texts that can be deleted once the message serves its purpose.  

Texts of a non-transitory nature should be discouraged. Rather, such communications should occur 

in person, by telephone, by email, or by memorandum, all in a form that is easy to archive. Using this 

approach will avoid complications with archiving and producing texts for the purposes of responding 

to Public Records requests. 

(1) Transitory Texts. 

 

(a)  Delete once no longer needed unless a Public Records request is received. 

 

(b)  Transitory texts may not be deleted if there is a Public Records request.   In the 

event a Public Records request is received that may contain a request for text 

messages transmitted on either an MPO-owned or a personally owned cell phone 

or device, the employee, once put on notice of the request, shall not delete any text 

messages from the cell phone or device, even if such text is transitory or personal. 

The employee must produce any message that is on a personally owned device 

within the scope of a Public Records request and meets the definition of a Public 

Record. 

 

(2) Non-Transitory Texts. Employees should not send non-transitory texts relating to MPO 

business through a personal or MPO-owned cell phone or device. In the event an employee 

sends or receives a non-transitory text, it shall be preserved and produced in accordance 

with this policy. 

6.  Message Retention  

a. How to Retain and Produce Text or Voice Messages. When an employee is required to produce a text 

or voice message pursuant to this policy, the employee shall produce the message by either of the 

following means: 
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(1) Forward the message to the Agency Clerk’s e-mail address; or 

 

(2) Take screen shots of the text and email the screen shots to the Agency Clerk’s e-mail 

address; or 

 

(3) Utilize a pre-approved application on a cell phone or device that stores or disseminates 

the message to MPO-owned servers or networks; or 

 

(4) Transcribe the voicemail and forward it to the Agency Clerk’s e-mail address and retain 

the message for storage by a third-party vendor. 
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Conflict of Interest 

 

NUMBER: 6.1 

 

APPROVED: March 27, 2023March 30, 2026 

 

REVIEW BY: March 20267 

 

1. References 

 

a. Public Officers and Employees: General Provisions, FS Chapter 112.061(6)(a) – (b) 

 

b. Public Officers and Employees: General Provisions, FS Chapter 112.311 – 112.313 

 

c. Public Officers and Employees: General Provisions, FS Chapter 112.3143 

 

d. Public Officers and Employees: General Provisions, FS Chapter 112.3145 

 

e. Public Officers and Employees: General Provisions, FS Chapter 112.3148 

 

f. Public Records, FS Chapter 119 

 

g. Taxation: General Provisions, FS 192.001 (11)(b) 

 

h. Public Business: Miscellaneous Provisions, FS Chapter 286.012 

 

2. Definition of Key Terms 

 

a. Agency. Any state, regional, county, local, or municipal government entity whether executive, judicial, 

or legislative; any department, division, bureau, commission, authority, or political subdivision of this 

state therein; any public school, community college, or state university; or any special district. 

 

b. Alternate Member. An individual chosen to serve as a backup appointment to the primary Member 

that was appointed by local elected office or by local agency, council or commission to represent the 

residents of their jurisdiction on the MPO Governing Board, Technical Advisory Committee, Citizen 

Advisory Committee, Bicycle/Pedestrian/Trails Advisory Committee or Transportation Disadvantaged 

Committee, or any appointment to an MPO committee. 

 

c. Conflict or Conflict of Interest. As defined in s. 112.312(8), F.S., “means any situation in which regard 

for a private interest tends to lead to disregard of a public duty or interest.” 

 

d. Corruptly. Done with a wrongful intent and for the purpose of obtaining, or compensating or receiving 

compensation for, any benefit resulting from some act or omission of a public servant which is 

inconsistent with the proper performance of his or her public duties. s. 112.312(9), F.S. 

