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WELCOME

—

Congratulations and thank you for accepting an offer of em nt from The Children’s Trust. Most
critical to our success is hiring good employees. We have you because we believe you have the
talent and skills to contribute to the continued succes ization. We expect and depend
on you to perform to the very best of your abilitie d commitment will help this
organization, and we also hope it will give you a lishment, as you become

part of a team that seeks to better the lives of communities in which

we live.

We are glad you have joined our team and hope that ent proves W satisfying and

that you will make important contrib our future. mployee has an important role in our
ound that you bring to us. It is our

operations, and we value the abilitie
pon and your ingenuity that will

esources you will need to perform
eorg e, please do not hesitate to ask

James R. Haj
President/CEO
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——
OVERVIEW

—

There are several things to keep in mind about the Employee Handbook (“Handbook”). First, it
contains only general information and guidelines. It is not intended to be comprehensive or to
address all the possible applications of, or exceptions to, the general policies and procedures
applicable to The Children’s Trust (hereafter referred to as “The Children’s Trust” or “The Trust”)
employees. For that reason, if you have any questions concerning eligibility for a benefit or the
applicability of a policy or practice to you, you should address«your specific questions with your
supervisor or to Human Resources. It is your responsibility. a# employee to become familiar
with, and adhere to, all policies and procedures of The C'

dren’s Trust.

This Handbook is intended to help you get acquainte
overview of our philosophies and beliefs, and d i
guidelines.

ildren’s Trust. It provides an
erms, various employment

supervisor or Human Resources. The Trust re i odify or delete

provisions of the Handbook or the palicies and pro based at any
time without notice. Updates will be ff via email and/or other communication
avenues (i.e. The Voice or other )- No individual other than the
President/CEO of The Trust has the au mployment or other agreement

The Handbook is the ) - Nour personal use and reference
as an employee of i ide The Trust requires a public

records request submi
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THE *i&

EMPLOYEE HANDBOOK ACKNOWLEDGMENT AND RECEIPT
| understand it is my responsibility to read the Employee Handbook (“Handbook”) and that | am
to comply with the policies contained in this Handbook and any revisions made to it. The
Handbook is available to me during my electronic onboarding and is posted in the employee
payroll and benefits portal, and in “TrustConnect” a SharePoint folder. In addition, | understand
that it is my responsibility to become familiar with, and adhere to, all policies and procedures of
The Children’s Trust (or “The Trust”). These are accessible in “TrustConnect”.

The Handbook describes important information about The €hildren’s Trust, and | understand that
| should consult my manager or Human Resources regarding any questions not answered in the
Handbook. | have entered my employment rela hip The Trust voluntarily and
acknowledge that there is no specified length of@mployment: Aeccordingly, either | or The
Children’s Trust can terminate the relationship at will, with o out cause, at any time,
so long as there is not violation of applic deral or state la

supervisor or representative of The Children’s Trus ority to ente any agreement
for employment other than at will; onl thority to make
an agreement other than at will, anc ly in writing signed by the President/CEO of The
Children’s Trust.

| understand and agree that other than the Pres CEO of¢fhe Children’s Trust, no manager,
President/CEO of The Trust has th

e Trust supersede all prior
ng the terms and conditions of my
k, The Trust expressly revokes

This Handbook and the.maest.current po
i ‘ g
all previous policies and p € i 1Si ith those contained herein.

practices, oral or writte

| understand that except fo ill status, all policies and practices may be changed
atany time b 5 st reserves the right to change my hours, wages
and waorking conditio *nges will be communicated through official
notices, a « information may supersede, modify, or eliminate existing
policies. G i e Children’s Trust can adopt any revisions to the policies

in this Handb ' essary approvals of The Trust’s board of directors.

Children’s Trust is e ent at will, which may be terminated at the will of either The
Children’s Trust or me. Furthermore, | acknowledge that this Handbook is neither a
contract of employment nor is it intended to create any legal obligations on the part of The
Trust. | understand and agree that employment and compensation may be terminated with or
without cause and with or without notice at any time by The Children’s Trust or me.

| have read and understand the information contained in the Handbook.

Employee's Signature

Employee's Name (Print) Date
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A BRIEF HISTORY

In the late 1980s, recognizing that the needs of children in Miami-Dade County far exceeded the
resources and support systems available, a cadre of committed individuals spearheaded a drive
to address the problem. Using a Florida statute that allowed for such an initiative, the group
generated a two-part referendum in 1988. Voters overwhelmingly recognized the need to help
children but declined to fund the remedy through tax revenues.

Retired Miami Herald Publisher David Lawrence Jr. spearheaded a new initiative a decade later.
Given this second opportunity and with a much better fundeddecampaign, Miami-Dade voters in
September 2002 approved an independent special district, a de;ated funding source for children
entitled "The Children's Trust." The vote was 2-1 in favorZOne key difference between the 1988
and 2000 campaigns was that the latter emphasized itment to all Miami-Dade children,
while still clearly recognizing that some children are nd therefore need more help.
A "sunset provision" required that the initiative be‘returned with e years for voter approval.
That vote took place Aug. 26, 2008. Despite ate, Miami-Dade voters
decided in overwhelming numbers - 86 perc

in committed to
ices, with the goals of implementing
in our community.-, On a regular
ipation, develop a Strategic Plan
that offers strong and achievable recom and families in Miami-Dade
ildhdevelopment that are at its core:

in the Iibof children.

learning environments and health literacy.
and financial stability for all members of the

The Children's Trust, our staff and a,.33-member bo ors (“board”) re
funding programs that offer the highe
best practices and improving the lives of ¢

A Commitment to Collaboration, Accountabili "
i

. promote heﬂenvironments and supportive services.

The Chil aboration and partnership to provide the programs and
services ne families and to effect community-wide change. As we have since
our inception, st encourages creative approaches to coordinating, integrating,

and funding services within the areas of health, safety, development and to promote
ity involvement on behalf of all our children, while stressing
accountability and res
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VISION AND MISSION STATEMENTS

» Vision Statement
The Children's Trust envisions a community that works together to provide the essential
foundations to enable children to achieve their full potential.

» Mission Statement
The Children’s Trust partners with the community to plan, advocate for and fund strategic
investments that improve the lives of all children and families in“iami-Dade County.
Guiding Principles
1. Respect and work to strengthen families.
2. All children should have the opportunity to ac thei est potential.
3. With the fullest integrity, invest wisely in partnerships, a cy and systems of care to

create change and earn the community
children,
e

4. Promote high-quality, research-base
sensitive.

5. Target early intervention and prevention
families and neighborhoods, while advocati
availability of needed services

6. Be responsive to the commu

Operational Values
The following operatio
values are:

Integrity

[ ]
[ ]
[ )
° behaviors in all interactions
° tive criticism and praise
Trust
o Assume the bes another
o Empathize with others, try to understand their perspective
e Practice clear, timely, two-way communication
¢ Respect the burden and responsibility of decision-makers
e Honor decisions made within approved policies, procedures, and protocols
¢ Be mindful of one another's communication styles
Teamwork

e Honor commitments
e Support and encourage one another
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Provide and seek clear direction and constructive feedback

Understand that each person serves a role in helping to achieve our mission
Seek out partnerships with others within The Trust and among our providers
Communicate the decision-making process to those impacted

Recognize and take pride in your work, your team, and our agency as a whole
Embrace diversity

Respect everyone’s skills, abilities, and expertise

Respect our shared work areas

Quality

e Take time to reflect on our work
Make informed decisions
Value good data and effective evaluation
Celebrate wins and look at mistakes as le
Identify barriers to accomplishing our g
Be receptive to change and responsi
Create regular opportunities for feedba

r eliminate them

Leadership
o Offer and accept opportunitie
e Offer and seek new ideas
e Be an agent for positive change

The Children’s Trust — Employee Handbook
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——
EMPLOYMENT STANDARDS

— —

» EQUAL EMPLOYMENT OPPORTUNITY

It is the policy of The Children’s Trust to provide equal employment opportunity for all job
applicants and employees. The Trust does not unlawfully discriminate on the basis of race, color,
pregnancy, religion, sex, ancestry, national origin, age, disability, veteran status, marital status,
familial status, sexual orientation, gender identity, gender expression or any other characteristic
protected by law.

unless doing so would result in an undue hardship or j se a direct threat to the safety of the
employee or to others. This policy governs all aspe em ment, including selection, job
assignment, compensation, discipline, terminationsand access t efits and training.

The Trust will make reasonable accommodations for qu; ied !dividuals with known disabilities

Any employees with questions or concerns a
encouraged to bring these issues to the atten
for their work group. Employees can raise ¢
reprisal. Anyone found to be engaging in any typ
disciplinary action, up to and including inati

ny type of discrimi in the workplace are
f their immediate supervisor or the executive

ake reports. without fear of
discrimination will be subject to

It is the responsibility of every superv d em scientiously follow this policy. If
you have any questions regardlng this C s them with your supervisor,
Human Resources or the'President/CEO .

» EMPLOYMENT A
Employment at The Trust'is @ [ is. g your employment, both you and The Trust
have the right to termlnate
cause. NO one

st and your demeanor and behavior, both at and away from work, reflects
esponsibility of every employee therefore, to be alert to enhancing the

2ss with The Trust by being courteous, patient, kind and genuinely
concerns of our board, community, and each other.

You represent The
upon The Trust. It is't
experience of doing b
interested in the needs and

It is of the utmost importance that employees represent The Trust honestly and fairly. No
employee may represent The Trust except in accordance with his/her job assignment. If placed

in a situation and asked to represent The Trust in matters not directly related to your job, you
should simply decline to comment stating you are not informed on the subject.
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» EMPLOYEE CONFLICT OF INTEREST POLICY and CODE OF ETHICS

Violations of any part of this policy, including failure to disclose any conflicts or to seek any
necessary exceptions may result in disciplinary action, up to and including immediate termination
from employment.

Conflict of Interest

In accordance with the Conflict of Interest Policy, at all times staff will act in such a manner so as
to avoid the appearance of impropriety. Trust employees have an obligation to conduct business
within guidelines that prohibit actual or potential conflicts of interest or the appearance of a conflict
of interest. The conflict-of-interest policy establishes the framev»;x within which business should
operate and provides a guideline for employees reg?g conflicts of interest and acceptable

standards of operation.

An actual or potential conflict of interest (or_even the appe e of a conflict of interest)
occurs when an employee is in a position to i ce a decision ay result in a personal
gain for that employee or for a relative of t ployee as a resul he Children’s Trust's
business dealings. For purposes of this polic elative is_any person who is related to the
employee by blood, marriage, or adoption, or wh elati ip with the e yee is similar to
that of persons who are related by bleod or marriage (such as a close comp%or partner).

No "presumption of guilt" is created by mere existe of a relationship with outside
entities. However, if an employee has e on tra ions involving review of funding
applications, purchases, contracts, or le ' nployee t disclose the conflict to the
President/CEO and their'supervisor.

The guidelines belo | upon the 2nce of a ctual or potential or appearance
of a conflict of interest ards can be established to protect all parties.

Personal_gain ma . ases where,an employee or relative has a significant
ownership i ne ith which 'lghildren’s Trust does business, but also when
an employee or the e ive receiv ny gift or special consideration as a result of

any transacti i i olving The Children’s Trust.

1.
potential vendo

2. Working for a provider or vendor of The Children’s Trust;

3. Engaging in self-employment with providers receiving funding from The Children’s Trust;

4. Using proprietary or confidential information of The Children’s Trust for personal gain or
to the detriment of The Children’s Trust;

5. Having a direct or indirect financial interest in, or a relationship with, a supplier, provider,

or vendor of The Children’s Trust;

Using assets or resources of The Children’s Trust for personal use;

Acquiring any interest in property or assets of any kind for the purpose of selling or leasing

it to The Children’s Trust; or,

No
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8. Committing The Children’s Trust to give its financial or other support to any outside
activity or organization.

Disclosure of Conflict of Interest

1. All Trust employees shall complete and sign The Trust Conflict of Interest Declaration upon
employment and at the commencement of each fiscal year. Employees must disclose all other
employment, all board memberships, appointments or activities that may possibly constitute or
reasonably be presumed to constitute a conflict of interest, compromise objectivity or restrict job
performance, including if the employee or someone with wﬂm an employee has a close

relationship (a relative or close companion) has a financial' or employment relationship with a
current or potential provider or vendor of The Trust. The signed Conflict of Interest Declaration will
be included in the employee’s official personnel file.

2. Employees shall promptly terminate or
appointments or activities deemed by the Pr
constitute a real or perceived conflict of int
employee’s ability to perform the duties of his/

ent, board membership,
ident/CEQ’s designee, to

, compromise objec
ition in a timely and/or efficient manner.

