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Section I -  GENERAL PROVISIONS 
All employees of the Town are “at will” employees under Florida state law, and as such their terms 

and conditions of employment may be altered or amended at the will of the employer. Employment 

is subject to the provisions of applicable collective bargaining agreements, individual contracts, or 

the benefits and procedures provided by Florida state law and this policy. 

1.01 AUTHORITY: 
Appointing Authority – The Town Council or their designee. 

The Town Council of the Town of Century, Florida, as a board of elected public officials, 

derive authority and responsibility from the Constitution of the State of Florida and the charter 

of the Town of Century. The elected Town Council is ultimately responsible for all that 

transpires under the town’s authority. 

 

1.02 PURPOSE AND SCOPE: 

 

a. The purpose of this statement of rules is to promote effective execution of the duties of 

the town, increase efficiency and economy, reward merit, increase employee 

satisfaction, respond to, decrease and, if appropriate resolve sources of employee 

dissatisfaction, and establish equitable standards for the administration and 

compensation of all employees of the town. 

 

b. This manual contains the major personnel policies, rules, regulations, and procedures 

by which the Personnel System of the town shall be conducted. This manual is intended 

to serve as a statement of policy for existing and new employees. The content includes 

the general standards by which all employees will conduct themselves, the rules 

covering pay and leave, the procedures for recruitment and employment of new 

employees, and the guidelines for the various personnel actions which may affect the 

status and progress of all employees. 

 

1.03 APPLICABILITY: 

 

Unless specifically noted to the contrary, these rules apply to all town employees: permanent 

and temporary; regular and probationary; full and part time. 

 

 

Section II -  STANDARDS OF CONDUCT  
 

2.01 WORK PERIODS: 

 

a. The standard work week will be 40 hours and not less than 35 hours for all full-time 

employees. The work week shall be the same for all persons occupying full-time 

positions.  

 

b. Absences and tardiness affect the overall performance of the town. Serious absences 

will become subject of personnel actions. 

 

All employees should notify the Town Clerk as far in advance of all anticipated absences and 

should notify the Town Clerk by 9:00 a.m. on the day of an unexpected absence. Doctor’s 
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excuses may be required for absences of more than three working days which are necessitated 

by illness or injuries due to accident. 

 

 

 

2.02 PUBLIC APPEARANCE AND CONDUCT: 

 

As representatives of the town, all employees are expected to know what is appropriate and 

acceptable attire, grooming and behavior for their work site and for the individual department 

or function. If any doubt exists as to what may be appropriate, the employee is encouraged to 

consult his or her supervisor. Employees are requested to avoid extremes, particularly exotic 

or bizarre costumes and grooming which are not suited to a business or public service situation. 

 

2.03 PUBLIC RELATIONS: 

 

Each employee of the town should treat people and handle their matters in such a way as to 

instill respect for the reputation already earned for courteous and efficient service. Friendliness, 

cheerfulness, helpfulness, courtesy, informality and sincerity are expected from all employees, 

especially in service to the public. 

 

2.04 CONFIDENTIALITY: 

 

Employees are expected to remain mindful of the confidential nature of many aspects of the 

work of some departments of the town. Good judgment should be exercised regarding the 

release or discussion of official matters or other information which may affect the personal or 

business affairs of others. Supervisory permission is required for release of sensitive or 

privileged information. 

 

2.05 GENERAL QUALITY OF WORK: 

 

Each employee is expected to achieve maximum efficiency and accuracy on assigned duties. 

Errors affect the performance of the employee, the work load of fellow workers and 

supervisors, the reputation of the department and the town and, most importantly, the lives of 

members of the public. Error free work is our goal. 

 

2.06 PERSONAL COMMUNICATIONS  

 

a. Personal telephone calls, incoming or outgoing, should be restricted to those of an 

emergency nature as much as possible. If a telephone call during office hours becomes 

necessary, it should be brief in order that the telephone lines may be available for town 

business calls.  

 

b. Similarly, employee should not receive personal mail or other deliveries at their place 

of work at the town. Such deliveries may be refused or opened in the course of the 

town’s business. Personal visits by friends, relatives or other contacts should not be 

received during work hours, and not within the working areas of the town.   

 

2.07 EQUAL EMPLOYMENT OPPORTUNITY:  
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The Town of Century is an Equal Opportunity Employer. People who are selected for 

employment in the town are hired on the basis of qualifications. No discrimination will be made 

concerning employment, compensation, promotion, and other conditions of employment for 

reasons of age, sex, race, color, creed, or national origin. See Resolution 9-96  

 

2.08 OUTSIDE EMPLOYMENT  

 

Full-time employment by the town shall be considered primary employment for full-time 

permanent employees, if an employee must engage in outside employment during off-duty 

hours, such outside employment should not interfere with the general work quality or demeanor 

of the employee while on town duty. (The fact of outside employment, shall not constitute a 

justification or excuse for an employee’s failure to comply with personnel policies, standards 

of conduct or guidelines for disciplinary action.) 

 

2.09 CONFLICT OF INTEREST   
Employment of relatives is prohibited when it creates or is perceived to create favoritism. No 

appointing authority can appoint, employ, promote, or transfer any relative to a position where the 

appointing authority exercises jurisdiction or control. The appointment, employment, promotion, 

advancement, or transfer of a relative into any division, activity, or section is prohibited if the action 

creates a prohibited relationship where a relative would supervise (directly or indirectly), make or 

influence personnel decisions concerning a relative, or creates a conflict of interest or the 

appearance of a conflict of interest. Prior to relatives being employed, promoted, or transferred into 

any division, activity, or section, a department director/administrator/manager must certify to the 

Mayor that no prohibited relationship would occur now or in the future. 

To avoid misunderstanding and conflict of interests which could arise, the following policy 

will be adhered to by all employees of the town. (This policy is in accordance with Section 

112.311 et. Seq., Florida Statutes, entitled “Code of Ethics for Public Officers and 

Employees.”):  

 

(1) Employees shall not accept any gifts, including Christmas gifts, favors or services that 

may reasonably tend to improperly influence them in the discharge of their official 

duties.  

 

(2) Employees shall not use or attempt to use their position to secure special privileges or 

exemptions for themselves or others, except as may be provided by policy and/or law.  

 

(3) Employees shall not accept employment or engage in any business or professional 

activity which they may reasonably expect would require or induce them to disclose 

confidential information acquired by them by reason of their official position. 

 

(4) Employees shall not disclose confidential information gained by reason of their official 

position, nor shall they otherwise use such information for their personal gain or benefit. 

 

(5) If an employee of the Town is an officer, director, agent or member of, or owns 

controlling interest in, any corporation, firm, partnership or other business entity which 

is subject to current proceedings of the town, he or she shall file a sworn statement to 

this effect with the Mayor. 
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(6) Employees shall not transact any business in their official town capacity with any 

business entity of which he or she is an officer, director, agent, or member, or in which 

he or she owns a controlling interest, excluding civic, charitable or religious 

organizations. 

 

(7) Employees shall not have personal investments in any enterprise which will create a 

substantial conflict between their private interests and the public interest. 

 

2.10 ELECTIONS AND POLITICAL ACTIVITIES: 

 

a. No employee shall use his or her official authority or influence for the purpose of 

interfering with an election or a nomination of office or coercing or influencing 

another person's vote or affecting the result thereof. 

 

b. No employee shall directly or indirectly coerce or attempt to coerce, command or 

advise any other officer or employee to pay, lend or contribute any part of his or her 

salary, kick back any sum of money, or anything else of value to any party, 

committee, or organization, agency or person for political purposes. 

 

c. No employee shall participate in political activities of any kind during office hours, 

nor engage in unauthorized use of any town equipment or supplies for political 

purposes. 

 

d. No employee shall engage in activities which bring discredit upon the town.  

