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OVERVIEW

The State of Florida is responsible for providing services to the 18.1 million citizens of Florida.  Potential pandemic influenza
 could disrupt the continuity of operations for provision of essential and other community services, including governmental and business functions.  Should that occur, the governor of the State of Florida may proclaim a state of emergency through an executive order.
The typical “seasonal flu” is different from pandemic influenza.  Pandemic influenza could strike at any time.  If the pandemic influenza spreads to the State of Florida, a cumulative absentee rate of up to 40 percent of State of Florida employees is expected for up to three months, on a rolling basis.  This number includes sick employees, employees who are caring for sick family members and employees who do not come to work out of fear of becoming ill.  In addition, there may be a significant need for social distancing (limiting the number of persons concentrated in the workplace).  

Each state agency will identify its mission critical areas of operation and essential positions within its structure.  Emergency staffing and backfill of existing positions will be of primary concern to provide essential and other services to the public.  The Human Resources Pandemic Influenza manual provides staffing strategies, tools, advice and directives that agencies can utilize for preplanning purposes and that should be followed in the event that the governor of the State of Florida proclaims a pandemic influenza emergency for the state.  This manual was prepared at the direction of the Florida Department of Health, Office of Public Health Preparedness for use by the agencies within the State Personnel System.  It is intended to compliment an agency’s Continuity of Operations Plan (COOP) and does not limit an agency’s authority to make operational decisions as to essential functions.
In the event of a pandemic, many human resource processes may be simplified and the administration of collective bargaining provisions narrowed, including the temporary suspension of certain collective bargaining agreement provisions, in order to meet the staffing demands. Most likely, provisions concerning assignment of work, scheduling, notice requirements, etc. will be suspended or narrowed.

The following assumptions were made in drafting this manual:

· The provisions of Section 20.04; Chapter 110; Sections 112.011 - 112.046 and Parts VI - VIII of Chapter 112; and Sections 215.94(5)(a)-(d) and 216.262, Florida Statutes (F.S.), and Chapter 60L of the Florida Administrative Code (F.A.C.) will be followed unless waived by the appropriate authority;

· The governor has not waived statutes and rules dealing with personnel issues;

· Unions will be informed in advance, to the extent possible, of potential personnel administration changes; and

· Non-essential services may be staffed, to the extent possible, provided that essential services have been adequately staffed.

The provisions of this manual confer no new privilege, right of appeal, right of position, transfer, demotion, promotion nor reinstatement for any State of Florida employee, contract worker, Other Personal Services (OPS) employee or volunteer.  This manual does not constitute an express or implied contract.  It provides general guidance for the agencies to follow.
SECTION 1

COMMUNICATION AND CONSISTENT MESSAGING

Major recommended changes:  None. 

Major consideration:  None.

Significant issue:  Agencies will be responsible for educating their employees and ensuring that communications personnel are trained for emergency communications.

Preplanning:  Agencies not only need to identify key internal and external stakeholders, but also the methods that will be used to communicate information.  Lines of succession within the agency communications office will need to be considered to ensure uninterrupted communication.

One of the key elements in responding to any disaster, including a pandemic influenza emergency, is effective and timely communication.  Agencies will prepare their communication plans in coordination with the State Emergency Operations Center.  Internal communication strategies should be developed now, before the crisis.  Sound and thoughtful communications will be required before, during and after an emergency.  This section provides guidance on internal communication planning and strategies. 

When communicating to their employees, agencies should coordinate closely with their agency communications and human resource officers, the Department of Management Services’ (DMS) Communications Office, the Department of Management Services’ Division of Human Resource Management (HRM), and the governor’s Communications Director to ensure that statewide messages align.

A.
Understanding the core values of communications -- A fundamental goal of the State’s response to a pandemic influenza emergency is to understand the core values of communications.  These core values are to provide clear, consistent, candid communications to employees and agencies.

B. As agencies contemplate and develop communications, they should adhere to these guidelines:

1. Employees will demand accurate and timely information that will provide guidance and ease anxiety.  Agencies should develop communications and strategies that build and maintain trust.
2. Agencies should know their stakeholders and develop a communication strategy for each one.  Different types of information will need to be communicated to different audiences.
3. Basic messages may change over the duration of the emergency.  Agencies will need to develop a phased communication plan that can be partially or fully implemented as needed.
4. Agencies may need to counteract the circulation of conflicting information, misinformation and rumors. 

C. Assessing agency communications resources and needs -- Before a potential pandemic influenza emergency strikes, agencies shall assess their communications strengths and weaknesses.

1.
Communication resources:
a. Determine whether adequate human resources are available during all phases of a pandemic influenza emergency.  Remember, a pandemic influenza emergency may last for several months.  Agencies must ensure that they will have the staff available to implement a sustained communication plan.  Agencies should prepare for resource contingencies by training extra staff for emergency communications responsibilities.

b. Identify and communicate who will have the authority to communicate directly with employees.

c. Identify and communicate who will have the authority to issue news releases or communicate with the media. 

d. Schedule crisis communication training for all employees who will have a communication role.  

e. Establish procedures that will ensure technology, such as networks and servers, are readily available, tested, and backed up.  Ensure access to laptops, fax machines, and other hardware for appropriate personnel.  

2.
Communication needs:
a. Develop and regularly review a pandemic influenza emergency communication plan. 

b. Develop policies to implement the communication plan and to deploy resources during an emergency.

c. Familiarize key management with available communication resources.

d. Prepare basic templates and other communication materials in advance, and update them during a pandemic influenza emergency as needed.

e. Monitor the effectiveness of communication messages, vehicles, and timing and refine them as necessary.

D. Educating your employees -- Through early and ongoing communication, agencies   can reassure their employees and assist in protecting their health. 

1. Agencies should tell employees about the threat of a pandemic influenza emergency, and describe the steps they are taking to prepare for this emergency.

2. Agencies should communicate potential changes to personnel policies identified in this manual in response to a pandemic influenza emergency and emphasize that these changes apply only to the emergency response, not to routine operations.

3. Agencies should communicate potential changes in the work environment in response to a pandemic influenza emergency.  Changes may include social distancing, increasing telecommuting or suspending non-essential functions.

4. Agencies should recognize that a pandemic influenza emergency may provide physical, social, and emotional challenges to employees.  Morale building communication will be essential.

5. Agencies should distribute practical information on maintaining a healthy work environment.  For example, the Florida Department of Health and the Centers for Disease Control provide materials that demonstrate the simple steps employees can take to protect themselves and their families.  Materials are also available that illustrate good respiratory hygiene and describe the signs and symptoms of the flu.  An informative website with numerous links on the subject is: http://www.pandemicflu.gov/index.html

►
A Pandemic Flu Planning Checklist for Individuals and Families is attached at the end of this manual.

E. Maintaining business continuity and efficient communications:

1. Identify and communicate the agency’s critical functions and the employees who can perform them.  Build depth through cross-training.  Build in the redundancy necessary to ensure that essential work will be done since absentee rates may reach 40%.
2. Ensure that approval authority (such as hiring or purchasing) is delegated to appropriate employees and that such authority is fully communicated. 

3. Update employee phone lists and make sure management has access to up-to-date data.

4. Ask employees to update their emergency contact information.

5. Ask for feedback and plan for disability accessibility requirements that may be necessary due to a pandemic influenza emergency.  These requirements may include additional disability access services or translation services.

F. Identifying internal stakeholders --When developing a communication plan, agencies should identify their key internal stakeholders and the methods that will be used to communicate information.  For most agencies, these stakeholders will include:

1. Employees.  As detailed earlier in this section, agencies must establish on-going and frequent communication with employees.  Plan to implement two or more communication methods which may include Internet and Intranet Web-sites, central telephone number with pre-recorded information, central telephone number staffed by informed communications personnel, e-mails or hard copy (print) materials.

2. Agency management.  Agencies will need to communicate business continuity issues and changes to policies and procedures.  Again, plan to implement two or more communication vehicles to ensure the messages are received.

3. State managers.  In addition to the “business as usual” communication required, agencies may need to provide the Governor ’s Office or other agencies with a record of decisions made during a pandemic influenza emergency and other information such as employee absence rates.

G. Identifying external stakeholders --When developing a communication plan, agencies should identify their key external stakeholders and the methods that will be used to communicate information.  For most agencies, these stakeholders will include:

1. Chief Labor Negotiator.  Agencies should work with the Chief Labor Negotiator and DMS collective bargaining representatives to establish on-going and frequent communications with labor representatives.  Plan to implement two or more communications methods which may include an Internet Web-site, central telephone number with pre-recorded information, central telephone number staffed by informed communications personnel, e-mails or hard copy (print) materials.

2. The public.  Agencies will need to communicate business continuity issues and changes to policies and procedures.  Again, plan to implement two or more communications vehicles to ensure the messages are received.

3. Business partners and vendors.  Agencies will need to communicate business continuity issues and changes to policies and procedures.  Again, plan to implement two or more communications vehicles to ensure the messages are received.

SECTION 2

FIRST RESPONDERS
Major recommended changes:  None.

Major consideration:  None.

Significant issue:  Employees performing essential functions must report to work or telecommute.

Preplanning:  (1) Staff should be informed of expectations regarding designation as first responders or performing essential functions; (2) Employees should have a family care plan in place; (3) Employees performing essential functions may have to telecommute to perform duties and should be equipped to do so in advance. 

If a pandemic influenza should occur, staff should be informed of expectations, depending upon their department designation as first responders (employees who are responsible for the health, safety and welfare of others) or employees performing essential functions and non-essential functions.  
A.
First Responders must report to work regardless of the type of emergency.  

All first responders should have a family care plan in place.  

B.
Employees performing essential functions should make every effort to report to work.

1.
All employees performing essential functions should have a family care plan in place.  

2.
If dependant child and elder care coverage becomes impossible, arrangements should be made in advance with the supervisor to telecommute, if appropriate and feasible.  Limited dependent care while telecommuting may be allowed during a pandemic provided the care does not impact the ability of the employee to accomplish assigned tasks.  Otherwise, employees performing essential functions may use accrued annual leave, accrued compensatory time, holiday leave or may request approval for leave without pay to care for family members requiring supervision.  Sick leave may not be used by healthy parents who are staying home to take care of healthy children or other healthy dependants due to lack of day care arrangements. 
C.
Employees performing non-essential functions should make every effort to report to work.