3. Employees are required to become familiar wi
Conflict of Interest and Code of Ethi i i
be amended, (see Miami

and Code of Ethics,

https://ethics.miamidade.gov/ordinances.a to abide by these conflict-of-
interest provisions throughout the course The Children’s Trust and in
connection with obligation 1 rest and ethics training.

4. Outside of their » d without"any affiliation with The Trust, The

Trust employees may s ¢ ing board of an agency whose mission and goals are

with The C
= As aboard

= Employees would no
Children’s Trust; and

= Employees agrees in writing to maintain the integrity of information on upcoming funding
availability from The Trust learned as an employee; and

= Employees are required to notify The Trust of any changes in their status on the board.

2ligible to review or rate any applications for funding received by The

5. Employees may not serve as an officer of a board that has or that is actively seeking funding
from The Children’s Trust. If funding is sought from The Trust, the employee will resign as an
officer of the board. Once an employee becomes aware of such a conflict, 1) the employee must
resign as soon as practicable, but no later than 10 days from becoming aware of the conflict; and
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2) the employee may not participate in any application process, review process, recommendation,
speak in favor of a matter, or vote on any matter related to The Trust funding.

6. If at any time employees who are engaged in a previously approved outside employment,
board membership, appointment or activity become aware of any change in the circumstances
and/or conditions which justified the original approval of the activity, or becomes aware of any
new condition or circumstance that may constitute or give rise to the appearance of impropriety,
perception of a conflict of interest or compromise of integrity, the employee shall immediately
notify his/her supervisor in writing using a conflict of interest declaration form.

The supervisor will review the conflict to determine the appropri?e action to be taken which may
include adjustments to the employee’s work assignme?‘tsto remove the conflict, reassignment of

a contract, removal from work on a funding solicitati or.removal from approval of payment
requests. The conflict-of-interest declaration shall reflect any acti
of the employee. The employee must sign the form. Ifithe emplo
be signed by two witnesses attesting to the em €’s refusal and
with the same. Thereafter, a copy of the ct-of-interest declara
employee and the original will be placed in the oyee’s personnel file.

aken by The Trust or required
fuses to sign, the form will
ployee will be provided
will be given to the

7. All funding solicitations will include. notification ofithe E yee Conflict o??rest Policy and
Code of Ethics and of the provider/applicant’s responsibility to advise The Trust of any conflicts

the provider/applicant may have with ee of The Twonducting business with The
Gifts and Entertainment

Trust.
Although the Miamimnﬂict of and Cobof Ethics -is incorporated herein

above, it is restated herein to provide additional clarification. The term “gift” refers to the transfer
of anything of economic value, whether service, loan, travel, entertainment, hospitality, meals,
cash payments, a loan, gratuity, favor, tickets or gratuitous entry to events or fundraisers, baskets,
fruit, wine or promise of future employment. Monetary, cash payments / gifts, or gift cards of any
value cannot be accepted bi employees in association with their work with The Trust under any

circumstance.

Prohibited gifts: Elected officials, public employees and members of advisory boards and quasi-
judicial bodies may never request or accept gifts intended to persuade them to take (or not take)
an official action or to Eerform (or not perform) a duty required by their government service.

Acceptable gifts, if disclosed. Gifts that are not intended to influence an official action and that
are not travel expenses paid for by a government vendor may be accepted. If the value of a gift
from a person or entity exceeds $100.00 during a calendar quarter, a conflict of interest disclosure
form should be completed by the recipient and filed with the Clerk of the Board in the quarter after
it is received and simultaneously filing with the Secretary of State, as required by the Code of
Miami-Dade County. This requirement extends to the reporting of a series of gifts/tickets to
events/fundraisers, for entry to an event, holiday party, or other occasion, where each ticket would
be valued over $100.00.

Food and beverages consumed at a single sitting or meal are considered a single gift, and the
value of the food and beverage provided at that sitting or meal is considered the value of the gift.

The Children’s Trust — Employee Handbook 10

3/29/2022



The provisions of this conflict-of-interest policy do not apply to:

(a) Gifts from relatives or members of one's household;

(b)  Awards for professional or civic achievement, or honorariums;

(c) Sample materials such as books, reports, periodicals or pamphlets that are solely
informational or of an advertising nature.

The policy that employees are not to accept or solicit gifts is not meant to apply in connection with
and related to program items officially sponsored by The Children’s Trust and bearing The
Children’s Trust logo, such as: hats, shirts, or cups pens related to The Children’s Trust
sponsored programs or initiatives.

Professional Integrity

1. Employees should act in such a mann
employees should strive to conduct all busines
and respect for others. Employees should alwa
others with whom The Trust does business.

avoid the appeara f impropriety. Trust
ings and relationships with integrity, honesty,

I fal d honestly WO -workers and

sed for the benefit of The Trust's

2. Trust funding and other Trust p
missions and goals.

nust solely b

3. All disbursements m , applicab irectives, and supported by
appropriate documen i ‘ement of funds should be clearly
authorized and prope accepted accounting rules and

controls is required.

4. No unrecorde i ial account shall be set up or maintained for any
purpose

5. i ictiti i hall be made in books, records, accounts, or in The Trust’s
: e for accurate and timely record-keeping. All books, records and
documents must ac ompletely describe the transactions they represent.

7. Violations of law 3
agencies.

ohibited and will be reported by The Trust to law enforcement

8. The Trust does not permit or condone bribes, kickbacks, or any other illegal, secret, or
improper payments, misuse of funds, transfers, or receipts. This prohibition applies both to the
giving and the receiving of payments or gifts.

9. No employee shall offer, give, or transfer any money or anything else of value for the personal
benefit of any employee, relative, friend, provider, or agent of another entity for the purpose of
obtaining or retaining any business; receiving any kind of favored treatment from a business
entity; or inducing or assisting anyone to violate any duty or to violate any law.

The Children’s Trust — Employee Handbook 1
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10. All fees and expenses paid to providers, outside agencies, or others must be based upon
proper billings, accurate record keeping, and reasonable standards for documented services
rendered.

Two-Year Rule Miami-Dade Ethics Code, Sec. 2-11.1(q)

All employees of The Trust are subject to the Two-Year Rule. This rule states that no Trust official,
employee, or personnel may lobby any Trust officer, departmental personnel/employee for two
years after leaving a Trust position. Leaving the Trust includes but is not limited to resignations,
terminations, or retirement. Lobbying would include, but not be limited to, any departmental
personnel or employee in connection with any application, RFP, RFQ, bid, request for ruling, or
other determination, contract, claim, controversy, charge, accusation, or other particular subject
matter in which The Trust or one (1) of its agencies or instrumentalities is a party or has any
interest whatever, whether direct or indirect. This rule is in place despite the relationship the
former Trust employee has with an agency (i.e., paid position, contracted employee, consultant,
volunteer, or advisory position). This rule does not prohibit “routine administrative request” to the
Trust.

Since The Children’s Trust has a heightened Conflict of Interést policy that is intended to “avoid
the appearance of impropriety” any exception of representing an organization, including a non-
profit or educational entity, in the Two-Year Rule Miami-Dade Ethics Code, Sec. 2-11.1 will not

apply.

Violation of this rule subjects the former employee to a fine levied by the Commission on Ethics
and places the provider/vendor entity employing the former staff member in jeopardy of not being
eligible, losing or having to repay any award from the Trust.

idate or issue and participate in any political
d not using any equipment or resources
omputers or social media accounts affiliated
nflict with the prohibitions contained herein.

political’endorsement in connection with any appointment to a

rust;

2. Use or pro ectly or indirectly, any official authority or influence, whether

iCi 0 secure or attempt to secure for any person an appointment
or advantage in 2 ent to a position at the Children’s Trust, or an increase in pay or
other advantage in“employment in any such position, for the purpose of influencing the
vote or political action of any person, or for any consideration;

3. Directly or indirectly, coerce or attempt to coerce, command/or advise any other employee
of The Children’s Trust to pay, lend or contribute any part of his salary, or kick-back any
sum of money, or anything of value to any party, committee, organization, agency or
person for political purposes. However, nothing herein shall prohibit an employee from
suggesting to another employee in a non-coercive manner that he or she may voluntarily
contribute to a fund which is administered by a party, committee, organization, agency,
person, labor union or other employee organization for political purposes;
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4. Use the authority of his or her position to secure support for, or oppose, any candidate,
party, or issue in a partisan election or effect the results thereof; and

5. Use any promise of reward or threat of loss to encourage or coerce any employee to
support or contribute to any political issue, candidate or party.

» ANTI-HARASSMENT/ANTI-DISCRIMINATION POLICY

The Trust is committed to providing a workplace free from all forms of discrimination and harassment
and strives to create an environment in which every employee is treated with respect and
professionalism.

accordance with federal, state and local laws, The Tru s not unlawfully discriminate because
of race, color, pregnancy, religion, sex, ancestry, na orig ge, disability, veteran status,
marital status, familial status, sexual orientation, génder identity,
characteristic protected by law.

The Trust hereby adopts a “zero tolerance” policy ailnst grassment or discrimination. In
er expression or any other

Although this policy primarily elaborates on p ited sexual harassment,it applies equally to
harassment based on any protected characteristi note ve. All Tru ployees, as well
as visitors to The Trust, are responsible for comply ith guidelines m in this policy.
In addition, all employees of The Trust’s providers, vendors or other third parties with whom The

Applicable state and federal laws define 5 nwelcome sexual advances,
requests for sexual favor: i > physical con of a sexual nature when:

1) Submission explicitlhimplicitly a term or condition of
employment;

2) Submission to or re sed as the basis for an employment decision

3) ose or effect nreasonably interfering with an employee’s work
i le, or offensive working environment.

Examples: mon examples of sexual harassment include:

1) elcome, and offensive sexual flirtations, advances, or propositions;

2) rbal abuse of a sexual nature;

3) Continued or repe graphic verbal commentaries about a person or the person’s body or

dress;

4) Sexual graffiti, pictures, posters, cartoons, or objects;

5) Sexual e-mail communications or jokes;

6) Leering, and obscene gestures, letters, notes or invitations;

7) Any intentional uninvited contact, including touching, brushing up against the body, pinching,

patting, and rubbing;
8) Offering employment benefits in exchange for sexual favors;
9) Making derogatory comments, epithets or slurs; and
10) Retaliation for reporting harassment or threatening to report harassment.
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Sexual harassment is not limited to harassment of women by men. It includes the harassment of
men by women and of gender-based harassment of individuals of the same sex as the harasser.
Sexual harassment can occur between a manager and an employee, between coworkers of the
same or opposite sex, and by providers or other visitors to The Trust.

Sexual harassment does not refer to behavior or occasional compliments of a socially acceptable
nature. It refers to behavior that is not welcome, that is offensive both objectively and subjectively,
that fails to respect the rights of others, lowers morale, or interferes with work effectiveness.

do not have the authority to engage in any activity which woudld constitute harassment, sexual or
otherwise. The Children’s Trust will not condone s

The Trust’'s employees, including, but not limited to officers, b:ﬁ of directors, and supervisors,

uchbehavior.
Prohibited harassment on the basis of race, color, d, pr ncy, religion, sex, ancestry,
national origin, age, disability, veteran status, marital status, fami tus, or any other protected

a) Verbal conduct such as threats, epithets,

b) Visual conduct such as derogz hs, cartoons, drawings, or gestures;

ngito report harassment.

ave a dub prevent and immediately report
clated settings) even if they do not personally
- No reported incident should be considered too

oyees to come forward with their observations

All employees of The
any harassing conduc
believe that the conduct a
trivial, andThe Tru

as been a victim of harassment or who has observed

procedure does not prevent an employee who is experiencing conduct which violates this policy from
notifying the offender that his/her conduct is unwelcome and requesting that it be discontinued.
Complaints can be made in person, verbally, or in writing.

Employees may also report the incidents in writing, by placing the report in a sealed envelope marked
“Personal and Confidential” and directed to human resources. The following information should be
included in the written statement: the date(s) of the incident(s), identity of the alleged harasser,
identity of any witnesses, and details of the incident(s).

The Trust’s Investigation
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1. The Trust will investigate all harassment claims promptly and thoroughly irrespective of
the identity of the alleged harasser.

2. The Trust's investigation will include, for example, inquiry into the alleged harasser’s
identity, the specific conduct complained of, the identity of withesses, and the number of
times the conduct has occurred.

3. The Trust will conduct interviews of the alleged harasser, the alleged victim, and
witnesses.

4. In determining whether the conduct constitutes prohibited harassment, The Trust will
consider the totality of the circumstances, the nature of the harassment, and the context
in which the alleged incident or incidents occurred.

5. The Trust will maintain confidentiality, to the extent p?itted by law.

6. The Trust will inform the alleged victim and harasser about the results of the investigation

=

and the steps The Trust will be taking in resp to complaint. The Trust will not use
the information against any person who s a hful, good faith allegation of
harassment.