 

e. Notwithstanding the above, all employees shall retain the right to vote as they 

choose and to express their opinion on all political subjects and candidates. They 

shall also have the right to participate in any political campaign during off-duty 

hours so long as such activities are not in conflict with any provision of Florida law. 

 

f. As responsible public employees, town employees are encouraged to be well-

informed, registered voters (if eligible) in all elections. 

 

2.11 DRIVER’S LICENSE: 

 

Those employees whose job description requires a valid driver’s license or chauffeur’s license 

are expected to keep that license current and free from jeopardy. Any change in the status of a 

required license must be reported to the employee’s supervisor, and may affect the employee’s 

employment. 

 

 

Section III -  PAY AND BENEFITS ADMINISTRATION 
 

 

3.01 ELIGIBILITY FOR EMPLOYEE BENEFITS: 

 

Full employee benefits shall be extended to full-time, regular and permanent employees, 

according to the rules set forth below. 

 

3.02 WAGES AND SALARY: 
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At least annually, the Council will select two of its members who, together with the Mayor, 

shall review the wage rate of each employee. They shall consider, but shall not be restricted to, 

inflation, wage rate for a similar position in the local area, merit, time in grade, and the report 

of the employee’s supervisor. They will report their findings and recommendations to the full 

Council within thirty (30) days. The Council will determine what wage rate adjustments will 

be made. 

 

3.03 PAY PERIODS: 

 

Wage/salary payments are based on a regular weekly pay period of 40 working hours. The pay 

period shall begin on Friday and end at the close of the work day on Thursday of the following 

week. Time and attendance reports shall be submitted to the Town Clerk no later than Friday 

morning of the pay week. 

3.04 HOLIDAYS: 

 

The following will be observed as official holidays by the Town of Century, Florida and all 

offices, except for essential services, will be closed: 

 

New Year’s Day 

Martin Luther King’s Birthday 

President’s Day 

Good Friday 

Memorial Day 

Juneteenth 

The Fourth of July 

Labor Day 

Veteran’s Day 

Thanksgiving 

Friday following Thanksgiving 

Christmas Eve 

Christmas Day 

 

When a holiday falls on Saturday or Sunday, the preceding Friday or following Monday will 

be observed as a holiday. When Christmas Day falls on Sunday or Monday, then the town 

offices will be closed on the following Monday or Tuesday. 

 

3.05 PAYROLL CHECKS AND DEDUCTIONS: 

 

a. Payroll checks are issued on the Friday following the close of the preceding pay 

period. 

 

b. Deductions (e.g., for Social Security and Withholding Tax) are made from the 

employee’s paycheck. A list of the amounts for each of these deductions is shown 

on the paycheck stub. Employees are advised to promptly report any changes which 

may affect payroll deductions to the Town Clerk. Errors in an employee’s check 

should be reported immediately. 

 

3.06 OVERTIME: 
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a. It shall be the general policy of the town for each employee to be assigned regular 

work duties and responsibilities which can normally be accomplished within the 

established work day and work week. However, the appropriate supervisor may 

request an employee to work overtime when necessary in order to meet emergency 

situations or operating needs. The acceptance of overtime work by the employee 

shall be voluntary. 

 

b. The Town Clerk shall maintain records of all overtime worked by all employees. 

No overtime pay or compensatory time will be granted except on the basis of such 

records. 

 

(1) With respect to all employees or FSLA exempt employees, all overtime will be 

compensated by compensatory time off, or overtime pay, at a rate of one and 

half hours of time off for each hours of over-time worked.   

 

 

(2) With respect to all employees earning compensatory time off, compensatory 

time may be accumulated to a maximum of 240 hours per year. Any 

compensatory time hours in excess of 240 hours will be forfeited at the end of 

the calendar year. 

 

(3) Only permanent full-time employees are eligible to work overtime. 

 

3.07 VACATION LEAVE: 

 

a. All permanent full-time employees are entitled to vacation leave. 

 

b. Accrual of vacation leave. 

 

(1) All full-time employees who have been employed for six months and completed 

the probationary period are granted 40 hours of vacation leave. 

 

(2) Upon completion of the probationary period and 12 months of continuous 

employment, all full-time employees are granted an additional 40 hours of 

vacation leave. No more than 3 weeks of vacation leave may be taken within 

any 18 month period of employment. 

 

(3) All permanent full-time employees who have worked continuously for one to 

ten years are granted 80 hours vacation leave per year. Thereafter vacation will 

be granted as follows: 

 

1 Year to 10 Years   – 2 Weeks 

10 Years to 15 Years   – 3 Weeks 

15 Years to 20 Years   – 4 Weeks 

20 Years and over   – 5 Weeks 

 

c. Use of vacation leave. 

 

(1) Any vacation time not used at the end of the calendar year is forfeited. 
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3.08 SICK LEAVE: 

 

I. General. Sick leave may be used by all full-time employees for employee 

illness, disability or health care appointments or treatments that cannot be 

scheduled outside normal working hours. Abuse of sick leave may result in 

employee discipline or discharge. 

 

II. Persons Entitled. All full-time permanent employees earn sick leave as of the 

date of commencement of employment. Sick leave cannot be used by an 

employee until the completion of the six month probationary period. 

 

III. Amount of Sick Leave. Full-time employees who complete the six month 

probationary period will be granted 40 hours of sick leave. Thereafter, sick leave 

may be earned according to the following schedule: 

 

 

Year of Service Completed  Hours/Year 

 

6 Months to 1 Year     40 

1 Year to 5 Years     80 

5 Years to 10 Years   120 

10 Years and Over   160 

 

Beginning January 1 of each year, each employee will be granted the amount of 

sick leave that corresponds to his/her years of service. All unused sick leave will 

be accumulated up to a total of six months. 

 

IV. Reporting Sick Leave. An employee who is absent from work due to illness 

must notify his or her department head within one hour of regular reporting 

time, and daily thereafter. In the case of employees engaged in 24 hour service, 

the employee should report to the department head two (2) hours prior to his or 

her regular reporting time, then daily. Failure to report on a timely basis may 

result in leave without pay being charged. 

 

V. Records of Sick Leave. The Town Clerk shall keep records of all sick leave used 

by all employees, including the reason such leave was required and the number 

of hours used. 

 

VI. Exhaustion of Earned Sick Leave. Upon the approval of the Mayor and Town 

Council, an employee may use vacation leave if sick leave has been exhausted. 

 

VII. Justification for Sick Leave. Upon the request of the Mayor or Town Council, 

employees may be required to supply a doctor’s certificate for any absences due 

to illness in excess of two days. 

 

VIII. Forfeiture of Sick Leave. Employees who separate from town service in good 

standing may be paid for unused sick leave at a rate of two (2) hours for each 

(8) hours unused at termination. In the event of death of an employee, unused 

sick leave will be paid in full to their beneficiary. Employees who are dismissed 
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or leave the service of the town without proper notice shall forfeit all unused 

sick leave. 

 

3.09 MILITARY LEAVE: 

 

When employees are required to be absent from their positions due to military commitments, 

military leave will be compensated for in conformity with 115.07, Florida Statutes (1992). 

 

3.10 CIVIL LEAVE - JURY DUTY: 

 

Any employee shall be given necessary leave without loss of pay when performing jury duty 

or other duties required by law as long as he or she is not required to do so under the 

performance of his or her duties. Those employees who become parties to litigation are not 

eligible for leave with pay, unless they become such parties in the course of their employment 

with the town. Employees on civil leave will be compensated by the town only for the 

difference (if any) in the employee’s regular salary for the time on civil leave and the amount 

received for participation in legal proceedings. 