1.
All employees performing non-essential functions should have a family care plan in place.  

2. If child and dependant care coverage becomes impossible, employees performing non-essential functions may use accrued annual leave, accrued compensatory time, personal holiday or may request approval for leave without pay.  Sick leave may not be used by healthy parents who are staying home to take care of healthy children or other healthy dependants due to lack of daycare arrangements.
SECTION 3
ESSENTIAL FUNCTIONS, LINES OF SUCCESSION AND DELEGATION OF AUTHORITY

Major recommended changes:  Management lines of succession will be expanded.  Pandemic influenza could affect the absentee rates of more management staff than in other emergencies.  This absentee rate would mean that the lines of succession would need to be enhanced.  Payroll and human resource management are essential functions, and lines of succession must be pre-determined with advanced cross-training required.

Major consideration:  Multiple lines of succession may be required.  As public servants, State of Florida employees may be required to serve, if able.

Significant issue:  Cross-training of the payroll and human resources functions will require additional resources and time.

Pre-planning:  Agencies must predetermine essential functions and non-essential functions, provide for access to information, and cross-train for the payroll and human resources function.

The following section provides guidance to assist all agencies, divisions and work units to develop plans for identifying essential functions, lines of management succession and delegation of authority in the event of a pandemic influenza emergency.  

A.
Agencies shall identify the conditions that require the plan to be activated.  For example, the governor has proclaimed a state of emergency, or, although a state of emergency has not been proclaimed, the secretary and state health officer of the Florida Department of Health has received authority from the governor to activate the plan because the pandemic influenza has negatively impacted the business continuity of the State.

B.
Agencies shall predetermine essential functions and non-essential functions including critical times of the year when certain functions must be performed.  The discharge of certain essential work may be specific to the season, year or month or may be dependent on other factors directly affecting the function.

1.
Agencies shall predetermine personnel who perform essential functions and non-essential functions and the minimum number of staff necessary to perform the functions.

2.
Agencies shall identify functions that may be suspended while personnel are assigned to more critical roles.  Agencies should identify the time period that the function can be suspended and the functions that may be done on a less frequent basis than would occur under normal conditions.

3.
Agencies should identify secondary personnel that have the skills and abilities to perform other functions.  Such personnel may be:

a. Employees in the same classification series as those who normally perform the function;

b. Employees who have previously performed the work and are currently employed elsewhere within the agency; and/or

c. Employees who can be trained either in advance of the need or on-the-job when the need arises.

4.
Agencies should identify other personnel who may be available to perform the essential functions.  Such personnel may include retired employees, former employees, Other Personal Services (OPS) employees and contract workers.  

5. Each agency shall designate the payroll function as an essential function and shall have a plan of succession and cross-training for the payroll function.  

6.
The State’s contracted vendor for the automated personnel information system (People First) shall predetermine the payroll function as an essential function and shall have a plan of succession and cross-training for the payroll function.  

7.
The Department of Financial Services’ Bureau of State Payrolls shall predetermine the payroll function as an essential function and shall have a plan of succession and cross-training for the payroll function.
8.
Each agency shall predetermine the human resource management function as an essential function and shall have a plan of succession and cross-training for the human resource management function.  

C.
Agencies, divisions, bureaus and work units shall establish a management line of succession plan.  A line of succession provides a list of predetermined alternates for key leadership positions in each organizational unit.

1.
A succession plan should be established by each agency.  The personnel identified for the line of succession should know the operations of the work unit; have the confidence of the principal to act in his or her absence; clearly understand the scope of the powers and duties delegated to him or her; and clearly understand the constraints, if any, of the powers and authorities she or he will be delegated.  

2.
The succession plan should clearly identify the names of designated personnel and their regular titles and how they can be contacted.  (Consider having the principal’s phone, work cell-phone, pager and e-mail forwarded to the person who assumes the powers and duties of the principal in his/her absence.)  

3.
The names and order of succession of designated personnel shall be communicated to the employees within the organizational unit.

4.
The plan should clearly set forth the powers and duties that will be performed and by whom.  The agencies shall predetermine the individuals who will have the delegated authority to make decisions and communicate this to the employees within the organizational unit.

5.
If all of the personnel identified for the line of succession are unavailable (which may be the case in small work units where there is a limited number of leadership personnel), the agency should provide for alternate lines of succession that identify other personnel who can assume the powers and duties outside of the work unit.  The lines of succession plan should be updated whenever a pertinent staff change occurs. 

6.
Agencies should determine if those in the line of succession need to be cross-trained in advance and provide such training as needed.  Advance cross-training for essential functions, such as the payroll function, is imperative.  The agency may provide resources which may be accessed to train employees to perform other functions (video tapes, outside trainers, procedures manuals, teleconferencing, consultants, etc.).

7.
Agencies should construct a method by which those in the line of succession will have access to information and needed items (i.e. computer passwords, calendars for employee approved time off, office keys, file cabinet keys, etc.) should they take over leadership responsibilities.

8.
Succession plans shall be documented by organizational units and forwarded to the agency’s executive management, communications office, human resource officer and emergency management representative/coordinator.
COMPENSATION

SECTION 4-A

Major recommended changes:  Procedural.  Pandemic influenza could affect the absentee rates of staff. Payroll and human resources are essential functions and lines of succession should be determined in advanced by each agency with cross-training of essential functions required.

Major considerations:  Uninterrupted payroll.

Significant issue:  Cross-training of payroll and human resource functions will require additional resources and time.

Preplanning:  (1) Designate critical employees and provide contact information for the Department of Management Services’ Division of Human Resource Management (HRM), the Department of Financial Services’ Bureau of State Payrolls, People First and the Division of Retirement.  (2) Cross-train payroll function. (3) Predetermine the contract language needed with the contracted vendor for the State’s automated personnel information system (People First) to include necessary steps to ensure the payroll function is maintained and operational in the event of pandemic influenza. 

PAY – EMERGENCY ADMINISTRATION
Employees in established positions of the state will be paid by exception.  All other types of employees and employees eligible for additional forms of compensation must submit a timesheet in order to be paid.  As a result, the State of Florida, through the combined efforts of the Department of Management Services’ Division of Human Resource Management (HRM), the Department of Financial Services’ Bureau of State Payrolls and the contracted vendor for the State’s automated personnel information system (People First) will ensure that payroll functions are operational.

The following section provides guidance to assist all agencies, divisions, and work units to develop plans for identifying essential functions and lines of succession in the event of a pandemic influenza emergency.

A. Each agency shall predetermine the essential functions and non-essential functions; including critical times of the year where certain functions must be performed.  The discharge of certain essential work may be specific to the season, year or month or may be dependent on other factors directly affecting the function.

B. Each agency shall predetermine that payroll and human resource functions are essential and shall have a succession and cross-training plan for these functions.  
C. The Department of Financial Services’ Bureau of State Payrolls, the Division of State Group Insurance and People First should predetermine payroll as an essential function and have a contingency plan for succession and cross-training for this function.
D. The Division of Retirement should predetermine retiree payroll as an essential function and have a contingency plan for succession and cross-training for this function.  
In accordance with the Fair Labor Standards Act, included employees shall be compensated at one and one-half times their regular rate of pay for all hours worked in excess of 40 hours during the workweek or in excess of regularly scheduled hours in an extended work period.  Career Service excluded employees who work hours in excess of their regular work period may be compensated in accordance with the agency’s Regular Compensatory Payment Plan on file with HRM.  Selected Exempt Services (SES) excluded employees who work hours in excess of their regular work period may be compensated in accordance with their agency’s Extraordinary Payment Plan.
COMPENSATION

SECTION 4-B
SALARY ADDITIVES 
Major recommend changes:  Procedural.  An expedited process, including e-mail notification, may be used to document the assignment of salary additives.

Major consideration:  None.
Significant issue:  Statutes, rules and collective bargaining agreement provisions regarding additives may be suspended or narrowed during a pandemic.
Preplanning:  Agencies should identify areas where pre-approval of salary additives may occur.
Salary additives will be administered in accordance with the provisions of statute, rules and collective bargaining agreements unless such provisions are suspended by executive order during a pandemic.

For Career Service employees, salary additives include:
· Shift Differentials Additive
· On-Call Additive

· Hazardous Duty Additive

· Leadworker Pay Additive

· Temporary Special Duties Additive

· Trainer Additive Pay
· Critical Market Pay Additive

· Other Additives as Authorized by the Legislature
The employee’s supervisor may request a salary additive via e-mail, memorandum or fax only for the duration of the proclaimed emergency.  The appropriate approving authority must review the request for approval.
An employing agency shall advise the Department of Management Services’ Division of Human Resource Management, the Executive Office of the Governor, and the Legislature in writing of the plan for implementing pay additives prior to the effective date.  Therefore, all requests to establish a pay additive must be submitted for review and approval 14 days prior to implementing. 

COMPENSATION

SECTION 4-C

SELECTED EXEMPT SERVICE EXTRAORDINARY PAYMENT PLAN

Major recommend changes:  None.

Major consideration:  None.

Significant issue:  Agencies will be responsible for following the notification requirements provided in Rule 60L-32.007, Florida Administrative Code (F.A.C.)
Preplanning:  Agencies should ensure they have an approved Selected Exempt Service Extraordinary Payment Plan on file with the Department of Management Services’ Division of Human Resource Management (HRM) in accordance with Rule 60L-32.007, F.A.C.
In order to compensate excluded Selected Exempt Service (SES) employees under this section, the agency must have an approved plan on file with the Department of Management Services, Division of Human Resource Management. In accordance with Rule 60L-32.007, to be eligible for compensation, the SES employees must occupy positions below the Bureau Chief or comparable level and have been directed to work in excess of the employee’s contracted hours in the regular work period during an unforeseen extraordinary event.

The plan must be activated in writing by the agency head or designee and must document how the unforeseen event or occurrence impacts recipients of agency mission critical services to justify plan activation.  The Executive Office of the Governor, the President of the Senate, the Speaker of the House and the Secretary of the Department of Management Services must be immediately notified of each activation or activation extension by being provided a copy of the activation or extension letter and the documentation detailing the reasons for the activation or extension.
The template on the next page outlines the requirements for the payment plan.
NAME OF AGENCY/DEPARTMENT
SES Extraordinary Payment Plan

Purpose

This document serves as the (agency/department name) payment plan for excluded Selected Exempt Service (SES) employees below the bureau chief or bureau chief comparable level who are directed to work extended hours due to an unforeseen extraordinary event or occurrence to provide agency mission critical services to the public.
Authority

Rule 60L-32.007, Florida Administrative Code, provides that the Department of Management Services shall approve a plan for the payment of extraordinary compensation to SES employees.