Sanctions
If an investigation reveals evidence supporting t
harassment, The Trust will take prompt remedial a
upon the specifics of each case and may range from

urrence of one or more incidents of prohibited
t's disciplin ction will depend
termination o loyment.

sively, The Trust reserves the right
a reminder of The Trust’s anti-
included in the employee’s
she consents to a transfer.

to nonetheless take action. Such actio
harassment/anti- dlscrlmlnatlon policy, o
personnel file. The Trust

Retaliation is prohibite
The Children’s Trust does ermi e retaliation. No one will suffer any adverse
consequences as a result'c Tk assment. There will be no retaliation for either
reportlng the h 3 i vestigation of the complaint. Any employee

€ discipline, up to and including discharge. If an
st, the employee is to report the retaliation by

ensure that no futu idents of harassment occur.

The Trust is dedicated tc aining a working environment free of discrimination and based on
professionalism. The Trust'expects that all employees will continue to act responsibly to fulfill The
Trust's commitment to working in an environment free of discrimination. Employees should not
hesitate to ask their supervisor or Human Resources any questions regarding harassment.

> AMERICANS WITH DISABILITIES ACT

The Americans with Disabilities Act (ADA) protects qualified individuals with disabilities from
employment discrimination. —Employees with disabiltiesdisabiliies may request an
accommodation to overcome obstacles that restrict their ability to do their jobs. -A reasonable
accommodation is any change or adjustment to a job or work environment, or the way things are
done, that enables a qualified employee with a disability to perform essential job functions:
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orfunctions or _enjoy the benefits and privileges of employment equal to those enjoyed by
employees without disabilities. -Some examples of possible accommodations include: making
existing facilities accessible; job restructuring; modified work schedules; acquiring or modifying

equmment changing tests, tralnlnq materlals or poI|C|es and, prowqu qualified readers or

_Any employee who requires an accommodation to perform the essential functions of the job
should advise-his/hersupervisorto-request the accommodation_from his/her supervisor. To
request an accommodation an employee may use “plain English” and does not need to
specifically mention the ADA or use the phrase “reasonable accommodation.” The employee with
the disability should specify what accommodation he/she needs to perform the job. The
supervisor, in consultatlon W|th other superwsorv staff as needed Frust will then review and
evaluate the request.

accommodatlons are-is_ reasonable and will not |mpose an undue hardshlp on The Trust the
accommodations will be implemented. If not, the Supervisor, and other members of management

as needed, will engage in an mteractlve process with the emplovee in WhICh the needs and the
possible solutions are discussed.

A med|cal examination may be
required to determine if an individual has a disability covered by the ADA and is entitled to an
accommodation, and, if so, to help identify an effective accommodation.

» EMPLOYMENT EL
In compliance with
employee, as a cond
I-9 and present docume
who are rehired must also

the past tW.

Furthermore, pursuant to section 448.095, Florida Statutes, public employer requirements as of
January 1, 2021, state that every public employer, contractor, and subcontractor shall register with
and use the E-Verify system to verify the work authorization status of all newly hired employees.

“E-Verify system” is an Internet-based system operated by the United States Department of
Homeland Security that allows participating employers to electronically verify the employment

eligibility of newly hired emiloiees
You must notify Human R rces immediately if you are no longer legally authorized to work in the
United States.

» NEPOTISM

It is the policy of The Trust to avoid bringing relative relationships into the workplace. However,
on occasion related persons may work for The Trust with the express written approval of the
President/CEOQ. A relative is defined as an individual who is related to the employee as father,
mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew, niece, husband, wife,
father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law, sister-in-law, stepfather,
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stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother or half-sister. The
following guidelines will govern these situations:

a. No employee will be permitted to directly hire their relative.

b. When related persons work for The Trust, one relative may not supervise another.

c. Related persons will not be involved in any employment decision, including but not limited
to, evaluating each other’'s job performance or in making recommendations for salary
adjustments, promotions, or other budget decisions.

The Children’s Trust believes that the work conditions, compénsation, and benefits offered to our

> OPEN DOOR POLICY f
team members are competitive with or superior to those oﬁred y other employers in this area and

industry. We strive to ensure fair and honest treatment fi | team members.

However, on occasion, team members may have.oncerns or iss
employment. The Trust invites and encoura am members ice their concerns in a
professional manner and seek resolution of ork-related complaints. The Trust is committed
to encouraging an open and frank atmosphere hich any problem, complaint, suggestion, or
[ [ isors and m ement. No team
member will be penalized, formallynor informally, g a complain concern in a

egarding an aspect of their

We believe that the quickest and easie rn is to address it at the lowest
level possible within the_organization. tions*, team members are
expected to discuss a ig

If a team member disc
the team member may e department head. If a satisfactory resolution is
not achieved, the team memb i ise the concern to senior management and
then to the

ed\to his or her supervisor and the team member does not
th the supervisor the team member may raise the issue directly

apply to concer ssible discrimination or harassment Any employee raising a
[ scrimination or harassment must look to and follow the Anti-
Harassment/Anti-Disc Policy.

We hope that by leaving the door open to discussion, we will foster an environment of honesty
and candor that will enhance our productivity and success as an organization.

» PERSONAL RELATIONSHIPS

To minimize the risk of conflicts of interest, promote fairness, and maintain a work environment
free of harassment or favoritism, The Children’s Trust maintains the following policy with respect
to romance in the workplace:

The Children’s Trust — Employee Handbook

17

3/29/2022



No person in a management or supervisory position shall have a romantic or dating relationship
with an employee whom he or she directly supervises or whose terms or conditions of employment
he or she may influence (examples of terms or conditions of employment include promotion,
performance review, termination, discipline, and compensation). Staff in executive, director and
assistant director positions have influence on employee decisions across all departments, and as
such, may not have a romantic or dating relationship with any employee at The Trust.

To the extent possible, a supervisor or manager who has had a previous romantic or dating
relationship with a subordinate or employee whose terms and conditions of employment he or
she may influence will not be involved in decisions relatingato that individual's promotions,
performance reviews, raises, termination, or other terms and cokitions of employment.

In the case where there is no supervisory relations ees engaged in a romantic, or
dating relationship are required to immediately notify esources Manager in writing.
Failure to do so may be subject to disciplina rmination of employment.
Individuals involved in a relationship covered ed to sign a document
acknowledging that their relationship is from coercion and
harassment.

y consensual and

ﬁofessional mRr. To the extent
t not interfere with any employee’s
ining from behavior that may make

of affection and using sexual
o disciplinary action including

All employees are expected to alwaysieonduct them
they occur, workplace dating, or romantic.relationships m
professionalism, including treating ot espect andre
others feel uncomfortable (for examp sical dis
language). Failure to demonstrate profes ior may
termination of employment.

> WHISTLEBLO ~

associatedwith The,Childre . ployees who blow the whistle on fraud and abuse within

The Trust are ections 112. 7 -112.31895, Florida Statutes, constitute the
law known as the "Wh

A whistleb an employee, board member or compensated consultant that
discloses info lation, or suspected violation, of any federal, state or local law

ealth, safety or welfare. Other appropriate items covered by this
policy include financial i eties, accounting or audit matters, ethical violations and other

If an interested party has knowledge of, or a concern about, an illegal, dishonest, or fraudulent
activities, the interested party must inform the President/CEO or Board Chair, as appropriate. If
the matter concerns the President/CEOQ, the interested party must inform the Board Chair. The
interested party must exercise sound judgment to avoid baseless allegations. An interested party,
who is found to have made a report in bad faith may be subject to disciplinary action up to and
including termination of her/his position with The Trust.

Whistleblower protections are provided in two important areas: confidentiality and retaliation.
Inasmuch as possible, the confidentiality of the whistleblower will be maintained; however, a
whistleblower’s identity may have to be disclosed to conduct a thorough investigation. Staff must
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recognize that The Trust may be unable to fully evaluate a vague or general complaint, report, or
inquiry.

The Trust is prevented from taking retaliatory action against a whistleblower who files a good faith
report under this policy. Retaliation includes, but is not limited to, actions such as termination,
suspension, demotion, compensation decreases, poor work assignments and/or threats of
physical harm. Any whistleblower who believes retaliation is occurring against her/him must
contact the President/CEO or Board Chair immediately.

A whistleblower is not responsible for investigating the activity of which complaint is made, or for
determining fault or corrective measures; appropriate ma ent officials are charged with
these responsibilities. Employees with any questions reg this policy should contact Human
Resources or the President/CEO.
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—~—
WORKPLACE SAFETY

—

Safety can only be achieved through teamwork. Each employee, supervisor and manager must
practice safety awareness by thinking defensively, anticipating unsafe work situations, and
reporting unsafe conditions immediately.

Please observe the following precautions: ’

1. Notify your supervisor of any emergency. If you are injured or become sick at work, no matter
how slightly, you must notify your supervisor immediately. ».

2. The unauthorized use of alcoholic beverages or illegal substances during working hours will
not be tolerated. The possession of alcoholic beverages or illegal drug/substances on Trust
property or work locations is forbidden. ‘

3. Use, adjust and repair equipment only if you are trained and qualified.,,

4. Get help when lifting or pushing heavy objects., .

5. Understand your job fully and follow instructions. If you are not sure of the safe procedure, do

not guess! Ask your supervisor.

Know the locations and use of first aid and fire extinguishing equipment.

Wear personal protective equipment in accordance with the job you are performing.

N o

» ACCIDENTS AND INJURIES
The Trust is commi i i nt f mployees, board members and
bility of ryone at The Trust. Employees
tely to report any unsafe physical working

are requested to no
condition.

ety practices, obey safety rules and exercise

Similarlys employee ected to follow
) r use any tool or implement for an unintended

es should

ry, regardless of how minor the injury may appear, employees
pervisor and Human Resources. In accordance with applicable

to notify The Trust’s
Incident Reporting for structions is posted in TrustConnect.

If an on-the-job injury is life threatening, 9-1-1 should be called immediately and/or the injured
party should be transported to the closest emergency medical facility. In such instances, your
supervisor should also be notified as soon as possible.

> DRUG FREE WORKPLACE

The Trust believes that maintenance of a workplace that is free of drugs, alcohol and other harmful
materials is vital to your health and safety and to the success of The Trust’s business. The Trust
considers drug and alcohol abuse by employees a serious matter. The Trust prohibits the use of
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alcohol or non-prescribed drug use in the workplace, on work premises and while at work. It is
The Trust’s policy that:

= Employees shall not report to work under the influence of alcohol or illegal drugs.

= Employees shall not possess or use alcohol or illegal drugs while on Trust property or on Trust
business.

» Employees shall not have their ability to work impaired as a result of the use of alcohol or
illegal drugs.

= Employees shall not sell or provide illegal drugs or alcohol to any person while on Trust
property or on Trust business.

pfon drugs in a manner approved

by a physician when that usage does not impair the loyee’s ability to perform his/her job

This policy does not prohibit the possession or use of prescri
duties safely, efficiently, or effectively. ‘)

The Trust reserves the right to require a dr employee based upon
reasonable suspicion and requires all emplo e this Substance and

by two witnesses attesting to the employee’s refi rovided with the

same. Thereafter, a copy of the Substance and Alco olicy will be giv the employee
and the original will be placed in the ile. Reasonable suspicion includes,
but is not limited to, physical evidence of. i accident or a substantial reduction

Because some pre ) C |cati<m—|ay alter your behavior and/or
impair your performance isor pri work if you are taking any such
medication.

substance . es who refuse drug screening under these circumstances will be
terminated.

Observed alcoho Ug abuse during work hours

Apparent physical state of impairment

Incoherent mental state

Marked changes in behavior not otherwise explained

Deteriorating work performance/attendance not attributable to other factors

Accidents or other actions/conduct that lead to suspicion that the employee may be under
the influence

The supervisor will relate suspicions to the appropriate executive, director and/or associate director
and Human Resources who will collectively determine if drug or alcohol testing is appropriate. If a
decision is made to test the employee and the test results are positive, the employee may be referred
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to The Trust's Employee Assistance Program (EAP). If the employee refuses to consult with the
EAP Provider, the employee will be terminated.
Consultation with the EAP provider may occur in one of three ways as follows:

= The employee can voluntarily take advantage of this benefit by calling for an appointment
(full confidentiality is assured).

» The department head can recommend that the employee obtain consultation from the EAP
(full confidentiality is assured).