3.11 FUNERAL LEAVE: 

 

All full-time permanent employees will be granted three (3) days paid funeral leave for a death 

in the employee’s or the employee’s spouse’s immediate family. “Immediate family” includes 

spouse, child, parent, sister, brother, grandmother, or grandfather. In certain cases involving 

distances, unusual circumstances, etc., the Mayor may grant additional leave with pay. 

 

3.12 MATERNITY LEAVE: 

 

Leave for maternity shall be treated as sick leave. If sick leave is exhausted, the employee may 

opt to use either or a combination of vacation leave and/or leave without pay. 

 

3.13 UNEMPLOYMENT COMPENSATION: 

 

The town of Century is registered with the State of Florida Bureau of Unemployment 

Compensation. Employees who are involuntarily separated from employment and who file a 

claim and meet certain qualifications may be eligible to receive unemployment compensation 

benefits. 

 

3.14 SOCIAL SECURITY: 

 

Social Security deductions are made from all eligible employees' pay and an equal amount is 

added to it by the town for all employees as set forth in the State Municipal Agreement for 

coverage of local government employees under the Federal Old Age. 

 

 

Section IV -  PERSONNEL RELATIONS 
 

4.01 POLICY: 

 

These policies are intended to provide regular employees a fair and equitable review of any 

grievance without fear of discrimination, coercion, restraint or reprisal. Further, they shall 

insure that every reasonable effort will be made to resolve the matter as efficiently and 
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effectively as possible. It shall be the policy of the town insofar as possible to prevent the 

occurrence of grievances and to deal promptly with those which occur. It is the intent and desire 

of the town to adjust complaints or grievances informally, and both administrative staff and 

employees are expected to make every effort to resolve problems as they arise. However, it is 

recognized that there will be grievances which will be resolved only after review. This 

grievance procedure is established to provide full opportunity to employees to bring to the 

attention of administrative staff, or the Mayor or the Town Council complaints, grievances, or 

situations that the employee feels need either adjustment or resolution. 

 

4.02 GRIEVANCE PROCEDURE: 

 

Level 1: An employee may bring any complaint, grievance, or inquiry to his or her 

supervisor who may consult with the Mayor concerning the matter. The supervisor will 

respond to the employee within three working days after receiving the complaint, 

grievance or inquiry. 

 

Level 2: If the matter is not resolved by the supervisor to the employee’s satisfaction, 

the employee may submit a written grievance to the Mayor within seven working days 

of receipt of the supervisor’s response. The Mayor will make the appropriate 

investigation and respond in writing to the employee within fifteen working days of the 

filing by the employee of the written grievance. 

 

Level 3: If the matter is not resolved by the Mayor to the employee’s satisfaction, he or 

she may bring the matter before the Town Council by submitting, within seven days of 

the Mayor’s response, a written statement of the complaint, grievance, or inquiry and 

request that the issue be placed on the agenda for the next meeting of the Town Council. 

The employee may appear at such meeting and present his complaint, grievance or 

inquiry, to which the employee’s supervisor or the Mayor may respond. The Town 

Council will make a decision concerning such matter, which decision will be final. 

 

 

Section V -  PERSONNEL POLICIES, ACTIONS & PROCEDURES 
 

5.01 EMPLOYEE SELECTION: 

 

The Town of Century will advertise all job openings in a newspaper of local circulation for at 

least two weeks prior to the actual interview and selection process. Such advertisements will 

identify the town as an Equal Opportunity Employer. 

 

Any person seeking employment with the town will be required to execute an application for 

employment form as prescribed by the town. 

 

All vacancies occurring within the town shall be filled whenever possible with a qualified 

employee of the town. Promotion within the town staff shall be based upon the qualifications 

of the person being appointed. The first consideration in the filling of vacancies will be given 

to the most qualified applicant within the department. Next consideration will be given to the 

most qualified applicant from outside the department. If no acceptable applicant is found within 

the town staff, the vacancy may be filled from outside the town staff. The criteria used in 

selection of the most qualified applicant shall be based upon examination, promotional 

potential rating, oral interview, and/or demonstrated performance. 



10 
 

 

The department supervisor will review applications for employment and conduct a personal 

interview with each applicant and, with the approval of the Mayor, will select the applicant(s) 

to be employed. The Council must approve the selection of any individual to be by the town. 

At the discretion of the Council, any prospective employee may be required to appear before 

the Council for an interview. 

 

5.015 TEMPORARY EMPLOYMENT PROVISIONS 

 

1. Definition of Temporary Employment 

 

A temporary employee is one appointed to a position for a limited duration to meet 

a specific short-term need, such as a vacancy, leave of absence, seasonal work, or 

special project. 

 

 

2. Duration of Appointment 

 

Temporary appointments shall not exceed six (6) months without Town Council 

approval. Extensions beyond six months may be considered by a majority vote of 

the Council upon recommendation by the Mayor. 

 

3. Town Council Approval 

 

Any temporary appointment recommended by the Mayor must be submitted to the 

Town Council for approval at the next scheduled meeting. No temporary employee 

shall begin work prior to Council approval unless authorized on an emergency basis 

by resolution. 

 

4. Posting of Vacancy 

 

Vacancies intended to be filled on a temporary basis must be posted publicly, both 

internally and externally, for a minimum of five (5) business days unless waived 

due to urgent need with written justification. 

 

5. Pre-Employment Requirements 

 

All temporary employees are subject to: 

a.  A criminal background check; 

b. A pre-employment drug screening; 

c. A pre-employment physical if the position requires physical labor or operation 

of equipment. 

 

6. Compensation 

 

Temporary employees shall be paid hourly wages based on the approved 

classification and experience. They are not eligible for step increases or salary 

ranges. 

 

7. Benefits Eligibility 
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Temporary employees do not receive benefits, including: 

a.  Health, dental, or vision insurance; 

b. Paid time off (sick leave, vacation); 

c. Retirement contributions; 

d. Bereavement or jury duty leave. 

 

8. Holidays 

 

Temporary employees are not compensated for holidays unless they are scheduled 

to work and do work on the holiday, in which case they receive regular pay. 

 

9. Eligibility for Temporary Appointment 

 

A temporary employee may only be appointed to a position that is both: 

 

A.   Vacant, and 

B. Included in the adopted budget and authorized by the Town Council. 

 

No temporary employment shall be approved for unbudgeted or newly created 

positions unless: 

 

C. The Town Council takes formal action to create and fund such position; 

D. And/Or the position is included in the Town’s Personnel Authorization List. 

 

5.02 PROBATIONARY PERIOD: 
Under the direction of the Mayor or designee, the Town Clerk administers a program for rating the 

work performance of Town of Century employees. The Performance Evaluation Program is designed 

to provide procedures and guidelines for supervisors to evaluate the performance of Town 

employees in the accomplishment of their assigned duties and responsibilities. Through the uniform 

application of these procedures and guidelines, supervisors can use the Performance Evaluation 

Program as an effective management tool to recognize accomplishments, guide and reward 

performance, and improve productivity and morale. Approved forms must be developed by the 

Town Clerk and approved by the Mayor. Notwithstanding the existing probationary period 

requirements, all regular employees shall receive an annual performance evaluation. Probationary 

employees remain subject to the existing policy which requires a six-month performance evaluation 

prior to permanent appointment by the Town Council. 

 

a. Intent: The probationary period, or working test, shall be regarded as an integral 

part of the selection process and shall be used for closely observing the employee’s 

work; for securing the most effective adjustment of a new employee to his or her 

position; and for rejecting any employee whose performance is not satisfactory. 

 

b. Conditions of Probationary Period: All employees appointed or promoted to 

permanent positions shall serve a probationary period of six months. 

 

(1) The probationary employee may accumulate sick leave, but cannot use sick 

leave during the probationary period except upon special approval granted by 

the Town Council. 
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(2) Probationary employees will not work overtime. 

 

(3) Probationary employees are granted 40 hours vacation time at the completion 

of the probationary period. 