Eligibility

Excluded SES employees below the bureau chief or bureau chief comparable level who are directed to work hours in excess of the contracted hours in the regular work period to provide agency mission critical services in response to an extraordinary event or occurrence are eligible for extraordinary compensation.  
Plan Activation

The plan must be activated in writing by the agency head or designee and must document how the unforeseen event or occurrence impacts recipients of agency mission critical services to justify plan activation.  The Executive Office of the Governor, the President of the Senate, the Speaker of the House and the Secretary of the Department of Management Services must be immediately notified of each activation or activation extension by being provided a copy of the activation or extension letter and the documentation detailing the reasons for the activation or extension.   
Conditions for Payment

1. All hours worked in excess of the contracted hours in the regular work period and compensated as a result of a plan activation or extension shall be recorded in the State Personnel System Human Resource Information System using the code designated for SES Extraordinary Pay unless otherwise instructed by the Department.
2. Payments shall be made at the employee's straight time hourly rate of pay on an hour-for-hour basis for hours worked in excess of the contracted hours of work in the regular work period. This payment applies to full time equivalency and part-time employees. 
3. Payments shall be made on a (biweekly/monthly) basis. 

4. All plan activation and payments must be accomplished within available budget, and a record must be maintained of all hours worked and payments made with each plan activation.

Approved for the Agency/Department Name:

_____________________________________



_________________

Agency/Department Head or Designee




Date

Approved by the Department of Management Services:

_____________________________________________


_________________

Director of the Division of Human Resource Management




Date

THIS DRAFT TEMPLATE MAY BE REVISED TO ACCOMMODATE INDIVIDUAL AGENCY REQUIREMENTS.

COMPENSATION

SECTION 4-D 

REGULAR COMPENSATORY PAYMENT PLAN

Major recommended changes:  None.

Major considerations:  None.

Significant issue:  The payment intervals established by each agency may be impacted if emergency conditions alter normal payroll processes. 

Preplanning:  Agencies should ensure that their plans are up to date and approved by the Department of Management Services’ Division of Human Resource Management prior to any declared emergency.

Payments for Regular Compensatory leave credits accrued under the terms of an approved Regular Compensatory Payment Plan will be administered in accordance to Rule 60L-34.0043(5), Florida Administrative Code, unless provisions of statute, rules, and collective bargaining agreements are suspended during a pandemic emergency.

For excluded (excluded from the Fair Labor Standards Act) Career Service employees who accrue Regular Compensatory leave credits under the terms of their respective agency plan, payments will be processed on the next available payroll, unless normal payroll processes are suspended and an alternative payment schedule is adopted.

Payment on the next available payroll will normally occur if the agency has instructed eligible employees to charge their excess hours used for emergency work to Hours Type 1016 on the electronic timesheet.  Otherwise, the People First system will credit the employee with Regular Compensatory leave credits on an hour-for-hour basis and agencies will need to manually track the total number of hours eligible for payment.  Such payments will be processed at the intervals established in each agency’s respective payment plan or, if emergency conditions have impacted payroll processing, as instructed by the Chief Financial Officer and/or the People First team.  

COMPENSATION
SECTION 4-E 

COLLECTIVE BARGAINING UNIT DISASTER PAY PROVISIONS

Major recommended changes:  None.

Major considerations:  None. 

Significant issue:  None.

Preplanning:  None.

When a facility has been closed by an executive order due to emergency conditions, employees covered by a union contract with the State of Florida shall be compensated in accordance with any applicable collective bargaining contracts or memorandum of understanding provisions related to disaster pay unless provided for in the executive order.
SECTION 5

INSURANCE BENEFITS – EMERGENCY ADMINISTRATION
Major recommended changes:  Procedural.  Pandemic influenza could affect the absentee rates of staff.  Employees, retirees and their dependents must have uninterrupted insurance coverage in order to have access to physicians, prescription drugs, hospitals and any other medical services.  Human Resource Management is an essential function in this process and cross-training should be provided as required. 

Major considerations:  Uninterrupted insurance coverage.

Significant issue:  Cross-training of the human resource benefits functions.

Preplanning:  (1) Agencies should predetermine critical employees and provide contact information to the Department of Management Services’ Division of Human Resource Management (HRM), the Division of State Group Insurance (DSGI), the Division of Retirement (FRS), and People First. (2) Cross-train human resource benefits function.

Health, life insurance and retiree benefits will be administered as usual.

As a result, the State of Florida, through the combined efforts of the Department of Management Services’ Division of Human Resource Management (HRM), the Division of State Group Insurance (DSGI), the Division of Retirement and the contracted vendor for the State’s automated personnel information system (People First) will ensure that the state group insurance coverage of employees and retirees is preserved. 
The following section provides guidance and direction to assist all departments, divisions, and work units to develop plans for identifying essential functions and lines of succession in the event of a pandemic influenza emergency.

A. Each agency shall identify the conditions that activate the plan.

B. Each agency shall predetermine the essential functions and non-essential functions including critical times of year where certain functions must be performed (the discharge of certain essential work may be specific to the season, year or month or may be dependent on other factors directly affecting the function).

C. People First shall predetermine the insurance benefit function as essential and shall have a succession and cross-training plan for this function.  Each agency will determine the employees who are trained to perform the insurance benefit function.  In addition, each agency will have determined the employee(s) trained to serve in a liaison role with DSGI and People First on state group insurance matters.

D. The Department of Financial Services’ Bureau of State Payrolls, the Division of State Group Insurance, the Division of Retirement and People First should predetermine payroll as an essential function and should have a succession and cross-training plan for this function. 
SECTION 6
TELECOMMUTING

Major recommended changes:  Policy and procedure.  Employees should be able to provide limited child care or elder care while telecommuting.
Major consideration:  None.
Significant issue:  Notification periods in collective bargaining agreements may be suspended when required to implement flexible work schedules for telecommuters.  The executive order will need to specifically waive Section 110.171(3)(c), Florida Statutes, requirement that the State Employee Telecommuting Program is voluntary. 
Preplanning:  Telecommuters and associated technological needs must be identified and equipped as soon as possible.
Telecommuting is defined in Section 110.171(1)(c), Florida Statutes, as “A work arrangement whereby selected state employees are allowed to perform the normal duties and responsibilities of their positions through the use of computers or telecommunications, at home or another place apart from the employees’ usual place of work.”

Telecommuting is not appropriate for all employees and no employee is entitled or guaranteed the opportunity to telecommute.  Section 110.171(3)(c), Florida Statutes, provides that participation by an employee in a telecommuting program is voluntary, and that the employee may elect to cease to participate in a telecommuting program at any time.  However, this provision will need to be waived in the executive order since telecommuting is also a way to support social distancing (limiting the number or persons concentrated in the workplace) or other pandemic response goals and may be used as necessary to respond to a pandemic influenza emergency.  

A.
Possible telecommuters should be identified by the agency as soon as possible to make the necessary technological arrangements.

1.
The agency should consider a broader use of “telecommuting” than they would under normal operations or other types of emergencies to accomplish social distancing for a pandemic influenza emergency.

2.
The agency should determine the essential functions that may be accomplished remotely and whether the person performing these functions needs access to all systems and applications or only e-mail and/or voice communications.

3.
Agencies should identify employees in positions that provide essential functions and determine their ability to telecommute and their current technical capacities (e.g., whether they already have a Virtual Private Network – VPN account).  As part of their plans, agencies should provide a VPN account before a potential pandemic influenza emergency to employees that perform essential functions and require access to systems and applications.  

4.
Flexible work schedules are another consideration for those authorized to telecommute.  These schedules may reduce peak demands on information technology systems.

5.
Employees authorized for telecommuting may be allowed to engage in limited dependant child care or elder care during a pandemic influenza emergency if providing care does not impact the ability of the employee to accomplish assigned tasks.

6.
Agencies may consider having a laptop computer pre-loaded with the VPN software.  Employees who do not already have the necessary equipment to telecommute may check out laptops on an emergency basis.  Equipment is limited and employees should not expect to be provided a laptop.

B.
When feasible, employees will initiate a telecommuting arrangement by submitting a written Telecommuting Agreement form to their immediate supervisor.  In other instances, telecommuting arrangements may be requested, communicated, assigned and/or processed via e-mail or telephone.

C.
Below are other ways to telecommute:

1. Internet - employees may be able to access their e-mail accounts and public folders from any computer with internet access.  However, some employees may not be able to access other systems or applications.

2. Virtual Private Network (VPN) – two or more computer systems typically connected to a private network (a network built and maintained by an organization solely for its own use) with limited public-network access, which communicates "securely" over a public network.  Employees should contact their agency’s information technology office to request this service.
3. Teleconferencing – allows for audio meetings to be held with multiple attendees at different sites.  This can be a subscription service where individuals call into a toll-free number and enter a password for the connection to others calling into the same meeting.  Agencies may want to set up accounts in advance for the teleconferencing service by contacting the Department of Management Services’ Communication and Information Technology Services
.

SECTION 7
CONTINGENT WORKFORCE

Major recommended changes:  Policy and procedural. 

Major consideration:  Hiring a contingent worker must still be documented.

Significant issue:  Work jurisdiction provisions of collective bargaining agreements may be suspended.  Agencies may need to utilize the services of employees outside of the bargaining unit’s jurisdiction to perform work and will need to consult with Labor Relations if this becomes an issue.

Preplanning:  Agencies must plan and identify positions which may be needed during an emergency so that they may more quickly staff their work units.

State of Florida contingent workers fall into one of three general categories as follows:

A.
Contract Worker – an individual who is the employee of a vendor authorized to provide these resources.  Contract workers receive compensation and benefits as provided by the vendor.  Monitoring contract workers is a joint responsibility of the agency and the vendor.
B.
Other Personnel Services (OPS) – temporary employment of an individual.  The time limitation established in Section 110.131(2), Florida Statutes, for OPS would not apply for those employees hired to work in the emergency situation that affects the public health, safety or welfare of others.  Agencies may immediately hire OPS to assist as necessary.  OPS do not receive State of Florida benefits.  