= The department head and Human Resources can require an employee to obtain consultation
and request an alert from the EAP if the employeedoes not contact them. In such
circumstances, the EAP does not advise the nature of the consultation but will inform the
designated management member and Human Reésources that the employee has not
obtained counseling. j

The Trust encourages employees and their family members ave a drug and/or alcohol
abuse problem to seek help through available un|ty services or services that may be
available through the Trust’s health msuranc

> DUTY TO REPORT - ABUSE & MOLESTATION),. <,
Protecting the physical and emotional well-being of children/youth in Trust- sponsored activities is
of paramount importance. Pursuant to the laws of the State, professionals, employees, volunteers
and other representatives shall immediately report to the proper legal authorities (law enforcement
and Department of Children and Families) any sign of suspected child abuse or neglect. This
policy supplements, and in no way attempts to replace, reporting requirements applicable to any
professional, employee, volunteer or other individual who also holds a license or certificate that
mandates reporting of abuse or molestation. (See Policy and Procedures Manual: Abuse &
Molestation Policy)

» EMERGENCY CLOS
At times, emergencies suc eather, fires, power failures, or hurricanes can disrupt
cases, these circumstances may require the closing of The
Trust’s office(s). If such occurs d non-working hours, every effort will be made
i of TCT Staff Safety Committee to contact you. You are
responsib ntact/call-in procedures when the office is closed due to an

emergency.

When operations icially closed due to emergency conditions, based on the circumstances
and/or duration of th ing,.The Trust will determine if the time off from scheduled work will be
paid by The Trust. No anding, employees in essential operations may be asked to work
when operations are officially closed and shall be compensated in accordance with their regular
pay. If The Trust does not pay for the time off, employees will generally be able to request to use
accrued and unused vacation leave to provide compensation.

In cases where an emergency closing is not authorized, employees who fail to report for work will
not be paid for the time off.

> SAFE DRIVING PRACTICES
It is the philosophy of The Trust that all employees should follow the law with respect to driving
while on Trust business, including the use of seat belts for the driver and passengers, and not
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using cellular phones or other communication devices to receive, read and send emails or texts
while driving. Distracted driving is against the law. If you do use any of these devices while driving,
you do so at your own risk. For your safety, you are encouraged to use hands-free equipment
should you use a cellular phone while driving.

Employees are responsible for paying tickets for non-moving (including parking) and moving
violations incurred by employees while on Trust business.

Under no circumstances will an employee convicted of driving under the influence (DUI)
of drugs and/or alcohol {(BUl)-be permitted to operate a pe’)nal vehicle on behalf of The

Trust. Failure to notify the President/Chief Executive Offi of a conviction for DUI will
result in termination of employment.

- SAFETY

}ny of employees, authorized visitors may only enter the
tion areas and must be escorted as long as they are on the
d visitors helps maintain safety standards, protects against

ent, protects confidential information, safeguards employee
ractions and disturbances. Employees are responsible for the

theft, ensures se
welfare and avoids

Only authorized visitors are permitted in Trust facilities. At times, family members of staff,
including children, may come to The Trust facility during working hours. Should an emergency
require an employee to bring his/her children to work, the employee must discuss the situation
with and get his/her supervisor’s approval to do same. It is the responsibility of the employee to
supervise and control their children. Under no circumstances should children be left unattended.

If an unauthorized individual is observed on Trust premises, employees should immediately notify
their supervisor or direct the individual back to the reception area.
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» WORKPLACE VIOLENCE POLICY

The Trust will not tolerate violence by its employees including but not limited te:to intimidating,
threatening or hostile behavior, physical abuse, assault, battery, vandalism or destruction of Trust
property, arson, sabotage, use of weapons, carrying weapons onto Trust property, or any other
act which The Trust determines to be inappropriate workplace conduct.

An employee who is subjected to any of the above behavior should immediately report the incident
to his/her supervisor, a member of management, Human Resources, or the Chief Executive
Officer. Complaints or policy violations will be immediately investigated, and appropriate action
will be taken, including progressive counseling up to and inclu termination.

If you encounter an individual who is threatening immedi
call 9-1-1 immediately.

m to anyone on Trust premises,
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——
WORKPLACE EXPECTATIONS

—

» ATTENDANCE AND PUNCTUALITY

Employees are expected to be punctual. This means employees must be at their designated work
location ready to work no later than the scheduled starting time. If unforeseen circumstances
prevent you from reporting to work on time, you must notify your supervisor immediately. If you
are unable to report to work for any reason, your supervisor must be notified no later than your
normal starting time. —If you are physically unable to give timely notice of your absence or
tardlness a family member or frlend is permltted to provide such notlce ¥eu—mest—adwse—yeu¥

anﬁabsaqeeum}et—app#epﬂafée The above expectatlons are in place for both in offlce and remote

office days.

Nonexempt employees must record their time d out each day, including,meal breaks, using

The Trust employee payroll system.

e to lateness in reporting to work or
to and including termination of

Nonexempt employees will not be p work time lost

Exempt employees aremno i ' i ically. However, all staff of
The Trust are require 3l ti i eave using The Trust employee
payroll system.

If you are absent three o scuti or your own illness, you will be required to
present a_certifi ; 2 [ dicating your ability to resume your normal

work dutie
Taking t ed a request is considered a voluntary resignation without
notice. Fai or advising your supervisor as to your status for 24 hours

» BUSINESS HOURS AND WORK SCHEDULE

You are expected to be ready to work at your scheduled starting time. To maximize accessibility
to the community we serve, the core operating hours of The Children’s Trust are 8:00 a.m. to 5:30
p.m. Monday-Friday. Full-time employees must complete 40 hours of work each week generally
working eight hours each business day. This does not include time off for a bona fide meal break
(30 minutes or one hour). Time off for a meal period is unpaid.

Alternate schedules such as 8:30 a.m. — 5:00 p.m. with a thirty-minute meal break are acceptable,
subject to approval by and in the discretion of your supervisor. Nothing in this policy is intended
to prevent this type of flexible work schedule when approved by a supervisor. Your immediate
supervisor will discuss with you a specific work schedule. However, all services must be available
to the public during our core operating hours. Therefore, most employees are expected to be
working during our primary core hours between 8:00 a.m. to 5:30 p.m.
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To enhance The Trust’s organizational culture and support individual and team productivity and
optimize the staff's quality of life, the executive team adopted an Optimized Work Arrangement
Policy and Remote Work Policy on August 6, 2021. It provides management with the ability to
establish an alternative work schedule.

The Trust may unllaterallv end an agreement to work remotelv at anv tlme Ihe—tr—ust—s&ppept&an

Actual working hours vary among the different jobs in The Trust; however, the expectation is all
employees will work 40 hours a week around the core business hours of The Trust (8:00 a.m. to
5:30p.m.). Frequent tardiness for work may result in disciplinary action.

During any week in which employees are released early by management (such as may occur
periodically during certain holiday weeks) and the opportunity to complete all regularly
compensated hours is not provided by The Trust, emploiees will be paid for their customary

hours.
=N

All employees are responsible for reporting all time off requests timely and accurately
using the approved payroll management system. Adherence to this policy will ensure the

accuracy of payroll records.
EE INMATION

t information regarding each employee. You
ver there are any changes in your personal

» CHANGE OF S
It is very important tha
must inform Human Reso
data regarding:

DRESS AND PERSO PPEARANCE

The Children’s Trust’s objective in establishing a dress code is to allow our employees to work
comfortably in the workplace. Yet, we still need Trust employees to project a professional image
for the taxpayers, our constituents, our providers, board members, vendors, community partners,
visitors, and potential employees. “Business casual dress” is the standard for The Children’s
Trust. This dress code is in effect both in office as well as for remote work.

No dress code can cover all contingencies, so employees must exert a certain amount of good
judgment in their choice of clothing to wear to work.
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Because all casual clothing is not suitable for the office, these guidelines will help you determine
what is appropriate to wear to work. Clothing that works well for the beach, yard work, dance
clubs, exercise sessions, and sports contests is not appropriate for a professional appearance at
work. Again, this is true for remote work and attendance in hybrid meetings.

Clothing that has The Children’s Trust logo is encouraged. Certain days may be declared dress
down days, generally Fridays. On these days, jeans and other more casual clothing (although
never clothing potentially offensive to others) are allowed. Clothing should be clean, pressed and
not wrinkled. Torn, dirty, or frayed clothing is unacceptable. All seams must be finished. Any
clothing that has words, terms, or pictures that may be offensive to other employees is
unacceptable. F

If you experience uncertainty about acceptable, pro‘onal usiness casual dress for work,
please ask your supervisor or Human Resources; or.si leav: t clothing choice for personal
days away from the regular business hours of The' Children’s Tru

> DATA INTEGRITY
As an employee of The Children’s Trust, llecting, accessing or analyzing

is\data collection /
research have been assured their individual identitie personally idéﬁole information
(PII will not be disclosed and that a iformation they provide will be kept confidential on an
individual level. The responsibility of is assuranc confidentiality begins with you as

In recognition of this responsibili to:
1. : nts/partiknts, all information and opinions

2ss, and any information learned incidentally

while_collecting th
2. Refrain fromdiscus disclosing,
might in an

except privately with research and evaluation staff
)w identify or be linked to a particular individual.

3. alysis immediately if you encounter a respondent or begin
dividual whom you know personally, and contact your

ructions.
4. ent access by others to data in your possession by: (1) keeping

protected; (4) using encryption on electronic files with identifying PIl or sensitive

information when transporting data; and (5) adhering to all aspects of The Trust's data
security policy.

5. Refrain from reporting or publishing any aggregate data representing a cell size of fewer
than five individuals if such data has the potential to identify the individuals.

6. Take all other actions within your power to safeguard the privacy of respondents /
participants and protect the confidentiality of information you collect, manage or analyze.

7. Devote your best effort to ensure compliance with the required procedures by persons
whom you supervise, if applicable.

8. Use secure WIFI. Do not log onto unsecure networks, such as coffee shops or public
wireless networks. While working remotely has its advantages, we must continue to be
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mindful of which wireless networks we connect to with work related devices. Use secure
wireless networks (where passwords are required). If only public wireless networks are
available, use secure mobile (cell phone) hotspots.

This policy is intended to always alert employees to the need for discretion and is not intended to
inhibit normal business communications.

» EMPLOYEE PRIVACY
The Trust intends to protect against the unauthorized removal of its property, records, documents,
and files and to assure it maintains continued access to same,

to produce various documents, records, files or ot items, of The Trust property in your
possession when needed in the ordinary conduct of T rust’s
right to conduct a routine inspection or search at any time fo
premises of The Trust.

To ensure access at all times to The Trust property, and bicause you may not always be available

iness, The Trust reserves the
erty of The Trust on the

» EMPLOYEE WORK AREA
Each employee is expected to keep his/her imme work and commaon areas (restrooms,
kitchens, hallways, etc.) clean. It is the.employee's onsibility to maintain h r work area in
a neat, organized and business-like manner. Employees may personalize their work area with
items of importance such as picture ip S professmn certificates, small plants, etc. With
the use of headphones, employees ma i play music at their workstation
if doing so is not a distraction from work the telephone.

Employees should z r‘or other expensive or important
items outside a sec . The [ t onsible fo s or damage of personal effects
and all employees shot : items. Any employee who does suffer a loss
of any kind should immed ' inci ) his/her supervisor.

Working remotely is a privilege and benefit provided by The Trust that can be modified at any
time. Employees who avail themselves of The Trust’'s Optimized Work Arrangement Policy and
Remote Work Policy must ensure that their remote work environments are safe, free of hazards,
and conducive to work, which includes secure internet connections/Wi-Fi. Employees should be
cognitive of their surroundings to ensure they are an appropriate business setting, especially
during hybrid meetings. The environment must not pose any health or safety issues for the
employees. The Trust will not be responsible for any injuries that occur during remote work.

> INTRODUCTORMMENT PERIOD

The Trust selects new employees carefully and believes that it is hiring the best employee for
each position. It is, however, to both The Trust's and the employee’s advantage to have an
introductory period of employment in which the employee has time to appraise The Trust and job
content, and The Trust has a similar opportunity to appraise the new employee’s job performance.
Thus, each new employee must satisfactorily complete an introductory period of 90 calendar days
measured from his or her initial date of employment. At The Trust’s discretion, the introductory
period may be extended one or more times.

Your supervisor will normally speak with you about your performance before the end of the
introductory employment period during a performance review of your first 90 days. At the
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completion of the 90-day introductory period, the employee will generally become a regular
employee. The successful completion of the introductory period does not mean that employment
is guaranteed for any specific duration or there is a change with the at-will status of regular
employment. The Trust or the employee may terminate the employment relationship during the
introductory period and/or any time thereafter, with or without cause, and with or without prior
notice.