 

e. Gift. That which is accepted by a donee or by another on the donee’s behalf, or that which is paid or 

given to another paid or given to another for or on behalf of a done, directly, indirectly, or in trust for 

the donee’s benefit or by any other means, for which equal or greater consideration is no given within 

90 days, including: 

 

(1) Real property;  

(2) The use of real property;  

http://www.flsenate.gov/Laws/Statutes/2011/112.061
http://www.flsenate.gov/Laws/Statutes/2011/112.311
http://www.flsenate.gov/Laws/Statutes/2011/112.3143
http://www.flsenate.gov/Laws/Statutes/2011/112.3145
http://www.flsenate.gov/Laws/Statutes/2011/112.3148
http://www.flsenate.gov/Laws/Statutes/2011/Chapter119/All
http://www.flsenate.gov/Laws/Statutes/2011/192.001
http://www.flsenate.gov/Laws/Statutes/2011/286.012
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(3) Tangible or intangible personal property as defined in s.192.001 (11)(b), F.S.; 

 

(4) The use of tangible or intangible personal property; 

 

(5) A preferential rate or terms on a debt, loan, goods, or services, which rate is below the 

customary rate and is not either a government rate available to all other similarly situated 

government employees or officials or a rate which is available to similarly situated 

members of the public by virtue of occupation, affiliation, age, religion, sex or national 

origin; 

 

(6) Forgiveness of indebtedness; 

 

(7) Transportation, other than that provided to a Public Officer or employee by an agency in 

relation to officially approved government business, lodging, or parking; 

 

(8) Food or beverage; 

 

(9) Membership dues; 

 

(10) Entrance fees, admission fees or tickets to events, performances, or facilities; 

 

(11) Plants, flowers, or floral arrangements; 

 

(12) Services provided by person pursuant to a professional license or certificate; 

 

(13) Other personal services for which a fee is normally charged by the person providing the 

services; or  

 

(14) Any other similar service or thing having an attributable value not already provided for in 

the section. S. 112.312 (12)(a), F.S. 

 

As used in this definition, the term “consideration” does not include a promise to pay or otherwise 

provide something of value unless the promise is in writing and enforceable through the courts. s. 

112.312 (12)(d), F.S.  A “gift” does not include: 

 

(1) Salary, benefits, services, fees, commissions, gifts, or expenses associated primarily with 

the donee’s employment, business, or services as an officer or director of a corporation 

or organization; 

 

(2) Except as provided in Section 112.3148, Florida Statues, contributions or expenditures 

reported pursuant to Chapter 106, contributions or expenditures pursuant to federal law, 

campaign-related personal services provided without compensation by individuals 

volunteering their time, or any other contribution or expenditure by a political party or 

affiliated part committee; 

(3) An honorarium or an expense related to an honorarium event paid to a person or the 

person’s spouse; 

 

(4) An award, plaque, certificate, or similar personalized item given in recognition of the 

donee’s public, civic, charitable, or professional service; 
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(5) An honorary membership in a service or fraternal organization presented merely as a 

courtesy by such organization; 

 

(6) The use of a public facility or public property, made available by a governmental agency, 

for a public purpose; 

 

(7) Transportation provided to a Public Officer or employee by an agency in relation to officially 

approved governmental business; 

 

(8) Gifts provided directly or indirectly by a state, regional, or national organization which 

promotes the exchange of ideas between, or the professional development of, 

governmental officials or employees, and whose membership is primarily composed of 

elected or appointed public officials or staff, to member of that organization or officials or 

staff of a governmental agency that is a member of that organization. s. 112.312 (12)(b), 

F.S.   

 

f. Indirect or indirect interest. An interest in which legal title is held by another as trustee or other 

representative capacity, but the equitable or beneficial interest is held by the person required to file 

under this part. A “representative capacity” means the actual physical attendance on behalf of a 

client in an agency proceeding, the writing of letters or filing of documents on behalf of a client, and 

personal communications made with the officers or employees of any agency on behalf of a client. 

ss. 112.312(13) and (22), F.S. 

 

g. Member. An individual nominated as the primary appointment through local elected office or by local 

agency, council or commission to represent the residents of their jurisdiction on the MPO Governing 

Board, Technical Advisory Committee, Citizen Advisory Committee, Bicycle/Pedestrian/Trails Advisory 

Committee or Transportation Disadvantaged Committee, or any appointment to an MPO committee. 

 

h. MPO Staff Member. Either a contracted or salaried member of the MPO support staff hired to perform 

those duties set forth in their job description to carry out the required functions of the organization. 

 

i. Principal by Whom Retained. An individual or entity, other than an Agency, that for compensation, 

salary, pay, consideration, or similar thing of value, has permitted or directed another to act for the 

individual or entity, and includes, but is not limited to, one’s client, employer, or the parent, 

subsidiary, or sibling organization of one’s client or employer. 

 

j. Public Officer. Includes any person who is a Member or an Alternate Member, elected or appointed 

to hold a voting delegate’s position, or that of an Alternate Member, on the MPO Governing Board or 

on an MPO advisory committee or other body. 