C.
Volunteers - any person who provides services to any state department or agency for no monetary or material compensation as defined in Section 110.501, Florida Statutes.  Part IV, Volunteers, of the Florida Statutes and Rule 60L-33.006, Florida Administrative Code, provide the governing authority for use of volunteers.

1.
Volunteers shall not be subject to any provisions of law relating to state employment, collective bargaining agreement or to any laws relating to hours of work, rates of compensation, leave time, and employee benefits, except those consistent with Section 110.504, Florida Statutes  However, all volunteers shall comply with applicable agency rules.

2.
Volunteers may be reimbursed for expenses incurred in accordance with Section 110.502, Florida Statutes.
3.
A state employee whose primary employment consists of duties and responsibilities similar to those associated with the volunteer activities may not be considered for volunteer work if such work would require payment for overtime in accordance with the Fair Labor Standards Act.  Individuals may not volunteer to perform services in which they are normally compensated for as an employee of the state.
4.
The volunteer shall be covered by state liability protection in accordance with Section 768.28, Florida Statutes.
5.
The volunteer shall be covered by workers’ compensation in accordance with Chapter 440, Florida Statutes.
SECTION 8
LABOR RELATIONS – EMERGENCY ADMINISTRATION
Major recommended changes:  Policy.  Suspension of certain collective bargaining agreement provisions, notably those that concern scheduling, notification procedures and assignment of work, may occur.

Major consideration:  Suspension of provisions is limited to the duration of the emergency.

Significant issue:  Pre-planning with unions should be addressed.

Preplanning:  Suspension of certain collective bargaining agreement provisions must be carefully analyzed and communicated to employees and union representatives prior to and during an emergency.  The State’s Chief Labor Negotiator or his designee will provide written notification of the suspension of specific collective bargaining agreement provisions to the applicable union(s) as necessary.
In the event that a pandemic influenza emergency is proclaimed by the governor of the State of Florida, the emergency may necessitate the suspension of certain collective bargaining agreement provisions in order to staff and administer the functions of an agency, division and/or work unit.  

Provisions suspended may include, but are not limited to, those which deal with:

· Scheduling 

· Notification procedures 

· Assignment of work

To the extent possible, compensation provisions will not be suspended, but may be streamlined in order to administer payroll in a timely manner.

The following provides guidelines in the administration of collective bargaining agreements to follow in the event an emergency is proclaimed:
A.
Guiding Principles:
1.
Should a pandemic influenza emergency be proclaimed in Florida, emergency administration of collective bargaining agreements may be invoked when:

a.
The governor of the State of Florida has proclaimed a temporary emergency;

b.
The emergency threatens to impair State operations; 

c.
The need to address the threat results in an unavoidable suspension of certain collective bargaining agreement provisions;

d.
Suspension of collective bargaining agreement provisions is limited as necessary to provide services during an emergency; and

e.
Suspension of collective bargaining agreement provisions is limited to the duration of the pandemic influenza emergency.

2.
The provisions of the respective collective bargaining agreement that are temporarily suspended due to the emergency should be those that:

a.
Ensure that functions of the unit can be staffed safely;

b.
Have the least disruptive effect on bargaining unit employees; and

c.
Have the least disruptive effect on non-bargaining unit employees.

3.
Managers and supervisors should follow the provisions of collective bargaining agreements to the extent possible, without causing hardship in administering a work unit during the emergency.  

4.
Managers and supervisors should provide as much notice to employees as possible, given the circumstances, of any change affecting employees.

5.
In the event that an emergency is proclaimed, managers and supervisors should refer to the State of Florida Chief Labor Negotiator and a Department of Management Services (DMS) Legal Staff who will be available to assist in using these guidelines.
►
A list of the Labor Relations staff and their phone numbers is attached at the end of this section.
B. Communication

Communicate to employees that certain provisions of their respective collective bargaining agreement have been suspended.  For instance, the pandemic influenza emergency may result in high absentee rates resulting in the loss of the necessary number of employees to perform the identified functions of the work unit.  The employee absentee rate may be so high that agencies must use employees outside of the bargaining unit to perform the functions of the work unit. 

Some other examples are:   

1.
Previously approved annual leave, compensatory time, leave of absences (other than for sick or family leave purposes) may be rescinded with minimal notice.

2.
Employees may be required to report for work with minimal notice.

3.
Employees’ work schedules and/or hours of work may change with minimal notice.

4.
Employees may be required to telecommute with minimal notice.

5.
Employees may be assigned overtime with minimal notice.

6.
Employees may be assigned special duties with minimal notice.

7.
Employees may be assigned to other work units with minimal notice.
C.
Pay 

Compensation will be paid in accordance with the respective collective bargaining agreements or personnel policies, as appropriate, for all work performed.
D.
Contract Negotiations and Administration  

During the period of the emergency, the State may temporarily suspend collective bargaining negotiations and grievance processing.  

Agency labor relations staff should contact the State’s Chief Labor Negotiator for their respective collective bargaining agreement if she or he has questions or concerns about these guidelines or how they are being applied.

LABOR RELATIONS CONTACTS

State of Florida Chief Labor Negotiator: Allen, Norton & Blue, P.A.

(850) 561-3503


Staff: 
Michael Mattimore, Esq.
Department of Management Services’ General Counsel’s Office: 

(850) 487-1082 

Staff: 

John Brenneis, General Counsel

Tommy Wright, Attorney


John Covington, HR Consultant 
· Florida Nurses Association (FNA)

· The Federation of Physicians and Dentists (FPD)

· The State Employees Attorneys Guild (SEAG) 


Richard McLellan, HR Consultant 
· The Florida Police Benevolent Association (PBA)

Patty Roberts, HR Consultant
· American Federation of State County & Municipal Employees (AFSCME)
· The Florida State Fire Service Association (FSFSA)
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SECTION 9–A
FLEXIBLE WORK SCHEDULES 
Major recommended changes:  Policy and procedural. An e-mail, memo or fax may be used to request or document the assigned work schedule modification; no written explanation is required if a requested schedule is denied; and normal and flexible schedules may be changed with 24 hours notice or less.

Major consideration:  Overtime is probable and should be expected.

Significant issue:  Notification periods in collective bargaining agreements may be suspended.

Pre-planning:  Agencies need to review their normal business hours and work schedules to determine if they can be modified and staffed with personnel on flexible work schedules.

The administration of normal and flexible work schedules may be modified during a proclaimed pandemic influenza emergency to enhance social distancing, business continuity or other pandemic response goals as follows:

In addition to full-time and part-time employees in established positions, other personal services (OPS) employees may work flexible schedules.  

A. Agencies shall review their normal business hours and work schedules to determine if they can be modified in a manner that best promotes social distancing, business continuity or other pandemic response goals during an emergency.

B. Agencies will identify essential functions and non-essential functions that may be staffed with personnel on flexible work schedules.  

C. If feasible, supervisors should first ask for employees to volunteer to work hours other than their normal schedule.  If certain work schedules cannot be staffed in this manner, agency management may direct staff to work the schedules necessary. 

D. Supervisors may change regular work schedules subject to a 24-hour cancellation notice, when possible, upon the proclamation of a pandemic influenza emergency.  If less than a 24-hour notice is possible, agency management may make such changes. 

E. Flexible work schedules may be changed by a supervisor subject to a 24-hour cancellation notice upon the declaration of a pandemic influenza emergency, when possible.  If less than a 24-hour notice is possible, agency management may make such changes. 

F. Agencies are encouraged to work with staff to minimize the impact of decisions affecting schedule changes.  Overtime is probable and should be expected.

G. Flexible work schedules may be requested, communicated, assigned and/or processed via e-mail, fax or telephone.  Approved schedules shall also be formally documented within one week of the start of a flexible work schedule, or as soon as possible thereafter.  A supervisor may document the change via e-mail, memorandum, fax or Request for Flexible Work Hours form.

►
A sample e-mail, memorandum or fax to assign flexible work schedules is attached at the end of this section.

►
If the People First System is operational, the usual process for online requests should be followed.  
H. If an employee makes a request for a flexible work schedule and the request is denied, no written explanation of why the request has been denied is required during the proclaimed emergency.

I. When appropriate, management may assign an employee back to the employee’s regular work schedule.  

1. If an employee is assigned back to his or her regular schedule during a pandemic influenza emergency, the assignment is subject to a 24-hour cancellation notice when possible; if less than a 24-hour notice is possible, agency management may make such changes as necessary. 
2. If an employee is assigned back to his or her regular schedule after the pandemic influenza emergency is declared over, the assignment is subject to notification periods contained in applicable collective bargaining agreements.

Sample Assignment to Flexible Schedule via E-mail, Memo or Fax

From: 

Appointing Authority

Sent: 

Date

To: 

[employee’s name]

Subject: 
Flexible Work Schedule During Pandemic Influenza Emergency
Please be advised that effective (date) and continuing until approximately (date) I am assigning you to a flexible work schedule on the following days and times:

Work Schedule (Two Week Period)

Week One
Mon
Tue
Wed
Thu
Fri
Sat
Sun

Start Time














Stop Time














Length of Lunch Break













Week Two
Mon
Tue
Wed
Thu
Fri
Sat
Sun

Start Time














Stop Time














Length of Lunch Break














Total Hours Worked














Your meal break is from ___a.m./p.m. to ___ a.m./p.m. (circle a.m. or p.m.) each.

 (For overtime eligible employees: you may also be required to work overtime.)

Thank you for your assistance during this difficult time.

cc: 
Division Director


Human Resource Office


Agency Payroll Staff
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SECTION 9–B
RESCINDING APPROVED ANNUAL LEAVE AND COMPENSATORY LEAVE
Major recommended changes:  To the extent authorized by the executive order, there will be no requirement that an employee must actually have a request for annual leave denied before carryover of unused annual leave beyond the 240-hour or 360-hour cap is approved.

Major consideration:  Managers and supervisors already have this right and should utilize it when necessary.

Significant issue:  None.

Preplanning:  Managers and supervisors should keep an updated calendar of all approved time off and provide access of that calendar to those in their line of succession.