 

(4) The probationary employees may be dismissed for any lawful reason and such 

employee has no right to appeal the dismissal. 

 

(5) The probationary employee’s supervisor shall submit a written evaluation of the 

employee’s performance to the Mayor and Town Council twenty days before 

the expiration of the probationary period. The Mayor and Town Council, at the 

next meeting of the Town Council and according to the provisions of the Town 

Charter, will decide whether to grant the employee permanent status. 

 

5.03 DISCIPLINE 

 

A. DISCIPLINARY ACTIONS.   

 

The Mayor shall have the authority to discipline employees of the Town in 

accordance with the provisions of this section 5.03.  The types of discipline 

which the Mayor is authorized to administer include but are not limited to 

dismissal, suspensions, demotions, and formal warnings (either written or oral).  

An employee shall have the right to appeal to the Town Council in accordance 

with the provisions of this Section 5.03 any disciplinary action administered by 

the Mayor which results in a loss or reduction of the employee’s compensation.   

 

B. SUSPENSIONS: 

 

The Mayor may, on his/her own initiative or upon the recommendation of the 

employee’s supervisor, suspend an employee without pay for disciplinary 

purposes for such length of time as the Mayor considers appropriate but not to 

exceed sixty (60) days in any twelve (12) month period.  

 

C. DEMOTIONS: 

 

The Mayor may, upon his/her determination or upon the recommendation of the 

employee’s supervisor that an employee is unable to satisfactorily perform the 

duties of the position in which s/he is employed and/or that demotion is an 

appropriate disciplinary action under the circumstances, demote an employee to 

a position having duties which the employee can successfully perform and 

which may have lower compensation, or the Mayor may reduce the salary or 

hourly wage of the employee.  

 

 

An employee may be demoted at his/her own written request to a vacant position 

in a lower class, subject to the approval of his/her supervisor and the Mayor. 

The Mayor will determine whether the employee is qualified to perform the 

duties and responsibilities of the lower job class. 
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D. DISMISSALS: 

 

The Mayor may, on his/her own initiative or upon the recommendation of the 

employee’s supervisor, dismiss an employee for cause.   

 

E. CAUSES FOR SUSPENSION, DEMOTION OR DISMISSAL: 

 

An employee may be suspended, demoted or dismissed for just cause.  For 

purposes of this Section 5.03 “just cause” shall mean cause based upon 

reasonable grounds governed by good faith.  Although suspension, demotion or 

dismissal may be based on other causes, any one or more of the following shall 

be sufficient.  If the employee:  

 

1. has been convicted of a felony, or of a misdemeanor involving turpitude; 

 

2. is a member of a subversive organization, or knowingly or willfully 

violates the laws of the United States, the State of Florida, and/or the 

ordinances, rules, and regulations of the Town; 

 

3. willfully, wantonly, unreasonably, unnecessarily, or through culpable 

negligence has been guilty of brutality or cruelty to a person provided 

the act committed was not necessarily or lawfully done in self-defense, 

or to protect the lives of others, or to defend or to protect the lives of 

others; 

 

4. violates any of the provisions of this manual; 

 

5. is offensive in his/her conduct or language in public, or toward the 

public, Town officials, or fellow employees, either on or off duty; 

 

6. violates any lawful official regulation or order, or fails to obey any 

proper direction made and given by a superior; 

 

7. uses intoxicants and/or illegal drugs while on duty; 

 

8. becomes afflicted with any disease or has any physical ailment or defect 

which, in the opinion of the Mayor after confirmation by a physician, 

renders the employee unfit for employment, and reasonable 

accommodations, as defined by the Americans with Disabilities Act, 

cannot be made; 

 

9. is incompetent, inefficient, or ineffective in the performance of the 

duties of his/her position; 

 

10. is careless or negligent with the monies or other property of the Town; 

 

11. takes any property of the Town for his/her own personal use or for sale 

or gift to, or use by, others; 
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12. has used or threatened to use, or attempted to use personal or political 

influence in securing promotion, leave of absence, transfer, change of 

pay rate, or in any manner related to his/her work; 

 

13. induces, or has attempted to induce, an officer or employee in the service 

of the Town to commit an unlawful act or to act in violation of any 

lawful or official regulation or order; 

 

14. takes for his/her personal use from any person, any fee, gift, or other 

valuable thing in the course of his/her work or in connection with it, 

when such a gift or other valuable thing is given in the hope or 

expectation of receiving a favor or better treatment than that accorded 

other persons, or accepts any bribe, gift, token, monies, or other things 

of value intended as an inducement to perform or refrain from 

performing any official act, or engages in any action of extortion or other 

means of obtaining money or other things of value, through his/her 

position; 

 

15. speaks disrespectfully of, publicly criticizes, or maliciously ridicules 

any official or employee of the Town; 

 

16. hinders the regular operation of the Town because of excessive 

absenteeism; 

 

17. does not have the capacity for the proper performance of duties because 

of a permanent or chronic physical or mental defect, and reasonable 

accommodations as defined by the Americans with Disabilities Act 

cannot be made; 

 

18. is absent without leave or failing to report after leave of absence has 

expired; 

 

19. fails to notify the employee’s supervisor within one working day of 

suspension or revocation of valid operator’s or chauffeur’s license 

(applies only to employees whose job requires valid operator or 

chauffeur license). 

 

20. has unauthorized absence from work; 

 

21. makes a false statement of a material fact or practicing or attempting to 

practice any fraud or deception in an attempt to secure any job related 

benefits; 

 

22. commits such acts, or fails to undertake acts, which impede or hinder 

the Town from fulfilling its service to the community, or which are 

contrary to or which jeopardize the health, safety, and welfare of other 

employees or officials or the citizens of the Town. 

 

F. DISCIPLINARY PROCEDURE: 
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1. Dismissal, Suspension or Demotion of Regular Town Employees: 

 

a. When the dismissal, suspension or demotion of any regular full-time 

Town employee is contemplated, the Mayor and/or the employee’s 

supervisor may hold such informational meetings as they deem 

necessary. The Mayor and/or supervisor shall have the right to 

question any employee of the Town who might be able to shed light 

on the circumstances involving the subject employee. 

 

It is not required that a meeting with the employee be held; rather, it 

is expected that the Mayor and/or supervisor will meet with the 

employee only when there is sufficient doubt as to whether or not 

the employee committed the acts for which discipline is 

contemplated.   

 

b. In considering the appropriate disciplinary action (if any), the Mayor 

or supervisor may take into account all prior disciplinary action of 

the subject employee and the employee's employment record.  If 

such prior disciplinary actions or record contributes to the 

disciplinary action, the same shall be reflected in the summary 

contemplated in the following paragraph.   

 

c. The Mayor or the supervisor will prepare a written summary of the 

facts, evidence, and documents relating to the disciplinary action.  

Said summary will further set forth the Mayor’s final disciplinary 

decision.   

 

d. The Mayor will furnish to subject employee written notice of the 

disciplinary action, which notice shall include a brief summary or 

explanation of the grounds for the disciplinary action. Such notice 

will either be hand-delivered or sent by certified mail. The notice 

shall also state that the employee shall have five (5) working days 

from the date of such notice within which to file with the Mayor, a 

written response requesting an appeal hearing before the Town 

Council. 

 

e. If no written response is received from the employee within the said 

five (5) day period, then the employee shall be deemed to have 

accepted the disciplinary action. It will be the responsibility of the 

employee to make a timely written request of the Mayor for the 

appeal, and if the employee does not request (or timely request) the 

same, s/he will be deemed to have waived the right to appeal the 

disciplinary action to the Town Council.   