The Trust does not increase compensation upon the successful completion of the

introductory employment period. '

> INTERNAL TRANSFERS/PROMOTIONS

The Children’s Trust will assess the organizational str; re and operational budget for staffing
positions to determine the need to fill vacancies as th rise. ancies may occur because of

reorganization, resignation, promotion, layoff, retirement, or termi
that any or all vacant positions will automatic filled. Workloa
organizational needs, and other factors will sidered prior to an
vacancy.

To encourage employees to continuausly develop new j # The Childre‘ust will advise
employees of all available positions; and,;»with the exception of Director positions and above, will
; for three business days before
considering external candidates. Exte : ates ma interviewed during this time;
il the in position has posted for three
J or. until a sufficient number of qualified
he'E tive from that department have
rust maintains the right to consider external

. It should not be assumed
job descriptions, team or
n considering filling a

business days. Positions will remain pos
candidates, as dete db in conju

» LEAVING WORK PRE
No employee may leave the office or be unavailable remotely for an unreasonable amount of time
during business hours, without the permission or knowledge of his/her supervisor unless it is for
a scheduled meal break or the end of the scheduled workday. If you are a nonexempt employee
he end of the workday, or will be unavailable during your work
btain your supervisor’s approval for your leave. The approved

vacation. If the e ee does not have sufficient time, the time off will be reported as unpaid

time-off.

> MAIL

The Trust postage meters may not be used for personal, non-business mail. Similarly, employees
may not use The Trust mail system to receive personal mail. Use of The Trust stationary or fax
machines for non-business purposes is strictly prohibited.

» MEAL PERIODS and BREAKS

A meal period is generally provided each day and is reviewed with supervisors of nonexempt staff
to ensure minimal disruption of The Trust operations. Nonexempt employees must record the time
out for meal period breaks (usually 30 minutes or one hour) using the current employee payroll
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system. Based on work requirements, your supervisor may request that a meal period be taken
at a time other than regularly scheduled.

The Trust does not provide specific and/or defined work breaks as part of the regular workday.
Employees who may need to briefly leave the office for any reason during the day including
smoking must inform their supervisor.

» MEETING ATTENDANCE

Much of the work of The Trust requires participation in meetings including with internal staff,
providers, vendors, and those seeking to do business with The drust. To ensure the most efficient
use of our collective time, each staff member is responsible for adhering to meeting calendars
and timely reporting so that the business of The Trust? get underway on schedule.

» MILEAGE
Mileage will be reimbursed by The Trust when using an e
conducting Trust business. However, norma routine comm costs to and from the
employee’s residence and The Trust office is nsidered an allowa pense under mileage
reimbursement. Mileage is reimbursed iami-Dade County's ‘prevailing mileage
reimbursement rate. Reimbursement for milea d ot imbursable enses must be
submitted within a month of incurringsthe expense o expense will be cons d forfeited.

ee’s personal vehicle for

» NURSING MOTHERS
The Trust supports breastfeeding mott iding rea ble break time for an employee
to express breast milk.

er or Human Resources will
rust also provides a designated

Upon notice, the
provide the employe
refrigerator for breast

s milk. T

» OUTSIDE EMPLOYMEN
The Trust considers this as your primary place of employment and discourages outside
employment. Sheuld-yeuPrior to obtaining outside employment, you must disclose the name of
the business and your position in writing withi i ired-to your supervisor at The
Trust for approval. Activities and conduct away from your job at The Trust must not compete with,
conflict with, or compromise The Trust’s interests or adversely affect your job performance and
the ability to fulfill all job responsibilities.

Outside employmen
tardiness, leaving early,

considered an excuse for poor job performance, absenteeism,
| to travel or refusal to work overtime or different hours.

The Trust will generally allow outside employment except as follows, as determined solely by The
Trust:

» The outside employment is in direct conflict with your employment with The Trust due to
working hours, irrespective of whether the employee is working in the office or remotely,
nature of the job, or conflicts of interest as defined in the Conflicts of Interest policy/section of
this Handbook.

» The nature of the outside employment causes a negative reflection on The Trust or is a
detriment to The Trust’s operational values.
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» The outside employment would impair or limit your ability to effectively perform your duties at
The Trust.

Should you accept outside employment and sustain an injury during employment that results in
your being absent from work at The Trust, you will be required to use accrued and unused
vacation leave until exhausted. Accrued sick leave may not be used.

» PROGRESSIVE COUNSELING AND RULES OF CONDUCT

Employees are expected to observe certain standards of job performance and good conduct.
When performance or conduct does not meet The Trust standards, or if an employee displays
behavior of intoxication or impairment, The Trust will endeav?\when it deems appropriate, to
provide the employee a reasonable opportunity to cor!ct the deficiency. The employee will

usually first be counseled and offered to seek assi e through the EAP. If, however, the
employee fails to make the correction, he or she will bjec rogressive counseling, up to
and including termination.

employees with fair e of what is expected
every type of unacceptable conduct and
uct not specifically listed below
but which adversely affects or is otherwise detri e interests o e Trust, other
employees, or community or board n in progressive counseling.

The rules set forth below are intended to pro
of them. However, such rules cannot ide

Job Performance

uctions'or. Trust procedures; or

ablished sawegulations.

Discourte

Misusing or'destroying The Trust property or the property of another on The Trust

premises;

(6) Violating The Trust values, policies, and workplace rules including conflict of
interest rules;

(7) Disclosing or using confidential or proprietary information without authorization;

(8) Falsifying, misrepresenting or altering The Trust records, including the application
for employment or other information used by The Trust in making a hiring or other
employment related decision;

(9) Interfering with the work performance of others;

(10)  Altercations, including fighting;
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Attendange;

(11)
(12)

(13)
(14)
(15)
(16)

(17)

(18)

(19)

(20)

(21)
(22)

(23)

Harassing, including sexually harassing, staff or providers;

Refusal to comply with reasonable instructions of supervisors or Human
Resources;

Being under the influence of, manufacturing, dispensing, distributing, using or
possessing alcohol or illegal or controlled substances on Trust property or while
conducting The Trust business;

Gambling on Trust premises or while conducting The Trust business;

Sleeping on the job or leaving the job without authorization (both in office and
remote settings);

Failure to immediately notify The Trust of suspension of a state driver’s license
where the employee is required to operate a yehicle as part of his/her job;
Possessing a firearm or other dangerous fapon at The Trust workplace including

The Trust provided parking facilities, hile .conducting The Trust business,
including attending The Trust-spons events, unless otherwise authorized
pursuant to Florida Law. While not all inclusive, thi udes visible and concealed
weapons such as: firearms, kni ny explosive ials, or any other objects
that could be used to harass, i date or injure anoth ividual;

Being convicted of a crime that tes unfitness for the jobyor raises a threat to
the safety or well-being of The Tru emp s, member

r.property;
Failing to report to The, Trust, within hours or one (1) bu% day from the
date of the incidentincident, any conviction under any criminal drug statute for a
Florida utes, employees are required to

for any e disqualifying offenses while
alifying offenses can be found in section,

In accordance with sect
immediately inform The

In addition to the general rules stated above, employees may be counseled for failing to observe
the following specific requirements relating to attendance:

3/29/2022

(1)

Reporting to work on -time, if the employee is physically unable to give timely notice
of the absence or tardiness, a family member or friend is permitted to provide such
notice. However, as soon as the employee is physically able, he/she should
contact his/her immediate supervisor personally to discuss his/her absence or
tardiness directly with his/her supervisor.

Notifying the supervisor in advance of anticipated tardiness or absence. If the
employee is physically unable to give timely notice of the absence or tardiness, a
family member or friend is permitted to provide such notice. However, as soon as
the employee is physically able, he/she should contact his/her immediate
supervisor personally to discuss his/her absence or tardiness directly with his/her
supervisor.

Observing the time limits for meal periods and obtaining approval to leave work
early (both in office and remote settings)
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Progressive Counseling Procedure
Depending upon the severity of the violation counseling may be a:

= Verbal warning
= Written warning
* Probation
= Termination

A probation action may include temporary suspension with or \’nout pay. The Trust reserves
the right to terminate for misconduct or performanF deficiency without resort to prior

progressive counseling steps when The Trust dee uch action appropriate.

» REEMPLOYMENT
Former employees who return to The Trust aft reak of more th days will return as new
employees for seniority and benefit plan p es unless local, sta federal law requires
reinstatement of a benefit with seniority regar f the Ie?of a break in service.

» REFERENCES AND EMPLOYEEINFORMATI
The Trust often receives request i
including verification of employment
written reference requests must be re
Resources is authorized to disclose i
former employees.
AL G

In addition, The Trust is a public entity subject to Florida’s Public Records Laws, chapter 119,
Florida Statutes, which provides the public with a right of access to public records, including
personnel files. As provided in section 119.071(4)(d), Florida Statutes, certain information related
to identified occupational groups that is maintained by The Trust may be exempt from public
disclosure. -t is the responsibilitz of the individl%lapplicant/employee to notify The Trust if such

O

ormation regarding current and former employees

nd/or employment purposes. Any phone calls or
an Re es for response. Only Human

rbal o tten, regarding current and

an exemption applies.

» SECU TIAL INFORMATION

loyee property and Trust property is of vital importance to The
nsibility to ensure that proper security is maintained. Any breach
omptly to your supervisor.

Trust. All emplo
of security should

Trust property includes ly tangible property, like desks, computers and rental equipment,
but also intangible property.such as information. Proprietary information includes all information
obtained by Trust employees during their work. Confidential information is any Trust information
that is not known generally to the public. Personnel files, computer records, and certain financial
information are examples of confidential information.

Employees may not disclose or use proprietary or confidential information except as their jobs
require. Anyone who violates this guideline will be subject to progressive counseling action and
possible legal recourse. Employees can help secure The Trust's proprietary information by:
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(1) Placing the above items inside your desk at the end of the workday or ensuring they are in a
secured location at your remote work setting.

(2) Not mentioning, distributing or discussing any confidential information to anyone outside of
The Trust.

(3) Shredding all documents containing confidential information when no longer needed and
following public records retention requirements and procedures of The Children’s Trust.

(4) Not leaving confidential information unattended on your desk or computer screen both in the
office or at your remote work setting.

Upon termination of employment for any reason, each employee will be required to return all of
the above items to The Trust. Furthermore, all work and/or jtems produced by employees during
their employment with to The Trust will be considered property of The Trust and must also be
returned to The Trust upon termination. Failure to retu ald property may result in replacement
charges that will be deducted from your final paychec

» SMOKE-FREE WORK ENVIRONMENT
The Children’s Trust is a smoke-free workpla
anywhere on Trust facilities including balconie
applies to all employees, providers, contractors,
feet of the parking garage.

moking, including e- rettes is not permitted
irwells, and parking structures. This policy
isitors oklng is not ermltted within 20

Smoking is a non-work time activity.
meal period and only outside of the pr

oking is limited to non-work time such as a
ay from ance doors.

» SOCIAL MEDIA
Employees shall not post confidential, sensitive or proprietary information pertaining to The
Children’s Trust, its board members, providers, services, or employees on any social media
platforms.

Employees may not post obscenities, slurs or personal attacks or other messages on personal
social media platforms that can damage the reputation and/or operational interests of The Trust,
including its board members, providers, and employees.

Employees shall not represent themselves as representatives of The Trust on any social media
platform, website, blog, networking site or other public posting platforms or use their Trust email
address to establish a social media account, unless expressly authorized by the President/CEO.
When posting on personal social media platforms, employees must use the following disclaimer
when discussing job-related matters, “The opinions expressed on this site are my own and do not
necessarily represent the views of The Children’s Trust.” Please note that posting about The Trust
business on personal social media platforms may, in some circumstances, render that post and/or
platform to be a public record subject to request by members of the public and public records
retention laws.

The Children’s Trust may monitor content posted on the Internet. Employees found to have
violated this policy may be disciplined up to and including termination of employment.

> INFORMATION-TECHNOLOGY RESOURCES
The Children’s Trust's information-technology {-F-resources are critical to The Trust’s mission of
partnering with the community to plan, advocate for and fund strategic investments that improve
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the lives of all children and families in Miami-Dade County. To ensure a robust, continuously
available, fair, and effective technology environment that serves The Trust's digital needs,
institutional standards for acceptable use must be applied. Each individual user must therefore
comply with these standards for acceptable use of these shared resources. Although limited
personal use of Trust-supplied technology resources is allowed, these resources should be
primarily used for Trust related business, research, and administrative purposes. Employees have
no expectation of privacy while using the Trust owned or leased equipment, even when using this
equipment to access personal email accounts or any social media site or platform. By using Trust
IT facilities, resources, and data, users agree to abide by all Trust related policies and procedures,
as well as applicable federal, state, and local law. Violations may result in disciplinary action or
referral to appropriate external authorities. }

y
The use of Trust H—technology resources—like the use of any other Trust-provided resource
and/or Trust-related activity—is subject to the-rermalrequirementsof legal and ethical behavior
within the community the Trust operates. Although some limitations are built into computer
operating systems and networks, those limitations shall not be viewed as the sole restrictions on
what is permissible use of Trust resources. Users must abide by all applicable restrictions,
whether or not those restrictions are built into the operating system or network and whether or not
they can be circumvented in any way.
» SOLICITATIONS AND DISTRIB
In keeping with the nature of our busine - derstand that there will be times when you may want
i vices for fu ising activities.

or any ca during his or her working time or
oyees at whom the activity is directed;

written, printed or electronic material in work
working time, or during the working time of the employee or
is directed;
non-emplo be permitted to solicit or to distribute written
ildren's Trust premises.

working hours shoul
advise their friends an y members to call only in situations of importance or emergency or
during non-work hours such as lunch break.