 

k. Relative. Any father, mother, son, daughter, husband, wife, brother, sister, father‐in‐law, mother‐in‐
law, son‐in‐law, or daughter‐in‐law. 

 

l. Reporting individual. Any individual, including a candidate upon qualifying, who is required by law, 

pursuant to s. 8, Art. II of the State Constitution or s. 112.3145, to file full or limited public disclosure 

of his or her financial interests or any individual who has been elected to, but has yet to officially 

assume the responsibilities of, public office. For purposes of implementing this section, the “agency” 

of a reporting individual who is not an officer or employee in public service is the agency to which the 

candidate seeks election, or in the case of an individual elected to but yet to formally take office, the 

agency in which the individual has been elected to serve. s. 112.3148(2)(d), F.S. 
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m. Special Committee Designate. A person designated by the MPO Governing Board or the Executive 

Director, for membership of a request for proposals consultant selection review panel or a study 

group or review committee designated by the MPO for consultant selection, review of project studies 

or other specified projects. 

 

n. Vendor. A business entity doing business directly with an agency, such as renting, leasing, or selling 

any realty, goods, or services. s. 112.3148(2)(f), F.S. 

 

3.  Objectives 

 

a. The purpose of this policy shall be to establish the public’s trust and confidence in the ability of the 

MPO and its affiliated committees and employees to discharge their public duties without regard to 

personal and special private gain, personal favoritism, and avoiding even the appearance or 

perception of impropriety. It is essential that any persons referenced in this policy avoid any and all 

situations that represent conflicts between their personal interests and public duties. Furthermore, 

it is incumbent upon them to refrain from taking any official action with reference to such situations, 

and to inform their appointing authority of any actual, potential, or apparent conflicts of interest or 

ethical violation. 

 

b. Perceived or real conflicts of interest may affect a member’s or alternate’s ability to vote or otherwise 

take action to move an issue forward when it comes before the MPO Board, Executive Committee, 

Technical Advisory, Citizen Advisory, Bicycle/Pedestrian/Trails Advisory, and Transportation 

Disadvantaged committees. 

 

c. It shall be understood that this policy shall apply equally to all persons serving on the MPO Governing 

Board, Technical Advisory Committee, Citizen Advisory Committee, Bicycle/Pedestrian/Trails Advisory 

Committee, and Transportation Disadvantaged Committee, or any appointment to a review or study 

committee or task force or is employed either through a contract or on paid salary with the MPO. 

 

d. At all times parties referenced in this policy shall maintain the highest standards of personal integrity, 

truthfulness, and fairness in carrying out their duties. Anyone found to be in violation of this policy 

may be subject to disciplinary action to include termination of appointment or staff position. 

 

4. Directives 

 

a. Any conflict of interest between personal interests and official responsibilities are to be resolved by 

consciously avoiding potential conflicts of interest and when the conflict of interest occurs with regard 

to any matter on which an MPO Governing Board or Committee member is called upon to vote by 

publicly disclosing the basis of the voting conflict of interest, decisions can be reviewed or made by 

others. 

 

b. Stated conflicts shall be incorporated into the minutes and become a Public Record upon filing. See 

s. 112.3143(3)(a) and (4)(b), F.S. When a conflict of interest exists, it shall be declared by the 

Member with a conflict upon opening of discussion of a matter by the MPO. Pursuant to Sections 

286.012 and 112.3143, Florida Statutes, when the MPO Governing Board, or MPO committee 

Members or Alternate Members, Special Committee Designates, or MPO Staff members serving on 

a MPO board, have a voting conflict of interest or when the member ascertains that there appears to 

be a possible voting conflict of interest pursuant to Sections 112.311, 112.313, or 112.3143, 

Florida Statutes, the Member shall abstain from voting on the issue with which the member has or 

there is a possible voting or other conflict of interest. See s. 286.012, F.S. 
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c. Such individual shall, prior to the vote being taken, publicly state to the assembly the nature of the 

officer’s interest in the matter from which the Member is abstaining from voting.  Any member of the 

MPO Governing Board, MPO committee, sub‐committee, specially designated committee, or MPO 

Staff Member, who has a voting conflict of interest on a matter is required to file within 15 days after 

the vote occurs with the Agency Secretary the appropriate Conflict of Interest Form as promulgated 

by the Florida Commission on Ethics. See s. 112.3143(3)(a) and (4)(b), F.S.  The disclosure form 

shall be attached to the minutes of the meeting at which the vote abstained from was taken. 