2. Employee Appeal Process: 

 

a. If the employee disagrees with the Mayor’s disciplinary action, the 

employee may request a review of the Mayor’s decision by the Town 

Council.  The employee’s written request for an appeal hearing must 

state all of the employee’s reasons and grounds for appealing the 
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disciplinary action.  If the employee’s written request fails to set 

forth any reasons or grounds for the appeal, the appeal may be 

summarily denied without need to proceed with an appeal hearing 

before the Town Council.   

 

b. The decision of the Mayor may be overturned by the Town Council 

only upon clear and convincing evidence that the Mayor did not have 

just cause (as defined in Section 5.03.E, above) for his/her decision.  

The burden of proving that there was not just cause, which must be 

demonstrated by clear and convincing evidence, shall be upon the 

employee.  The employee may assert at the appeal hearing only those 

reasons or grounds set forth in the employee’s written request for an 

appeal hearing, and the Town Council shall not consider any reasons 

or grounds that are not set forth in the employee’s written request.   

 

c. The appeal hearing before the Town Council shall be informal and 

guided only by minimum due process requirements.  The Town 

Council shall not have the authority to modify or alter the extent of 

discipline or action reflected in the Mayor’s decision.  Rather, the 

sole function of the Town Council during the appeal hearing shall be 

to determine whether, on the basis of the evidence presented during 

the hearing, it has been clearly and convincingly demonstrated that 

there was not just cause for the Mayor’s decision.  In other words, it 

must be demonstrated that the Mayor’s decision was unreasonable 

and/or made in bad faith.  If it is demonstrated by clear and 

convincing evidence that the Mayor did not have just cause, his/her 

decision shall be overturned.  Otherwise, the Mayor’s decisions must 

be upheld.  The standard and burden of proof for reversal of the 

Mayor’s decision is intentionally established at a high level and is 

intended to provide the mere assurance that the Mayor’s decisions 

will not be arbitrary and capricious.  The determination of the Town 

Council shall be final and there shall be no basis for further appeal 

or redress of the disciplinary action. 

 

5.04 TYPES OF SEPARATION FROM EMPLOYMENT  

 

A. DISMISSAL: 

 

The termination of an employee shall be termed a dismissal when, in the opinion 

of the Mayor, the employee fails to render satisfactory services for any reason 

contemplated in Section 5.03.E.  An employee who has been dismissed from 

employment with the Town shall not be eligible for re-employment for a period 

of five years from the date of dismissal. 

 

B. RESIGNATION: 

 

An employee may voluntarily terminate his/her employment by resignation 

stating reasons therefore, in writing, to the Mayor. If the Mayor finds that 

reported resignation was not voluntary, s/he will treat the separation as a 

dismissal.  An employee who has submitted his/her resignation may, with the 
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approval of the Mayor, be continued in his/her position as though the resignation 

had not been filed, on his/her written request for authorization to withdraw the 

resignation, filed before the effective date thereof or within thirty (30) days 

thereafter.  An employee who resigns from his/her employment with the Town 

with the Mayor’s approval shall be immediately eligible for further employment 

with the Town. 

 

C. LAYOFF: 

 

A layoff shall mean the involuntary separation from employment through no 

fault of the employee, but for reasons deemed appropriate by the Mayor (e.g., 

lack of funds, changes in organizational structure, lack of need for position or 

type of work performed, etc.), and without adverse effect on the employee’s 

immediate eligibility for further employment with the Town.  The order of 

layoff is hereby declared to be as follows: 

 

1. The order of the layoff will be inverse to the relative value of the 

employees to the Town as determined by the Mayor. 

 

2. No permanent employee will be laid off from any position while any 

temporary employee is continued in a position of the same class. 

 

3. Each employee laid off shall be given a written notice. Whenever 

practicable, this notice should be given at least three (3) days prior to the 

effective date, and should include the reasons for the layoff, the effective 

date, and any other information deemed necessary by the Mayor. 

 

4. In the event of a lay-off, the Town will adhere to the statutory requirements 

of Chapter 295.07, Florida Statutes, which provide preference in retention 

for eligible veterans. Employees discharged by reason of a lay-off will have 

their names entered on an eligible register for each title or class for which 

positions were eliminated. The register will remain effective for one year, 

unless extended by request of the appointing authority. If positions become 

available while the register is effective, the appointing authority will 

consider these individuals for reemployment. 

 

 

 

Section VI -  ANTI-DRUG POLICY 
 

6.01 SOURCE AND POLICY: 

 

a. The Anti-Drug policy is based on the provisions of the Pipeline Safety Regulations, 

Code of Federal Regulations, Code of Federal Regulations, Title 49, 40 C.F.R. Part 

199. 

 

b. In recognition of the adverse effects illegal drugs have on an individual’s health, 

attitude, performance, and safety, it is the policy of the town to require its employees 

to undergo drug testing. 
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6.02 APPLICATION: 

 

This policy applies to all employees. 

 

6.03 PRIMARY REQUIREMENTS: 

 

a. All employees who work directly or indirectly with the town’s natural gas system 

must be tested. 

 

b. The laboratory selected for analysis must establish its certification. 

 

c. The laboratory must forward testing results only to the medical review officer. 

 

d. The medical review officer must: 

 

1. receive and interpret drug test results. 

2. inform the employee of drug test results. 

3. give employee opportunity to discuss test results. 

4. order a reanalysis of the original specimen if employee contests validity. 

5. maintain confidentiality. 

6. inform employee of results of second test. 

7. give opportunity to discuss results of second test. 

8. only after all of the above, inform Mayor and Town Council of test results. 

 

6.04 LABORATORY AND MEDICAL REVIEW OFFICER: 

 

a. Laboratory: Flomaton Medical Center laboratory will analyze all specimens 

collected for drug testing. Flomaton Medical Center will submit to the Town 

Council, before conducting any analyses, evidence that they possess the required 

certification to perform such analysis. 

 

b. Medical Review Officer: Dr. John Vanlandingham is selected as the town’s medical 

review officer. 

 

6.05 TYPES OF DRUG TESTING: 

 

a. Pre-Employment Testing: Employees may be required to undergo pre-employment 

testing. Any individual who refuses to undergo or fails such drug test will be 

ineligible for employment. Such applicants have no right to retesting of their 

samples. 

 

b. Random Testing: All employees are subject to unannounced testing based on 

random selection. 

 

c. Post-Accident Testing: 

 

1. Any employee whose performance contributed to an accident or cannot be 

completely discounted as a contributory factor to the accident will be tested. 
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2. Such employee will be tested as soon as possible but no later than 32 hours 

after the accident. 

 

d. Reasonable Cause Testing: 

 

1. Where there is reasonable cause to believe that an employee covered by this 

policy is using a prohibited drug, the employee will be required to take a drug 

test. 

 

2. Only a supervisor who has been trained in drug use symptoms can determine 

that reasonable cause for a drug test exists. Such determination must be based 

on objective factors, such as performance errors. 

 

6.06 TESTING PROCEDURES: 

 

a. Test Methods. All drug testing will utilize urine samples.  

 

b. Target Drugs. Tests for marijuana, cocaine, opiates, amphetamines, and 

phencyclidine will be performed. 

 

c. Upon notification that a drug test is required, an employee will report as soon as 

possible but no later than 24 hours (32 hours for post-accident) after notification to 

the drug collection site and provide a specimen of his/her urine. 

 

d. The laboratory will forward the drug testing results to the medical review officer. 

 

6.07 REVIEW OF DRUG TESTING RESULTS: 

 

a. Duties of medical review officer: 

 

1. Review of drug test results before they are reported to any town 

representative, including the mayor. 

 

2. Determine whether there is an alternative medical explanation for positive 

test result. 

 

i. Conduct medical interview of affected employee. 

 

ii. Review employee’s medical history and medical records, with 

specific reference to prescribed medication. 

 

iii. If necessary, order reanalysis of original specimen to determine 

accuracy. 

 

iv. Verify laboratory report and assessment are correct. 