All telephone communication systems (“systems”), passwords and other communications and
information transmitted by, received from, or stored in these systems are the property of The
Trust. The Trust retains the right to monitor its systems at its discretion, including, but not limited
to, listening to, recording of, transcribing, copying, or otherwise storing in a separate location all
voice mail, email messages, data and program files.

In the event employee uses the systems for personal matters, he/she does so at his/her own risk
of loss. Employees are prohibited from using The Trust's systems for any commercial activity
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unrelated to The Trust’s business or unrelated to the employee’s compensation and benefits
provided by The Trust, i.e., the systems should not be used for personal gain, advancement of
individual views, or solicitation of any business that is not business of The Trust.

Employees are not permitted, without proper authorization from the IT Director, to share
passwords. In addition to the foregoing prohibitions, employees are prohibited from engaging in
the inappropriate use of all systems. Inappropriate use includes, but is not limited to, unauthorized
access of another employee’s voice mail account as well as unauthorized access to telephone
systems. Employees who violate this policy are subject to progressive counseling action up to
and including immediate termination.

&Cﬁons.

Failure to comply with these guidelines may result in (?ﬂina

» TERMINATION OF EMPLOYMENT
Voluntary Termination

The Trust will consider an employee to hav
employee does any of the following:

ntarily terminated h her employment if an

(1) Elects to resign from Fhe Trust;
(2) Fails to return from an oved leave of absence on the date specified by The

Trust; or
(3) Fails to report for work for 24 hours.

e Introductory Employment
t least two weeks written notice

Mble to receive compensation for

Period, being emplo ‘ and gi

prior to his/her last day o = may be

any earned and unused vacation he or she is eligible at the time of termination.
The use of sick or vacatic ~ it is determined that it does not adversely
impact the.operation An.employee who resigns or is terminated prior to being
employed fo ' r be %o utilize, any leave.

Under c enure and accrual balance limits, unused sick leave may

be paid. (
following notice of resignation and prior to the last day of
employment, may a ed and unused vacation leave if the time off is approved by the

Involuntary Termination

An employee may be terminated involuntarily for reasons that may include poor performance,
misconduct or other violations of The Trust’s rules of conduct as described herein and reserves
the right to discharge with or without cause and with or without prior notice.

Termination Due to Reorganizations, Economics or Lack of Work

From time to time, The Trust may terminate employees because of organizational needs, job or
position eliminations, or an economic downturn in business or lack of work. Should The Trust
consider such terminations necessary, The Trust will provide all affected employees with advance
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notice when practical or required by law. Layoff benefits associated with such terminations, if any,
will be as specified in the notice.

Exit Interview

Employees who leave The Trust for any reason may be asked to participate in an exit interview.
This interview is intended to permit terminating employees the opportunity to communicate their
views regarding their work with The Trust including job duties, job training, job supervision, and
benefits. All departing, employees are required to return all property furnished by The Trust, such
as keys, ID cards, transit passes, The Trust provided credit cards, cellular phones and
computers/laptops, and handbooks and manuals. Arrangements for clearing any outstanding
debts with The Trust and for receiving final pay also will be at this time.

» VEHICLE INSURANCE
Employees who use personal vehicles to perform thei

minimum vehicle insurance as required by Florid

.

ired to carry not less than the

%
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—— L —
CLASSIFICATIONS

—

» EMPLOYEE CLASSIFICATIONS

The Fair Labor Standards Act (FLSA) divides all employees into two categories: exempt and non-
exempt. Employees will be advised of their classification upon hire. Job titles do not determine
exemption status.

The following is intended to help employees understand employment classifications and benefits
eligibility. These classifications do not guarantee employment forﬁy specified period.
o Nonexempt Employees

Nonexempt employees are not exempt from the FLSA r‘reme
overtime. Employees placed in this classificationfare® paid an h
overtime in accordance with federal and wag our laws. Ove
employee’s hourly rate.

oncerning minimum wage and
wage and are eligible for
is paid at 1.5 times the

Overtime is paid using actual hours worked in a wor| . e off for holi , vacation leave
i ght-time hourly
rate. Pay is based on time recorded nically using the current payroll processing system and
as verified by supervisor.

may be scheduled to

and practically as pos e required work. When possible,

ents‘will be distributed ,as equitably
‘pprovals from the Chief Financial

Officer and the employe [ 2IVi U|red prior to any employee incurring overtime.

r‘/ertime is worked without prior approval as
yees are scheduled or expected to work, employees

{ Altering, falsifying, tampering with time records, or recording
time on ana e record may result in disciplinary action, up to and including

by the supervisor. None pt employees are not permitted to work while on bona fide meal
breaks (30 minutes or one“hour). This includes but is not limited to answering the telephone,
reading and responding to business emails or sending work related texts. While on a bona fide
meal break, a nonexempt employee is “off-the-clock” and is not being paid for work.

Nonexempt employees are normally supervised and are not to take work home. Total hours to be
paid bi-weekly will include only hours physically worked as approved by the supervisor.
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o Exempt Employees
Exempt employees are not entitled to overtime pay if they work more than 40 hours in a workweek.

Exempt employees may be required to work in excess of the agency’s regularly scheduled hours
without additional compensation. Exempt employees understand that time invested in serving The
Trust that occurs outside regular operating hours are not compensable over and above their fixed
salary. Accordingly, supervisors should use good judgment when requiring exempt employees to
work beyond scheduled hours.

e Full-time
Regular, full-time employees are eligible for employer sponsafed benefits subject to the provisions
of each benefit plan. Full-time employees are those h? a regular work schedule of 40 hours
per week.

o Part-Time
The Children’s Trust defines part-time emplo
Part-time employees are not eligible for emplo
below:

t as working no mor n 30 hours per week.
ponsored. benefits with the exception noted

@

ill not be eligible to receive Trust

o Temporary

Temporary employees may work full or | hedules b

sponsored benefits, accrue_any form o with t orida Retirement System or
retention rights, or receive holi . employment is‘generally for jobs of limited or
specified duration [ : I"gnce of a position incumbent,
emergencies, work » established'by The Trust.

The President/CEO reserv emporary positions within a current budget year

and with documenteo . ee in a position classified as temporary become
classified as i O&e to full-time employment will be the date of
recordfor benefit admin ases, eligibility for insured benefits will be the

first of the th from the date of classification to full-time.

» PAY PER

Pay is distributed every two weeks on a bi-weekly basis (26 pay periods per calendar year). Each
new pay period beg y and closes on the Sunday following 10 business days of the new
pay period. When a pa on an official holiday for The Trust, you will normally be paid on the

last working day before tt

Please review your paycheck or pay stub for accuracy and report any errors immediately to your
supervisor, payroll and Human Resources.

» PAYMENT OF WAGES

The Trust encourages you to receive pay through direct deposit to an account at the financial
institution of your choice. If you prefer, however, your pay will be distributed in the form of a payroll
check.
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Other than deductions required by law, including garnishments, no deductions will be made from
your pay unless authorized by you.

The Trust does not provide advance payment of wages under any circumstances.
In accordance with federal law, the salary of an exempt employee may be reduced for absences

of a full day during the introductory employment period after all sick days have been exhausted
in a plan year, and for an incomplete initial or final week of work.

» PERFORMANCE MEASUREMENT

Your supervisor will continually evaluate your job performance an’ill formally evaluate and discuss
your performance with you at least once a year. Your supervisor will conduct a performance review
upon completion of your introductory 90-day employme riod. Performance reviews may also be
conducted in the event of a promotion or a significant ¢ ein s and responsibilities.

The purpose of the performance review is to e
the progress you have made since the last re
the performance review, your supervisor may

your current |
nd establish goals
s the following:

f performance, examine
r next review. During

(1) Job performance ‘

(2) Work habits

(3) Personal appearance

(4) Behavior

(5) Growth and future goals
The primary reason fo and Men your strengths and to identify
opportunities for imp elptom ou aware of how your actual job
performance compare of your position. This is also a time to discuss
your interests and future go isor i ested in helping you grow to achieve personal
as well asawork S he/she ‘can recommend further training or additional

d executive managers in the reporting line, will also not receive
merit salary incre i se eligible. Managers and their senior/executive managers who
finalize late perfo ions will not receive merit salary increases, if recommended,
2d for merit increases, but rather the merit increase will become
effective upon the date o bmission of the last completed performance evaluation for the staff

they supervise.

Compensation Reviews

The Trust generally conducts compensation reviews annually. The employee’s overall performance
and salary level relative to his/her position responsibilities are evaluated to determine if a salary
increase is warranted. A compensation or performance review does not always result in an automatic
salary increase.
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» PROFESSIONAL DEVELOPMENT

When staff attends approved seminars, conferences or conventions related to their work
performed at The Trust, the time is paid by The Trust and is considered professional development.
Such time away from the office is considered work for compensation purposes.

An integral part of employment with and fulfilling the professional responsibilities and serving the
mission of The Trust, may require employees to attend conferences, trainings, workshops, and
events for the benefit of The Trust or staff development, including activities that may be held on
weekends, evenings, and/or that may require overnight and out of town travel.

O

The Children’s Trust — Employee Handbook

3/29/2022

41



—
TIME OFF

—

» HOLIDAYS
The Trust provides full-time employees with the following twelve (12) paid holidays:

New Year’'s Day (January 18t)
Martin Luther King’s Birthday (observed third Monday i
Presidents Day (observed third Monday in February)

Memorial Day (observed last Monday in May)
Independence Day (July 4t)

Juneteenth (June 19t)

Labor Day (observed first Monday in September)
Columbus Day (observed second Mon
Veteran’s Day (November 11)
10 Thanksgiving (observed fourth Thursda

11. Friday after Thanksgiving
12. Christmas (December 25t")

anuary)

CoNOORrWN =

For each recognized holiday that falls
day off with pay. If The Trust requires a
will be paid regular wages for the day a
before the end of the ca

Should a holiday fal
day, and employees w i i sually, when the holiday falls on Saturday, The
Trust will recognize the [ ' fore;
recognizessthe holida afte

when ahay falls during paid sick leave, the day will be

Subject t

paid as the employee’s sick leave. When a holiday falls on an
approved p daywill be paid as a holiday. Should a holiday occur while
you are on a ill not receive the holiday as paid leave.

Regular full-time emp accrue 15 days of paid vacation leave in equal hourly increments

ods, beginning with your benefits eligibility period. This is usually the
first of the month following 30 days of hire. For new hires, vacation leave is not considered earned
until the completion of one year of service. If you leave the employment of The Trust and you
used vacation leave prior to earning the full accrual, the value of the non-accrued portion of
vacation leave used is deducted from your final pay.

Any accrued unused vacation leave carries over indefinitely. Each year, an employee may choose

up to five days to be paid out annually in lieu of vacation. (See Pay in Lieu of Vacation Leave
below.)
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In addition to paid vacation leave, regular full-time employees accrue 10 paid days of sick leave
in equal hourly increments dispersed over 26 pay periods. Sick leave accrues without limit and
continues to roll-over from year to year.

Employees are not to use sick or vacation during their initial 90-day employment period.
Upon completion of the 90-day period, employees may use paid time off accrued to that point.
Should an employee leave The Children’s Trust, either voluntarily or involuntarily, and before the
completion of one year of service, the employee will not be paid out for any unused accrued paid
time off. Should an employee become ill and take time off during their introductory period, the
time off will be unpaid.

leave, the employee will be in unpaid status. To ensure en’s Trust operates on a regular
basis at the full capacity of its staff being in unpaid llowed. Any staff member in
unpaid status will be addressed and will be subjéctito disciplin ction, up to and including
termination of employment.