Employees who have accrued annual or compensatory leave credits have a right to use it within a reasonable time of their request; however this may not be the case in the event of an emergency, such as the pandemic influenza, if an employee’s absence would disrupt the State’s business operations.  Therefore, if the pandemic influenza emergency causes significant staffing shortages, previously approved annual leave and compensatory time off may be rescinded to provide staffing coverage for state services.  The authority to rescind previously approved annual leave and compensatory leave currently exists as a management right in the event of business need.

Supervisors, managers and directors should note the following:

A.
Managers and supervisors should keep an updated calendar or list of all approved leave requests and provide access to that calendar or list to those in their line of succession.

B.
Annual leave and/or compensatory leave requests should only be rescinded if the supervisor is unable to adequately staff a work unit or project.

C.
Annual and/or compensatory time off should be rescinded as soon as the supervisor believes that a potential staffing shortage will require the employee to report to work.  

D.
Prior to rescinding previously approved annual leave or compensatory time off, the supervisor should attempt to staff the unit or project through other available means (i.e., seek available staff to volunteer for the work or staff with other available employees or contract workers).

E.
Rescinding an employee’s leave which is already in progress shall be reasonably based upon the employee’s ability to report to work.  For example, it would be reasonable to require that an employee who is on annual leave at home report to work with as much notice as possible, but it may be unreasonable to require that an employee who is on annual leave out of the country, state or city to report to work. 

F.
When rescinding annual leave and/or compensatory time off, the supervisor shall have actual contact with the employee to ensure that the employee receives the directive to report to duty.  Rescinding leave should be followed up in writing, if possible.  For example, an e-mail exchange between the employee and the supervisor or a letter from the supervisor to the employee in which the employee acknowledges receipt is acceptable contact; a message left on an employee’s home telephone message recorder is not an acceptable contact, unless the message was left and employee returned the call acknowledging the directive. 

►
A sample e-mail/memorandum/fax is attached to the end of this section.

G.
Should rescinding annual leave during the pandemic influenza emergency result in the employee going beyond the maximum accrual amount of 240 hours (or 360 hours in accordance with an agency-wide plan) on December 31 for Career Service employees, or 480 hours on the eve of the anniversary date for Selected Exempt Service (SES) and Senior Management Service (SMS) employees as allowed in Rule 60L-34.0041(4)(a), Florida Administrative Code; the appointing authority may submit a recommendation to the Department of Management Services’ Division of Human Resource Management that the employee be allowed to carry over excess annual leave, to the extent authorized by executive order.

H.
Should rescinding of regular compensatory time off due to a proclaimed pandemic influenza emergency result in the employee going beyond the maximum accrual amount of 240 hours as allowed in Rule 60L-34.0043(1), Florida Administrative Code, the appointing authority may submit a recommendation to the Department of Management Services’ Division of Human Resource Management that the employee be allowed to carry over excess accrued regular compensatory time.  

Sample Rescinding of Annual Leave and Compensatory Leave
E-mail, Memo or Fax

From: 

Appointing Authority

Sent: 

Date

To: 

[employee’s name]

Subject: 
Cancelling Previously Approved (Annual/Compensatory Leave)

The current pandemic influenza emergency has caused employee shortages statewide.  Our own work unit, __________________________________, is also suffering a shortage of workers.  Unfortunately, this means that I must cancel my approval of your leave request for (date of annual leave and compensatory leave) to provide coverage during this crisis.
[The following is only for employees whose approved annual leave is being cancelled:]

· If cancelling your leave during this emergency causes your leave hours to go over the amount allowed for the year, either our human resource officer or I will send a recommendation to the Department of Management Services’ Division of Human Resource Management.  This recommendation will state that you should be allowed to carry over your extra hours of annual leave to the next year.  These hours will be beyond the maximum allowed in Rule 60L-34.0041(4)(a), Florida Administrative Code
[The following is only for employees whose approved compensatory leave is being rescinded:]

· I understand that you normally have the right to use your compensatory leave when you request time off; however, this is not the case in an emergency situation.  During this emergency, you are needed at work so that we can continue to provide services.  Because I have had to cancel your leave request, either our human resource officer or I will send a recommendation, at your request, to the Department of Management Services’ Division of Human Resource Management.  This recommendation will state that you should be allowed to carry over your accrued compensatory leave beyond the maximum allowed in Rule 60L-34.0043(1), Florida Administrative Code
Thank you for your understanding and your assistance during this difficult time.

cc:
Division Director


Human Resource Officer
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SECTION 9-C
SENDING SICK EMPLOYEES HOME
Major recommended changes:  Training.  Managers and supervisors already have the right to send sick employees home to ensure safety in the workplace.

Major consideration:  Safety considerations will drive a decision to send an employee home.

Significant issue:  Employees who decline to leave the workplace when directed may be subject to some level of corrective or disciplinary action.

Preplanning:  Training of supervisors should include a reminder that they have the authority to send sick employees home and that sick leave is intended to cover such an absence.

A. As a safety consideration, management should look to the physical well-being of employees and whether the health of fellow employees is endangered by an employee exhibiting symptoms of the pandemic influenza.  Therefore, if an employee appears to have the pandemic influenza at the workplace, supervisors have the authority and obligation to require the employee to leave the workplace.

B. Agencies should have policies and procedures in place to guide management in determining when it is appropriate to send an employee home.  Such guidelines should ensure that decisions are made in a non-discriminatory manner and that notification at the earliest feasible time is given to employees and, where applicable, union representatives. Where practicable, supervisors should first seek the approval of their manager or division director before sending a sick employee home.

C. Supervisors are not to make a medical diagnosis, but may rely on objective observations of an employee’s symptoms in making a reasonable determination to send home an employee whose symptoms appear to pose a significant threat to the health and safety of other employees.  Symptoms of flu in humans may be:
· Fever

· Cough

· Sore throat

· Muscle aches

· Eye Infections (conjunctivitis)

· Pneumonia

· Acute respiratory distress

· Viral pneumonia

►
Florida Department of Health’s Web-site should be consulted for updates on pandemic influenza symptoms at http://www.doh.state.fl.us/

D. Under Rule 60L-34.0042(3)(a), Florida Administrative Code, an employee may use sick leave for the employee’s personal illness, injury, or exposure to a contagious disease that would endanger others.  In addition, the employee may use other personal leave, as needed.

E. In the event that employees are sent home because of pandemic influenza, employees may use their sick leave accruals, annual leave accruals, compensatory leave accruals, or may request approval for a leave of absence without pay.  Employees who have exhausted all leave accruals may be eligible to request sick leave credits from the agency’s sick leave pool provided they meet the criteria for pool membership.  In addition, such employees who have missed at least five consecutive workdays due to illness and have exhausted all leave accruals may be eligible to request donations of sick leave credits in accordance with the agency’s sick leave transfer plan.

F. Paid administrative leave is not available to an employee who is being sent home because of exhibiting symptoms of pandemic influenza. Agency guidelines should address how management will notify employees of the circumstances under which and the manner in which they are expected to return to work. 

G. When the employee’s condition improves so that he/she no longer poses a health hazard to fellow employees, the employee shall return to work.  Agency guidelines should address how management will notify employees of the circumstances under which and the manner in which they are expected to return to work. 

H. The agency may also put “eligible” employees on notice that the leave used will be designated as Family Medical Leave in accordance with the Family Medical Leave Act, 29 Code of Federal Regulations (CFR). As with any employment action, the agency shall ensure that its policies and procedures adhere to applicable federal regulations (e.g., the Equal Employment Opportunity Act, the Americans with Disability Act, etc.), as well as state laws and union contracts.
Sample E-mail, Memo, or Fax for Sending Sick Employee Home

From: 

Appointing Authority

Sent: 

Date

To: 

[employee’s name]

Subject: 
Removal from Workplace – Exhibiting Pandemic Influenza Symptoms

During the last [time period i.e. few days, several hours] I have observed that you appear sick because you are [list symptoms observed].  I am concerned about your physical well-being.  I am also concerned that you may be contagious.  In light of these concerns, I am sending you home.
You will need to use your sick leave accrual, annual leave accrual, compensatory leave accrual, or you may request approval for leave of absence without pay.  

When your condition improves, please contact me at [supervisor’s phone number and e-mail address], and we will discuss your return to work.

Thank you for your understanding and I hope that you feel better soon.
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SECTION 9–D

FAMILY MEDICAL LEAVE ACT AND SICK LEAVE

Major recommended changes:   None.
Major consideration:  The administration of family medical leave must continue in accordance with current legal requirements.

Significant issue:  None.

Preplanning:  Agencies need to assure that family medical leave administration is encompassed in the essential human resource management functions.

During the pandemic influenza emergency, the necessity for supporting employees seeking medical assistance will be crucial.   The State of Florida rules and federal Family Medical Leave Act (FMLA) provide the employee with options in using leave for medical reasons as follows:   

A.
Rule 60L-34.0042(3), Florida Administrative Code, allows employees to use their accrued sick leave for the employee’s personal illness, injury, or exposure to a contagious disease that would endanger others.   Sick leave may also be used for the employee’s personal appointments with a doctor, dentist or other recognized practitioners.  In addition, sick leave may be used for the illness, injury or well-care check ups of the employee’s spouse, the children or parents of the employee or the spouse, or a person for whom the employee or the spouse has a caretaker responsibility (as defined by the employing agency), when the employee’s presence is necessary. 

B.
Employees may use their accrued annual leave, compensatory leave and leave without pay in lieu of or in addition to the accrued sick leave.

C.
The agency may also put “eligible” employees on notice that the leave used will be designated as Family Medical Leave in accordance with the Family Medical Leave Act, 29 Code of Federal Regulations (CFR).  The FMLA entitles employees up to 12 weeks of leave for certain family and medical reasons during a 12-month period.  Paid leave may be substituted for unpaid FMLA leave and counted against the 12-week FMLA leave entitlement if the employee is properly notified of the designation when the leave begins.

For more information on the Family Medical Leave Act, 29 CFR, go to http://www.dol.gov/esa/whd/fmla .
D.
Pursuant to Rule 60L-34.00(5)(1), Florida Administrative Code, the agency may approve flexible work schedules, job sharing, or family medical leave to assist employees in meeting the medical needs of family members.  If waived under the executive order, the prevailing emergency may necessitate that approval of family medical leave be granted for a shorter period than six months.  Benefits coverage will continue as per current rules.  
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SECTION 9–E

RETURN TO WORK AUTHORIZATION

Major recommended changes:  Procedural.  During a pandemic influenza emergency, medical certifications for return to work may be required at the agency’s discretion. Employees may be required to return to different work sites and to different work duties.