 

3. Determine if employee who refused to take test or who did not pass test may 

be safely returned to duty. 

 

b. Determination Rules 
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1. If the medical review officer determines, after appropriate review, that there 

is a legitimate medical explanation for the positive test result, no further 

action is required and affected employee will not be disciplined in any way. 

 

2. If the medical review officer cannot identify a legitimate medical 

explanation for the positive test result, he will forward the employee’s name 

and test results to the Mayor for disciplinary proceedings in accordance with 

the provisions of this Personnel Policy. 

 

6.08 EMPLOYEE ASSISTANCE PROGRAM: 

 

a. Drug Use Education – All employees will be provided a copy of these personnel 

rules and, on a periodic basis, drug-use information. 

 

b. Due to economic constraints, no rehabilitation programs will be afforded to 

employees. 

 

c. Community Service Hotline Number: 1-800-888-9383 

 

6.09 RECORDKEEPING: 

 

The Town Clerk will maintain the following records: 

 

a. Results of drug tests which were positive for drug use: 

 

i. Must be kept 5 years. 

ii. Must identify employee’s job duties, age. 

iii. Must specify drugs detected. 

iv. Must identify employee status – suspension, termination, etc. 

 

b. Results which were negative for drugs must be kept 1 year. 

c. Records showing numbers of employees tested must be kept 5 years. 

 

6.10 CONFIDENTIALITY: 

 

a. All records of testing and test results must be maintained private and confidential. 

 

b. Test results may be released only to the following without prior authorization of the 

affected employee: 

 

i. Laboratory 

ii. Medical Review Officer 

iii. Town Clerk 

iv. Mayor 

v. State and local officials as necessary to their investigation of an accident. 

 

c. Test results can be released to the Town Clerk and Mayor without authorization of 

the affected employee only after the medical review officer has completed all 

specified duties and employee contests results of initial and repeat drug testing. 
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d. All written records must be stored in a locked container or in a secure location 

accessible only to the above listed individuals.  

 

e. Drug test results will not be released to subsequent employers without prior 

authorization of the affected employee.  
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TOWN OF CENTURY DEFERRED COMPENSATION PLAN 

 

 

ORDINANCE NO. 5-89 

 

The Town of Century hereby establishes an Employee Deferred Compensation Plan 

(hereinafter referred to as the "Century Plan"). The Century Plan consists of the provisions set 

forth in this ordinance and is applicable to each employee who elects to participate in the 

Century Plan. The Plan is effective as to each such employee upon the date the employee 

becomes a "Participant" by signing and filing a Participant Agreement with the Town of 

Century. 

 

The purpose of the Century Plan is to permit employees and independent contractors to 

participate in a deferred compensation plan by entering into an agreement with the Town of 

Century wherein a portion of their salary not yet earned will be deferred. 

 

 

SECTION 1.  DEFINITIONS 

 

1.01 "State" – The term "State" means a state, a political subdivision of a state, and an agency 

or instrumentality of a state or political subdivision of a state. 

 

1.02 "Performance of Service" – The "performance of service" includes performance of 

service as an independent contractor. 

 

1.03 "Participant" – The term "participant" means an individual who is eligible to defer 

compensation under the plan. 

 

1.04 "Beneficiary" – The term "beneficiary" means a beneficiary of the participant, his 

estate, or any other person whose interest in the plan is derived from the participant. 

 

1.05 "Includible compensation" – The term "includible compensation" means compensation 

for service performed for the Town of Century, which (taking into account the 

provisions of this section and Section 403(b)) is currently includible in gross income. 

 

1.06 "Compensation, taken into account at present value" – Compensation shall be taken 

into account at its present value. 

 

1.07 "Community Property Laws" – The amount of includible compensation shall be 

determined without regard to any... 

 

 

 

 

Page 27 Missing in pdf file 
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e. For plan years beginning on or after January 1, 1988, amounts deferred pursuant to 

Code Section 402(a)(b) and 402(h)(1)(B) under a 401(k) plan shall be treated as 

amounts deferred for purposes of (a), (b), (c) and (d) above. 

 

1.12 "Employee" means (a) any officer, full-time employee or elected official of the Town 

of Century who performs personal service for the Town of Century, including service 

as an independent contractor. 

 

1.13 "Employer" means the Town of Century. 

 

1.14 "Normal Retirement Age" means not earlier than age 65. 

 

1.15 "Participation Agreement" means the contract or agreement between the employee and 

the employer pursuant to which a portion of the employee's compensation will be 

deferred in accordance with the provisions of this plan. 

 

1.16 "Plan" means the Deferred Compensation Plan of the Town of Century, which is 

intended to meet the applicable requirements of Section 457 of the Code. 

 

1.17 "Plan Administrator" means the Town of Century or its duly authorized designee for 

that purpose who shall exercise the discretion or other functions given to the Town of 

Century under the terms of the plan. 

 

1.18 "Plan Year" means the calendar year in which the plan becomes effective, and each 

succeeding calendar year during the existence of the plan. 

 

 

SECTION 2.   OPERATIONS OF THE CENTURY PLAN 

 

 

2.01 "Participation" Upon signing the Participation Agreement, the participant elects to 

participate in the Century Plan and consents for the Town of Century to deduct the 

amount of Deferred Compensation specified in the Participation Agreement from the 

participant's compensation for each pay period. 

 

2.02 "Deferred Compensation" The Town of Century and the participant mutually 

acknowledge that the compensation of each employee is as by written or oral contract 

and that said compensation includes the dollar amount of funds the participant elects to 

defer under the terms of this plan or set aside under any other code Section 457 deferred 

compensation plan or any code Section 403(b) tax deferred annuity. Employee 

compensation shall be paid as provided except that during each employment year in 

which the employee is a participant in the Century Plan, that portion of his 

compensation which is specified by such employee in the Participation Agreement shall 

be deferred, invested and distributed in accordance with the provisions of the Century 

Plan. 

 

2.03 "Investment of the Deferred Amount". The amount deferred will be invested by the 

Town of Century in interest bearing accounts or other income producing vehicles. 
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2.04 "Ownership of Deferred Amounts". The Town of Century shall own and maintain the 

amounts deferred in accordance with Section 2.02 to provide a convenient method of 

setting aside the amount of its assets required to meet its future obligations under the 

plan. The Town of Century shall at all times be the legal and beneficial owner of all 

such deferred amounts, including the income thereof and any increments thereon and 

the cash surrender value and any death benefits payable under a life insurance policy 

purchased on the life of a participant, and the existence of neither the plan nor any 

investment fund attributable to amounts deferred under the plan or the maintenance of 

any certificate or contract intended to measure participants interests in the investment 

fund shall be deemed to create a trust or limit use by the Town of Century of the funds 

therein for general employer purposes. The obligation of the employer to make 

payments pursuant to this plan is contractual only and no participant or beneficiary shall 

have a preferred claim or lien on or to the assets of any investment fund or certificate 

or contract therein, but shall have only the right to receive the benefits payable under 

the plan from the employer. Interest of a participant in the investment fund who changes 

employment may, under certain prescribed conditions, be transferred to an eligible plan 

of a new employer. 

 

2.05 "Transfer of Funds to Another Plan". Notwithstanding any other provisions of this plan 

amounts deferred by a former participant may be transferred to another eligible deferred 

compensation plan in which such former participant has become a participant if:  

 

1. the receiving plan provides for acceptance of such amounts, and,  

2. the participant requests, in writing, that the transfer be made. 

 

2.06 "Transfer of Funds to this Plan". Amounts deferred by a participant from a deferred 

compensation plan in which he formerly participated may be transferred to this plan if: 

 

1. The first plan provides that the participant be separated from service and, 

2. The participant requests, in writing, that the transfer be made. 

 

 

SECTION 3.   ADMINISTRATION AND ACCOUNTING 

 

 

3.01 "Administration by Employer". This plan shall be administered by the Town of 

Century, who shall prescribe such forms and adopt such rules and regulations as are 

necessary to carry out the purposes of the plan. 