 

d. Prohibited Conduct; Misuse of Public Office or Employment. As provided by Section 112.313(6), 

Florida Statutes, a Public Officer or MPO Staff Member shall not Corruptly use or attempt to use said 

individual’s official position or any property or resource of the MPO which may be within said 

individual’s trust, or perform said individual’s official duties to secure a special privilege, benefit, or 

exemption for said individual or others. In addition, all Public Officers or MPO Staff Members are 

expected to scrupulously adhere to the Code of Ethics for Public Officers and Employees, Part III, 

Chapter 112, Florida Statutes. 

 

e. Outside Employment. No outside employment shall be permitted except as provided under the MPO 

policies. MPO Staff Members must receive annual written approval from their direct supervisor or the 

Executive Director prior to engaging in outside employment. Under no circumstances shall an MPO 

Staff Member accept outside employment or render other than official services to a private interest 

where MPO time, equipment, or material is to be used, or where a real or apparent conflict of interest 

with one’s official or public duties is possible. 

 

f. Financial Interest.  These restrictions are not intended to preclude the opportunity for MPO Staff 

Members to acquire and maintain private financial interests. However, private financial interests 

should be examined in terms of potential conflicts of interest these interests may pose. In the event 

a real or apparent conflict of interest exists, the MPO Staff Member shall contact said MPO Staff 

Member’s direct superior to resolve the conflict or potential conflict. 

 

g. Solicitation and Acceptance of Compensation, Payment, or things of value. 

 

(1)  As provided in Section 112.313(2), Florida Statutes, no MPO Staff Member, or Public 

Officer shall solicit or accept anything of value to the recipient, including a Gift, loan, 

reward, promise of future employment, favor or service based upon any understanding 

that their vote, official action or judgment would be influenced thereby. 

 

(2)  As provided in Section 112.313(4), Florida Statutes, no MPO Staff Member, Member, 

Alternate Member, or Special Committee Designate, or their spouse or minor child, shall 

accept any compensation, payment, or thing of value that with the exercise of reasonable 

care, the MPO Staff Member, Member, Alternate Member, or Special Committee 

Designate, should know, that it was given to influence a vote or other action in which the 

MPO Staff Member or Public Officer was expected to participate in said individual’s official 

capacity. 

 

5. Acceptance of Gifts 

 

a. As provided in Section 112.3148(3), Florida Statutes, a Reporting Individual or MPO Procurement 

Employee, is prohibited from soliciting any Gift from a Vendor doing business with the MPO or a 

Lobbyist (of the partner, firm, employer, or principal of such lobbyist) who lobbies the MPO, where 

such Gift is for the personal benefit of the Reporting individual or Procurement Employee, another 

Reporting Individual or Procurement Employee, or any member of the immediate family of either of 

the foregoing. 
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b. As provided in Section 112.3148(4), Florida Statutes, and except as otherwise specifically permitted 

by Florida law, a Reporting Individual or a MPO procurement employee or any other person on behalf 

of the aforementioned is prohibited from knowingly accepting, directly or Indirectly, a Gift from a 

Vendor doing business with the MPO, or a Lobbyist who lobbies the MPO, directly or indirectly on 

behalf of the partner, firm, employer, or principal of a Lobbyist, if he or she knows or reasonably 

believes that the Gift has a value in excess of $100; however, such a Gift may be accepted by such 

person on behalf of a governmental entity or a charitable organization. If the Gift is accepted on 

behalf of a governmental entity or charitable organization, the person receiving the Gift shall not 

maintain custody of the Gift for any period of time beyond that reasonably necessary to arrange for 

the transfer of custody and ownership of the Gift. Notwithstanding the foregoing, a Reporting 

Individual may accept a Gift having a value in excess of $100 from an entity of the legislative or 

judicial branch, a department or commission of the executive branch, a water management district 

created pursuant to s. 373.069, F.S., the South Florida Regional Transportation Authority, a county, 

a municipality, an airport authority, or a school board, if a public purpose can be shown for the gift; 

and the Reporting Individual who is an officer of the MPO supported by a direct‐support organization 

specifically authorized by law to support such governmental entity may accept such a Gift from such 

direct‐support organization. s. 112.3148(5)(b), F.S. 