Major consideration:  Employees may be returning to duties outside of their bargaining unit or of another bargaining unit and agencies will need to consult with Labor Relations if this becomes an issue.

Significant issue:  Educating managers and personnel officers on symptoms of influenza will be critical.  

Preplanning:  Managerial and personnel officer training.

In the event the governor of the State of Florida issues an executive order declaring a pandemic influenza emergency, the following procedures will be in effect for the duration of the emergency:
Returning from Leave: If an employee is ready to return to work from leave (paid or unpaid), the following procedures shall apply:

A. The employee who is ready to return from leave shall contact his/her supervisor (or a person acting in that capacity) for instructions on when and where the employee should return for assignment, provided an assignment is available prior to the day that the employee proposes to return.  Contact shall be made in the manner deemed appropriate by the work unit.

B. The supervisor shall inform the employee whether the employee’s return to work is authorized.  If it is authorized, the employee should be informed of his/her work location (or whether the employee will be assigned to work from a remote location or telecommute), work schedule and shift, and specific work assignments, if different from the employee’s regular assignment.

C. In administering this section, medical certifications may be required at the agency’s discretion. 
D. After the emergency, the requirements for the employee to provide a medical release/return to work verification form from a health care professional will be restored, unless otherwise notified by the employee’s supervisor.
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SECTION 9–F

SICK LEAVE TRANSFER PLAN

Major recommended changes:  None.  

Major consideration:  None.
Significant issue:  None.
Preplanning:  None.
Administration of a sick leave transfer plan will continue in accordance with Rule 60L-34.0042(5), Florida Administrative Code, as follows:

A. Eligible employees may donate a portion of their accrued personnel sick leave credits (a minimum of eight hours) to another employee eligible for leave benefits.  Employees must provide written notice to the donating and receiving employees’ human resource office(s).

B. No donation shall be permitted unless the donating employee’s sick leave accrual balance, immediately subsequent to the donation, is at eighty hours or more.  

C. When transferring donated personal sick leave credits, the agency shall credit the receiving employee with only the amount of sick leave needed to bring the employee’s total number of compensable hours up to the minimum number of hours for the pay period.  

D. All donations of sick leave made under Rule 60L-34.0042(5), Florida Administrative Code, are strictly voluntary.  Employees are prohibited from soliciting, offering or receiving monetary or any other compensation or benefits in exchange for donating personal sick leave credits.

►
Forms for requesting and donating sick leave transfer credits may be found on the Department of Management Services’ website under the section for Human Resource Management/ For State HR Practitioners/ Forms:
http://dms.myflorida.com/human_resource_support/human_resource_management
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SECTION 9–G
SICK LEAVE POOL
Major recommended changes:  None.
Major consideration:  None.
Significant issue:  None.
Preplanning:  None.
Sick employees who have exhausted all their personal leave credits may request credits from the agency’s Sick Leave Pool, if applicable.  Administration of the Sick Leave Pool will continue in accordance with Rule 60L-34.0042(6), Florida Administrative Code, as follows:

A. An employee is eligible to join the Sick Leave Pool (Pool) after one year of employment with the State, provided the employee has a minimum of 64 hours of sick leave accrued. 
B. Each full-time participating employee may join the Sick Leave Pool by contributing eight hours, initially, of his or her accrued personal sick leave credits to the Pool.  Each time the balance in the Pool is depleted to a specified level, employees will donate an additional eight hours.

C. Part-time participating employee shall contribute sick leave credits on a pro-rata basis.
D. Participation in the Pool shall be voluntary.  

E. Each agency shall determine the policy for the establishment of pools and eligibility for use.
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SECTION 9–H
SPECIAL COMPENSATORY LEAVE CREDITS ACCRUED DURING FACILITY CLOSURES
Major recommended changes:  None.
Major consideration:  None.
Significant issue:  None.
Preplanning:  None.
Pursuant to Rule 60L-34.0071(3)(e)1., Florida Administrative Code, employees holding positions below the Bureau Chief (or Bureau Chief comparable) level, who perform essential functions during a period in which their facility is closed due to a pandemic influenza emergency, shall be granted special compensatory leave credits for the hours worked during that period.
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SECTION 9–I
REGULAR COMPENSATORY LEAVE CREDITS
Major recommended changes:  None.
Major consideration:  None.
Significant issue:  None.
Preplanning:  None.
Pursuant to Rule 60L-34.0043(1), Florida Administrative Code, excluded Career Service employees who work hours in excess of their regular work period during a pandemic influenza  emergency may earn regular compensatory leave credits on a hour-for-hour basis.

Alternatively, if the agency has a payable regular compensatory leave plan, pursuant to Rule 60L-34.0043(5) Florida Administrative Code, these employees may earn regular compensatory leave credits on an hour-for-hour basis that shall be paid at the employee’s straight time regular rate of pay.  Such payments shall be processed on the next available payroll, if charged to hours type 1016 or at other intervals, depending on the agency’s approved plan.

SECTION 10
CLOSURE OF SCHOOLS AND DAYCARE FACILITIES

Major recommended changes:  None.
Major consideration:  None.

Significant issue:  Employees performing essential functions must report to work or telecommute.
Preplanning:  (1) Staff should be informed of expectations; (2) Employees should have a family care plan in place; (3) Employees performing essential functions may have to telecommute to perform duties and should be equipped to do so in advance. 

To minimize the effect of any disease outbreak, the Florida Department of Health is authorized to order disease control measures that include a broad array of actions.  Isolation, quarantine orders and social distancing measures are likely to be used in a pandemic influenza event.  In addition to closing large social gatherings, such as sporting events, theater shows, concerts and others, the local county health department may close schools and day care centers as a social distancing strategy.  It is anticipated that this action would occur in coordination with any emergency proclamation that may originate from the Florida Department of Health.

School and daycare closures are expected to have a significant effect on staff absenteeism in both the private and public sectors.  The State of Florida must be prepared for a reduction in its staff resulting from healthy parents staying home to take care of healthy children or other healthy dependants.  In addition, colleges and universities closure may result in healthy parents needing time off to move college age children home.  If schools and daycare centers are closed, employees will not be allowed to bring their children to work. 
SECTION 11 
DISCIPLINE – CONDUCT, INCLUDING UNAUTHORIZED ABSENCES
Major recommended changes:  Procedural.  Disciplinary actions may need to be postponed, pending a return to normal business operations.  
Major consideration:  First responders who are absent without approved leave are held to a higher standard than other employees, which will be considered when determining disciplinary action.  

Significant issue:  An employee may be subject to termination for certain absences without approved leave.  
Preplanning:  Employees should be informed of the expectation that they report to work and that the consequence for not doing so is potential disciplinary action.

The State of Florida’s commitment to public service will be the cornerstone to holding the function of our community together.  To fulfill service to the public, all able employees are expected to report to work and perform duties, unless directed otherwise.  Held to the highest standard are first responders:  those are employees who are responsible for the health, safety and welfare of others.
Unfortunately, there may be occasions during the emergency when employee misconduct or unexcused absenteeism arise and need to be addressed.  In some cases, that will mean that discipline is appropriate.

A. Disciplinary Action, in General: The type and level of disciplinary action will be determined based on the nature and severity of the behavior and/or performance deficiency that led to the disciplinary action.

Before proposing or implementing disciplinary action, managers and supervisors should first consult their agency’s human resource officer and general counsel. These persons may assist the supervisor in a review of pertinent facts and decisions regarding when and if to process disciplinary action.

1.
Career Service employees who have attained permanent status in his/her current position may be suspended or dismissed in accordance with Section 110.227, Florida Statutes.  Any suspension or termination disciplinary proposal for an employee’s alleged violation(s) of standards of conduct will be reduced to a form of written correspondence (e.g. letter, e-mail, facsimile) by the appointing authority and a copy will be provided to the employee.  The correspondence will set forth the dates of the employee’s alleged violation(s), noting when the proposal will be processed and when the employee will have an opportunity to be heard, as set forth below.  
2.
Processing of disciplinary proposals for Career Service employees who have attained permanent status in his/her position is alleged to have violated standards of conduct may be delayed pending the State’s return to normal business operations.  Written notice shall be given to the employee setting forth the date the employee shall be given the opportunity to appear before the agency to answer orally and/or in writing the charges against him or her.  Administrative leave remains available for agencies to utilize when it is determined that a Career Service employee should not return to work pending the outcome of the disciplinary process. 
B.
Disciplinary Action for Unauthorized Absences: An unauthorized absence means the absence of an employee from duty without specific authorization.  Authorization is obtained via the notification and approval method prescribed by the agency or work unit.  Certain unauthorized absences during a pandemic influenza emergency may result in a reduction in pay and/or disciplinary action, up to and including termination.

1. Pay

a. Other Personnel Services (OPS) employees will not be paid for any time that they are absent from work.  

b. Employees who are exempt from the overtime provisions of the Fair Labor Standards Act (FLSA) will not be paid for any full work day that they are absent from work without approved leave.  

2. Disciplinary Action

a. Employees may be subject to discipline, up to and including termination, for an unauthorized absence, the level of severity of which shall be dependent upon the length of the absence and whether the employee is designated as a first responder.
b. For FLSA exempt employees, should a suspension be imposed, the time period for the suspension shall be in one week increments, normally 1 week to 4 weeks, depending upon the facts and circumstances.
c. Any suspension or termination disciplinary proposal for an employee’s unapproved leave of absence will be reduced to a form of written correspondence (e.g. letter, e-mail, facsimile) by the appointing authority and a copy will be provided to the employee.  The correspondence will set forth the dates of the employee’s unapproved absence, noting when the proposal will be processed and when the employee will have an opportunity to be heard, as set forth below.
d. Processing of disciplinary proposals for Career Service employees who have attained permanent status in his/her current position and who are alleged to be absent without approved leave may be delayed pending the State’s return to normal business operations.  Written notice shall be given to the employee setting forth the date the employee shall be given the opportunity to appear before the agency to answer orally or in writing the charges against him or her. 
3. Mitigating circumstances underlying the unauthorized absence may be taken into consideration in any analysis of disciplinary action proposals, including termination.  Incidents will be reviewed on a case-by-case basis.