 

3.02 "Election to Participate". An employee election to participate in this plan shall be made 

by filing a duly executed Participation Agreement with the Town of Century and not 

otherwise. 

 

3.03 "Enrollment Periods". Any person who is an employee shall have the option to elect to 

participate in the plan and such election shall be effective as of the first day of the next 

calendar month. 

 

3.04 "Contents of Participation Agreement". The Participation Agreement shall be filed with 

the Town of Century and shall contain, among other provisions, the following: 
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a. A provision whereby the participant specifies the portion of his compensation which 

is to be deferred, and 

 

b. A provision whereby the participant shall designate a beneficiary or beneficiaries, 

including one or more contingent beneficiaries, to receive any benefits which may 

be payable under this plan on death of the participant, and 

 

c. A provision whereby the participant shall indicate his investment election, if any. 

 

3.05 "Termination of Participation". A participant may revoke his election to participate in 

the plan by signing and filing with the Town of Century a written revocation of 

participation. The revocation shall be effective as of the first day of the next payroll 

period. 

 

3.06 "Amendment of Participation Agreement". A participant may change the amount of 

compensation to be deferred under the plan (or may amend his statement of investment 

preference, if applicable), by filing with the employer a signed amendment of a form 

approved by the employer. Such amendment will apply only to future amounts deferred 

under the plan. If a participant requests that amounts then held in a participant’s account 

also be invested in accordance with an amended investment preference, the employer 

may approve such change, if it deems it in the best interest of the participant to do so. 

 

3.07 "Participant Certificate and Contracts". A separate certificate or contract shall be 

maintained for each participant. For convenience and to facilitate the orderly 

administration of the plan, individual certificates or contracts for all participants will be 

maintained by the employer showing the participant’s name. The participant’s 

certificate or contract with the employer shall be credited each pay period with the 

amount deferred from the preceding pay period on the day received by the Town of 

Century. A written report of the status of the participant’s certificate or contract shall 

be furnished to the participant at least annually by the Town of Century. All interests 

shall be credited or debited to the certificate or contract as they occur. 

 

SECTION 4.   BENEFITS 

 

The participant is entitled to have paid to him the benefits created by his participation in the 

plan in accordance with provisions of this section 

 

4.01  Notwithstanding the provisions under subsections (a), (b), and (c) below, the payment 

of amounts deferred will commence not later than the latter of: 

 

1. 60 days after the close of the plan year in which the participant attains (or would 

have attained) normal retirement age; or 

 

2. for plans beginning on or after January 1, 1989, no later than April 1 of the calendar 

year following the calendar year in which the participant attains the age of 70-1/2. 

 

Benefits paid to a participant shall be reported to the participant as wages subject to 

withholding for federal income taxes and reportable on form W-2. 
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a. "Normal Retirement". Upon the participants attaining normal retirement age, he 

may retire and receive the benefits provided under this plan. Such benefits shall 

commence no later than the date described above and shall be paid in accordance 

with options described below. 

 

b. "Termination of Employment". If the participant terminates his employment with 

the Town of Century, benefits may be taken in a lump sum at any time or deferred 

until normal retirement age. 

 

c. "Death". If the participant dies while employed with the Town of Century or 

terminates his employment and dies before the commencement of benefits under 

the plan, the entire amount deferred, including any death benefit payable under a 

life insurance policy purchased on the life of the participant, must be paid to his 

beneficiary over a period not in excess of: 

 

1. the life of the beneficiary, if the beneficiary is the participant’s surviving spouse; 

or 

 

2. 15 years, if the beneficiary is not the participant’s surviving spouse. 

 

If the participant dies while benefits are being paid to him under this plan and before 

such benefits have been exhausted, then benefit payments will continue only in 

accordance with any survivorship option selected by the participant in accordance 

with subsection (d) below. 

 

"Designation of Beneficiary". The participant has the right to name and file with 

the Town of Century a written beneficiary or change of beneficiary form, 

designating the person or persons who shall receive the benefits payable under this 

plan in the event of the participant’s death. The form for this purpose shall be 

provided by the Town of Century. It is not binding on the Town of Century until it 

is signed, filed with the Town of Century by the participant and accepted by the 

Town of Century. If the participant dies without having a beneficiary form on file, 

or if a participant’s designated beneficiary predeceased him, any death benefits shall 

be paid to the participant’s surviving children, in equal shares or, should none 

survive, then to the participant’s executors or administrators. The participant 

accepts and acknowledges that he has the burden for executing and filing with the 

Town of Century a proper beneficiary designation form. 

 

d. "Benefits Options". The following options are available for selection by the 

participant. If at normal retirement age the participant fails to select a payment 

option, he shall be deemed to have elected to have his benefits payable, 

 

1. If the participant has designated his spouse as beneficiary, under the Joint and 

Life Annuity form, with the participant’s spouse as the contingent annuitant 

(100% continuation) or 

 

2. If the participant has not designated his spouse as beneficiary, under the Life 

Annuity form, the participant may elect one of the following benefit options: 
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Joint and Survivor Life Annuity. The term "Joint and Survivor Life Annuity" 

means an annuity providing monthly payments while either of the two persons 

upon whose lives such payments depend is living. The monthly amount to be 

continued when only one of the persons is living will be equal to a percentage 

of the monthly amount that was paid while both were living. This percentage 

may be 50% or any higher percentage up to and including 100% as elected by 

the participant. The payments commence as of the date determined under 

Subsection a, b, or c above and terminate with the last payment due before the 

death of the survivor. 

 

Joint and Survivor Ten Years Certain Annuity. The term "Joint and Survivor 

Ten Years Certain Annuity" means an annuity providing monthly payments 

while either of two persons upon whose lives such payments depend is living, 

with a guarantee that installments will be paid for at least ten years. The monthly 

amount to be continued when only one of the persons is living will be equal to 

a percentage of the monthly amount that was paid while both were living. This 

percentage may be 50% or any higher percentage up to and including 100%, as 

elected by the participant. 

 

Joint annuitants do not live for the ten year certain period, the remaining 

payments will be made to their beneficiaries. The payments commence as of the 

date determined under Subsection (a), (b), or (c) above and terminate with the 

last payment due before the death of the survivor. 

 

Life Annuity. The term "Life Annuity" means an annuity providing monthly 

payments only during the lifetime of the person upon whose life such payments 

depend. The payments commence as of the date determined under Subsection 

(a), (b), or (c) above and terminate with the last payment due before the death 

of such person. 

 

If the participant elects a benefit option which allows amounts to be paid to a 

beneficiary, then the amounts payable to the participant must exceed one-half 

of the maximum amount that could have been payable to the participant if no 

provisions were made for payment to a beneficiary. 

 

For plan years beginning on or after January 1, 1989, if distributions have begun 

prior to the date of the participant’s death, the form of payment elected will 

provide that at least two-thirds (66%) of the amount payable will be paid to the 

participant over his life expectancy, determined as of the date payments are to 

commence, and any amount not distributed as of his date of death will be paid 

at least as rapidly as the method of distribution in effect on the date of his death. 

 

For plans beginning on or after January 1, 1989, all benefits payable under the 

plan shall satisfy the provisions of Code Section 401(a)(9). 