 

c. A non‐monetary Gift, including meals or entertainment, when offered gratuitously and carrying a total 

value of less that twenty‐five dollars ($25.00) may be accepted if the MPO employee can ensure that 

it was not offered to influence said employee’s judgment, action or vote. It is the employee’s 

responsibility to avoid the appearance of conflict of interest and discretion should be used in 

accepting Gifts valued under the amount stated above. If there is any doubt about the intent of the 

person giving the Gift or its value is $25.00 or greater, then the employee must decline to accept it. 

 

d. As provided in s. 112.3148(7), F.S., the value of a Gift provided to a Reporting Individual or 

Procurement Employee shall be determined using actual cost to the donor, less taxes and gratuities, 

except as otherwise provided in this subsection, and, with respect to personal services provided by 

the donor, the reasonable and customary charge regularly charged for such service in the community 

in which the service is provided shall be used. If additional expenses are required as a condition 

precedent to eligibility of the donor to purchase or provide a gift and such expenses are primarily for 

the benefit of the donor or are of a charitable nature, such expenses shall not be included in 

determining the value of the gift. 

 

(1)  Compensation provided by the done to the donor, if provided within 90 days after receipt 

of the Gift, shall be deducted from the value of the gift in determining the value of the Gift. 

 

(2)  If the actual Gift value attributable to individual participants at an event cannot be 

determined, the total costs shall be prorated among all invited persons, whether or not 

they are Reporting Individuals or Procurement Employees. 

 

(3)  Transportation shall be valued on a round‐trip basis unless only one‐way transportation is 

provided. Round‐trip transportation expenses shall be considered a single Gift.  

Transportation provided in a private conveyance shall be given the same value as 

transportation provided in a comparable commercial conveyance. 

 

(4)  Lodging provided on consecutive days shall be considered a single Gift. Lodging in a 

private residence shall be valued at the per diem rate provided in s. 112.061(6)(a)1., F.S., 

less the meal allowance rate provided in s. 112.061(6)(b), F.S. 

 

(5)  Food and beverages which are not consumed at a single sitting or meal and which are 

provided on the same calendar day shall be considered a single Gift, and the total value 
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of all food and beverages provided on that date shall be considered the value of the Gift. 

Food and beverage consumed at a single sitting or meal shall be considered a single Gift, 

and the value of the food and beverage provided at that sitting or meal shall be considered 

the value of the Gift. 

 

(6)  Membership dues paid to the same organization during any 12‐month period shall be 

considered a single Gift. 

 

(7)  Entrance fees, admission fees, or tickets shall be valued on the face value of the ticket or 

fee, or on a daily or per event basis, whichever is greater. 

 

(8)  Except as otherwise specified in this section, a Gift shall be valued on a per occurrence 

basis. 

 

(9)  The value of a Gift provided to several individuals may be attributed on a pro rata basis 

among all of the individuals. If the gift is food, beverage, entertainment, or similar items, 

provided at a function for more than 10 people, the value of the Gift to each individual 

shall be the total value of the items provided divided by the number of persons invited to 

the function, unless the items are purchased on a per person basis, in which case the 

value of the Gift to each person is the per person cost. 

 

(10) The value of a Gift of an admission ticket shall not include that portion of the cost which 

represents a charitable contribution, if the Gift is provided by the charitable organization. 

 

e. The MPO shall make a reasonable effort to communicate sections of this policy relating to Gifts to 

local, county or state Vendors. Such communication shall at a minimum include notification of these 

provisions on the MPO website. 

 

6. Tips and Gratuities 

 

a. As provided in Section 112.313(4), Florida Statutes, a tip or gratuity can be considered to be 

unauthorized compensation. Consequently, no MPO Board Member, Alternate Member, Special 

Committee Designate, or MPO Staff Member, shall accept any tip or gratuity. Employee classifications 

for which the acceptance of tips and gratuities are permitted may be designated by the Executive 

Director and shall only include positions with duties of a personal nature where tipping is traditional. 

No such positions are currently designated. 

 

7. Frequent Flyer Miles, Hotel Points or Rental Vehicle Credits Earned Through MPO Reimbursed Travel 

 

a. Elected officials and MPO employees may sometimes be required to travel on MPO business, 

requiring them to spend evenings and weekends away from their homes and loved ones.  Per diem 

reimbursements often do not cover the official or employee for out-of-pocket expenses.  As a matter 

of general policy, any frequent flyer miles, hotel points, and/or car rental bonuses, etc. awarded to 

an elected official or employee as a result of MPO reimbursed travel may be used for personal use 

by the elected official or employee.     