SECTION 12
EMPLOYEE ASSISTANCE PROGRAM (EAP)
Major recommended changes:  None.  

Major consideration:  None.

Significant issue:  None.

Preplanning:  Pre-pandemic briefings may need to occur so that managers and supervisors are prepared to address problems that may arise during a crisis and are informed when a referral to the EAP should occur. Supervisors will be provided with current information on these services and will be encouraged to refer employees.

Should a pandemic influenza emergency occur, referral to the State of Florida Employee Assistance Program (EAP) may be recommended to address personal problems that interfere with work performance.  In particular, a crisis such as a pandemic influenza may cause stressful behaviors that compromise the effective functioning of a work unit. Further, there may be a need for “Critical Stress Debriefing Sessions” to assist a work unit with particular problems or traumatic events. 

The EAP is a service provided through The Allen Group (a contracted vendor for the State) or other agency selected EAP provider.  All State employees including Other Personnel Services (OPS) employees are eligible for services. The program’s primary purpose is to assist employees and managers with personal problems that are interfering with work performance. 

It is recommended that referral appointments to the EAP be allowed during regular working hours during an emergency, as long as this does not interfere with the operations or functions of the workplace. 

Contact information for EAP services:

The Allen Group (acquired by Horizon Health)

2965 West State Road 434
Suite 100
Longwood, Fl 32779

1-800-860-2058  

http://www.theallengroup.org/
Note: The EAP will be transitioning from The Allen Group to Horizon Health; however, The Allen Group will continue to provide services.  At the time of transition, updated information will be made available. 
SECTION 13

FACILITY CLOSURES AND WORKFORCE REDUCTIONS

Major recommended changes:  None. The State may currently affect facility closures and reductions in force as necessary to meet business needs.

Major consideration:  Decisions as to facility closures or reductions in force will be made on a case-by-case basis, in conjunction with the Department of Management Services’ Division of Human Resource Management and the Executive Office of the Governor.

Significant issue:  In the event of large-scale workforce reductions, the economic impact of terminal leave payouts and unemployment benefits may be an issue.

Preplanning:  Agencies should review standard workforce reduction template letters and update as necessary to address a pandemic influenza emergency.

Agencies will remain open during emergency situations that do not pose an immediate life, health, or safety risk to its occupants unless directed otherwise by order of the county Public Health Department or executive order from the governor.

Because of potential staffing shortages, employees may be deployed to provide support for varied operations in alternative worksites and should expect to come to work.

In the case of closure of specific offices, employees will be sent home as a last resort.  Should employees be sent home, payment of wages to employees will be made in accordance with the established emergency processes:

A.
If a facility is closed and no alternative site is designated for the employee to report to work, regular employees, excluding other personal services (OPS) employees, scheduled to work will be paid their normal pay until the facility is reopened, alternative worksites are arranged or a workforce reduction is implemented.
1.
If the closure extends into a second week, the status of displaced workers may be reviewed by the agency head to determine whether a workforce reduction due to either lack of funds or lack of work is in order.  This applies to affected employees who are exempt from the overtime provisions of the Fair Labor Standards Act (FLSA), as well as hourly employees who are not exempt from the overtime provisions of the Fair Labor Standards Act.
2.
Employees who, prior to a facility closure, had requested and been approved for time off (e.g., annual leave, sick leave, compensatory leave, or leave of absence) will have hours deducted from their accruals as approved in accordance with established policies.

3.
Other Personnel Services employees will be paid only for hours actually worked during a facility closure.

4.
Employees designated as first responders and employees providing essential services and who are unable to report to work will have their time charged to annual leave, compensatory time, or leave without pay and may be subject to disciplinary action.
5.
If the facility closes after the start of an employee’s shift, employees who are scheduled to report to work but do not and do not contact the appointing authority or designee before the facility closure are considered to have been absent without leave. These employees will be subject to leave without pay for the full day.  However, the appointing authority may at his or her discretion, authorize the use of annual leave or compensatory time for the absence as individual circumstances warrant.

B.
When an agency head closes operations in his or her agency during the work day or orders employees to leave the premises because of safety concerns, employees, with the exception of OPS, scheduled to work will be paid for the normally scheduled work day.

C.
Agencies should make every reasonable effort to allow employees who have reported to work to check on the status of their families, provided that this does not compromise emergency response functions.

D.
Pursuant to Section 110.1225, Florida Statutes, shortfalls in state revenue may result in funding deficits that make it necessary for a program area to temporarily reduce the regular hours of employment or temporarily place employees on leave without pay.  All affected positions shall be identified and appropriate reductions in pay shall be implemented for all affected employees.  Agencies shall coordinate with Department of Management Services’ Division of Human Resource Management and the Administration Commission, as required.  The executive order may designate the Department of Management Services to administer the implementation of such furloughs.
APPENDIX A

PANDEMIC FLU PLANNING CHECKLIST
FOR INDIVIDUALS AND FAMILIES
You can prepare for an influenza pandemic now.  You should know both the magnitude of what can happen during a pandemic outbreak and what actions you can take to help lessen the impact of an influenza pandemic on you and your family.  This checklist will help you gather the information and resources you may need in case of a flu pandemic.

1.
To plan for a pandemic:

❑
Store a supply of water and food.  During a pandemic, if you cannot get to a store, or if stores are out of supplies, it will be important for you to have extra supplies on hand.  This can be useful in other types of emergencies, such as power outages and disasters.

❑
Ask your doctor and insurance company if you can get an extra supply of your regular prescription drugs.

❑
Have any nonprescription drugs and other health supplies on hand, including pain relievers, stomach remedies, cough and cold medicines, fluids with electrolytes and vitamins.

❑
Talk with family members and loved ones about how they would be cared for if they got sick or what will be needed to care for them in your home.

❑
Volunteer with local groups to prepare and assist with emergency response. 

❑
Get involved in your community as it works to prepare for an influenza pandemic.

2.
To limit the spread of germs and prevent infection:

❑
Teach your children to wash hands frequently with soap and water and model the correct behavior.

❑
Teach your children to cover coughs and sneezes with tissues and be sure to model that behavior.

❑
Teach your children to stay away from others as much as possible if they are sick.  Stay home from work and school if sick.

3.
Items to have on hand for an extended stay at home:

Examples of food and non-perishables

❑
Ready-to-eat canned meats, fruits, vegetables and soups

❑
Protein or fruit bars

❑
Dry cereal or granola

❑
Peanut butter or nuts

❑
Dried fruit

❑
Crackers

❑
Canned juices

❑
Bottled water

❑
Canned or jarred baby food and formula

❑
Canned or dry pet food

Examples of medical, health, and emergency supplies

❑
Prescribed medical supplies such as glucose and blood-pressure monitoring equipment

❑
Soap and water or alcohol-based hand wash

❑
Medicines for fever, such as acetaminophen or ibuprofen

❑
Thermometer

❑
Anti-diarrhea medication

❑
Vitamins

❑
Fluids with electrolytes

❑
Cleansing agent/soap

❑
Flashlight

❑
Batteries

❑
Portable radio

❑
Manual can opener

❑
Garbage bags

❑
Tissues, toilet paper and disposable diapers

APPENDIX B

AGENCY PRE-PLANNING CHECKLIST

Determine Critical Functions and Personnel
· Determine personnel who perform first responder functions

· Determine personnel who perform essential functions

· Determine personnel who perform non-essential functions

· Identify functions that may be suspended while personnel are assigned to more critical roles

· Identify secondary personnel who have the skills and abilities to perform other functions

· Identify other personnel, such as retired employees, former employees, OPS employees, and contract workers, who may be available to perform essential functions

· Identify potential volunteers who have the skills to perform needed departmental functions

Succession Planning
· Determine the payroll function as an essential function cross-train for this function

· Determine the human resources management function as an essential function and  cross-train for this function

· Determine the insurance benefits function as an essential function and cross-train for this function 

· Establish and identify a management line of succession plan which lists alternates for key leadership positions in each agency, division, or work unit
· Determine the individuals who will have the delegated authority to make decisions and communicate that succession plan to division and work unit personnel
· Provide for alternate lines of succession
· Provide for access to information and needed items to those in the line of succession (i.e. computer passwords, office keys, file cabinet keys, etc)
· Forward document succession plans to the agency head
Review Business Hours, Work Schedules and Mode of Service Delivery
· Review business hours and work schedules to determine if they can be modified in a manner that best promotes social distancing, business continuity or other pandemic response goals during an emergency
· Identify essential functions that may be accomplished via telecommuting and whether the function needs access to all systems and applications or only e-mail and/or voice communications

· Identify technical planning methods such as the Internet, Virtual Private Network, and teleconferencing to be implemented before a pandemic influenza emergency occurs.

Develop a Communications Plan
· Communicate with employees about the threat of a pandemic influenza  emergency, and describe the preparation steps being taken such as:

· Potential changes to personnel policies
· Changes in business culture which may include social distancing, increasing telecommuting, or suspending non-essential functions
· The importance of staying home if employees are ill or have influenza symptoms

· Distribute practical information on maintaining a healthy work environment

· Update employee emergency contact information

· Identify key internal and external stakeholders and the methods that will be used to communicate with them

· Communicate to labor unions and employees that certain provisions of their respective collective bargaining agreement may be suspended, such as:

· Use of employees outside of the bargaining unit to perform the work

· Previously approved annual, compensatory time, leave of absences may be rescinded with minimal notice 

· Employees may be required to report for work with minimal notice  

· Employees’ work schedules and/or hours of work may change with minimal notice  

· Employees may be required to telecommute with minimal notice

· Employees may be assigned overtime with minimal notice  

· Employees may be assigned special duty with minimal notice

· Employees may be assigned to other work units with minimal notice

APPENDIX C

PEOPLE FIRST SYSTEM INSTRUCTIONS

	Type:  Procedures  
	

	Date:  June 2009
	Subject:  Pandemic Influenza Preparedness


Suggested Audience:  

Agency Personnel Offices and Employees

Details:  

To prepare for the potential effects of a pandemic influenza emergency, the People First Team suggests the following steps and tips.  If you have questions, please contact your Department of Management Services (DMS) agency liaison for People First.  