 

4.02  “Financial Hardship”. Notwithstanding any other provisions herein, for “financial 

hardship” a participant may apply to the Town of Century to withdraw, in whole, or in 

part, benefits from the plan prior to retirement or any other termination of his 

employment with the Town of Century. Benefits to be paid upon any withdrawal shall 

be limited strictly to that amount necessary to meet the emergency situation constituting 
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financial hardship. Any remaining benefits shall be paid upon retirement, termination 

of employment, or death in accordance with Section 4.01 above. Withdrawal for 

"financial hardship" shall be limited to real emergencies beyond the control of the 

participant which would cause him great hardship if early withdrawal were not 

permitted. Financial hardship shall include the following: impending personal 

bankruptcy; unexpected and unreimbursed major expenses resulting from illness or 

accident of the participant or any dependent thereof; major property loss or any other 

type of unexpected and unreimbursed personal expense. Expenditures of a major nature 

that would be normally budgetable, such as a down payment for a home, the purchase 

of an automobile, college or other schooling expense, etc. will not constitute a financial 

hardship. the decision of the employer concerning financial hardship shall be final as 

to all participants. Notwithstanding the foregoing, financial hardship shall be limited to 

such circumstances as may be prescribed by the Secretary of the Treasury by regulation 

pursuant to the authority contained in Section 457 of the Code. 

 

SECTION 5.   MISCELLANEOUS 

 

5.01  "Retirement System Integration". Benefits payable by, and deductions for employee 

contributions to, any retirement system of the employer shall be computed without 

reference to amounts deferred pursuant to this plan and shall instead be based upon 

gross compensation the participant would receive if such participant had not elected to 

participate in this plan and to defer compensation. 

 

5.02  "Amendment and Termination". This plan may be amended or terminated by the Town 

of Century at any time. No amendment or termination of the plan shall reduce or impair 

the rights of any participant or his beneficiary which have already accrued. Upon the 

termination of the plan, the Town of Century shall distribute all amounts credited to 

each participant's account in accordance with the participant's payment option selected. 

All participants shall be treated in the same manner. 

 

5.03  "Creditors". Except to the extent otherwise required by law, a participant may not 

assign, transfer, sell, hypothecate, or otherwise dispose of any or all of his interest or 

right which he may have under the Plan, and any attempt to do so shall be void and of 

no effect. 

 

5.04  "Employment". Participation in the plan shall not be construed as giving any participant 

any right to continue his employment with the Town of Century. 

 

5.05  "Successors and Assigns". The plan shall be binding upon and shall insure to the benefit 

of the Town of Century, its successors and assigns, all participants and beneficiaries 

and their heirs and legal representatives. 

 

5.06  "Written Notice". Any notice or other communication required or permitted under the 

plan shall be in writing, and if directed to the Town of Century shall be sent to the 

designated office of the Town of Century and if directed to a participant or to a 

beneficiary at his last known address as it appears on the Town of Century records. 

 

5.07  "Total Agreement". This plan and the participation agreement and any subsequently 

adopted amendment thereof, shall constitute the total agreement or contract between 
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the employer and the participant regarding the plan. No oral statement regarding the 

plan may be relied upon by the participant. 

 

 

SECTION 6.   TOWN OF CENTURY DEFINED CONTRIBUTION PLAN 

 

The Town of Century hereby establishes a defined contribution plan for its employees. The 

plan is effective to each such employee upon the date the employee becomes a participant by 

signing and filing a participant agreement with the Town of Century. 

 

OPERATIONS OF THE PLAN 

 

The Town of Century, Florida will match up to 5% of the base wage paid to a participant of 

the plan, or will match that amount that the participant agrees to set aside for the deferred 

compensation plan. 

 

BENEFITS TO BE PAID BY THE PLAN 

 

As this is a defined contribution plan the benefit will be the annual contribution, plus the 

allocated trust investment earnings on the accumulated contributions at the time of retirement. 

 

VESTING 

 

A participant has a nonforfeitable right to a percentage of the employee’s accrued benefit 

derived from the Town of Century contributions as determined by the following table: 

 

Years of Service   Nonforfeitable Percentage 

3     20 

4      40 

5      60 

6     80 

7 or more              100 

 

SERVICE INCLUDED IN DETERMINATION OF NONFORFEITABLE PERCENTAGE 

 

In computing the period of service under the plan for purpose of determining the nonforfeitable 

percentage, all of an employee’s years of service with the employer or employees maintaining 

the plan shall be taken into account, except that the following may be disregarded: 

 

a. Years of service before age 18 

 

b. Years of service during a period for which the employee declined to contribute to a 

plan requiring employee contributions. 

 

The term "year of service" means a calendar year, plan year. 
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NORMAL RETIREMENT AGE 

 

The term "normal retirement age" means the earlier of: 

 

a. the time a plan participant attains normal retirement age under the plan, or 

b. the latter of the time a participant attains age 65. 

 

 

BENEFITS PAYABLE 

 

Benefits are payable as in accordance with Section 4 of the Century Deferred Compensation 

Plan. 

 

INVESTMENTS 

 

Employer contributions will be invested by the Town of Century in interest bearing accounts, 

funds, or other income producing vehicles that are allowed by the State of Florida. 

 

ADOPTED THIS 7TH DAY OF AUGUST, 1989. 

 

 

The Town of Century Personnel Policy Manual was adopted the 15th day of March 1993 

 

 

 

 

 

 

       ______________________________  

Attest:        Mayor  

 

 

 

_______________________    ______________________________  

 

       ______________________________  

 

       ______________________________  
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SAMPLE LETTER 

 

 

Dear ___________ 

 

This letter will advise you that charges have been made against you which are cause for 

disciplinary measures as provided for in the Town of Century Personnel Policy Manual. The 

specific charges made against you are: 

 

1.  

 

 2. 

 

 3.  

 

 

The individual who has made these charges against you is ___________. 

 

The Town Council wishes to provide you a full opportunity to hear the evidence offered 

in support of the charges brought against you. Therefore, the Town Council intends to hold a 

special meeting concerning these charges which you are invited to attend. The meeting will be 

held on ______ (date) at ______ (time) at the Town Hall. You are invited to be represented by 

yourself, an attorney, or any other individual you choose. You are invited to tell your own story 

and to present to the Town Council any witnesses who have information as to the falsity of 

these charges. You should be aware that the Mayor and/or your supervisor will present those 

witnesses whom they consider to have evidence showing that such charges are true. Following 

a presentation of all evidence by both sides, the Town Council will vote as to whether the 

charges merit suspension without pay or termination. 

 

This letter is the only notice you will receive concerning such hearing. Should you be 

unable to attend the meeting at the date and time stated above, please advise me immediately 

so that an alternative date and time may be selected. Should you fail to contact me and fail to 

appear at the meeting at the above date and time, the Town Council will proceed to vote on 

your case without consideration of any arguments or evidence in support of your innocence 

and such vote will be binding on you. 

 

This will advise you that the meeting will be open to the public as is required by Florida 

law. The town will maintain the confidentiality of the charges made against you only until the 

meeting. 
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Section VII -  DEFINITIONS (Comprehensive) 
Appointing Authority – The Town Council or their designee. 

Appointment – Initial employment of a person in a position within the service of the Town of 

Century. 

Class – A group of positions similar in duties, qualifications, and compensation range. 

Demotion – A change from one class to another with lower pay and responsibility. 

Eligible List – Names of top candidates (internal: top 5; external: top 25) used for appointment and 

promotion. 

Employee – A person appointed to a position with compensation, part-time or full-time. 

Employment – The initial appointment to a position within the Town's service. 

Internal Recruitment – Position open to Town employees only. 

External Recruitment – Position open to candidates outside the organization. 

Lay-off – Authorized reduction in force due to funding, reorganization, or efficiency. 

Minimum Qualifications – The required education, skills, and certifications needed for a position. 

Probation – A 180-day introductory period for new or promoted employees to prove suitability. 

Promotion – Advancement to a higher position with more responsibility and pay. 

Transfer – Lateral movement within the same class or compensation level. 

Relatives – A detailed list of familial relationships for use in nepotism policies. 

Seniority – Service duration used to determine order in layoffs or promotions. 