 

8. Ethics Training 

 

a. Public Officers, and MPO Staff Members, as public servants, are considered stewards of the public 

trust and should aspire to the highest level of integrity and character.  Public Officers and MPO Staff 

Members shall be informed of their ethical responsibilities at the start of their public service (or 
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during employee orientation in the case of MPO Staff Members) and receive updates and training 

materials on ethics issues throughout the span of their public service. 

 

b. MPO Staff Members shall receive periodic ethics training.  This shall include at a minimum four (4) 

hours of ethics training annually that addresses, at a minimum, Article II, Section 8 of the Florida 

Constitution; Part III, Chapter 112, Part III, Florida Statutes (the Code of Ethics for Public Officers and 

Employees); the Public Records (Chapter 119, Florida Statutes); and Government‐in the Sunshine 

public meetings laws (Chapter 286, Florida Statutes) of this state.  This requirement may be satisfied 

by completion of a continuing legal education class or other continuing professional education class, 

seminar, ongoing Employee Development Program, or other presentation if the required subjects are 

covered. 

 

9. Administration 

 

a. As provided by Section 112.3143(3), Florida Statutes, no MPO Governing Board Member, Alternate 

Member, or other appointed Public Officer, shall vote in an official capacity upon any measure: 

 

(1)  which would inure to his or her Special Private Gain or Loss; 

 

(2)  which he or she knows would inure to the Special Private Gain or Loss of any Principal by 

Whom he or she is Retained or to the parent organization or subsidiary of a corporate 

principal by which he or she is retained, other than an agency; or 

 

(3)  which he or she knows would inure to the Special Private Gain or Loss of a Relative or 

business associate of the Public Officer. 

 

b. Appointed Official. 

 

(1)  As provided by Section 112.3143(4), Florida Statutes, unless the Member has first 

disclosed the nature of his or her interest in the matter, no appointed MPO committee 

Member, Alternate Member, Special Committee Designate, or MPO Staff Members, 

serving on a board, shall participate in any matter which: 

 

(a)  Would inure to the officer’s Special Private Gain or Loss; the officer knows would 

inure to the Special Private Gain or Loss of any Principal by Whom he or she is 

Retained or to the parent organization or subsidiary of a corporate principal by which 

he or she is retained; or 

 

(b)  The individual knows would inure to the Special Private Gain or Loss of a Relative or 

business associate of the Public Officer, without first disclosing the nature of his or 

her interest in the matter. 

 

(2)  The term “participate” means any attempt to influence the decision by oral or written 

communication, whether made by the Member, Alternate Member, Special Committee 

Designate, or MPO Staff Member. Prior to participating, the appointed MPO Member, 

Alternate Member, Special Committee Designate, or MPO Staff Member, serving on a 

board, shall file with the person responsible for recording in the minutes of the meeting, a 

memorandum of a conflict of interest on a form promulgated by the Florida Commission 

on Ethics. Any such memorandum shall become a Public Record upon filing, shall 

immediately be provided to the other individuals serving on the board, and shall be read 

publicly at the next meeting held subsequent to the filing of this written memorandum. 
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10. Doing Business with Agency 

 

a. As provided in Section 112.313(3), Florida Statutes, no MPO Board Member, Alternate Member, 

Special Committee Designate, or MPO Staff Member shall either directly or indirectly purchase, rent 

or lease any realty , goods or services for the MPO from any business entity of which the officer or 

employee or the officer’s or employee’s spouse or child is an officer, partner, director , or proprietor 

or in which such officer or employee or the officer’s or employee’s spouse or child, or any combination 

of them, has a material interest.  Nor shall the officer or employee, acting in a private capacity, rent, 

lease or sell any realty, goods or services to the MPO.   

 
11.Conflicting Employment or Contractual Relationship 

a. As provided in Section 112.313(7), Florida Statutes, no MPO Board Member, Alternate Member, 

Special Committee Designate or MPO Staff Member shall have or hold any employment or contractual 

relationship with any business entity or any agency which is subject to the regulation of, or is doing 

business with the MPO.  Nor shall the officer or employee have or hold any employment or contractual 

relationship that will create a continuing or frequently recurring conflict between his or her private 

interests and the performance of his or her public duties or that would impede the full and faithful 

discharge of his or her public duties. 