Employees are not allowed to go into negative balancei If angmployee exhausts all available

» VACATION LEAVE
Use of vacation leave is normally a planned fi
supervisor prior to taking time off. Requests for ti
payroll system. Supervisors will pr approve or.de
request, your supervisor will review y ve accrual ensure there is sufficient accrued
time to satisfy your request. Under n I tances ployee may not request more
than 30 days of accrued vacation leave. Once sick leave is exhausted, vacation leave may-will be
used for approved medical leave or other needs but must first be reviewed by HR and
management for approval. (See Other Leave

t must be “discussed with your
be reported t gh the current
requests. Prior to approving your

Because The Trust be

that ti
employees are required i

away fro rk is essential for the well-being of employees,

off an ly. However-employees-serving-in-Finanece

)

calendaryearforinternalecontrols:In lieu of, or in fulfillment of this ideal, The Trust may choose to

officially close the entire organization for a workweek.

s of service, employees will earn additional vacation leave as

noted below:

Additional Vacation Leave

Completed Length of S (hours) Total vacation leave

0 to 10 years Not Applicable 15 days total (120 hours)
11 years of service Additional 8 hours added 16 days total (128 hours)
12 years of service Additional 8 hours added 17 days total (136 hours)
13 years of service Additional 8 hours added 18 days total (144 hours)
14 years of service Additional 8 hours added 19 days total (153 hours)
15+ years of service Additional 8 hours added 20 days total (160 hours)
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Pay in Lieu of Vacation Leave

Employees may elect to receive pay in lieu of vacation leave (up to five days) with notification to
the Chief Financial Officer not later than December 15 each year. The payment will be made in
the final pay period of the calendar year.

Vacation Leave Payout

Paid time off accrues without limit. However, the maximum payout is 500 hours. Employees will
be paid for unused accrued vacation leave at the time of retirement or separation (regardless of
if voluntary or involuntary), and only if one year of employment with The Children’s Trust was
completed. }

» SICK LEAVE

Paid sick leave is available for your own illness or whe nee rovide care for an immediate
family member (spouse, child, parent, grandparent) who is ill, inju ospitalized; or when a few
hours are needed to visit a health services provi ., doctor, denti sical therapy, etc.). Sick
and should be repo imely, either for known
or injury.

otify your surRDr to report the
illness, injury or absence as soon as leave through the payroll system or

Workers Compensation, if applicable.

ou are out more than three
e requested to determine if

: , (FMLA). No diagnosis is
requested;requested; € indi our ability to resume your work

You must advise your supervisor eve
consecutive days, a dogctor

Sick leave.ma b ave is exhausted and additional time is needed
to coveryo tion leave will be used.

Full-time e up tohalf of their unused accrued sick leave to vacation leave.
The criteria to umber of hours available for conversion is to deduct the number of
hours used fro 2 number of hours earned for the calendar year (hours are prorated for new

hires at the same
hours.

The conversion of sick leave to vacation leave is at the employee’s option. It is not done as an
automatic conversion.

o Payout of Sick Leave upon Separation of Service
Full-time employees who retire or resign are eligible to receive payment for accrued sick leave in
accordance with the following schedule:

Service Required Payout
Less than 5 years No pay out
5 years but less than 10 years 20% pay out of accrued sick leave balance

The Children’s Trust — Employee Handbook 44

3/29/2022



10 years but less than 13 years 40% pay out of accrued sick leave balance

13 years but less than 16 years 60% pay out of accrued sick leave balance
16 years but less than 19 years 80% pay out of accrued sick leave balance
20 years or more 100 % pay out to a maximum payout of 500

hours of accumulated sick leave.
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its (vacation and sick leave) is suspended while on leave
Violence personal reasons. Likewise, holidays will
npaid leave. The accrual of paid time off will resume

me replacement benefits such as short-term disability, long-
sation. The period that you are on a leave of absence is not
considered time worke poses of determining eligibility for, or the amount of, certain
benefits, such as vacatio d sick benefits. When you return from a leave of absence, the
eligibility and accrual dates will be adjusted forward to reflect the period of the leave.

Employees who are on approved leave of absence are expected to report any change of status,
as soon as such a change takes place to the immediate supervisor and human resources.
Misrepresenting reasons for applying for a leave of absence may result in disciplinary action,
including possible termination.

e Bereavement
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The Trust will provide up to three days of paid time off to employees who need to take time off
due to the death of an immediate family member. For purpose of this policy, The Trust defines
"immediate family member" as the employee's spouse, parent, child, sibling, mother-in-law/father-
in-law (of current spouse), grandchild and grandparent.

Employees who need to use bereavement leave should notify their supervisors of same as soon
as possible. Additional time off may be allowed as leave without pay but must be approved by the
employees’ immediate supervisors and the Chief Financial Officer. Accrued and unused vacation
leave, however, will be applied prior to taking any leave without pay.

¢ Domestic Violence Leave, Section 11A-61 of Chapter’A of the Code of Miami-Dade
County, Florida

, and with at least 308 hours of
o0 obtain and receive medical
assistance, legal assistance and attend court appéarances asso with domestic violence or
also available to attend
e or dependent c n and for any other
nd well-being of the“employee. Employees

tion they hav%ore requesting

ence leave may. be taken all at once, intermittently,
is taken intermittently or with a
mporarily transfer to another
asihe or she'is offered the same pay and
iolen“:ave, The Trust will return the
employee to the pos aken, or equivalent position with similar
benefits, terms and conditions. o take intermittent domestic violence leave must
follow the Trust’s establis for reporting absences, unless there are unusual
circumstances.

counseling or support services for the em
arrangement necessary to provide for the sa
must, however, exhaust any accrued, unused
domestic violence leave.

Similar to leave under the FMLA, do
or in conjunction with a reduced work st
reduced work schedule, The Trust may
position that can better accommodate the

from a h
domestic ing that the employee is a victim of domestic or repeat violence
and needs the to one of'the matters for which section 11A-61 of the Code of
Miami-Dade Cou Florida pravides leave time. The Trust is obliged, to the extent permitted by
law, to maintain confidentiality regarding these matters.

While an employee is ou domestic violence leave, The Trust may require periodic reports on
the employee’s status and intention to return to work. The Trust is obligated to maintain the
employee’s health coverage during the leave period at the level and under the conditions that
would have been provided if the employee had not taken leave including the employee paying
his/her share of premiums while on leave. If the employee does not return to work at the end of
the leave period, the employee must then reimburse The Trust for any premiums paid by The
Trust during the leave, unless the employee’s failure to return is related to the domestic violence
or circumstance beyond the employee’s control.

o Family and Medical Leave Act (FMLA)
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The Children’s Trust will comply with the Family and Medical Leave Act. In accordance with
Department of Labor regulations, The Children’s Trust has an obligation to designate leave as
FMLA-qualifying as soon as the absence becomes known as an FMLA-qualifying event.

The purpose of this section is to provide employees with a general description of the FMLA and
the rights it affords them. In the event of any conflict between this policy and any applicable law(s),
employees will be afforded all rights required by law. Employees with questions about FMLA are
encouraged to consult with Human Resources.

absences. Calling in sick will not be treated as a request forF leave. Generally, a chronic or

FMLA covers illnesses of a serious and long-term nature, sesulting in recurring or lengthy
long-term health condition that would result in a period ithrﬁe consecutive days of incapacity

with the first visit to the health care provider within sev, ays of the onset of the incapacity and
a second visit within 30 days of the incapacity woul consi d a serious health condition.
For chronic conditions requiring periodic health care)visits for t
place at least twice a year.

ent, such visits must take

If an employee takes paid sick leave for a condi
and the employee requests unpaid leave as provi
all or some portion of related leave taken as leave
leave meets the necessary qualificati

at progresses into a 'serious health condition
nder. policy, The t may designate
rthis policy, to the ex that the earlier

r at least 12 months and have
nd who are in good standing
egin are eligible for unpaid

Eligible Employees:. Employees who
worked at least 1,250 hours during the p
(not subject to progressive [
family or medical lea

For employees who are FMLA leave, The Trust will review business considerations
and the individual's CII’C ANCE olved. Any leave granted under these special conditions
and cwcumstance - ave and,does" not afford the protections granted to eligible

ical Leave A‘

1. For the birth of a child, to care for a newly born child.
2. For placement of a child with the employee for adoption or foster care.

3. To care for an immediate family member (spouse, child or employee’s parent) with a
serious health condition.

4. The employee’s own serious health condition that makes the employee unable to perform
the functions of the employee’s job.
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In addition to the above, FMLA may also be requested as follows:

= Family Leave Due to a Call to Active Duty: This benefit provides 12 weeks of FMLA leave due
to a spouse, son, daughter or parent being on active duty or having been notified of an
impending call or order to active duty in the Armed Forces. Leave may be used for any
“qualifying exigency” arising out of the service member’s current tour of active duty or because
the service member is notified of an impending call to duty in support of a contingency
operation.

» Caregiver Leave for an Injured Service member. This benefit provides 26 weeks of FMLA
leave during a single 12-month period for a spouse, son{ daughter, parent, or nearest blood
relative caring for a recovering service member. A recovering service member is defined as
a member of the Armed Forces who suffered an injury orillness while on active duty that may
render the person unable to perform the duties of em office, grade, rank or rating.

Application for Leave: An employee requesti
appropriate form (federal form WH-381, N
documenting the reason for the request an
supervisor as soon as you are aware of your ne leav er this poli
30 days in advance if the need is notran emergency.

ily or medical will be provided with the
of Eligibility and s & Responsibilities)
duration of the leave.,You should inform
however, at least

Intermittent or Reduced Leave: E [ ittent leave or work on a reduced
work schedule in the case of birth or plac A i ter care. (See also Paid Parental
Leave Policy.) In the case of serious
employees may work a reduced work y necessary. Employees are

S leave so as not to disrupt the

of a child must be taken within

be taken, the employee e compensated on an hourly basis and paid only the hours worked.
Medical Certification of Leave: The application for leave based on the serious health condition
of the employee or the employee's spouse, child or parent must be accompanied by a Medical
Certification Statement completed by the health care provider. The certification must state the
date on which the serious health condition commenced, probable duration of the condition and
the appropriate medical facts regarding the condition. If an employee is requesting leave to care
for a spouse, child or parent with a serious health condition, the medical certification must state
an estimate of the amount of time the employee will be needed. If the employee has a serious
health condition, the medical certification must state that the employee cannot perform the
functions of his/her job.
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The Trust will require medical certification to be submitted prior to the commencement of the leave
or, within 15 days after the leave starting date in the event of an emergency. In addition, re-
certification of medical necessity will be required every 30 days.

If medical certification forms are incomplete, The Trust will notify the employee in writing, stating
what information is needed. The employee will have seven calendar days to correct the
deficiency. If the deficiency is not provided the FMLA request can be denied.

the Medical Certification form from the employee (if applicable), Human Resources will discuss

Notification of Leave Assignments: After providing form WH-:%ﬁ_:o the employee and receiving
the leave requirements with the employee and will issu?jeral orm WH-382, Designation Notice

to the employee outlining the status of the leave reque

Benefits Coverage During Leave: During a family or medic
retained on The Trust's insured benefit plans, der the same tions that applied before
the leave began. To continue health and ot verage, the employ ust continue to make
any contributions that he/she made for group in ce prior to the leave. Failure of the employee
to pay his or her share of the health insurance pr: ma ultin the lo f coverage.

ve, the employee will be

An employee who takes family or eave will not lose any previously accrued seniority or

to reimburse The Trustdor pa ance premiums during the family or medical
not return to work because of a
serious health condi : ond the employee's control.

A ILA leave will have all accrued and unused sick
and vacation leaverapplied, i austed or until eligible for short term disability

benefits¢Paid time . Fime off for FMLA leave including both paid
and unpaid time off ge eeks (480 hours) during a rolling 12- month
period.

Restoration n employee who completes a family or medical leave will be
returned to the e position held when the leave began, if available, or to a position equivalent

certain "key" employees:are not guaranteed reinstatement. In such cases, The Trust will notify
the employee as soon a determines that reinstatement is not available. All "key" employees
will be notified in writing as'to whether they are "key" employees before their leave is approved.
The Trust cannot guarantee that an employee will be returned to his/her same former job.

Return from Leave: The Trust will require an employee taking a family or medical leave to report
every 30 days on his/her status and intent to return to work upon completion of the leave.
Employees returning from a medical leave must submit written notification to The Trust two
workdays prior to the return date. Certification from a health care provider indicating that the
employee can resume normal work duties must be submitted to The Trust immediately upon
return from a leave of absence if the leave was for his/her own personal health condition.
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Employees who do not return to work upon the expiration of a family or medical leave will be
treated as having voluntarily terminated their employment without notice retroactive to the date
the leave commenced. An employee who requests an extension of family or medical leave must
submit his or her request for an extension in a written document that includes the reason for the
requested extension.

Other Employment: The Trust prohibits any outside or supplemental employment during the
employee's family or medical leave. Accordingly, any outside employment during the employee's
leave period may result in disciplinary action up to and including immediate termination of
employment with The Trust.