1. Key Contact Numbers:

a. Main People First Service Center: (866) 663-4735

b. Convergys Lead – Tonya Tillotson

i. Office:  (904) 636-3435

ii. Cell:     (904) 697-6658

c. DMS Human Resource Management (HRM) Workforce Design and Compensation Manager – Phil Spooner

· Office:  (850) 488-2445

d. DMS HRM Workforce Development and Benefits Manager – Anna Gray

· Office:  (850) 487-1508

e. DMS People First – Jimmy Cox

· Office:  (850) 410-0330

· Cell:     (850) 294-0016

f. DMS People First – Alissa Perdue

· Office:  (850) 488-4733

2. HRM Policy Decisions

a. As with any emergency situation, please call the Division of Human Resource Management for updates to current human resource policies.  

3. Manual Timesheets

a. Employees who need to submit manual timesheets during the pandemic emergency period, should go to http://dms.myflorida.com/human_resource_support/people_first/for_state_employees/timesheets_and_related_documents to obtain the applicable forms needed:

i. Basic Timesheet 

ii. People First Basic Other Personal Services (OPS) Timesheet

iii. Timesheet with Charge Objects

iv. People First Charge Object OPS Timesheet

v. Fax Submission Form – Paper Timesheet Submission Quality Form

vi. Fax Submission Form – Mid Period Payroll Time Reporting

b. Manual Timesheet Fax Numbers:  (See Attachment 1 for further instructions)

i. OPS Basic Timesheet:  (888) 284-6067

ii. Non-OPS Basic & Charge Object Timesheet:  (800) 272-2830 or (904) 828-6094

iii. Mid-Period Changes:  (800) 845-7261 or (904) 828-6098

iv. Alternate:  (850) 219-3446
c. Timesheet Mailing Address:

Main Address




Alternate Address

People First Service Center


People First Service Center

3800 Esplanade Way



P.O. Box 5100

Suite 200




Tallahassee, FL 32314-5100

Tallahassee, FL 32311
d. Manual Timesheet Toolkit

i. Employees can get instructions and examples of the manual timesheet process at http://dms.myflorida.com/human_resource_support/people_first/for_state_employees/timesheets_and_related_documents in the Timesheet Toolkit section.

e. Agency Suggestions

i. Print and disseminate sufficient copies of the manual timesheets and timesheet toolkits. (Please note:  Timesheets must be on legal sized paper and should be original print quality vs. photocopies for quality scanning).

ii. Develop a distribution and collection method so that employees know how to obtain and submit manual timesheets. 

iii. Disseminate payroll submission timelines so that the timesheet can be processed in the appropriate payroll.  

iv. In emergency circumstances, managers may submit manual timesheets on behalf of their employees if employees are unable to complete them.  Once the Service Center has scanned manager submitted timesheets into the People First system, they will be processed as approved.  No additional approval will be required in the system.

v. When mailing timesheets, please retain a copy for your records in the event mail service is interrupted.

vi. When submitting multiple timesheets at once, either by fax or by mail, include a log of timesheets submitted (Employee’s Name, Employee’s Identification, Pay Period) for tracking purposes.  Retain a copy of the log for your records.

4. Hiring Additional Emergency Staff 

a. There are two options to hire staff to respond to an emergency situation:

i. Option One: Complete a Personnel Action Request (PAR) using the normal People First new hire process.

ii. Option Two: E-mail Mindy Rudd at Mindy.Rudd@DMS.MyFlorida.com to inquire about the potential to perform a mass load.  Under certain circumstances, a mass load can be performed to process a significant number of new hires.  

5. Hours Type 1016 (Regular Compensatory Payable) and 1017 (Selected Exempt Service (SES) Extraordinary Pay) During a Pandemic Influenza Emergency Period

a. The agency must have an approved Regular Compensatory Payable and SES Extraordinary Payment Plan filed with DMS to be eligible to use these codes for eligible extra time worked during a disaster.

b. For Career Service Excluded employees, hours type 1016 (Regular Compensatory Payable) should be used to record eligible disaster time.  For SES Excluded employees, hours type 1017 (SES Extraordinary Pay) should be used to record the extraordinary pay for eligible employees. 

i. In People First, eligibility is determined by employee type and whether the agency has an approved plan.  Agencies are responsible for ensuring that only eligible Career Service excluded and SES excluded employees (below the Bureau Chief or Bureau Chief comparable level) who participate in pandemic emergency related activities are compensated (paid) for extra time worked in excess of the hours in the work period.  

c. Employees can ONLY record 1016 and 1017 hours if they have exceeded their contract hours for the period.  Specifically, the employee must have recorded physical work hours (combination of hours types 1000 and 1004) up to their contract hours for the period before recording 1016 or 1017.  

d. Any 1016 and 1017 hours submitted on a timesheet must be approved by the Agency HR office via the Extra Pay Approval screen (available under the management tab, direct reports, approval drop down list).  Once approved, employees will receive the pay on the next available payroll.

6. Florida Nurses Association (FNA) Disaster Pay (Hours Type 1015)
a. Employees who are eligible to receive FNA Disaster pay must record the hours worked under the “pandemic emergency efforts” as FNA Disaster Pay (hours type 1015).  These hours will be paid as both regular hours (up to contract hours for the period) and as FNA Disaster Pay.  Additionally, these hours will be counted towards the overtime hour determination for included employees.  

i. In People First, eligibility is determined by the Collective Bargaining Unit (CBU) the employee is in (must be an FNA employee).  Agencies are responsible for ensuring that only employees participating in the pandemic emergency efforts record FNA Disaster Pay hours.  

b. FNA Disaster hours (hours type 1015) submitted on a timesheet must be approved by the Agency HR office via the Extra Pay Approval screen (available under the management tab, direct reports, approval drop down list).  Once approved, employees will receive the pay on the next available payroll.

7. Changing an Employee’s Fair Labor Standards Act (FLSA) Period 
i. To change the employee’s FLSA period, the start date must coincide with the beginning of the 160-hour period the employee is currently listed under; for example, if the employee is in the first cycle, the effective date must be the first day of this 160-hour cycle, and the end date must coincide with the ending of the 160-hour FLSA period the employee was previously under.  If the FLSA period is not changed at the start of the 160-hour FLSA period the employee is associated with, the overtime and extraordinary pay will NOT process correctly, and the agency will have clean-up efforts to correct this error.  The change must coincide with the first day of the 160-hour FLSA period the employee is associated with.  If the agency needs the change to be effective in the middle of a 160-hour FLSA period, the change in People First must be made effective with the first day of the next 160-hour FLSA period for the employee.  The system will calculate overtime for this period based on 160 hours.   If the employee is owed additional overtime, the agency must manually calculate and pay the overtime for the period.  Only changes effective the first day of the 160-hour FLSA period the employee is in will process correctly in People First.

ii. To process the change in FLSA periods, access the Organization (Org.) Management, Additional Attributes screen within People First.  Click Edit, change the effective date to be the first day of either the current or the next 160-hour FLSA period, change the FLSA work period to 40 hours, and click Save.  

1. Agencies should check the employee’s schedule on the employee side to ensure the FLSA change carried over from Org. Management.  To do this, select the employee, and then access the time entry approval screen.  Select the applicable period.  If the employee is in a 28-day period, this period will be reflected.  If the employee is in the normal FLSA period (for example, 40-hour included, standard excluded), then the pay period will be shown.

2. If the employee’s FLSA period change did not carry over to the employee’s time entry record, contact the People First Service Center to have this record synched.  

b. If an employee has already entered time for part of that 160-hour period, but has not submitted the time, he/she will need to make adjustments to the time already entered.  Specifically, once the employee’s schedule is changed to a 40-hour FLSA period, the employee will be required to account for 40 hours for all weeks listed as a 40-hour FLSA period in order to submit that week.  In this scenario, overtime will be based on the 40-hour FLSA period rules.  

c. By changing the FLSA period from 160 hours to 40 hours, employees must have a work schedule that equals 40 hours in the Friday through Thursday workweek.  

d. When submitting a timesheet with 40-hour FLSA period, employees will be required to record at least 40 hours of activity (hours worked, leave or leave without pay).
8. Tracking Essential Employees on Duty During Facility Closures

a. Agencies may create a charge object to capture hours worked by employees in positions below Bureau Chief, or positions below Bureau Chief comparable, who are required to remain on duty and are therefore eligible to accrue special compensatory leave credits.  

b. Using a charge object in this manner will enable you to identify and report to the Service Center all those employees who will need to be credited special compensatory hours; otherwise, the agency will need to separately track and report these employees.

c. If your agency elects to create a charge object for this purpose, employees should be instructed to select this charge object when recording all hours worked during the period that their facility was closed. 

9. Charge Objects

a. There are two options to create a charge object(s) that could be used during this emergency situation:

i. Option One: Create using the current functionality within People First.  Instructions for “Creating and Linking Charge Objects in People First” can be found on the People First website under the Org Management Step-by-Step Instructions section.

ii. Option Two: Contact Nicole Cain at Convergys who can assist with creating the necessary charge object(s).  Nicole.S.Cain@Convergys.com. 

People First Team
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Attachment 1


People First Manual Timesheet Submission Instructions: 

· Timesheets MUST be printed on legal-sized (8½ x 14) paper.  Please do not copy an 8½ x 11 size (or smaller) timesheet onto a legal sized paper.

· A Paper Time Sheet Submission Quality Form Cover Sheet must be included when submitting manual timesheets to ensure proper processing.  

· Verify the FAX machine settings will not reduce page to letter size or smaller.  

Important Note:  Timesheets submitted incorrectly cannot be processed.

People First Manual Timesheet FAX Numbers:

(Please review the Manual Timesheet Submission Instructions above prior to faxing.) 

OPS Basic Timesheet FAX #:  1-888-284-6067

Non-OPS Basic & Charge Object Timesheet FAX #:  1-800-272-2830 or 

904-828-6094

Mid-Period Changes FAX #:  1-800-845-7261 or 904-828-6098

Alternate FAX#:  850-219-3446
NOTE:  These are dedicated Fax Numbers for Manual Timesheets ONLY and should not be used to fax other non-timesheet related information to the People First Service Center.  Non-timesheet correspondence creates delays in timesheet processing.






� A flu pandemic is a global outbreak that occurs when a new influenza A virus causes serious human illness and spreads easily from person to person.


�  Formerly known as the Enterprise Information Technology Services (EITS).
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