12. Disclosure or Use of Certain Information 

 

a. As provided in Section 112.313(8), Florida Statutes, no current or former MPO Board Member, 

Alternate Member, Special Committee Designate or MPO Staff Member shall disclose or use 

information not available to members of the general public and gained by reason of his or her official 

position, except for information relating exclusively to governmental practices, for his or her personal 

gain or benefit of any other person or business entity. 
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Continuity of Operations Policy (COOP) 

NUMBER: 7.1 

ADOPTED: September 23, 2024 March 30, 2026 

REVIEW BY: March 20267 

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. 

 

b. 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 

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/2018/250.540
https://www.flsenate.gov/Laws/Statutes/2018/Chapter252/All
https://www.flsenate.gov/Laws/Statutes/2018/401.015
https://www.flsenate.gov/Laws/Statutes/2018/Chapter870/All
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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.   

 

b. 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. 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.   

 

b.   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. 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. 

 

b. 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. 

 

c. The following are those essential activities, in priority order, that should be performed by the 

MPO, to the maximum extent feasible: 



7.1-3 
 

(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 MPO's planning programs are 

maintained and products and services are delivered. 

 

(6) Continue commitments of MPO agreements and maintain grant invoicing and payroll. 

 

d.  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. 

 

b. 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. 
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(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. 

 

c.  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. 

 

b. 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 MPO’s Office and/or government-wide operations 

and/or involves the safety and security of government employees and/or citizens at large, the MPO’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. 

 

b. 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.) 

 

c. 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. 

 

d. 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. 

 

e. 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. 

 

f. 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. 

 

 g. 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.   

 

(2) 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. 

 

(3) 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. 

 

(5) 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. 

 

(6) 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.   

 

(7) 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. 

 

(8) 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:  

 

(a) 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: 

 

(a) 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; 
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(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)  Finance Enterprise; and  

 

(h)  OnBase 

 

(2) Restoration of Temporary Computer Operations: If the “event” has severely damaged or 

destroyed the MPO’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 MPO’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 MPO’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 direct line extensions.  

 

Executive Director Direct Line Cellphone 

David Hutchinson Ryan Brown 941-259-60452 941-704-2525 

941-245-5591 

Planning and Administrative Staff  

Ryan Brown Megan Lui 941-259-6052 

941-259-6043 

941-345-5591 

Wenonah Venter 941-259-6048  

   

Grace Scigousky 941-259-6049  

Nanette Eubanks Jane Li 941-259-6040  

Lindsay Heinrich Kelly DeForest 941-259-6041  

Varshini Renikunta 941-259-6043  

Nick Chiavini 941-308--9994  

Fiscal Staff  

David Machado 941-259-6044  

Rachel McClain 941-259-6045  

 

b. Emergency Call List. This list provides contact numbers to notify emergency officials, and 

emergency service providers, during an emergency.  

 

Emergency 911 

Boca Aircraft Maintenance 1st Property Group, Inc 561-347-3323 91-377-5255 

FDOT  239-225-1900 

Manatee County Sheriff Office 941-747-3011 

Sarasota County Sheriff Office 941-861-5800 

Manatee County Emergency Management Agency 941-749-3500 

Sarasota County Emergency Management Agency 941-861-5000 

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 

 

c.  Recovery/Restoration Telephone List - This list contains key phone numbers needed in 

recovery and restoration efforts. 

 

 

 

 

Formatted: Superscript
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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  941-359-2770 

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 

5274405215 

941-917-0708 

Ring Central Telephone System 866-922-4001 

Manatee County Insurance Risk 

Manager  

 941-745-3750 

Manatee County Property Management  941-749-3017 

Manatee County Employee Health 

Benefits 

 941-748-4501 ext. 

3865 

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 

  

Regardless of the nature of the “event,” if it requires evacuation of the building, the MPO Executive 

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: September 23, 2024March 30, 2026 

REVIEW BY: March 20267 

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 an 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 will 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.    

 

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. 

    

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
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7.  The public notice will be posted 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 outlets.   

 

8.  The MPO will ensure that the public meeting complies with all requirements of Section 286.011 Public 

meetings and records; public inspection. 

 
 

 