Non-Contractual Nature of this Policy: No express ied contractual rights should be
inferred from this policy. The Trust reserves the right this or any other policy, at any

time, as necessary, in its sole discretion. <

\§
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o Paid Parental Leave Policy
The Children’s Trust will provide six weeks of paid parental leave to employees (first four weeks
at 100 percent and final two weeks at 75 percent for a total of 220 hours of paid leave) following
the birth of an employee’s child or the placement of a child with an employee in connection with
adoption or foster care. The purpose of paid parental leave is to enable the employee to care for
and bond with a newborn or a newly adopted or newly placed child. This policy runs concurrently
with FMLA leave.

e Jury Duty
The Trust will grant leave for jury duty when employees are summoned to serve on a jury. In

addition, The Trust will not dismiss an employee from employment with The Trust because of the
nature or length of the employee's jury service. Comp tion.for time spent in jury service will
be in accordance with local laws where the jury duty i n

Where The Trust is required to pay the emplo
may also keep all fees payable by the court.
when released early from jury duty service un
regular workday.

service, the employee
yees are required t rn to work on any day
ere are less than two hours in the remaining

Staff members are required to obtai
duty was served and provide the ¢
service.

rtificate of completion” form the court where the jury
payroll immediately upon return from jury duty

e Military Duty
Employees serving i be granted time off each year to attend an
annual two-week en ilitary or . The Trust will pay the employee
the difference, if any, be gular wages earned from The Children’s Trust.

ployment and Reemployment Rights Act
oyees who are absent from work because of
otice of military service is required unless
military » »or it is otherwise impossible to provide advance notice.
Although 2 unpaid, eligible employees may use accrued and unused vacation
leave. Upon re i going into'unpaid status, service members must be permitted to
service members ot be forced to use vacation leave for time off for military service.

Benefit accumulation i ding accruing vacation leave, sick leave, and holiday pay will be
suspended during the military service and will resume upon the employee’s return to active
employment.

Employees on military leave for up to 30 are required to return to work immediately following the
end of service, allowing for reasonable travel time. Employees on longer military leave must apply
for reinstatement in accordance with USERRA.

Employees returning from military leave will be placed in a position that they would have attained
had they remained continuously employed or a comparable position depending on the length of
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military service in accordance with USERRA. For benefits purposes based on length of
employment, such employees will be treated as if continuously employed.

e Leave of Absence
The Trust may approve an unpaid leave of absence not to exceed 30 days upon an employee’s
written request. An employee requesting leave must inform their supervisor and CEO/President
in writing at least 30 days prior to the date the requested leave is to begin. In those instances
when 30 days’ notice is not possible, the employee is required to give immediate notice to his/her
supervisor or as soon as the necessity for the leave arises. Generally, a leave of absence may
only be requested after all other appropriate leave balances ha;\’been exhausted.

ake' leave of their job duties, employment

If the leave is not approved, and the employee has t
will terminate on the employee’s last day worked.

If the leave is approved, the employee will be requiredto pay in a ce the employee’s share of
insured benefit premiums and The Trust will e to pay the e er's share. Approval of
the leave does not guarantee employment the employee's av ility to return to work.
Employees must contact his/her supervisor an an Resources five business days prior to the

return date to discuss return-to-work status.
a personal leave o! absence will be

ithout notice retroactive to the date

Employees who do not return to wo
treated as having voluntarily terminat
the leave commenced.

n the expiration
employment

oting options are Absentee Voting, Early Voting or Voting
ore information on any of these options contact your Supervisor

of Elections: http ww.miamidade.gov/global/elections/home.page
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—
EMPLOYEE BENEFITS

—

Employee eligibility for Trust sponsored benefit plans is based on employment classification or as
required by law. The Trust reserves the right to change benefits at any time with or without notice
unless the law requires notice.

document, the official document plan(s) and/or applicable law(s) prevails.

e‘veﬂt

surance to reg [I-time employees. The
ularly work 40 per w The Trust offers group
health insurance to its employees and their ible dependents/domestie, partners paying a
portion of the cost of health insurance premiums. ert ordable Ca ct, the coverage
extends to non-dependent children upsto age 26 wh not have an employe r of coverage.

If there are discrepancies between a policy described in thiwandbook and an official plan

Specific information on The Children’s Trust sponsor
Resources.

ans is available through Human

As required by law, The Children’s Trust provi
Trust defines full-time employees as those wh

e Medical Insurance
All regularly scheduled full-time Child e eligible to participate in The
Trust’'s group medical insurance plan. es ma Il in the plan with benefits
coverage effective the 30 days of employment. Plan enrollment is
limited to the annua i i !ed life event (such as marriage,
divorce, birth of a ch | coverage under the provisions
of COBRA, as describec

The amount The
i (or their ndents) become Medicare eligible, Medicare

alf may change each year. However, retirees pay the full
nsurance oses.

e COBRA
In accordance with applicable federal laws governing healthcare, most employers sponsoring
group health and dental plans are required to offer employees and their families the opportunity
for temporary extension of health coverage (called "continuation coverage") at group rates in
certain instances where coverage under the plan would otherwise end. This notice is intended to
inform, in a summary fashion, of the rights and obligations for terminated employees (voluntary
or involuntary) under the continuation coverage provisions of the law.

Employees of The Trust covered by The Trust's medical and/or dental insurance plans have the
right to choose continuation coverage if they lose their group medical and/or dental coverage
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because of a reduction in hours of employment or the termination of employment (for reasons
other than gross misconduct on the employee’s part) or they may purchase coverage through the
Health Insurance Marketplace. Eligible dependents may also have the right to elect and pay for
continuation coverage for a temporary period in certain circumstances where their coverage under
The Trust's plan would otherwise end. For questions concerning employee rights under COBRA,
please contact Human Resources.

Retirees of The Children’s Trust may also continue medical and dental coverage with The Trust’s
group coverage. To participate, the retiree is responsible for paying the full cost of premiums for
medical and dental insurance up to age 65 when they or their ependents become eligible for
Medicare. Retirees are responsible for payment of the premlu r risk losing coverage.

e Education Assistance/Tuition Policy ‘
The Children’s Trust realizes the importance of emp es’ d to further their education to
develop knowledge and skills for their work at The Trust. To ass he Trust has an education
assistance/tuition policy program.

Eligible Courses

College courses must be taken at an accredited rsity with t al of attaining a
certificate or degree and related to the employee’s sition. The intended certificate or
degree program must be a discipline related to'the employee’s work at The Trust and to

st be accredited. The employee’s

supervisor must agree that the course loyee’s performance in his/her

current position (or future position) en’s Tr Courses not related to the
employee’s current po ) € 'is,on a professional development plan
developed and appre . » requﬁ shall be considered on a case-
by-case basis by i i i d/or executive management. All education

assistance requests President/Chief Executive Officer and Chief

Financial Officer.

All exams & d colle ide of the employee’s normal work schedule.
Upon co the employee submit a transcript, certificate of completion
and othe i irmi ch to Human Resources) for placement in the employee’s

To be eligible fo ce, the employee must be a regular full-time employee, have
completed a mini ths of employment and have a satisfactory or higher rating on
performance appraisa i is’/her employment at The Trust. Performance history and years-
of-service are factors may be considered in approving eligibility for the education
assistance/tuition policy program.

Requests for education assistance/tuition policy program must be discussed in advance with the
employee’s supervisor before the written request is made to ensure courses are relevant to the
employee’s employment or professional development at The Children’s Trust.

Please direct questions regarding educational assistance/tuition policy to the Chief Financial
Officer.
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Note: An employee who is approved to participate in The Trust’'s educational assistance/tuition
policy program will remain employed at will, and the employee’s employment may be terminated
by the employee or The Trust at any time with or without cause or prior notice. This policy does
not create a contractual relationship between The Children’s Trust and any employee participating
in The Trust’s educational assistance/tuition policy program; and it does not create a guarantee
of employment for a definite time period or for any purpose.

Non-College Credit Courses:

The Trust will pay up to $500 per calendar year for any full-time, regular employee who must take
courses or attend seminars in fulfillment of licensing require ts or job enhancement where
such license is a condition of employment with The Trust. U?presentation of registration for
the class, seminar or workshop, The Trust will pay the fe irectly to the school or training entity.

Condition of Repayment
Employees will be required to reimburse The Trust if any of the following occur:
1. No college credit or course credit/completion was earned for the course; or
2. The employee leaves The Trust, for any reason except a reduction in the workforce, prior
to the end of the school term for which the employee is enrolled and for which The Trust
has pre-paid tuition on behalf of the employee; or A N
3. The employee voluntarily terminates employment prior to one year from the date of the
most recent completed course for which college credit was earned. o

b{vill reimburse The Trust from

ost to ac‘s professional counseling for all
P offers problem assessment, short-term
private services. It is designed to safeguard

If any of the above criteria for reimbursement are met the emp
an automatic deduction from their last payment.

employees and their
counseling and referral to'e
an employeé’s privacy and

ill outlirher community and private services available,
private services. Some costs may qualify to be covered

pate in flexible spending accounts to cover out-of-pocket
FSAs use pre-tax dollars to pay for non-reimbursed out-of-
pocket health/medical/de penses and dependent childcare expenses. The FSAs are set up
via payroll deduction and are based on calendar year expenses. Expenses are capped annually
at amounts determined by federal law.

Plan participants elect an annual amount of flexible dollars to pay for eligible health care expenses
including medical or dental insurance deductibles, copayments, and out-of-pocket costs for vision
care and other types of care.

o Florida Retirement System (FRS)
The Children’s Trust participates in the FRS. Any employee who fills a regularly established
position is a compulsory member of the FRS. For part-time positions to be eligible for FRS, the
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positions must be in existence beyond six consecutive calendar months. The expected length of
the position’s existence, not the length of time an employee is anticipated to fill the position,
determines membership in the FRS.

New employees are eligible for membership in the FRS on their first day of employment (date of
hire). As required by Florida law, employees will contribute a percentage of their gross wages to
FRS. The Children’s Trust also contributes with a contribution rate established by the Florida
Legislature.

The FRS sets the parameters of available plans that must be selected by new employees. All new
employees have the first eight months of their employment ?jecide between staying in the
investment plan (a defined contribution and the default option for new employees) or elect to join
the pension plan (a defined benefit). If no decision is after the initial period set by FRS, the
employee’s plan will default to the investment plan. A considered vested in the plan

they selected by the service term set by FRS. For'more informa n the FRS, call 1-866-377-

This is an IRS-sanctioned, tax qualified investme [ to 401 (k) 3 (b) plans. The
deferred compensation 457(b) plangis fully funde ee contributio rough payroll
deductions. It is deferred compensati eaning that'the dollar amount is funded with pre-tax
dollars and taxes are deferred until t are withdrawn and/or distributed. Funds in this
account may be rolled over to another or vice a, funds from another qualified
plan maybe added. This option is availa Trust i ified provider and the State of

Florida Deferred Com Plan. Details of this benefit can be found at the current benefit
management website.

o Life Insurance
At no additional cost, em life ins ce as part of The Trust's benefit package.
Details of this benefit can be found at the current benefit management website.

At no additional cost, employees are provided with short-term disability insurance as a part of The
Trust bene ackage. Details of this benefit can be found at the current benefit management
website.

e Long-Term
At no additional cost, € are provided with long-term disability insurance as a part of The
Trust benefit package. Details of this benefit can be found at the current benefit management
website.

o Parking and Alternative Transportation
The Children’s Trust provides all staff members with their choice of either garage parking or a
transit pass with the full cost paid by The Trust. Based on both current Internal Revenue Service
rules and actual costs, this is a tax-free benefit to the employee.

Parking: Employees may park on the 7t floor of the parking garage.
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Alternative Transportation: The Trust provides access to alternative transportation through the
Miami-Dade Transit systems (MDT) (MetroRail, MetroBus, PeopleMover) and the Tri-Rail system.

Employees participating in one of the transit systems must notify Human Resources not later than
the first of the month to be effective the first of the following month.

Employees who use MDT also receive free parking at any MDT parking facility. Therefore,
employees participating in this program will not be reimbursed for parking expenses should they
drive to work on any day.

Employees participating in the Tri-Rail program will be reimbur’ up to the current daily cost for
parking at an MDT parking facility.

e Section 125 Plan
Section 125 cafeteria plans refer to the specific section of the Inte evenue Service Code that
permits The Trust to not include as income the ms employees or health insurance. This
means these dollars are not subject to FICA ( security) or federal i e taxes and therefore,
increases net take-home pay.

e Worker's Compensation
Every employee is protected by
consideration under Workers' Compe
and accidents (beyond those needing &
The incident report must contaln details c
the incident happened.
and increased out-of
where to go for pro
provider for initial treat
medical facility capable o

ars' Compensation insurance. However, to assure
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